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Chapter 1: Getting Started 

1.1 System Requirements  

 Intel Core i7 3.5 Ghz Server Computer CPU  or above 

 Asustek / Gigabyte H87M-D3H Intel Chipset Mainboard 

 8 GB DD RAM 3- PC 1666 – 1st grade - Kingston 

 Hard disk 120 GB Solid State Kingston KC300 Sata 3 Memory Stick Drive  

 Operating System = Window 7 / Window 8    , 32 or  64 bit  

 

1.2 Installation  

Video Guide link : http://www.sql.com.my/video/sqlacc_tutorial/1-01_Start_Installation.mp4 

1.2.1 Always get the latest CD or latest installer from your dealer 

 
  

http://www.sql.com.my/video/sqlacc_tutorial/1-01_Start_Installation.mp4
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1.2.2 Select “I accept the agreement” and click on “Next

 
 

1.2.3 Click on “Next” 
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1.2.4 Click on “Next” 

  
 

1.2.5 Click on “Install” 
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1.2.6 Click on “Finish” 

  
 

1.2.7 System will launch SQL, and please select “Evaluation” 

   
System will auto generates the Database…it might take some minute
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1.2.8 To generate a NEW DATABASE, after created database, system will login, you will need to go on  

          File | Logon… 

 
 

1.2.9 Click on “three dot button” 
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1.2.10 To create New Database 

 
Rename the company name 

  
Press “OK” 
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Database will created, and double click to login the database with ID & Password 

 
 

Login with ID =ADMIN, password = admin 
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1.3 Language Regional Settings 

a. Start  | Control Panel  

b. Region and Language 

c. Set Format as : English (United Kingdom) 

 
 SQL support UK date format which is “dd/MM/yyyy” 
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1.4 How to Set Financial Period & System Conversation Date 

Video Guide link: http://www.sql.com.my/video/sqlacc_tutorial/9-13_Financial_Period.mp4 

*very important, once setup, cannot change again, and it set only once when you create a NEW database 

a. Go to tools | Options  

 
 

b.  Financial Start Period = First day of accounting period, normally it consists of 12 month 

     System Conversion Date = First day to apply transaction in SQL 

    

Situation 1: my financial period drop on 1/1 every year, and I start using SQL from 1/1/2015. 

Financial Start Period = 1/1/2015  

System Conversion Date = 1/1/2015 

 

Situation 2: my financial period drop on 1/5 every year, and I start using SQL from 1/6/2015. (first year consist 

more than 12 months) 

Financial Start Period = 1/5/2015 

System Conversion Date = 1/6/2015 

 

 

 

 

http://www.sql.com.my/video/sqlacc_tutorial/9-13_Financial_Period.mp4


 

 

 10 

 
 

1.5 Setting for Company Profile 

a. File | Company Profile 
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b. Report Header 

 
 

c. How to load company logo? (Right Click on the square box and click on “Load”) 
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Chapter 2: Master Data Creation 

2.1 General Ledger (Maintain Chart of Account) 

Video Guide Link: http://www.sql.com.my/video/sqlacc_tutorial/3-01_GL_Chart_of_Account.mp4 

 
1. Click on GL | Maintain Account | New 

2. Enter the GL Code and Description (alphanumeric are acceptable) 

http://www.sql.com.my/video/sqlacc_tutorial/3-01_GL_Chart_of_Account.mp4
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3. Check the Special Account Type if the account is belongs to Accumulated Deprn Account (Fixed Assets) 

 
4. You can create sub account as sample attached. 

 



 

 

 14 

5. You are allowed to create unlimited level of sub account, always pointing on the “mother account” to create 

the child account.   

