SQL Handbook — SBE Module
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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

P

ﬁEj Setup - SQL Financial Accounting Ii‘_léj

Welcome to the SQL Finandal
Accounting Setup Wizard

This will install SQL Financial Accounting (version
4,2014,730.703) on your computer,

It is recommended that you dose all other applications before
continuing.

Click Mext to continue, or Cancel to exit Setup.

[ Next = ]l Cancel



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

1.2.2 Select “l accept the agreement” and click on “Next

i3 setup - SQL Financial Accounting EI_Iéj

License Agreement

Please read the following impartant information before continuing.

Please read the following License Agreement. You must accept the terms of this
agreement before continuing with the installation.

INPORTANT-READ CAREFULLY: This End-User License Agreement ("EULA")
15 2 legal agreement betwaen vou (aither an individual or 2 singls entity) and =8tream |
Software $dn Bhd (28tream) for the 3QL software product wdentified above, which B
includes computer software and may include associated madia, printad materials,

~

"gnling" or zlectronic documentation, and Internet-based services ("Product"). An
amendment or addendum to this EULA may accompany the Product. YOU AGEEE
TO BE BOUND EY THE TERMS OF THIS EULA BY INSTALLING, COPYING,
OFR OTHERWISE USING THE PRODUCT . IF YOU IO NOT AGREE, DO NOT
INSTALL OR USE THE PRODUCT; YOU MAY RETURN IT TO YOUR PLACE
OF PURCHARE FOF. A FULL REFUND.

@ I accept the agreement

(7)1 do not accept the agreement

< Back ][ Mext = ][ Cancel

1.2.3 Click on “Next”

75 Setup - SQL Financial Accounting El_léj

Select Destination Location
Where should 5QL Finandal Accounting be installed?

i Setup will install SQL Finandal Accounting into the following folder,

To continue, dick Mext. If vou would like to select a different folder, did: Browse.

C:leStream\SQLACCoUNting

At least 241.4 MB of free disk space is required.,

< Back ][ Mext = ][ Cancel




1.2.4 Click on “Next”

ﬁ! Setup - SQL Financial Accounting

Select Share and Database Location

Where should Share and Database folder of SQL Finandal Accounting be
installed ?

Bin Folder

[ 1ndude application version. Recommended for experienced uzers,

Share Folder
C:\eStreamSQLACcountingShare E]

Database Folder
C:\eStream'\SQLACcounting\DE E]

[ | store Share and Database folder in C:\ProgramData

[ < Back ][ Mext = ][ Cancel

1.2.5 Click on “Install”

ﬁ' Setup - SQL Financial Accounting

Ready to Install
Setup is now ready to begin installing SQL Financial Accounting on your
computer.

Click Install to continue with the installation, or dick Back if you want to review or
change any settings.

Destination location: p
C:leStream\SQLACcounting

Additional tasks:
Additional icons:
Create a desktop icon

< Back ][ Install ][ Cancel




1.2.6 Click on “Finish”

=

ﬁ! Setup - SQL Financial Accounting

Completing the SQL Finandal
Accounting Setup Wizard

Setup has finished installing SQL Financial Accounting on your
computer, The application may be launched by selecting the
installed icons,

Click Finish to exit Setup.

Launch 5QL Finandal Accounting

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

5QL Financial Accounting @

Thank you for using SQL Financial Accounting

Please select an opticn:

< Evaluation
Create a sample database for first time user

< Custom Settings

For advance user to perform advance setting

System will auto generates the Database...it might take some minute

SQL Financial Accounting @

.

| Create Database

Creating Tables...

Close




1.2.8 To generate a NEW DATABASE, after created database, system will login, you will need to go on
File | Logon...
r@ SQL Financial Accounting Enterprise Edition - Testing Company [2014] o]

Edit View GL Customer Supplier 5ales Purchase Stock Production GST  Inguiry Teols Window Help

New Application Window

r‘}ﬁ Company Profile...
Product Activation...

5

Change Password...

l_}; Backup Database...

Show Active Connections...

Data Import...
Ctrl+W

Export Report
Printer Setup...

Customnize SQL Financial Accounting Modules...

Run

B e

Reconciliabion

HMaintain 5tock
Walue

| Working Date: 25/12/2014 ||| Logon: | ADMIN | CAP | NUM WI-V2.5.3 26778 Firebird 2.5

1.2.9 Click on “three dot button”
C:\eStream\SQLAccounting\Share\Default. DCF -]

Version 4.2014.730.703

Enterprise Edition

Testing Company

User: ADMIN
Password: |




1.2.10 To create New Database

ﬁ SQL Financial Accounting - SQL Financial Accounting Database

Housekeeping DCF Database
Backup...
Testing Company
Restore... Remark: 2014
Version: 115
ACC-0001.FDB
Management
Create New Database _ Click to create New Database
Create Sample Database
Find Database

Add Database Link

Back to Database Group C:\eStream\S0QLAccounting\Share \Default.DCF

Rename the company name

-

b

Mew Databasze Information I&

Database: ACC-0002.FDB
Company Mame: ABC Cu:umpanﬂ

Remark: 2014

Admin Password: ADMIN Change Password ]

QK l ’ Cancel

Press “OK”




Database will created, and double click to login the database with ID & Password

— —
ﬁ SQL Financial Accounting - SQL Financial Accounting Daiabase‘

R |

SQL Financial Accounting Database

Housekeeping DCF Database
Backup...
Testing Company ABC Company
Restore... Remark: 2014 Remark: 2014
Version: 115 Version: 115

ACC-0001.FDB ACC-0002.FDB

Management
Create New Database

Add Database Link

Create Sample Database .
ame Double click to log on company
Find Database

Back to Database Group C\estream\50LAccounting\Share\Default. DCF

Login with ID =ADMIN, password = admin

-

SQL Financial Accounting Enterprise Edition

Ci\eStream\SQLAccounting\Share\Default.DCF

SOlsFinancial Accounting

Version 4.2014.730.703

Enterprise Edition




1.3 Language Regional Settings
a. Start | Control Panel
b. Region and Language
c. Set Format as : English (United Kingdom)

- ™Y
¥ Region and Language ﬁ

Formiats | Location I Keyboards and Languages I Administrative |

Format:

|English (United Kingdom) ~|

Date and time formats

Short date: [ da/ MMy -
Long date: [ ded MMMM yyyy -
Short time: [HH:mm -
Long time: [HH:mm:ss -
First day of week:  |Monday -

What dees the notation mean?

Examples

Short date: 25/12/2014

Leng date: 25 December 2014
Short time: 14:16

Long time: 14:16:01

[ Additional settings... ]

Go cnline to learn about changing languages and regional formats

[ ok ][ cance |[ 2epy |

. SQL support UK date format which is “dd/MM/yyyy”



1.4 How to Set Financial Period & System Conversation Date

Video Guide link: http://www.sgl.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

-
{2 SQL Financial Accounting Enterprise Edition - ABC Company [2014] [E=REEE %
. Fle Edit View GL Customer Supplier Sales Purchase Stock GST  Inquiry JUELISY Window Help
: N ‘ \ h h h ‘ J (75 ‘ L Maintain User Group...
o L r h 4 —

ﬁ{ll Maintain User...

4 User Access Right Assignment...
Maintain Style...

Maintain Decument Number...

Maintain Acceptable Transaction Date...

I f D—' Maintain Form Mede...

m Maintain Agent...

3 Maintain Area...
Cash Bool Maintain Terems...
Maintain Currency...
[ Maintain Journal...

ﬁ Maintain Payment Method...
[1

JEFT Maintain Project...

Mo
aintan Chart bl Maintain Tax...
of Account ﬁ Maintain Company Category..

Maintain Shipper...

« =4 Print Audit Trail...
E Analyse Data Integrity...

E [} Report Designer...
. +H-|- Print Bar Code (Direct Printer)
Print Bar Code (Windows Printer)

DIV ’
| Working Date: 251272014 [ ]| Logon: | ADMIN | m[@ Firebird 2.5

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 | 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 | 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

-

Options

Step 2 : Set Financial Start Pericd
and System Conversion Date

in General Ledger
..Cht—

Ge"en:'l Financial Start Period:  01/01/2014 - /
ath Systern Coreversion Date: 07/01/2004

-

BarCode Default Account: Default Journal:

9 E Default Account Account E Default Journal | Joumnal
Q ¥ [Foreign Exchange Rate Gain..] 530-000 #|Bark Joumal [BaNK
Fareign Exchange Rate Logs...| 980-000 | |CashJournal CASH

Bank Charge Account 902-000 | |Joumal Entry GENERAL
Cortra Sccount A50-000 | _|Foreign Bank Adjustment BAME

Sales Account 500-000 | |Foreign Exchange Rate Gai.. | GENERAL

j Cash Sales Account 500000 | | Customer/Supplier Contra GEMNERAL
4 Sales Return Accaount 510-000 | \Cuslisivey eyl =HLES
| General Ledger Purchasze Account £10-000 || Customer Cash Sales SALES
Customer Credit Mote SALES

[ - Cazh Purchase Account £10-000 — ;

Customer Debit Mote SALES

E urchaze Retum Account B12-000 — Supplier Invaice PLRCHASE

Custorner || Supplier Cash Purchase PURCHASE

| | Supplier Credit Note FURCHASE

ﬁ poliec [ehit Mote FURCHASE

Suppler Step 1 : Click on General Ledger

| Cancel || Help

1.5 Setting for Company Profile
a. File | Company Profile

%Compan}rprofile (=] || [=] ” =3

HO |2

This Software is Licensed to Company Hame and Address stated below :-

Company Name  ABC Company

Reg. Mo, 123456-wW Remark 2014
GST. Mo, 1234567390123
Country Others
Biz Mature Trading Company
General | Report Header
Billing
Attention  Mr,Ali Phone 03-33416909

Address 32, 1stFloor, Jalan Tiara 4,
Bandar Baru Klang, Fax 03-33412909
41150 Klang, Selangor

Email  sgl@sgl.com.my




b. Report Header

) Company Profile EI@
H &

This Software is Licensed to Company Name and Address stated below :-

Company Mame  ABC Company

Reg. Mo. 123456-W Remark 2014
GST. Mo. 1234567590123

Country QOthers

Biz Nature Trading Company

Report Header

ABC Company z34ssw)

32, 1st Floor, Jalan Tiara 4,

Bandar Baru Klang,

41150 Klang, Selangor

Phone: 03-33416809 Fax: 03-33412909 email: sql@sql.com.my
(GST No: 1234567890123)

Set Report Header

c. How to load company logo? (Right Click on the square box and click on “Load”)

) Company Profile EI@
H O

This Software is Licensed to Company Name and Address stated below -

Company Mame  ABC Company

Reg. Mo, 123456-W Remark 2014
Cut 1234567390123
Copy Others
[ Paste Trading Company
Delete
Report| (5 Loade.
Save As...
ABC Cor
32, 1st Floor, Jalan Tiara 4,

Bandar Baru Klang,

41150 Klang, Selangor

Phone: 03-33416909 Fax: 03-33412909 email sql@sql com my
(GST No: 1234567890123)

[ Set Repart Header l




Chapter 2: Master Data Creation

2.1 General Ledger (Maintain Chart of Account)
Video Guide Link: http://www.sgl.com.my/video/sqlacc_tutorial/3-01 GL Chart of Account.mp4