 

6. You are allowed to Drag and Drop account too! How?  

Step 1: Highlight the account you wish to drag drop 

Step 2: Left Click on mouse and drag it to the account you wish to drop and release your mouse 

Step 3: You will see this message “Do you want to drop accounts under XXXX”, Yes or No “ Click Yes, if it’s correct! 
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2.2 Maintain Customer  

Video Guide Link: http://www.sql.com.my/video/sqlacc_tutorial/4-01_Maintain_Customer.mp4 

 
1. Enter Customer Name accordingly. 

2. Customer Code auto generate by system, it follow the first alphabet of the company name you key. 

3. You can categorize your customer into different grouping, eg : Category, Agent, Area, Terms,  

 

 

 

 

 

 

 

 

 

http://www.sql.com.my/video/sqlacc_tutorial/4-01_Maintain_Customer.mp4
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How to do? For Example, you need to create a new agent.  (same step for Area / Category) 

Tools | Maintain Agent 

 
4. There are different options for viewing Customer Statement & Customer Aging  

 

 4 (a) Customer Statement   

 
Brought Forward – Summary Statement                  Open Item – Detail Statement 
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4 (b) Customer Aging 

 
Invoice Date – Base on Invoice Date                     Due Date – Base on after due date (terms) 

** Supplier side will be the same with customer…. 

2.3 (a) Maintain Stock Group 

               Video Guide Link: http://www.sql.com.my/video/sqlacc_tutorial/8-01_Maintain_Stock_Item.mp4 

Allow user to set default account posting for the particular group of items. (Stock | Maintain Stock Group) 

 

2.3a.1 You can enter your code and description; by the way you can assign your costing method eg: FIFO, 

Weighted Average & Fixed Cost 

http://www.sql.com.my/video/sqlacc_tutorial/8-01_Maintain_Stock_Item.mp4
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2.3a.2 Assign the account accordingly by sales, cash sales, sales return, purchase, cash purchase and purchase 

return. 

 

2.3 (b) Maintain Stock Item ( Stock | Maintain Stock Item) 

 

2.3b.1 You can assign your item by group as what you had maintain under maintain stock group 

 

2.3b.2 We categorize Reorder Level , Reorder Qty and Lead Time as one group, due to setting here, you can 

preset all this detail, in order when stock quantity reach reorder level, can generate report as a reminder to 

purchase. 

 

Reorder Level = When stock balance drop certain level, system will be able to prompt you to re-order your stock 

Reorder  Qty = The quantity you wish to reorder when you print reorder advice report 

Lead Time = The number of days required for your stock item to arrive 

 

2.3b.3 You can set MIN PRICE, in order your sales person won’t sell in the below min price. 

 

2.3b.4  2nd UOM purpose is useful for different packaging, give a scenario 

 

 

Scenario A 

I am selling blue pen, blue pen have different package, I sell by pcs, by box or by carton. Now, I can preset as 

this way : 
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       So, you can see here, I have different Unit of Measurement (UOM) and different rate,  

       Base Rate = PCS = 1 

       Box = 10 PCS 

       Carton = 24 PCS 
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Chapter 3: Sales & Purchase 

3.1 Purchase Order 

 
Step 1. Select Supplier Code.  

** You may navigate the search column by using KEYBOARD “TAB” button so you are able to search by CODE, 

COMPANY NAME, COMPANY NAME 2 & CURRENCY that you want. 

Step 2. Select Item Code and enter all the detail (e.g. Description, Qty) 
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    Step 2.2:  ** You may customize the column that you want view on screen: 

  
 -Step 2.2: Look for the small icons as per attached picture--> tick and untick column that you want and don’t 

 want. If you want fix the layout so that you able to view those column every time you open the document ,you 

 just have to Right Click again the title bar then look for GRID LAYOUT -- >Save Layout -- > Insert Layout Name 

 (Any label will do) then SAVE. 

Step 3. Discount can be key-in by value (RM 5 ) and can be by percentage (5%) or even multiple disc level  

eg: 5% + 2% + RM 0.10,you just have to insert the discount rate that you want then system will auto calculate 

the sub total after discount for you. 

Step 4. Save the purchase order. 
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Step 5. Click on the preview icon and choose which format that you want to print. 

3.2 Purchase Goods Received  

 
Step 1: Select Supplier Code.  

Step 2: Right Click on the title of G/ R Note then choose transfer from Purchase Order then tick which 

document that you want to transfer over to this purchase goods received. 

** Make sure you point on the correct position. Must be right click at the top title G/R Note else you can’t get the 

result. 

Step 3: After transfer from purchase order your item will show in GREEN colour. 

Step 4: Save the goods received. 

** P/S: Once you save this purchase goods received, system will automatic update the stock quantity and costing. 
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3.3 Purchase Invoice 

  

Step 1: Select Supplier Code.  

Step 2: Right Click on the title of Purchase Invoice then choose transfer from Purchase Goods Received then 

tick which document that you want to transfer over to this purchase invoice 

Step 3: After transfer from purchase goods received your item will show in GREEN colour. 

Step 4: Save the purchase invoice 

** P/ S : Please do remember that if you have key-in purchase good received, please make sure that you have 

transfer to purchase invoice else your stock costing and quantity will update twice. 
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3.4 Sales Quotation 

Video Guide Link: http://www.sql.com.my/video/sqlacc_tutorial/6-01_Sales_Quotation.mp4 

  

Step 1: Same thing select your Customer Code. 

Step 2: Insert the item customer enquiry. 

Step 3: After confirm everything, SAVE the quotation. 

 

Step 4: At standard bar, go PREVIEW button to view the format 

 

  
 

Step 5: Choose the Format  

http://www.sql.com.my/video/sqlacc_tutorial/6-01_Sales_Quotation.mp4
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Step 6: Format Previewed, you can either Print or Export  

a. Print with your printer 

b. Export your format either by PDF / Email / RTF (Microsoft Words) / Excel  
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3.5 Sales Order 

Video Guide Link: http://www.sql.com.my/video/sqlacc_tutorial/6-02_Sales_Order.mp4 

 
Step 1: Select your customer 

Step 2: Mouse pointing on Sales Order, right click and select “Transfer from Quotation” 

 
Step 3: Select the Qty you wish to transfer into Sales Order and press OK 

Step 4: Transferred Item will show in GREEN colour, any additional add on item and insert at Sales Order instead 

of go back to Sales Quotation rekey and transfer again 

http://www.sql.com.my/video/sqlacc_tutorial/6-02_Sales_Order.mp4
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Step 5: Save the Sales Order  

 

Tips : For additional reference regarding on check Outstanding Sales Order, please view our video for more 

information. 
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3.6 Sales Delivery Order 

Video Guide Link: http://www.sql.com.my/video/sqlacc_tutorial/6-03_Sales_Delivery_Order.mp4 

 
Step 1: Select Customer Code 

Step 2: Mouse pointing on Sales Delivery Order, right click select “Transfer from Sales Order” 

Step 3: Save 

Tips: Bear in mind, once Delivery Order save, Stock will be update, for this Delivery Order, Stock will be reduce. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.sql.com.my/video/sqlacc_tutorial/6-03_Sales_Delivery_Order.mp4
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3.7 Sales Invoice 

Video Guide Link: http://www.sql.com.my/video/sqlacc_tutorial/6-04_Sales_Invoice.mp4 

 
Step 1: Select Customer Code, do the same step as previous document. 

 

Step 2: Before you save the invoice, if you wish to check whether this deal have bring any profit / loss may click 

on the Profit Estimator Button then we will get the result as below:  

  

-As per screen you are able to view the real time costing and profit base on the price that you offer, if the profit 

is not the figure that you want then you may amend it then just click on the update unit price then system will 

follow the profit that you want and set the unit price. 

http://www.sql.com.my/video/sqlacc_tutorial/6-04_Sales_Invoice.mp4
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Step 3: Assign the Tax Code accordingly  

 

Tips: On 01/04/2015 SQL Account will auto update GST code SR on sales side & TX on purchase side. No 

amendment or key in required unless the GST code is not SR & TX. 

 

Question 1: Do you still remember we had done the minimum price setting under Maintain Stock Item? How 

does it reflect on your Invoice? 

 

Refresh the screen now 

 
If you have setup minimum price under maintain stock item min price, once your unit price is below the 

minimum price then system will auto prompt out the message for remind purpose as below: 
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System will prompt the message if you had key in lower than your minimum price. But of course access rights 

setting will influence also. What should you set in access rights? 