ﬁ Maintain Account | —

[= =]
Description Code Special Type New
=&, FIXED ASSETS JJ—
=] FURNITURE & FITTINGS 200-200 - E
=] ACCUM DEPRN, - FURNITURE & FITTINGS 200-205 Accumulated Deprn. Account Delete
=] OFFICE EQUIPMENT 200-300 - -
|E] ACCUM. DEPRN. - OFFICE EQUIPMENT Account - COMPUTER @ led Deprn. Account =
=] MOTOR VEHICLE -
[&] ACCUM DEPRN. - MOTOR. VEHICLE GL Code:  200-500 ld Deprn. Account
<> INVESTMENT Description:  COMPUTER
=&, OTHER ASSETS [
=] GooDwILL - . =
=&, CURRENT ASSETS
B3 TRADE DEBTORS I Control Account
=] OTHER DEETORS [ Special decount Type - _
CASH AT BANK hk Account A
53 cASH IN HAND ] sh Account
B3 pETTY CASH sh Account
& sTocK E Stock Account
=] DEPOSIT & PREPAYMENT
=] DIRECTOR'S LOAN TO
=&, CURRENT LIABILITIES ok, ] ’ Cancel
B TRADE CREDITORS Control Account
=] OTHER CREDITORS 405-000
£ |5] ACCRUALS 410-000
=] WAGES & SALARIES ACCRUED 410-010
=] EMPLOYEES WITHHOLDING TAX 410-020
=] COMMISSION ACCRUED 410-030
=] 0.T. ACCRUED 410-040
%1 OFFICE & WAREHOUSE ACCRUED 410-050 - il
=] TELEPHONE & FAX CHARGES ACCRUED 410-060 -

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

3. Check the Special Account Type if the account is belongs to Accumulated Deprn Account (Fixed Assets)

% Maintain Account EI@
Description Code iy Special Type o
: =] GOODWILL 210-000 -
£ & CURRENT ASSETS
- B8 TRADE DEBTORS 300-000 Customer Control Account i Delete
305-000 - -
CASH AT BANK 310-000 Bank Account
MAYBANK 310-001 Bank Account
HOMNG LEONG BANK 310-002 Bank Account
B casimnaD Account - PUBLIC BANK == i
- B PETTY CASH
b sTOCK GLCode 310003 i
- |Z] DEPOSIT & PREPAYMENT
2] DIRECTOR'S LOANTO Descrption:  PUBLIC BANK| i

=& CURRENT LIABILITIES
-84 TRADE CREDITORS Tan: - X
- |Z] OTHER CREDITORS
=] ACCRUALS

Special Account Type -
Bank Account

WAGES & SALARIES ACCRUED
EMPLOYEES WITHHOLDING TAX @ Cash Account
COMMISSION ACCRUED u
O.T. ACCRUED () Customer Control Account
CEIHCESNARELCNE R EERIET) () Balance Stack Account
TELEPHOME & FAX CHARGES ACCRUED
ELECTRICITY ACCRUED
WATER. ACCRUED [ 2L* J ’ Cancel
EFF - STAFF 20000 =
~|E] SOCS50 - STAFF 430-000 =
DIRECTOR'S LOAN FROM 440-000 =
ﬂ CONTRA ACCOUNT 450-000 =

| &8 OTHER LIABILITIES

4. You can create sub account as sample attached.

% Maintain Account

Description Code & Special Type
=] GAIN ON FOREIGN EXCHANGE 530-000 -
& EXTRA ORDINARY INCOME
=& EXPENSES Delete
-+ |Z] ADVERTISEMENT 301-000 =
BANK CHARGES 902-000 -
CONSUMABLE 903-000 -
SALARIES 904-000 -
Finance Department . / 90401 =
Senior Accountant  =— 904-01-1 =
Ali 904-01-1-A -
Muthu 904-01-1-8 -
Marketing Department Account - Lim IEI
TRAVELLING EXPENSES
UPKEEP OF MOTCR VEHICLE GLCode:  904-01-1C
VWATER & ELECTRICITY Description:  Lim
EPF - EMPLOYER
- |£] socso - EMPLOYER
=] TELEPHONE & FAX CHARGES flazE ¢
HIRE PURCHASE INTEREST B
CLERICAL CHARGES Special Account Tepe -
- |£] sALES COMMISSION
=] OVER TIME
OFFICE & WAREHOUSE RENTAL
TOLL, PARKING & FINED
TRAVEL & ACCOMODATION
DIRECTOR'S REMUNERATION
FEEL [ ak. J ’ Cancel ]
PRINTING Cloge
221-000 - |




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!

& Maintain Account EI@
_ Description Code A Special Type -
i @1 ACCUM DEPRN. - FURNITURE & FITTIMGS 200-205 Accumulated Deprn. Account —
CFFICE EQUIPMENT 200-300 -
 [@] ACCUM. DEPRN. - OFFICE EQUIPMENT 200-305 Accumulated Deprn. Account Delete
=] MOTOR VEHICLE 200-400 = -
- =] ACCUM DEPRN. - MOTOR VEHICLE 200-405 Accumulated Deprn. Account =
@ INVESTMENT
210-000 =
&, CURRENT ASSETS Confirm il
- J8 TRADE DEBTORS Customer Control Account 7
-~ [£] oTHER DEBTORS -l | Do you want to drop accounts under "CURRENT -
[=1- 5 CASH AT BANK Bank Account
MAYBANK. Bank Account
I/l HONG LEONG BANK Bank Account
B8 CASH IN HAND Cash Account
@ PETTY CASH 325-000 Cash Account
- b STOCK 330-000 Balance Stock Account
- DEPOSIT & PREPAYMENT 340-000 =
;1 DIRECTOR'S LOAN TO 350-000 B
& CURRENT LIABILITIES
- B8 TRADE CREDITORS 400-000 Supplier Control Account
~|=] OTHER CREDITORS 405-000 =
B CCRUALS 410-000
E1 WAGES & SALARIES ACCRUED 410-010
=| EMPLOYEES WITHHOLDING TAX 410-020
COMMISSION ACCRUED 410-030
Q.T. ACCRUED 410-040 =
: OFFICE & WAREHOUSE ACCRUED 410-050 =
- |=1 TELEPHONE & FAX CHARGES ACCRUED 410-060 = i

14



2.2 Maintain Customer
Video Guide Link: http://www.sgl.com.my/video/sqlacc_tutorial/4-01 Maintain_Customer.mp4

ﬁ Maintain Custorner

F - Maintain Customer -
k"
= ™
§ Cormpary: [COOKIE FACTORY SDN BHD |
T4
H v,
Contral 4/C: [300-000 |+ Code: [300-co001 oy [Factory  [+]+]
" o
General |Credit Control | Mote | Sales Taxl
. = Branch Mame: BILLING
Branch: b
» |BILLING Address: 1. Jalan Tiara 4,
Bandar B aru Flang,
41150 Klanag,
Selangor
Attention: |I'~"Is..ﬂ'¢:n|::3-I |
: Phaome: |03:-3341 5909 | Faw: |03-3341 2909 |
1 branches | | | |
Email: | |
Area |__] Credit Termns: |E| Statement: (Open Item |+
pgerc s [7]| b O

Close

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,

15


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

How to do? For Example, you need to create a new agent. (same step for Area / Category)

Tools | Maintain Agent

e

|:|‘

D

ﬂ Maintain Agent

& || - Maintain Agent - Step 1 - New
g “
i
= Code ; Mea [W] &ctive
§ elet
: Dezcrption: Meo Leze
N | ) [@sef
Step 2 - Create your code and
description Step 3 : Save
- » ;
Browse

Close

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

4 (a) Customer Statement

Maintain Customer

- Maintain Customer -

Lo = =

Cormpany: [COOKIE FACTORY SDM BHD |

Control 4/C: [500-000 |+ | Code: [300-C0002 | Cust, Cateaar: [~ |~ ][]

*sjuSILYIRYY ﬁ

Edit
Delete

Save

General | Credit Control | Mote | Tax

Cancel

Branch Mame: BILLING

Branch: % =
» IMI Address: 1. Jalan Tiara 4,

Blandar Baru Klang,
41150 Klang.
Selangar

Altention: |Ms.nbby |

1 branches i :93'3341 6903 : Fau: :03-3341 2909 :
Email: | |

Refresh

Erowse

Alea |£| CredltTerms 30 Days |E| Statemert: |Open ltem — «

Agent: |E| Aging On: |Brought Forward
. Open Ikem 4 [a)
N s R

Close

Brought Forward — Summary Statement Open Item — Detail Statement

16



4 (b) Customer Aging

Maintain Customer

- Maintain Customer - Hew

Company: [COOKIE FACTORY SDN BHD Edit

Delete

Control /C: [300-000 [+ | Code: [300-C0002 | Cust, Categony: E =

| o0 'squawq:en\;f|

General | Credit Contral | Note | Tax | Cancel

Branch: + = Branch Mame: BILLING

»[BILLING Address: 1. Jalan Tiara 4, Browse
Bandar Baru klang,

41150 Klang,

Selangor

Aftention: |M5.Abby

Phione: |03-3341 6909 Fax |03-3341 2909

Emai: |

Area ﬂ B Credit Terms: [30 Days ﬂ B Statement: [Open Item : |

Agent: n B Aging One |Invoice Date »

Cumency: _ [ el Lrvoice Date
.

‘ 1 branches

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.sgl.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)

Maintain Group

e

gz Maintain Stock Group |

-

i r= Active -Edit

% ceee |HP 2.3a.1 - Code, Descripti

H o 23ad - e, Description, 1

: Descripion: | HANDPHONE | Costing Method pt |
Costing Method: Il 5ave |+

Cancel

GL Account Code :-
o
Sales Code: Purchaze Code: 610-0000  w

Cazh Sales Code: Cash Purchase Code: 2.3a.2 Account
5. Return Code: P. Return Code: Code

Close

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

17


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

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)

i Maintain [tem =N =R =
=
o Maintain Stock Item bz
g Code: [Fe I Senal Mo, [+ Stock Contal [+ Active Edit
G Description: |IPHONE & | Delete

Save

tem Group: |ACC Izl Reorder Level: Remark 1: | | Cancel
23b.1 F

aze UOM Reorder Gty 1.00 Remark 2 | | Refrash
Ref. Cost: 1,500.,0000 Lead Time:
_ 2302 || | rowse
Ref. Price: 2,399.00 Output Taw I:I

Shelf:

[=
=
=
4

Input Tax: l:l Bal Oty 22,00 *

UGM | Cust, Price | Supp. Price | BOM | More Desc, | OpnBal. | Category | Alkernative | Cust, Ttem | Supp, Ttem | Barcode | * | *

uom RATE Ref. Cost Ref. Price Min Price Base
Default O

UNIT 1.00 1,500.0000 2,399.00
BON 10,00 12,000.0000 3,900.00 23b3 Sales:
CTH 12.00 16,000,000 0,00 J Purchase:

Stock:
23b4

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

i

Close

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 2" UOM purpose is useful for different packaging, give a scenario

Scenario A
| am selling blue pen, blue pen have different package, | sell by pcs, by box or by carton. Now, | can preset as
this way :

18



&' Maintain Itern

Maintain Stock Item

BN Eo =y

Code: [Blue Pen [ Serial Mo, [ Stock Control [+ Active

" SJUSWLPETY

Description: |Blue Pen

New

Edit

Delete

Item Group: E Fieorder Lewvel: Femark 1: |

Ref. Cost: _ Lead Tirne: na Barcode: |

Base LUOM Reorder Gty Remark 2: |
Fef. Price: Output Tax: I:B

Shelk:

H

Input Tax: Bal Gty 0.00

uom |Cust. Price I Supp. Price | BOM I More Desc, | Opn Bal. | Category I Alternative I Cust. Item | Supp. Item | Barcode I Mote

ardUOM: [ |

Ref. Cost Ref. Price Min Price

55 = efault Ok
=00 7.50 ales: I ;I
5.00 13.00 urchase:

tock;

Close

So, you can see here, | have different Unit of Measurement (UOM) and different rate,
Base Rate =PCS =1

Box =10 PCS

Carton = 24 PCS
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3.1 Purchase Order