 
Video Guide Link: http://www.sql.com.my/video/sqlacc_tutorial/09-01_AccessRight01.mp4 

 

 

 

 

 

http://www.sql.com.my/video/sqlacc_tutorial/09-01_AccessRight01.mp4
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Question 2: How does system remind you your stock is run below the reorder level? 

 
If you have setup reorder level under maintain stock item reorder level, once your quantity is below the 

reorder level then system will auto prompt out the message to remind you as below: 
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If you have access rights to get over this step, you are allowed to save. By the way, if you found no this dialog 

box show properly is because your settings had taken off, may go to Tools | Options  
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3.8 Cash Sales 

 
Step 1: Select your customer as usual 

Step 2: Select your item as usual 

Step 3: Upon SAVE, system will prompt a POS system dialog box 

 
Key the figure you received accordingly, if this is a cheque, you may also key in the cheque number. 
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3.9 Sales Credit Note 

Video Guide Link: http://www.sql.com.my/video/sqlacc_tutorial/6-07_Sales_Credit_Note.mp4 

 
Step 1: Select customer as usual 

Step 2: Mouse point under Credit Note, right click and select “transfer from sales invoice” 

Step 3: After transfer, the detail will be in GREEN colour 

http://www.sql.com.my/video/sqlacc_tutorial/6-07_Sales_Credit_Note.mp4
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Chapter 4: Customer & Supplier 
 

4.1 Customer Invoice  

         Question: What is the different between Customer Invoice vs Sales Invoice?  
 
         Answer:  
         Customer Invoice only reflect on account posting, do not have any Qty / Unit Price to insert 
     Sales Invoice reflect between stock and account together, so we advise if user have stock item incur, we will 
         suggest to use Sales Invoice to key and customer Invoice will update too. See the sample here: 

          
 
         How to key Customer Invoice?  
         Go to Customer | Customer Invoice and press on “New” 
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Step 1: Select your Customer 
Step 2: Assign your detail account code and tax accordingly. 
Step 3: Save 
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4.2 Customer Payment  

Video Guide Link:http://www.sql.com.my/video/sqlacc_tutorial/403a_Customer_Payment_Local_Payment.mp4 

  

A) Local Bank Payment  

i. Customer | Customer Payment 

ii. Click New 

 
1. Select your customer 

2. Select the bank your account 

3. Key in your bank charge amount and cheque number 

4. Insert your pay amount 

5. Tick which invoice you wish to knocked off 

 

 

 

 

 

 

 

 

 

 

 

http://www.sql.com.my/video/sqlacc_tutorial/403a_Customer_Payment_Local_Payment.mp4
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Scenario 1: PD Cheque (Post Date Cheque) 

Go back to the payment, click on EDIT and right click on customer payment, you will found “set posting date” 

 

After key the PD Cheque, you can always check on PD Cheque Listing as a reminder.  

 
   Customer | Print Cust Post Dated Cheque Listing 
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Scenario 2: Bounced Cheque (Cancel Cheque) 

Step 1: Go back to the customer payment 

Step 2: Click on EDIT 

Step 3: Right Click, select “Bounced Status” 

Step 4: Set the Bounced Date and Save 
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Upon save, system will auto revert the payment out, you can view your ledger

  

B) Foreign Currency Customer pay to RM bank 

Video Guide Link: 

http://www.sql.com.my/video/sqlacc_tutorial/403b_Customer_Payment_BasicCurrency_AdvanceCurrency.mp4 

 

Step 1: Create an Invoice in USD 

 
 

  

http://www.sql.com.my/video/sqlacc_tutorial/403b_Customer_Payment_BasicCurrency_AdvanceCurrency.mp4
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Step 2: Customer Payment 

 
1. You are not allowed to change the Currency rate yourself, refer step below first 

2. Make sure you are selecting your local currency bank 

3. Paid Amount is depends on currency which bank selected at step 2, so for this paid amount must key in RM since 

we are choosing Maybank (RM) 

 

*After key in at bottom part tick knocked off, and now you will realize step 1, currency rate its auto update. 

 

*For more different currency payment, please visit our reference guide:  

http://www.sql.com.my/document/sqlacc_docs/PDF/04-03-Customer_Payment_LocalMultiPayment.pdf 

 

 

 

 

 

 

 

 

 

 

http://www.sql.com.my/document/sqlacc_docs/PDF/04-03-Customer_Payment_LocalMultiPayment.pdf


 

 

 43 

4.3 Customer Credit Note 

 

Look onto customer credit note, you will found actually it’s the same concept with Invoice, you will found the 

same Credit Note number in customer credit note, what you should do? Just double click the credit note go edit, 

system will prompt you this screen: 

 
It will inform you the document is posted from sales credit note, click on yes, what you do? You will request to 

knocked off the invoice which you wish to contra. 
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 4.4 Customer Contra vs Supplier Contra 

  

 This is a situation where company ABC is your customer and supplier too. You can contra each other Invoice. 

  
 Step 1: Customer | Customer Contra | New 

 Step 2: Key in the contra amount 

 Step 3: Tick knocked off to contra which Invoice 

  

 Now, go to Supplier | Supplier Contra 

   
 Edit it, and repeat the same step as above. 
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4.5 Customer Statement 

 You can send your customer statement of account by monthly, to remind them if overdue. 

 Go to Customer | Print Customer Statement 

  
 Step 1: Always filter the date range within 1 month period 

 Step 2: There have 3 options for you  

 a. Default Statement Type – The default Setting preset under Maintain Customer 

 b. Open Item Statement – Show all outstanding transaction row by row 

 c. Brought Forward Statement – Show lump-sum figure for previous month outstanding, this month with details 

 Step 3: Click on “Apply”, all the outstanding show will accordingly by customer 

                

               * Preview the report , email or fax to your customer. 
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4.6 Customer Aging 

It’s use as a collection report to your agent, they will collect the debt by customer 

Go to Customer | Customer Aging 

 
Step 1: Filter your date 

Step 2: Filter your information you wish to see 

Step 3: Select your report name either by 4months, 6 months or 12 months 

Step 4: Click on Apply 

 

 * Preview the report, email or fax to your customer. 
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Chapter 5: General Ledger 

5.1) Maintain Opening Balance for General Ledger 

 Video Guide Link: http://www.sql.com.my/video/sqlacc_tutorial/3-04_GL_Opening_Balance.mp4 

Step 1: GL | Maintain Opening Balance 

 
 

Step 2: Highlight the account you wish to put in opening balance and click EDIT 

Step 3: Insert the figure 

Step 4: Make sure Dr. and Cr. Always tally 

 

 

http://www.sql.com.my/video/sqlacc_tutorial/3-04_GL_Opening_Balance.mp4
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5.2) Maintain Opening Balance for Customer & Supplier 

Video Guide Link: http://www.sql.com.my/video/sqlacc_tutorial/3-04_GL_Opening_Balance.mp4 

 

1. Highlight on Customer/ Supplier click EDIT 

2. Make sure your date is before system conversion date (tools | Options) 

3. Must see got “Past Invoice” 

4. Key in the OUTSTANDING AMOUNT only 

** the same step for overpay, but you have to key under Payment as “Past Payment” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.sql.com.my/video/sqlacc_tutorial/3-04_GL_Opening_Balance.mp4
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5.3) Maintain Opening Balance for Stock Value 

Video Guide Link: http://www.sql.com.my/video/sqlacc_tutorial/3-04_GL_Opening_Balance.mp4 

 

Step 1: GL | Maintain Stock Value 

 
Step 2: Click on EDIT 

 
Step 3: Apply Stock Month Balance to check Total UTD Cost (Stock Module Required) & Set the YEAR 

Step 4: Insert the figure of Opening figure 

 

 

 

 

http://www.sql.com.my/video/sqlacc_tutorial/3-04_GL_Opening_Balance.mp4
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5.4) Opening Bank Reconciliation 