Chapter 3: Sales & Purchase

@ Purchase Order [= =] =]
93| P! Order Cancelled  [] New
m
H Supplier ;- 400-C0001 - P/0 Mo - 3 =
- CELCOM (M) COMMUMICATION BHD - —

ﬁ Address - 33-37 MENARA CELCOM Date - 13/12/2011 - Delete
g— 7 JALAN 89 |
i} Agent - - -
a, KAW PERLUSAHAAN T . 45[)7
! 54088 57 IS - ays -
- Ref1:-

Description:
P p . Purchase Order - B0 o
I el T )
i Purchase Order
g = Item Code Description More Descrip...  Location Qty uomM U/Price Disc Sub Total
§ blC-PRE-lDD CELCOM PREPAID-RM100 g — 1.00 |UNIT 100.00 | 5% +2%+0. 10 93.00
=
[+
i , >

—J
1records 1.00 93.00
Local Net Total: 93.00 Met Total: 93.00
Deposit Paid :
P . Doc No:
Deposit Paid By:  ChgMao: Fayment Project:  Bank Charges:
- - 0.00 Amount: 0.00 Close

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:

W
Purchase QOrder | Matrix

g S Item Code & Description

a ] Disc h-RM100

e S—
k=8 []Tax

% [ o, [ Tax Amount

: Ttem Code [v] sub Total

[ ] supplier Ttem J7ub Total {Tax)
Description

[] 2nd Description
Delivery Date

Maore Description |:| From Docho

Location [ remark 1 \\\__5

[ ] Project [] remark 2
Qty [[] From Ext. Mo
LoM [] shelf
[ ]rate [ Batch
|:| Base Qty |:| Permit Mo
INE ] [[] Tax Indusive
1/Price [ Local Tax Amount
| Lrecords

Local Met Total: 93.00

-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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& SQL Financial Accounting Enterprise Edition - Testing Company [2012] - B
File Edit View GL Customer Supplier Sales Purchase Stock Production GST Inquiry Tools Window Help
QO |18 B (& QG| & | - l
- — _—
= Purchase Order ===
=
g P/Order Canceled [ New
H Supplier :- 400-C0001 - P/0 No:- 3 =
- Edi
= CELCOM (M) COMMUNICATION BHD ext No ;- PO-0002
| Addess:-  33-37 MENARA CELCOM Date-  13/12/2011 | =] ===
Ey 7 JALAN 89 -
F Select Report Agert  — —
a, KAW PERUSAHAAN T 4507 =
b ems - ays
: 54098 5] Purchase Order 1 Refl. Cancel
— || Description: Purchase Order Purchase Order 2 Sl Y N. s
2l = Qo lJ Purchase Crder 3 (Simple) wher s
i Purchase Order | Matrix Browse
g Item Code Description JfPrice Disc Sub Total
a >|C-PRE—]DD (CELCOM PREPAID-RM100 100.00|5%+2%+0. 10 93.00
- »
o
&
sekcta cance
1records 1.00 93.00
Local Net Total: 93.00 Met Total: 93.00
Deposit Paid -
Doc No:
Depasit Paid By Cha Ma: Payment Project:  Bank Charges: oc e
- - 0.00 Amount: 0.00 | Close
Version 4.2014.726,703 186 | Working Date: 10/01/2015 [ | Lagan: | ADMIN | CAP || NUM| WI-V2.5.3.26778 Firebird 2.5

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

3.2 Purchase Goods Received

& SQL Financial Accounting Entei, -e Edition - Testing Company [2012] - aE"
File Edit View GL Customer Supplier Sales Burchase Stock Production GST Inquiry Tools Window Help

B \ HQ

QG&-B

&
& Goods Received ([E=3 EoR (=]
=
3 G/RNote | Conceled [ e
| Supplier - DN - 5
" Transfer From Purchase Request. GR-00048 Edit
= CELCOM (M) COMMUNICATION BHD —
B || hddess - 33-37 MENARA CELCOM ransfer From Purchase Order.. sk S b Delete
3 10/01/2015
B L) Barcode Fa [ —— save|"
S KA PERUSAHAAN = = ==
F g Update Unit Price . 5Das el
z Deseipkon- Goods Receved Set Posting Date... - o
Flr=oe Insert Blank Line...
|| ["Goods Received Lz
= i Copy Goods Received
S | [f___temcode Description Location Remark 1 Receive Qty Paste Goods Received fPrice Disc sub Total TaxIn..
g || |[»[crrE00 CELCOM PREPAIDRM 100 00 100.00[ 5% +2%-+0.10 33.00] (1 |
e i e a el e
&
i
H / Goods Received Batch Print...
Audit Trail [l
v
< >

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

i File Edit View GL Customer Supplier Sales Purchase Stock Production GST Inquiry Tools Window Help

1 -
‘ [E] HO s

o JENE a N =2

E

8 P, Invoice J canceled [] e

' ¢ || Supplier:- [EEEH o
= LION HPHONE ACCESSCRIES SDN BHD T R Al s e mooom TS —

{ . Transfer From Purchase Qrder... T Delete
1 g Addiess - WISMA WOO STH FLOOR . o7y il

1| TAMAN WO Transfer From Goods Received... e | =
- 59089 51 —_— ——

j ! Barcode Fa - 30Days —
"= | Description - Purchase Update Unit Price T

& Refrest
e = e Set Posting Date...

1 Browse
I | Invaice | Matrix Set Tax Date...

e

3= Item Code Desaription Location Insert Blank Line... e Disc Sub Total Tax Indlus...

0 3| [pfanT ANTENNA 1.50 7500 [ |

] % =3 HANDS FREE KITS CyPrEr=lm= 7.50 375000 [

I COVER HANDPHONE COVER Paste Purchase Invoice 1.50 37.50 O

; HeEG HOUSING Paste From Sales items 5.00 a0 [

" KP-RAIN KEYPAD - RAINBOW . 0.80 woo| O Y

] LCLP LEATHER CLIP Invoice Batch Print... 0.50 12,00 O

: Audit Trail

v
<

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.sgl.com.my/video/sqlacc_tutorial/6-01 Sales

Quotation.mp4

trtala) IT;;\"\

Crayop | sjuBLYIEY

+ragedwa) waip

Quotation (o ][O ]mSa]
Step 1 J Quotation Cancelled [ sy
Customer :- 300-40002 - Quot Mo : QT-00011 Edit
ALPHA & BETA COMPUTER -
- Delete
Address 535 JALAN WORLD Date - 13(03(2015 - L
40485 RAWAMNG] Pt Frr : -
SELANGOR. DE = M =
Terms :- 45 Days - p
Cancel
. Fef1 -
Description - Sales Order -
Ext Mo Refresh
+ = ) () |Profit Estimator Step 3 ]
uokation ERs
= Item Code Description Location Qb LICH UfPrice Discount Sub Total Tax ... >
b [anT ANTENNA 15.00] UNIT 2.50 s7.50) [ ] ]
Step 2 |
1 records 15.00 37.50
39,75 75 L Close

Local Net Total:

Net Total: 39

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

9 |

Step 5: Choose the Format

@ F |8
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http://www.sql.com.my/video/sqlacc_tutorial/6-01_Sales_Quotation.mp4

Sales Quotation 1

Sales Quoktation 2

Sales Quotation 3 {Sales Disc)
Quotation 3 (Simple)

Sales Quotation 4 {Simple)

[m] Select Al

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

Expott to PDF file
Export to E-Mail Client
Export to Microsoft Excel
Expott to RTF file

Floor Jalan Tiars 4 Bandar Bam Klng,
50 Elang Se bngor
fre 03334 16909 Fax: 03-33412009

Export to JPEG image
Export to Text file
Export to Archive file

QUOTATION : QT-D0011
COMPUTER T vewre
o Our Ref,

Lo

Mative Preview
Fa

Date

1 03-4357 3630 Page

Thiank you Far weur inquiry, We are pleased to subrait our quote 2 Foll ove:

13032015
11af1

Ttern  Itemn Code Drescription

by Unit. Price Drisc

1 AMT AHTERMA,

—_

Page 1of 1 13.03,2015 11:54:30

1500 UWIT

25]

Sales Quotation 3 {Simple).rtm
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3.5 Sales Order

Video Guide Link: http://www.sgl.com.my/video/sqglacc tutorial/6-02 Sales Order.mp4

Edit

Delete

Sales Order
g Sales Quda Concee_ [
2 || Customer :- E00-a0002 v| Step 1 Transfer From Quotation... —\\
B ALPH& & BETA COMPUTER Bereacle Fg [
o || Add - 5338 14LAN WORLD I [ |
=g e Update Unit Price & hd
g 40455 RAWANG =
7 SELANGOR DE Set Posting Date... Mol
i o Insert Blank Line...
= Description:  Sales Order E—
¢ | #- 00 Copy Sels e —
Sales Order Paste Sales Order
T Paste F Purchase It
! Item Code Description Qby  UOM  fPrice  Disc,.. 3ste From Furchase ftems otal (..,
"
% Sales Order Batch Print..,
o a 5
z Audit Trail
i =M data ko display =
records
Local Met Total: 0.00 Met Total: 0.00
Deposit Received :
Deposit inka: Cha Ma: FPaprient Project:  Bank Charges:
0.00 Amount: 0.00

Save |v

Refresh

Browse

Close

Step 1: Select your customer
Step 2: Mouse pointing on Sales Order, right click and select “Transfer from Quotation”

o

Daocument Transfer

O

Documents | ems [

ipEEs 15,00

15.00 300-A0... QT-00011

= #IF Qty Bal ... OQrg.... Code Doc, Mo Doc, Date Ttem Code Descripkion oM
10.00 10,00 300-40,,, |1 19/12/2013 | C-PRE-50 CELCOM PREPAID-R... |UMIT
10.00 10,00 300-40,,, |1 19/12/2013 | C-PRE-50 CELCOM PREPAID-R... |UMIT
1.00 1.00{300-A40,., |QT-00003 |20/12/2013 |ANT AMTENMA LMIT
1.00 1,00 300-40,,, |QT-00009 (09/01/2015  (COVER HANDPHOME COVER,  (UMIT

ANTEMMA

LIMIT

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

Tick  ALL

rtick ALL

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

26


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

iy Sales Order (== =]
=
g Sales Order Canceled  [] | Hew
2 Customer ;- 300-40002 - /g!l] Mo : So-00031 “‘\3 Edit
= ALPHA & BETA COMPUTER Mext Mo - SO-00032 -
o || Address - 535 JALAN WORLD Date - zojodjzols =) ¢ DSEre
= : g
g RIDES (RANAIE Agert:-  FFF - Save
= SELANGOR DE
: Tems:- 42 Days - P
: ance
Deserint Fef1 :- -
escription:
E F ) Efales Order d Ext. Mo:- Refresh
A # = 3D |Profit Estimator e A
Sales Order Browse
z S Ikem Code Description Qky U, UfPrice Disc.., SubTotal T... Ta... TaxAmo... Sub Total.. s
i J
g ||| pfanT ANTENNA woo/u., [ zE0 z5.00[sR [ [] 1.50 26.50]
o
? Step 4 I
1 records 10,00 25.00 1.50 26.50
Local Met Total: 26,50 MHet Total: 26,50
Deposit Received : ]
Depaozit into: Chg Mo Fayrient Project:  Bank Charges: gl '
- - 0,00 Amount: 0,00 Close

Step 5: Save the Sales Order

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



3.6 Sales Delivery Order

Video Guide Link: http://www.sgl.com.my/video/sqglacc_tutorial/6-03 Sales Delivery Order.mp4

F

s Delivery Order E=R(EcH <™
= Step 2 ]
_% Step 1 J D! Order Cancelled [ Mew
E Customer : SRR Transfer Fram Quotation... i Edit
E it L LS L Transfer From Sales Order...
T || Addresz:- B3 JALAN WORLD Delete
=
% 40485 RAWANG Barcade Fa : Save |~
r s pdate Unit Price
: ncel
= || Description ;- Delivery Order Insert Blank Line...
=) efresh
g“ i | = @ @ Profit Estimator Copy Delivery Order /
) 11 B owse
= Delivery Order Paste Delivery Order
e £ Item Code Description Oty U UfPrice Step 3
= = p ) Paste Frorm Purchase ltems
g P|.°.I"-1T AMTEMME 15.00(LL.. 2.50 ) )
% AT AMTEMNMA 10.000 0. 550 Delivery Qrder Batch Print,.,
? Audit Trail
Z records 25.00 £2.50 375 G625
Deposit Amount: 0,00
Local Het Total: 66,25 Met Total: 66,25 Close

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.
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3.7 Sales Invoice
Video Guide Link: http://www.sql.com.my/video/sglacc tutorial/6-04 Sales Invoice.mp4

& Invoice =N E=R 5
= -
EQD Step 1 Involce Cancelled [ Mew
* | Customer: 300-80002 |w Inv Mo - T¥-00114 Edit
E ALPHA & BETA COMPUTER s
o . Delete
% Address - T35 JALAN WORLD ek o 5042015
40455 RAWANG
3 Agent - FFF 3ave
i SELANGOR DE
E Terms :- 45 Days Eer]
L Ref1. -
E Description - Sales " v [ Eut Mo - Refrash
m - L
: # = () (D Prrofic Estimator || Step2 I 5
Browse
= Invoice | Mare
o
i £ Item Code Description by UoM  UfPrice Sub Total Tax TaxI... TaxAmount Sub Tokal {Tax)
§ BEANT ANTEMMA 10,00 UNIT | 2,50 g0 SR [ 1.50 26,501
& ANT AMTERME 15,00 UMIT 2,50 3750 sr | [ 2,75 39,75 P
Step 3 |
2 records 25.00 62,50 3.75 66,25
Deposit Amount: 0,00 :
Local Net Total: 66,25 Met Total: 66,25 t Clase

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:

2 Sales Profit Estimator

You can perfarm ' What if ' analysis at the respective Fields:
Moke: User are not allowed to enter %% when Total Cost =0

S Ikem Code Loca...  Qbty  UnitPr... DISC  Total sales §Unit Cost Tokal Cost Profit o
» |P.NT == 10.00 =.50 25.00 =.0000 20,0000 5.00| 20.00
ANT - 15.00 2.50 37.50 =.0000 30,0000 F.50| 20,00

62,50 S0, 0000 12,50 20
~
= Qb Unik Cosk SubTokal
Costing Detail :| ) [ -179.00 0.0000 0.0000]
159,00 =.0000 F75.0000
10.00 37G.0000
Update Unit Price Close

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

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

i Maintain [tem [E=8( R =5
=
7 | -Maintain Stock Item o[ Hew
%’— Code: I Senial Mo, |v Stock Control v Active Edit
" Description: [IPHONE & | | Delete
i Save
Item Group: E Rearder Lewvek Remark 1: | | i Cancel
Baze LIOM Fearder Qhy: Remark 2: | | Refresh
Fef. Cost: Lead Time: Barcode: | | z
Browse
Shelf [ ] mputTaw [ [+]  BalOty: 9800

UOM | Cusk, Price | Supp. Price | BOM | More Desc, | Opn Bal, | Category | élternative | Cust, Item | Supp. Ikem | Barc * | *

Jk —_
ar -

= uomM RATE Ref. Cost Ref. Price Min Price
Default O :
o[ 1.00 1,500.0000 2,399.00 _
BOX 10,00 12,000,0000 23,900.00 Sales:
CTH 12,00 16,000,0000 0.00 Purchase:

Sheek Close

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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@ Invoice (= @] =]
=
[
ggn miee Cancelled 2
* || Customer:  300-A0002 : caMEws = Edit
B ALPHA & BETA COMPUTE Confirm - Iv-00115 Delet
o . i Delete
;:i— Address - 35 JALAN WORLD ] 13/03/2015
T 40483 RAWANG o Unit price for item "IPE" falls outside the range. T FFE Save | v
o SELANGOR DE Unit price should greater than or equal te 2200
. Do you want to continue 7 e Cancel
E Drescription ;- Sales Refresh
o - -
H | = @ @ Prafit Estimator B
Browse

= Invoice | More
i
i s Item Code Description Oy uom B UfPrice Sub Total Tax TaxIL... TaxAmount Sub Total (Tax)
2| |zrs [TPHONE & [ t.oofomrr z100 ztoooo| [ [T ] 0.00] 2,100.00
o
T

1 records 1.00 2,399,00 0.00 2,399.00

Deposit Amount: 0.00
Local Net Total: 2,399,00 Het Total: 2,399,00 Close

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?

User Access Right ﬂ
el oo™
" el -
_— =
Emkry Repork ~
S Description Execute My Edit Delete ZFrocess  Prink Prewview Export

Group @ Purchase

= Group : Sales

Edit Document Mo - Custormer

Edit Document Mo - Custormer

Edit Document Mo - Cusktormer

(CICIEI)IEY

Edit Document Mo - Customer

Edit Docurment Mo - Sales Cane

Wiew Profit Estirnator

Yiew Sales Price Tag

Prompt Replace Unit Price Diah

[<J <] [<] <]

Show Deposit in Sales Order

Save Price Below Cast | L1 ]
= ]

JRRIE]
MICYITRIIEY
J R[]

W [efe
e [e

(] [l

Video Guide Link: http://www.sgl.com.my/video/sqlacc tutorial/09-01 AccessRight01.mp4



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

|Question 2: How does system remind you your stock is run below the reorder Ievel?|

i Maintain [tem =N =R
e
o Maintain Stock Item
=Ty . .
% Caode: IN.321|:| [ \ Serial Mo, [v Stock Corbral  [v Active c
4 Description: [NOKIA 3210 | Delete
| EJgave -
lem Group: o [~]] Remark 1: [ | [ Conedl
Erowse
Fef. Price: Clukput T a: [
Shelf [ putTax [ [+]  BalOy: 2200

or |Cust. Frice | Supp. Price I BOM | Mare Dest. | pn Bal, I Category I Alternative | cu [h

* - aduom: [ ]

£ UoM RATE Ref.Cost Refl. Price MinPrice Base
Default UOM : i

W[ omir | 100l 4ooooo0)  ooo.on) |
Salex |
Purchaze: r Close

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:

Imvoice El@
miee Cancelled  [] T
Customer:  300-A0002 : Inw Ho :  I¥-0011% Edit
ALPHA & BETA COMPUTER Mexk Mo - I¥-00116 [+ Delets
Addiess - 835 JALAN WORLD Date - 13032005 |-
i poent: T []) EE
Terms - 45 Days [+

Description - 54 Refresh

Stock Quantity Control

Description Location Batch OutQty Ot 0OnH.. Reord..  Min Gy Erowse

otal {Tax)
4,500,00

| rayedua] LU92|1|| "'equH "'squeLuq:-enu” "'euow| E

1 records 5.00 4,500.00 0.00 4,500.00

Deposzit Amount: 0.00
Local Net Total: 4,500,00 Net Total: 4,500.00




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

Options “

,
..DL.:-

General

Mumeric ¥alue Display Format:-

\@ S Mumbering Type Display Format Mumber Sample
b [&ccounting Value # 0.004,0.00] 123456789.127345|  123.456,789.12
e Curency Rate #,0.0000 123412345 12341275
@ o, || Stock Quantity #,0.00;-4,0.00 123412345 123412
0 | tem Selling Price #,0.00;-4#,0.00 123412 1,23412
Lizeelaecs | tem Purchase Price / Costing | #.0.0000:-4,0.0000 12341234 12341234

[ ] Merge Same Item Code

| | Unit Price Prompt Megative Stock Quantity Dialog Box

' Show Document Project

@ ey Runtime Stock Costing Caleulation for Stack Document

[ ] Prompt Duplicate Cheque Mumber
_ [ ] Usze Doc Date For Acceptable Tranzaction D ate Checking
Custamer [ ] Post Audit Trail for Stock /S sles/Purchaze Detail

ﬁ Defaul UOM : |UNIT

Supplier

Cancel Help




3.8 Cash Sales

i Cash Sales (o= |[=]

=
: Cash Sales Cancelled ] g
- || Customer :- 300-C0001 : Step 1 | CS Ho:  <<Mews> Edit
b= CASH SALES —
& Mest Mo 1= C5-00012
o Address - LT | Delete
5 Date:-  01j04/2015 |~ —
3 Agent:-  MSL = S 7
[h o
2 Terms - 30 Days -  Jncel
L Fefl:- ]
Z || Description - Cash Sales < |[aoo et
By o Eut. Mo -
S o || - @ 0 Profit Estimator
rose
— Cash Sales
o
i € Item Code Descripkion by UOM UPrice Sub Tokal  T... Tax... Tax amounk Sub Tokal ..
S | | planr | ANTENNA | 10.00/umIT|  2.50] 25.00/sk | [ | 1.50 zem) | oFP3
o
o l
E Step 2
1 records 10.00 25.00 1.50 26.50
Local Met Total: 26,50
Deposit Amount: D'DDE Net Total: 2650
Payment Received :
Fayment into: Chg Mo Payment Project:  Bank Charges:
0,00 Amount: 0,00 Close

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

Paid _
change  [HINEEEIS

Payment Method 310001 >

MAYBANK

I

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




t a0l Fr;.!‘

ey | sjuswgpey

“aye|dwe | wa

Cash Sales

fo &S]

Cash Sales Cancaled  [] Ll
Customer :- g CS No: Cs-00012 Edit
Mesxk Mo - C5-00013
Address - ~ Delete
Date - 01/04i2015 |+
Agemt:- NSL - Jave
Temmns ;- 30 Days - Cancel
. Fef 1 :-
Description - Cash Sales - | = ) Refresh
4 = () () |Profit Estimatar Bt Ha-
% =
Browse
Cash Sales
€ Ikem Code Description Gty UOM UfPrice Sub Total  T... Tax... Tax Amount Sub Tokal ... || =
PlF\NT AMNTENMA 10,00 UNIT 2.50 zgonlen | L= k| 2¢ enll
Upon save, system will auto update payment J
1 records 10,00 25.00 1,50 26,50
Local Met Total: 26,50 .
D eposit Amount: 0.00 1 pding- (0 00 = Net Total: 26.50

Payment inta: Payment Project:

310-001 oo -

Bank Charges:
0.00

C5-002

26.50 Close

Amount:

3.9 Sales Credit Note
Video Guide Link: http://www.sqgl.com.my/video/sqglacc tutorial/6-07 Sales Credit Note.mp4
& Credit Note E=R(E=R (==
= 8 2 X
2 Step 1 Credit Note _ Hew
g C ) ep Transfer From Sales lnvoice.., -
H ustomer :- ﬂ Edit
= COMPUTER Transfer Fram Cash Sale... J -
& || Addess:- 38 JALAN WORLD i fe | ’ Delete
o ;
5 404E5 RAWANG Step 2 l O
T it Pri = Save v
el SELANGOR DE Update Unit Price j
; Insert Blank Line... ) Cancel
= intian -
g Description - Sales Returned Ciopy Credl o | Refresh
2 * = Paste Credit Mote L Browise
= Credit Note Paste From Purchase [tems
g =1
S Item Cod ] ipi 3 Lora L fPri S o |11
g £ tose ESCIEERn Qty fPrice - Credit Mote Batch Print...
E=1 }|N-3210 NOKI&A 3210 2.00| UMIT 900,00 @l
g.— Audit Trail
: Step 3 I
1 recards 2.00 1,500.00 105.00 1,905.00
Local Het Total: 1,908.00 Met Total: 1,908.00 Close