1. GL | Bank Reconciliation  

2. New  

3. Right Click on empty space, refer picture 

 
4. Key in the opening by transaction
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5.5) Journal Entry 

        
 Step 1: GL | Journal Entry  

       Step 2: Insert your double entry 

       Step 3: You must make sure Dr. & Cr. Must be tally 

        
        Sample has more than 2 account posting….  
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Smart Tips : If recurring journal we can always copy paste 

 
You can always copy paste the journal entry by right click “ Copy Journal Entry” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 54 

5.6 Cash Book Entry 

Video Guide Link: http://www.sql.com.my/video/sqlacc_tutorial/03-02_Cash_Book.mp4 

Cash book entry normally uses for a non-customer/ supplier payment or receipt purpose. Eg: you pay for salary, 

utilities payment and etc. 

 

Step 1: GL | Cash Book Entry | New (choose between Payment Voucher or Official Receipt) 

 
Step 2: 

  
a. Insert your payable name (not you trade supplier) 

b. Key your cheque number if have 

c. Select your G/L code and also assign your GST Tax if have 

http://www.sql.com.my/video/sqlacc_tutorial/03-02_Cash_Book.mp4
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 Chapter 6: Reports 

6.1 Sales Document Listing  

Go to Sales | Print Sales Document Listing 

 
1. You can filter which document type you want: Eg, Sales Quotation /Sales Order/ Deliver Order/ Invoice Listing 

2. Filter the date you wish to see, if untick means ALL period 

3. Filter area by pipelines : It’s an optional 

4. Grouping : System can generate by group and can give you a summary on each diff group 

5. Once done filter, click APPLY to generate, whenever you change any setting under part 3 or 4, please redo 

APPLY 

6. Results after apply (either you can ongrid export or go preview the report)  - see the picture at page 56 



 

 

 56 

 
 

6.2 Balance Sheet Statement 

 How to go Print Balance Sheet Statement? (GL | Print Balance Sheet)  

  
 1. Select your date  

 2. Choose your preference format 
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 3. Level mentioned here is about leveling on your Maintain Chart of Account, value higher more detail 

 4. Several options here:  

     a. Use second description – use second description which maintain under GL | Maintain Chart of Account  

     b. Zero Balance Account – even amount is 0, still want to it show in report 

     c. Display Trade Debtor/Creditor in Details – show per customer account in detail 

 5. a. Print Sub Account Only – Selected certain account to view 

     b. Print Project Comparison – you are allowed to view your report by project (project module requested) 

     c. Show Column Options – you can preset setting as attached  

      
 6. Apply filter everything, click on APPLY, then you will get the results. You are allowed to preview and print the 

 report out. 
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 6.3 Profit and Loss Statement  

 Step 1: GL | Maintain Account 

  

 Step 2: Click on “Print Profit & Loss Statement” 
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Print Profit and loss statement 

 

Step 3: Select your preference format 

Step 4: Several options here:  

    a. Use second description – use second description which maintain under GL | Maintain Chart of Account  

    b. Zero Balance Account – even amount is 0, still want to it show in report 

    c. Display Trade Debtor/Creditor in Details – show per customer account in detail 

    d. Print Sub Account Only – Selected certain account to view 

    e. Print Project Comparison – you are allowed to view your report by project (project module requested) 
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    f. Show Column Options – you can preset setting as attached  

 

5. Apply filter everything, click on APPLY, then you will get the results. You are allowed to preview and print the report 
out. 
 