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
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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:

i Customer Invoice Entry foe =] | & Invoice = ==
£ Invoice..[@  Date Code. Customer  Curren..  Amount  Outstandi.. # Mew Invoice No Date Code Comnany. Curr.. Amount Hew
il Customer Invoice Edit i j Sales Invoice Edit
100053 14J05/2013 |30 1,000.00|  1,000.00 = » Jtv-00003 4/01/2013 [300-CL 5,225.00 =
Tv-00007 25/10/2013 |300-A0003 |AB ENTERPRISE .. | — 5,000.00|  5,900.00 Delete 1v-00002 19/01/2013 |300-A000L | WBEST TELECOMMUN... 7,500.00 Delete
1v-00012 03/12/2013 |300-A0001 |ABEST TELECO.., 500,00 500,00 e 1v-00001 11/02/2013 |300-KD01 |KITTY SECURITY SDN .| --—- 16,000.00 o
1y-00008 17/12/2013 |300-60003 |AB ENTERPRISE.., | - 1,955.00|  1,955.00 = 1v-00004 20{02/2013 [300-A0002 |ALPHA & BETA COMP, . 9,380.00 kS
1y-00010 18/12/2013 |300-60002 |ALPHA & BETA ... 2.50 2,50 Cancel 1-00006 21/02/2015 [300-A000Z [ALPHA & BETA COMP, ., 360.00 Cancel
1v-00011 22/12/2013 |300-A0002 |ALPHA & BETA ... 50.00 50,00 1v-00005 20/04/2013 [300-A0003 |4 ENTERPRISE SDM ... | - 8,088.00
W-00107 05/02/2014 |300-A0002 |ALPHA &BETA ... 10,000.00 0.00 e 1v-00007 25/10/2013 |300-A0003 |AB ENTERPRISE SDN .., | - 5,900.00 RS
1-00100 20/04/2014 |300-A0004 |AB ENTERPRISE .., 5,000.00 0.00 Detail 1v-00008 17/12]2013 |300-A0003 |68 ENTERPRISE SDN .., | === 1,955.00 Detal
1v-00099 15/05/2014 |300-60002 |ALPHA & BETA ... 225,00 225,00 : v-00010 18/12/2013 |300-A000Z | ALPHA & BETA COMP., | --—- 250 -
Iy-00102 22/05/2014 |300-A0004 |AB ENTERPRISE.., 2,000.00)  2,000,00 1v-00011 22/12/2013 [300-A0002 |ALPHA & BETA COMP.., | - 50,00
Iy-00103 18/07/2014 |300-60004 |AB ENTERPRISE. ., 5.00 5,00 v-00107 05/02/2014 [300-A0002 |ALPHA & BETA COMP.., | - 10,000.00
1v-00104 14]08/2014 |300-60002 |ALPHA &BETA ... 55.00 55.00 1v-00100 20/04/2014 |300-A0004 |48 ENTERPRISE SDN ... | - 5,000.00
1v-00105 04/05/2014 |300-A0002 |ALPHA & BETA ... 917.05 917,05 1v-00099 15/05/2014 |300-A000Z |ALPHA 8 BETA COMP.., | --mv 225.00
TV-00106 08/09/2014 |300-C0O001 |CASH SALES 31,350.00| 31,350.00| [ v-00102 22/05/2014 |300-A0004 |AB ENTERPRISE SDN ... | - 2,000.00 >
1-00108 31/10/2014 |300-A0002 |[ALPHA & BETA ... 18.00 0.00 1v-00103 18/07/2014 |300-A0004 |68 ENTERPRISE SON .. | -—- 5.00
Iv-00109 22/1L/2014 |300-A0002 ALPHA BEETA . 2.0 0,00 1v-00104 14/08/2014 |300-A000Z | BLPHA & BETA COMP.., | ---- 55.00
110 ZILIZ015 |G00-AOO0Z ALPHA GtOCTA e Zoun Tro0 1v-00105 04/09/2014 [300-A0002 |ALPHA B BETA COMP.., | - 017.05
1v-00111 21/01/2015 |300-A0001 |ABEST TELECO... 250.00 0.00 1v-00106 08/09/2014 [300-COD01 |[CASH SALES 31,350.00
1v-00112 22/01/2015 |300-A0002 |ALPHA &BETA ... | - 0.00 0.00 1v-00108 31/10/2014 |300-A0002 |ALPHA & BETA COMP. ., 18.00
100115 13/03/2015 |300-60002 |ALPHA &BETA ... 4,500.00|  4,500.00 1v-00109 22/11/2014 |300-A0002 |ALPHA B BETA COMP. ., 9.00
100114 25[04/2015 |300-A0002 ALPHA & BETA ... 66.25 66,25 Y
1Y-00113 30/04/2015 |300-A0002 |ALPHA & BETA ... - 14,600.00 14,600.00 Iv-00112 22/01/2015 |300-A0002 |ALPHA & BETA COMP... - 0.00
1v-00115 13/03/2015 |300-A000Z |ALPHA & BETA COMP.., | -—- 4,500.00
oliioies 129,423.80 57,133 30 Tv-a0t 14 504/Z015 [300-A002 [ALPHA & BETA COMP., | —- 66,25
x| Custamize. . 1v-00113 30/04/2015 [300-A0002 |ALPHA & BETA COMP.., | 14,600.00
% |

How to key Customer Invoice?
Go to Customer | Customer Invoice and press on “New”
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o] & =]

i Customer Imvoice Entry
=
g Customer Code: Curmrency:
: Step 1 - 1]
) Area: FLab ANG -
B
o z
- Customer Invoice Inv No : Iv-00116
ﬂ Cancelled -
i
: Date: 01052015 =
z Bill To : ALPHA % BETA COMPUTER Agent FFF -
? Terms: 45 Days -
Ext. Mo
* =
Docurnent Detail Grid
Sales AfC Descripkion Project Amounk Tax Tax Am... Tax Inch... Sub Taota...
p[s00-000  [sALES 500000/ SR 300.00 ] =,300.00
-
Step 2 |
1 records Total: 5,000.00
Local Net Total : 5,300,00 Met Total: 5,300.00
Invoice Descrption: |Sa|es w |=+| Outstanding: 5,300.00

Mew
Edit
Delete

Save
Cancel
Refresh

Erowse

Close

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/sqglacc_tutorial/403a Customer Payment Local Payment.mp4

A) Local Bank Payment

i Customer | Customer Payment

ii.  Click New
h‘l_é Customer Payment Entry

§ Customer Code: j 1 Currency: | —

] Project : — -

g

Al Customer Payment 0/R No: CR-00065

= Cancelled 7] hd

7 Date : 05/02(2015 -

i Agent: sy - Cance
Paid By :  ALPHA &BETAGEMBUTER drea RAWANG -
Feceivedn:  MAYBANK 2 - Paid Amount : 10,000.00 4
Bank Charge : 0.00
ChequeMo:  PBE 12345673 3
Description:  [Payment For Account ~ [---| Unapplied Amt: 0.00

Knock-off Invoices / Debit Notes 4

Knock Off Grid
£ Type Date Doc No. Amount Outstanding Pay 5
»v 01/01/2013 4 100.00 0.00 100,00

0] 12/01/2013 V-00021 100.00 0.00 100.00 |

v 13/01/2013 C5-00007 7.50 0.00 5.50

DN 20/01/2013 DIN-00004 12,50 0.00 12,50

v 16/02/2013 C5-00010 1,595.00 0.00 1,595.00 =

v 20/02/2013 Iv-00004 9,380.00 0.00 4,380.00

v 18/12/2013 V-00010 2.50 0.00 2.50

v 01/08/2015 XXXX 1,060.00 0.00 1,060.00

v 01/09,/2015 Iv-00104 10,450.00 7,705.50 2,744.50

TV 01372015 Y¥Yy 1 NAN N 1 NAM_NN nonl [

10 doc Total: 23,767.50 8,765.50 10,000.00 -

Close

Select your customer

Insert your pay amount

ok wN e

Select the bank your account

Key in your bank charge amount and cheque number

Tick which invoice you wish to knocked off

38


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

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”

i Customer Payment Entry EI
% Customer Code: ;I Currency: |— Mew
% Project : — lz‘ Edit
=
Al Customer Payment O/RHo:  OR-DD0GS Delete
_ Canceled [ Set Posting Date... l Next Mo : OR-00056 |Z| .
7 S \r\J Date : 05/02/2015 |Z| H
: Bounced Status... sy IZ|
Paid By :  ALPHA &BETA Copy Customer Payment Right click and "set posting date” J RAWANG [~] Refresh
Received In:  MAYBANK Paste Customer Payment .
Bark Charge : Open Bank Deposit
Cheque Mo:  PBB 12345673 Receipt Voucher Batch Print...
D L Audit Trail .
escription:  |Payment For A Unapplied Amt: 0.00

Knock-off Invoices / Debit Notes

Knock Off Grid

E Type Date Doc No. Amount ‘Qutstanding Pay -

v 01/01/2013 4 100,00 0.00 100.00 T
v 12/01/2013 IV-00021 100.00 0.00 100.00 -
v 13/01/2013 €5-00007 7.50 0.00 5,50
DN 20/01/2013 DN-00004 12,50 0.00 12,50

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

Supplier 5ales Purchase Stock Produe

£ Maintain Customer...

_E Customer Invoice...
;E:, Customer Payrment...
' Customer Debit Note...
ﬁ" Customer Credit Mote...
m Customer Refund...

2 Custorner Contra...

) Print Customer Document Listing...
1 Print Custorner Balance Report...
) Print Customer Due Document...
1 Print Customer Aging Report...

Print Customer Statement...

%1 Print Customer Post Dated Cheque Listing...
25 Print Customer Analysis By Document...

a4 Print Customer Sales and Collection Analysis...

Customer | Print Cust Post Dated Cheque Listing



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

S ALY fiie

30N

53

USRIy ITL

3o

Customer Code: |c{i/ugrfulu/up ﬂ

Project : -

-

Customer Payment Ent

ry

Currency: |-

Customer Payment

Cancelled  []

Feceived In:  MAYBANE
Bank Charge :
Cheque Mo:  PBE 1234567

Paid By : ALPHA & BETA ¢

Descrption:  Payment For &g

Set Posting Date..,
Set Tax Date..,

Right Click and "Bounced Status” J

(=& s

ey

Edit

Delete

Save
|

Bounced Status.., __..

Copy Customer Payment

Paste Customer Payment

Open Bank Deposit
Receipt Woucher Batch Print..
Audit Trail

Agent

Area:

Y -
RAMBNG -

Faid Amount : 5,000.00

napplied Amt: 0.00

Knock-off Invoices / Debit Notes

kniock OFF Grid

E Type Date Dot No. A ount Outstanding Pay "~
b |oninijzol3 4 100,00 0,00 100,00 |
v 1zfo1fz2013 Iv-00021 100.00 0.00 100.00
¥ 13/01/2013 C5-00007 7.50 0.00 5.50
Customer Payment Entry

Customer Code: |300-40002 - Currency: |-
Project : - -
el Bounced o o
Cancelled D 1 DII'IDEII'?D‘I 5 e
[t - (902015 -
Bounced = =
Paid By : ALPHA & BETA COMPUTER ANG -
Received ln: MAYEANE v | - ' 5,000.00
B don|10/02/205 ]
Batik Charge : 0.00 ouneedon
Cheque Mo:  PBB 1234567 =0 0K, Cancel
Dezcrption:  |Payment For Account e e 0,00
Knock-off Invoices / Debit Notes
Kook Off Grid
s Type Date Doc No. Amount Dutstanding Pay ~
by |oyjotizons 4 100.00 0.00 100.00 |
TW R a L Ta R -1 T At imm An [alelal R nlaWulyl m

4 Cancel

1 Refrash

! Browse

[ & |[=]
Mew
Edit
Delete
Save |«
Cancel
Refresh

Erowse
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Upon save, system will auto revert the payment out, you can view your ledger

Date | O1/02/2005  w | o 28/02/2016  w Group By:
™l Acocount Code r d

Account: 310-001 vl Account Description

Past Date ()
Project: 1 vl Fiefl

Project
Agent: | wil... Agent -

Area P I npply

Area: |:| Wl
Merge GL Code for zame document

[] Exclude Project ‘When Merging
@ General Ledger [ Usze 2nd Description
Sales Ledger (Customer Contral] Include Zero Closing Balance
(") Purchase Ledger [Supplier Contral) Include Zero Transaction

Local Curency [ ] Foreign Currency

.y

5 Date Ref 1 Description Pr... Descripkion 2 Local DR Local CR Local Balance
[ Code :310-001 {MAYBANK) |
: F I--—- : : : : 240 m
09/0Z/2015 OR-00056 ALPHA 2 BETA COMPUTER == Pavmenk For Acco... 5, 000,00 0.00 5,640.00
10/02/2015 OR-00056 ALPHA & BETA COMPUTER (Bounced) |---- 0.00 5,000,00 &40.00

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

i Invoice | S
=
g Cancelled [ ] Tdew
. Customer:  300-TO006 - r/l—n‘. Ho - Iv-00117 \“l Ed”:
B S CORPORATIOM F -
M Add ) Delete
%r fess Date - 25/04/2015 |-
2 Agent ;- - = Save
m Termis ;- 30 Daws - Eereel
o Ref 1. :-

£ || Description - Sales - |- Refresh
T = ) e \E:-:t. Mao. - _/
2 = £ { rafit Estimakor

= "‘J "‘) Browse
= Invaice | Mare >
[
i S Item Code Descripkion Qb UM UfPrice  Sub Total Tax  Ta... Tax Amo.., SubTotal,..
% FEANT AMTENMNA 10,00 | UMIT 1.50 15,00 ZRE I:‘ 0.00 15.EIIZI§
o
m

1 records 10,00 15.00 0.00 15,00
Depozit Amount: 0,00~
ocal Net Total: 56,10 Net Total: 15.00 Clase



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

Step 2: Customer Payment

B Customer Payment Entry @
E Customer Code: |S[igyuui j 1 Currency:  |USD Tew
5 [

S| Project : Rate:
z roject : A | ate: Edit
';lr -
2l Customer Payment 0/R No - Seliew=> Delete
Cancelled hd =
& D Save |«
& Date: 1510512015 -
- Agent — - Cancel
. - k4 Refresh
Received In 3 I Paid Amaount : 55.50 Ena
ChequeMo: 1T - ,l Local &rnairt : 55,50 >
=)
Description:  |Payment Faor Account ~ |==-| Unapplied Amt: 0,00
K.nock-off Invoices / Debit Notes
Knock OFf Grid
s Type Date Doc MNo. Amount Dutstanding Pay Project
e Iv-00117 15.00 0.00 15.00 |
1 doc Tatal: 15.00 0.00 15,00
Close

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/sqglacc_docs/PDF/04-03-Customer_Payment_LocalMultiPayment.pdf
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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:

-

i Customer Credit Note Entry
= Customer Code: [300-a0002 - Currency: |----
1 Area: RAWENG |
b=} . . n
=l Customer Credit Note C/N No - Ch-00022
[l
% Cancelled i
3 Diate : ze/o4z01s |-
w»
||| Customer: ALPHA & BETA COM , FFF
HEtomer Confirm =
= e
=) 4 || = =L |
g 00 i | |
: L Acco... o This document was posted from Sales | Credit Mote.... Incl... Sub Tota...
L -
)lSlD—DDDD NOKIA 3210 Do you want to edit this document? ] 1,50%.00
Yes Mo
1 records
Local Het Total: et Total: 1,905,00
C/H Description: |Sales Returned w [«=:| Unappled Amt: 1,908.00
Knock-off Invoices / Debit Hotes
Knock OFF Grid
E Type Date Doc Mo, Amount Dutstanding Pay
<Mo data to display =
records Total:

L= ===
[ew
Delete

Save

Cancel

Refresh

Erowse

Close

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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SjUEUIYIEYIY

o

Customer Credit Note Entry

Customer Code: [300-A0002 - Currency: |----

Area : RAWANG -

C/N Mo : CN-00022

Customer Credit Mote

Cancelled hd
Date : 28/04)2015 =
Custarner: ALPHA & BETA COMPUTER Lgent:  FFF -
* =00 = Ext Mo
Gl Acco.,,. Description Project Arnournk Tax Tax ... # TaxInd... SubTata...
P|510-DDDD MOKIA 3210 s 1,800.00 R 105.00 I:‘ 1J908.00|
1 records
Local Het Total: 1,908.00 Het Total: 1,908.00
C/H Description: |Sales Returned w [-=-| Unapphed Amt: 0,00

Knock-off Invoices / Debit Notes
knack, OFF Grid

E Type Date Amount Dutstanding Pay )

Iv-00113
Iv-00116

¥ |30/04/2015
¥ |01/05/2015

14,600.00
5,300.00

12,692.00 1,908.00
5,300.00 0.00

15 records 36,565.80 29,368.30 1,905.00

Delete
Save v

Cancel

Refresh

Erowse

[ Close
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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.

il Customer Contra Entry E=REcR ==
% Customer Code: [300-A000Z - Cumency: |- Mew
1
;:\'I' Project: = - Edit
3 Ei
m Customer Contra C/T Mo: < <Mew s Delete
E Cancelled - Save v
o Drate: 01/04/2015 -
: Cancel
Agent FFF -
Customer : ALPHA & BETA COMPUTER, frea RAWANG = Refresh
> Contra Amount: Efohse
- ,l Local Amaurt:
=L it
Description: |Contra w |=-| Unapplied Amt: 0.00
Knock-off Invoices / Debit Notes |
E Type Date Doc Mo. Anvount Dutstanding Pay M ¥
Iy 040942014 Iv-00105 917.05 917.05 0.00 D
Iv 21012015 Iv-00110 25.00 17.50 o.oa) [
Iv 1300312015 Iv-00115 4,500.00 4,500.00 o.0e
IV 25042015 Iv-00114 66,25 66,25 0.0 3
01/05/2015
15 records Total: 6,885 0 31,776,30 100,00 v
Close
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
& Supplier Contra Entry [ -E ]
S C/TNo Date Supplier Cur... Amount Customer Curr... Amoun.. U/A Amt Plew
= Click here to define a filker
Edit
01/04/2015 0.00 ALPHA & B.., | ---- 100,00
Delete
Save
Zancel
Refresh
Detail
*
1 Contra 0.00 100,00 0.00

Invoice/ Debit Note Knock Off

Edit it, and repeat the same step as above.

- — u- ar e
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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

i Customer Statement ===
bate (vl O1/04/2016 | to | 30/04/2015 1k E IREDM Mame
| Cusk-Multi-F1-06 Mths Stakement-Current, 1 MEh...
. ! ahy Categary ]

Statement Date: | 30/04(2015 ~ TTustomer Code Q Cust-Multi-F2-06 Mths Statement-Current, 1 Mth,.,,
Custormer: ] vl gustﬂtmef Name @ Cust-Mulki-F1-12 Mths Statement-Current, 1 M,
f— ] " e Cust-Multi-F2-12 Mths Statement-Current, 1 Mth. .

Currency
Area L] Vi Cantbral Accourt
Doc Project: L] v /'_ 1 Apply
Currency: ] v
Control &/C: ] Vil Defaulk Stakement Type
Cpen Ikem Statement
Co, Cate.: vl
0. ate L Erought Forward Statement
= Code Company Mame Curren... Agent: Area Balance ~
300-a0002 ALPHA 2 BETA COMPUTER RAWANG 24,327.80
300-&0003 A6 ENTERPRISE SDM BEHD Pl 23,351.00
S00-A0004 AB EMTERPRISE SOM BHD1 Pl 2,000.00
S00-C0001 CASH SALES S8 36,575.00
Count =9 111,312.50
3 W
Knock Off = Doc Mo Dake e escription Knock OFF Amount
Detail :-

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

2 Customer Aging Report =
. 1 = Report Mame L]
qing Date; 300452015 W - -
. y B [Cust-Mulki-Lo-04 Mths Aging-Current, 1 MEh. |
Custamer: ] Wl Cusk-Mulbi-L0-06 Mbhs Aging-Current, 1 Mth, ..
Agent: O v Cusk-Mulbi-L0-04 Mihs Aging-Jun 2004, May 2004, ..
Currenicy Cusk-Mulbi-L0-06 Mehs Aging-Jun 2004, Mawy 2004, ., 3

Areai L] hd Control Account Cust-Local@Multi-L0-04 Mths Aging-Current, 1 M, .. o

Project: ] v Company Categom

Currency: |:| w 4

] Default Aging
Contral AfC: v
/ [JInclude POC Info
Co. Cate.: [ v [ Inchude Knock-0ff Detal
| _|Include zero balance
~

& Company Mame Pay (MTD) Current Mth 1 Manth 2 Manths 3 Mths & abave Toatal Cal.06 ~
3 |A'BEST TELECOMMUNICA,. .. 5,329.70 5,329.70 |

ALPHA & BETA COMPUTER 12,655.25 4,500,00 7,169,585 24,327.80

AE ENTERPRISE SDMN BHD 23,381.00 23,381.00

AE EMTERPRISE SON BHD 2,000,000 2,000,000

ZASH SALES 26,50 36,575.00 36,575.00

FALNG TECK WAL 3,084.00 3,084.00

KITTY SECURITY SDM BHD 15,600.00 15,600.00

STAR TRADIMNG SDN EHD 1,000.00 1,000.00

Count =19 26,50 12,673.25 4,500,000 0,00 94,1359, 25 111,312,50 0,00 w

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.sgl.com.my/video/sqlacc_tutorial/3-04 GL Opening Balance.mp4

Step 1: GL | Maintain Opening Balance
I Custormer  Supplier Sales  Purchase Stock  Production  GST  Inquiry Tools Window  Help
;‘E Maintain Account... ‘

3 T
= |

E27 Cash Book Entry.. g
A Journal Entry.. = Maintain Opening Balance [ 3]
2 Foreign Bank &djustment... Project - v
Maintain Opening Balance... 1 Description Code Local DR Local CR 2 Edit
e . L) FIXED ASSETS 12,345.00 123.45
22 Bank Reconciliation... ~—
o 31 FURMITURE & FITTIMGS 200-200 12,345.00 0.00
i Maintain Stock Value.. [] ACCUM DEFRN. - FURNITURE... 200-205 3 .00 123.45 —
Y Maintain Budget.. =] OFFICE EQUIPMENT 200-300
i L Bzt Lis g &) ACCUM. DEPRM, - OFFICE Q... 200-305 Cancel
. . . =| MOTOR, VEHICLE 200-400
Print Journal of Transaction Listing... —.]1 Refresh
= ACCUM DEPRM, - MOTOR YEH.,, 200-40%
Print Transaction Summary Listing... = »
51 LAMD & BUILDING 200-500
Print Bank Reconciliation Listing.., =1 HAMDPHONE 200-600
Print Ledger Repart.., &> INVESTMENT

& OTHER ASSETS
& CLRREMT ASSETS
& CURREMT LIABILITIES

Print Trial Balance...