6.4 Ledger Report 
 
How to get ledger report?  
GL | Print Ledger Report 

 
 
Refer the step as picture attached 
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6.5 Others Report  
a. General Ledger 

 
i)Ledger Report - a report to record all business transaction Dr/ Cr 
ii)GL Doc Listing -a summary/detail listing report for all GL Transaction eg : Journal , PV, OR 
iii)Receipt & Payment -the summarize in flow or outflow report by payment method  
iv)P&L Statement -the summarize report that shows company's revenue & expenses at a certain period 
v) Balance Sheet Statement - A statement of assets, liabilities, and capital of business at certain period 
vi)Trial Balance - statement of summary Dr & Cr in a double entry account book 
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b. Customer  

 
 

i) Customer Document Listing - a summary/detail listing report for all Customer Transaction eg: Invoice, Payment, Debit 
Note & Credit Note 
ii) Aging Report - It’s use as a collection report to your agent, they will collect the debt by customer 
iii) Statement of Account – A summarize report of outstanding for all invoices by customer with payment info 
iv) Post Dated Cheque Listing – A reminder report for user check for postdated cheque 
v) Sales & Collection Analysis – Summary Report for Total Sales & Collection by month 
vi) Due Document Report – A listing to SUM the credits sales by customer and overdue letter are available in level1 
report 
 
 
 
 

*** SUPPLIER IS MIRROR OF CUSTOMER…. 
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c. Sales  

 
i) Sales Document Listing - a summary/detail listing report for all Sales Transaction eg: Quotation, Sales Order, Deliver 

Order, Invoice, Cash Sales, Debit Note & Credit Note 

ii) Back Order Report – to trace the outstanding status of document which already transfer to or haven transfer 

iii) Sales Price History – Generate the listing of Price History (eg item, agent, area, customer etc)  

iv) Sales Analysis by Document – A report that able provide the summarize of total document figure issues on certain 

period by document eg: Invoice/ Cash sales / Credit Note/ Debit Note and etc 

v) Yearly Sales Analysis – a summarize report by year for all sales transaction 

vi) Profit & Loss by Document – A report provide the margin earn/ loss in a particular deal in detail by item  

 

      

 

 

 

*** PURCHASE IS MIRROR OF SALES…. 
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d. Stock 

 
i) Stock Document Listing - a summary/detail listing report for all Stock Transaction eg: Stock Received, Stock Issue, Stock 

Adjustment and etc 

ii) Stock Card – A detail report where included the inflow and out flow of stock by location/batch  

iii) Stock Month End Balance – A summarize report for total Qty & Cost by item  

iv) Reorder Advice – A reminder report to advise which item goes reorder level and user easily to trace it 

v) Stock Physical Worksheet – A report to keep track system physical qty by item   

vi) Stock Aging Report – a report for practice to check inventory periodically and to work in a process to liquidate aged 

inventory first. 
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Chapter 7: Backup & Others 

 7.1 Backup Database 

 Backup is very important, user are advised to do DAILY backup and if you can save your backup copy at 

 different location eg: external hard disk or thumb drive, please do it to avoid data lost or data corrupted 

  

 Step 1: File | Backup database 
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Step 2: Press on the 3 dot button 

  

Step 3: Choose where you want to save your backup file and press OK 

 Please save additional copy to your external drive  

 

  



 

 

 68 

Step 4: Press OK  

 
 

Tips: If you have more than 1 company in SQL, login 1 by 1 company and do backup follow below step. 
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7.2 Maintain Acceptable Transaction Date 

SQL can no need do year end, it will auto doing cut off. Once account closed, if you wish to block the period to 

avoid your users changed the account figure, you may do this setting.  

 Date that sets between allowed transaction date are ALLOWING the document to be edited in between the 

 dates. Vice-versa, date that falls outside the transaction period are not allowed to be edit or created. 

 Scenario A: 

 My Financial Period is on (1/1/20XX – 31/12/20XX), I have close the financial year for 2014, I wish to block the 

 period to avoid user edit or created, what should I do? 

 Step as below: 

 Step 1: Tools > Maintain Acceptable Transaction Date
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Step 2: Click on Append (Icon with + symbol) then select the date from and date to. 

 
 

Step 3: After selecting date from and date to, Save it 

 
 

 After do the setting, this is the results: It will show the message that shows out if user try to save a document 

 that are not in acceptable transaction period. 
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 Thus, you are not allowed to edit the document which is fall outside of the period… 

 Friendly tips : Please maintain access rights before allowing any user to override the acceptable transaction date. 

 

 

 For More guidelines, please visit www.sql.com.my 
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