@, Print Receipt & Payment Report..,

&, Print Profit & Loss Statement... & OTHER LIABILITIES
&, Print Balance Sheet Statement... & EQUITY

\ md Close
&, Print Cazh Flow Statement.., 12,345.00 12,345.00 | o

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

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

& Maintain Opening Balance ===
Project - v
Description Code Local DR Local (R~
€ FIXED ASSETS 12,345.00 123.45
< INVESTMENT
& OTHER ASSETS o
=1 & CURRENT ASSETS =
I 82 TRADE DEETORS 300-000 Cencel
& 10'BEST TELECOMMUNICA. .. 300-A0001 Refresh
& ALPHA & BETA COMPUTER 300-A0002
£ e5E Confirm
& casH
£ Fau o You may enter Custorner's opening balance in
& Customer Invoice Entry as past invoice. _1J
& <TeR Do you want to open Customer Inveice Entry?
8 s
=] OTHER D) Yes Mo
CASH AT
5] CASH IN HAND 320-000
B PETTY CasH 325-000
&b sTOCK 330-000
=] DEPOSIT & PREPAYMENT F40-000
=] DIRECTOR'S LOAN TO 350-000
12,345,00 12,345.00 | Close

Highlight on Customer/ Supplier click EDIT

Must see got “Past Invoice”
Key in the OUTSTANDING AMOUNT only

1
2
3
4
*

S

s UELLENY)

a0

Customer Invoice Entry | = |[= ==
" Delete
Customer Invoice Inv No : <chews>
Cancelled = [ gave |~
Dat=:  01/01jz012 N Cancel
Bill To : ALPHA & BETA COMPLITER Agent:  5Y —) Refresh
Tems: 45 Days -
3 || Past Inveige Brovse
Docurnent Detail Grid >
I
Local Net Total - 500,00 Total: 4 || soo.o0
Inwaice Description: Outstanding: 50000 Close

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

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

EIN Custormer  Supplier  3ales Purchase Stock Production G5T  Inguine Tools Window Help
% Maintain Account..,

_\—.:"ﬁ:fv

ES1 Cash Baok Entry..,

iz

Maintain Stock Walue E@

[ & Jaurnal Entry...

X . . =
[ & Foreign Bank Adjustrnent. . £ Op.Stk.. Op.Desc CLSt.. Cl. Desc Bal. 5... Bal. Desc
= Click here to define a filker
{1l Maintain Opening Balance... Edit
- )|6DD-DDD STOCKS AT .., [620-000 |STOCES AT ... |330-000 |STOCK 2
— e
72 Bank Reconciliation... Delete
o 1 Save
uﬂl Maintain Budget..,
) . Zancel
Print GfL Document Listing...
Print Jaurnal of Transaction Listing... Refresh
Print Transaction Surnmary Listing... i Detail
Print Bank Reconciliation Listing...
Print Ledger Report...
Print Trial Balance...
4, Print Receipt & Payment Report..,
& Print Profit & Loss Statement...
£ Print Balance Sheet Statement
o
&./' ) Count =1 Close
@~ Print Cash Flow Statement...
Step 2: Click on EDIT
i Maintain Stock Value =lo s | & Stock Month End Balance (== ]=]
- Hew .
- Maintain Stock Vatue - | = DateTo  3Ljlzjz0i4 hd Stock | Print Stock Month End Balance J
P&L OperingStock A/C: [600-000 v |[STOCKS AT THE BEGINNING OF YEA Edit Stock Group: |
P&L  Closing Stack A/C : |620-000 w ||STOCKS AT THE EMD OF THE vEAR Delsts Ttem: O vl [ Im-active Ttem
Balance Sheet Stock A/C : |330-000 v ||STOCK Save Location: O L4 [ Merge Same Cost (FIFO Only)
Cancel Batch: O b0 [[]include Zera Balance
Please key in Closing Stock Value below ;- Refresh Category: O haljO [ calculate Serial Mumber
= Category Tpl: [] v
Project - w £  Month Stock Yalue Browse =
31-Jan
ear EIC I 25-Feh
31-Mar > Stock Month End Balance n
30-Apr
30-Jun
31l
31-Aug = .
0-5ep =| StockGroup ItemiCode Location Batch UTD Qb UTD Cost
P ACC ANT - 21.00 45.00
31-0ct
-~ ACC BOMBOM 31.00 700,00
ACC E-BAT 12.00 1,290.27
ACC HFK 50.00 375.00
Close 38 l 114,823.72 |

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
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5.4) Opening Bank Reconciliation

1. GL | Bank Reconciliation
2. New
3. Right Click on empty space, refer picture

42 Reconcile Bank Transactions

New

Bank Statement Date: i e Right click on empty space \ h
Account: ~ | Bank Statement Bank Closing \‘_\ =
Display Period ¥ D1/08/2014 = to 28/02/2015 = | System Calculate Bark Closing oo Delete
[V Show Unticked Transactions Outof Balance by 00 Opening Bank Reconcliation..
[ Show Cumert Riecon Transactions - Mark Highlighted
[ Mens Bark Chatgss Mark Al
() Apgly Refresh

Clear Highlighted

Browse

Recon At Date & Description Voucher No Cheque No. Clear All Tick

<No data to display >

Count =

4. Key in the opening by transaction
L

1 Options g

& Opening Bank Recenciliation EI @
Opening Bank Reconciliation New General Ledger
Bank : 310-001 -
it — Financial Start Period: 0140142012 A
Woucher No: PV-1234 IDEtE 3yL/o1L - - I Less 5 ystem Corversion Date: (/0172012 = I
Cheque bo: PV-1234 || BaCode Default Account: Default Journal:
Description:  Payment for 3:00¢ H e 6 Default Account Account Default Joumal Jounal
P [Foreign Exchange Rate Gain...| 530-000 H|Eank Joumal BANK
Refresh || wiseleeess | Foreign Ewchange Pate Loss...| 380000 | |Cash.Joumal CasH
Debit 235.65 Credi: 0.00 Browse 1l Bank Charge Account 902-000 | |Joumnal Entry GEMERAL
AL || Contra Aocount 450.000 | |Forsign Bank Adjustment — |BANK
Unit Price | |5 ales Account 500-000 | |Foreign Exchange Fiate Gai.. |GEMERAL
7| Caash G ales Account 500.0000 || Customer/Supplier Conra | GENERAL
Opening Bank Reconc Date must always earlier than 4 ' || 8ales Retum Account 510-0000 3 Customeri nvoice il
ml Customer Cash Sales SALES
General Ledger | | | Purchase Account E10-0000 H N
system conversion date Cash Purchase Acoount £10-0000 || Customer Crecit Note SALES
m Customer Debit Mote: SALES
W Purchase Retun Account E12-:0000 | Supplier Invoice FURCHASE
| | Customer | |Supplier Cash Purchase FURCHASE
| |Supplier Credit Note FURCHASE
& Supplier Dekit Note PURCHASE
Supplier

[ ok [ cacsl ][ Hem




5.5) Journal Entry

Qustnmer Supplier Sales Purchase Stock Production GST  Inquiny Tools  Window Help
E Maintain Account..,

£ Cash Book Entry... 5
F oot Jﬁi Journal Enty EIe=
" =
4 Foreign Bank Adjustment.., =3 Cancelled e
| o ancelle
PP ¢ | Journal Entry
r_|_] Maintain Opening Balance... Journal Mo:  v-00004 Edit
= - B . g
@ Bank Reconciliation... i Mt Ho: i h Delete
r#« Maintain Stock Yalue.., El Date 09022015 -
[} Save
H;j-' Maintain Budget.., 3 Descripti = —
K . 8 Cancel
Print G/L Document Listing... + =@
Print Journal of Transaction Listing... Refresh
Document Detail Grid n
Print Transaction Surmmary Listing.., Erowse
. - L E GfL Code GL Description Local DR Local CR Tax  TaxInclusive Local Tax ...
Print Bank Reconciliation Listing...
200-300 | OFFICE EQUIPMENT 500,00 \ D 0.00
Print Ledger Repott... » [200-305 [ACCUM. DEPRN. - OFFICE EQUIF.... 500,00 2 'O 0.00
: : —_—
Print Trial Balance..,
,{/ Print Receipt & Payment Report..,
,i’f/ Print Profit & Loss Statement..,
,"f/ Print Balance Sheet Statement., 7 vecord: S00,00 =00,00 3 I Close
& Print Cash Flow Statement... " —t

Step 1: GL | Journal Entry
Step 2: Insert your double entry
Step 3: You must make sure Dr. & Cr. Must be tally

i Journal Entry [l ]
=
= J E t Cancelled L=
: ournal En IV
Journal Mo:  IESN[E) Edit:
E Mext Mo W-00005 -
H Delete
g Diate: 09/0z2/2015 -
o Sawve
@ || Description: Capital by Director -
. Cancel
P = lJ LJ
Refresh
Document Detail Grid N
— Bironmse
£ Gl Code GL Description Lacal DR, Local CR Tax  TaxInclusive Local Tax ...
#[310-001 [MAYEANK 1,500.00 ] 0.00
150-501  |LOAN FROM DIRECTOR, - KITTEM 1 250,00 D 0.00
150-502 |LOAN FROM DIRECTOR, - KITTEM 2 250,00 |:| 0.00
150-503 |LOAN FROM DIRECTOR, - KITTEM 3 1,000.00 D 0.00
4 recard: 1,500.00 1,500.,00 Clase

Sample has more than 2 account posting....



Smart Tips : If recurring journal we can always copy paste

Edit
Delete
Save
Zancel
Refrash

Browse

i Joumnal Entry =N EC
=
g
m rF .
* | Journal .
e Set Posting Date... Journal No:
R T -
g | Copy Journal Entry
=, Paste laurnal Ertry Date: 0802015 =
ju }
Y | Description: Capitalb i
2 escnption: - Lapta laurnal Entry Batch Print... ~
* =00 Audit Trail
Docurnent Detail Grid
E /L Code GL Descripkion Local CR. Local R Tax  Tax Inclusive Local Tax ...
p[310-001 |MAvBARK 1,500.00 ] 0.00]
150-501  |L&AN FROM DIRECTOR - KITTEM 1 250,00 O 0.00
150-502 |LCWM FROM DIRECTOR - KITTEM 2 | | 250,00 | . O | 0.00
150-503 ) . - - . " " .
i this is a recurring journal entry, you can always right click and click
on "Copy Journal Entry”
4 recorc

Close

You can always copy paste the journal entry by right click “ Copy Journal Entry”
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5.6 Cash Book Entry
Video Guide Link: http://www.sql.com.my/video/sqglacc_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)
i Cash Book Entry [ -E ] ]

S Youcher No. Date Description Cheque No Local DR Local CR J
= Click here to define a Fiker 1
Payment Youcher
B |PY-00002 06/01/2013 ERICSOMN SUPPLIER EHD MEE 100002 0.00 30,000.00 . .
Official Receipt
PY-00048 06/01/2013 CELCOM (M) COMMUMICATL.., (11111 0.00 1.00
QR-00030 o7fo1f2013 ALPHA & BETA COMPUTER 7075505 100,00 0,00 Save
PY-00005 07i01j2013 MOTOROLA SUPPLIER BHD MEE 100005 0.00 10,000,000
Py-00006 07i01j2013 MNOKIA CORPLTD MEE 100006 0.00 10,000,000 Cancel
CR-00027 09/01/2013 KITTY SECURITY SON BHD 10,000,000 0.00 Refresh
CR-00003 11/01}2013 EITTY SECURITY SDM BHD OBE 124355 4,000.00 0.00
OR-00036 13/01/2013 ALPHA & BETA COMPUTER. 2,00 0,00 Detail
QR-00047 18/01/2013 A'BEST TELECOMMUNICATIO... \MBE 123456 2,503.00 0.00 A
QR-00004 2zi01j2013 KITTY SECURITY SDN BHD EBE 124739 6, 000,00 0.00
PY-00045 19/0z2)2013 CELCOM (M) COMMUNMICATL. .. (22222 0.00 1,000.00
QR-00005 20{02{2013 FITTY SECURITY SON BHD MEE 323000 10,000,000 0,00
QR-00006 20/02§2013 ALPHA & BETA COMPUTER MEE 555900 5,000,000 0.00
QR-00005 20j02j2013 AE ENTERPRISE SDM EHD MEE 399921 6,000,000 0.00
PY-00049 09/07/2013 MARIS COMMUNICATION BHD  |MBEB 1231 0.00 1,310.00
MCOR-00010 12/09/2013 CASH SALES 1240 3154 3419 0451 1,500.00 0.00
MCOR-00011 15/12/2013 ALPHA & BETA COMPUTER 10,00 0.00
QR-00012 17/12}2013 ALPHA & BETA COMPUTER z.50 0.00
QR-00014 17/12/2013 ALPHA & BETA COMPUTER 5.00 0.00
36 vouchers £7,493.00 £9,535.00 | Close
Step 2:
r
s Cash Book Entry = [[& =]
g ! V X Cancelled Hew |~
] 'Ew M‘éﬂ' Youcher No:  P¥-00054 Edit
= -
o Delete
= Date: 15/04/2015 =
] Save
[ Froject : - -
Pay To POS MALAYSIA 2a RaE! Sl
Refresh
Payrnent By: MAYBAME w | Curency: - Agent - hd Browss
% = Lu) Lu_,) Bank Charge 0,00 Cheque Moo PBB 1234567 2h Ares | |y
Docurnent Detail Grid
£ /L Code GL Descrip... Descripkion Project Amount Tax Tax ... TaxAm... SubTotal (Tax)
» |910—DDEI TELEPHCM, .. |MAYBANEK - POS MALAYSIA === 34580 Tx |:| 20,75 366.55|
410-070  |ELECTRICI... |MAYBANEK - POS MALAYSIA - 569,45 T I:l 3417 603.62
2c
2 records Tokal: 915.25
Close

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

Chapter 6: Reports

6.1 Sales Document Listing
Go to Sales | Print Sales Document Listing

i Sales Document Listing El@
1 I
Documents: | Inwvoice Listing o Ttemn Projeck: (| ~ Groupfsork By i 4
Drate
Dake [ to 2 Group: (] ~ D ocument Mo (]
. . Customer Code i
EEE=E L1 ~ mi . > Customer Mame o
Cuskomer: 1 ~ Location: (] ~ Agent
Area
Agent: [ ] (% Eatch: (] ~ Currency
Croc Praject
Area: 3 1 v Categary: I ~ e o
Currency': 1 ~ Category Tpl: [ - Shipper
Co. Category: 1 [ [ Include Cancelled D ocurments s
Do Project: 1 ~ [ Print Diocurnent Style
~
B Doc Mo Date Company MName Agent Area Project Curre... Met Total Canc...
»| = [1v-00003 04/01/2013 | CASH SALES [EN Sa — — s,zzs.00] [
& I¥-00002 19/01/2013  |A'BEST TELECOMMURNICATION P... LF SINGAPORE |---- 7,500.00 [ ]
F I¥-00001 11/02/2013  |KITTY SECURITY SDM BHD HALIM A o o 16,000,00, [ ]
F Iy-00004 20/02/201% |ALPHA & BETA COMPUTER 6 = RAMIANG |- — a,380.00 [ ]
& I¥-00005 20/04/2013  |AB ENTERPRISE SDN BHD MF 2] - - s,983.00 []
F Iv-00007 25[10/2013  |AB ENTERPRISE SDMN BHD MF 5] - - s,o00.00 []
w Iv-00005 17/12/2013 | AE ENTERPRISE SDN EHD MF PJ — — 1,955.00 [ ]
& Iv-00010 18/12/2013  |ALPHA & BETA COMPUTER s RAWANG |- — z.s0 [
& Iv-00107 05/02/2014  |ALPHA & BETA COMPUTER sy RAMIANG |- - 10,000,000 [
F Iy-00100 20/04/2014  |AB ENTERPRISE SDM EHD'1 MF PJ — — 00000 [
Fnrerererr Ao e = T T | e | = —
Count = 19 10+4,542.55 -

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
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ﬁ

Sales Document Listing

Item Pro El Sort Ascending

Documents: | Invoice Listing W
Date [ to Stk Groy &} SortDescending
Crocurnent: I:l W Ikem: Gl HEE
Cuskarmer: (| w Location =  Group By This Field
Agent: (| w Batch: Group By Box
Area: I:l W Cakegor Footer
CUFFEncy (| W Cakegor Group Footers
Co. Category: ] h [Jinchu Rermowve This Coluran
Dot Project: I A [ Print B Field Chooser
il BestFit
Best Fit (all columns)
& Dac Mo Date Company Mame Filter Rowy
L4 Filter Box

19001/2013 | ST TELECOMMUMICATI

Count = 19

ardor boma

T¥-00001 11/02/2013 col At i

. . olumns Luto Y dt|
T%-00004 2njo2/z013[ Step 1: Right click ) :
TY-00005 20/04/2013 ) Hide Colurmn On Grouping
T¥-00007 25/10{2013 | AB EMTERPRISE SDM EHD Full Expand
TY-00008 17/12/2013  |AB ENTERPRISE SDM BHD

Full Collapse

TY-00010 18/12/2013  |ALPHA & BETA COMPUTER
TY-00107 05/02/2014  |ALFHA & BETA COMPUTER Find Textin Grid...
T¥-00100 20§04/2014 | AB ENTERFRISE SDM BHD1 Find Text in Column...

Grid Layout

Print Grid

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

Grid Export

| CQuick Column Custarmization

(= [2mesa]

wroup/Sort By :
[rate
Document Mo (1)
Cuztormer Code l\”’
Customer M ame
Agent
Area
Currency
Doc Project
Company Categony
Shipper

Step 2:
Grid Export | Export to Excel

Step 3:
Export to a location(folder)

=== 16,000.00
9,350,00
8,958.00
5,900,00
1,955.00
- 250
Export to Microsoft Excel 2007...

I

Export to Microsoft Excel 97-2003...

Export to HTML...
Export to Text..
Export fo XML,

e Ealance Sheet Statement == ==
Date - 3122014 v Project: [ v
Agent: O vl Area O v Options ;- ;
2 5B
Fieport Tile : [Balance Sheet As At 31j12/2014 Sipbled
] Use Second Description
Select Balance Sheet Format - "~ [ Zer0 Balance Account.
This Month ws Last Manth [ Dizplay Trade Debtor in Details 4
H This Year - 2 Calumn | [ Digplay Trade Creditor in Details
2 This Year - 3 Colurmn [T Print Sub Account Ol
= | This \fear vs Last Year [ Prirt Praject Comparizan
Carmpatison - Monthly (12 Months) v [ Show Colurmnn Options 5
] Bccount Year ToDate A
» [FIXED ASSETS |
MOTOR WEHICLE 200,000,00
200,000.00
CURRENT ASSETS
TRADE DEETORS 104,547.26
CASH AT BANK (3,0732.25)
CASH IN HAND 5.00
PETTY ZASH 1,434.00
102,913.01
CURRENT LIABILITIES
TRADE CREDITORS 6 03,045,30
ACCRUALS {4,990.00)

Periarmt |

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

el Ealanre Shest Statement [l =]
Period : | Current Month v | Month Index ;|0 = [[Irercentage [ ] Budget
Font : T Tahoma vle = (I | B[] Header Script : a v 5
Date 31/12j2014 v Project: [ ] vl
Agent: O vl Area; O v, Options ;-

Feport Tithe ;| Balance Sheet As At 31/12/2014

£ - Select Balance Sheet Format -

This Monkh vs Last Month

P | This Year - 2 Column |
|| This Year - 3 Colurmn

|| This Year vs Last Year

| |Compatisan - Mankhly (12 Manths) w

Show Upto Level | 2 =
[ Use Second Description
[ Zero Balance Accourt.
[ Digplay Trade Debtar in Details
[] Diigplay Trade Creditor in Details
[ Priet Sub Account Only
[ Frint Proiect Comparizon
[l 1iE b Calurnn Cptions

) Apply

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

e X

& File Edit ViewReW Customer Sypplier Sales Purchase Stock Production GST |nquiry Tools Window Help [ ][&][%

H‘E Maintain Account... ¢ ; | — | =

L& Cash Book Entry...

z Journal Entry...
\J# Foreign Bank Adjustment...

ﬁ Maintain Opening Balance...
@ Bank Reconciliation...
'L . Maintain Stock Value...
Ui Maintain Budget...
= Print G/L Document Listing...
= Print Journal of Transaction Listing...
= Print Transaction Summary Listing...
Print Bank Reconciliation Listing...

= Print Ledger Report...
=, Print Trial Balance...
& Print Receipt & Payment Report...

. Print Balance Sheet Statement...
&, Print Cash Flow Statement...

Print Profit Loss Statemen| Working Date: 13/02/2015 ||| Logon: | ADMIN | WI-V2.5.3.26778 Firebird 2.5

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

& sal Financial Accounting Enterprise Edition - Testing Company [2015] - [Profit & Loss Statement] — =
ﬁEiIe Edit View GL Customer Supplier 5ales Purchase Stock Production GS5T  Inquiry Tools Window Help E"E”El

| | | &- &
=4 =

e O ol
= [ R = — ]

Show Upta Level | 2 (5
|Trading Profit and Loss for the period 01/01/2015 to 31/12/2015 | DDLLIM 2 o e;';
SE S BECOn BSC[IDtIDn

[]Zem Balance Account.

Feport Title :

£ -Select P/L Report Format :-
| | This Month vs Month Budget
|| This Month vs This Year

[] Frint Sub Account Only

This Year vs Last Year [ Print b anufacturing Account

[] Frint Project Comparison
[ Shows Column Options

Thig Year - 2 Column
| |Comparison - Monthly (12 Months)

Main | Grid Transform

E Account Amount ~
#|SALES
SALES-HANDPHOMES 925.00
B SALES-ACCESSORIES S00.00
SALES-PREPAID 170.00
B 1,595.00
NET SALES 1,595.00
| | COST OF GOODS SOLD
PURCHASE-ACCESSORIES 10.00
10.00
' | 6GROSS PROFIT/{LOSS) 1,585.00
| | ExpEnsEs
|| sALARIES 100.00
| | TOLL, PARKING & FINED 300.00
PETROL 150.00
B 550.00
|| MNET PROFIT/(LOSS) 1,035.00
| NET PROFIT/(LOSS) AFTER TAX 1,035.00/
Version 4.2015.732.704 x86 | Working Date: 13/02/2015 ||| Logon: | ADMIN ||@| WI-V2.5.3.26778 Firebird 2.5

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

| |Percentage | |Budget

| Header Script :

e
S = | 5
Shov Up to Level

Report Title : |Trading Profit and Loss for the period 01/02/2015 to 23/02/2015 |

[]Use Second Description

£ - Select PJL Report Format :- ~ [[]Zem Balance Account.

P | This Month vs Last Month - This Year vs Last Year | [] Piint Sub Account Only
|| This Month vs Last Year This Month

| | This Month vs Month Budget - This Year vs Year Budget
|| This Month vs Month Budget

| | This Month vs This Year ] b Coluran O ptio

):_)apdv

[ Print Manufacturing Sccount
[ ] Print Project Comparisan

Main | Grid Transform

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
Eile Edit Wiew

Custormer  Supplier  Zales  Purchase

bAaintain Account...

59 Cash Boak Entry.,

g Journal Entry...
Q Faoreign Bank Adjustrment...

F’i kaintain Opening Balance..,

ciliation...

At tools bar select GL and
choose Print Ledger Report

ck Walue...

dget...

A = Print G/L Document Listing...

=]

i Print lournal of Transaction Listing...

- Print Transaction Surmrmary Listing...

Print Bank Reconciliation Listing...

+ Print Receipt & Payment Report..,

Print Profit & Loss Staterment...
Print Balance Zheet Staterment...
Print Cash Flow Staterment..,

Refer the step as picture attached



Date W |01/01/2015 v to 31/12/2015

e
=
P
e

® General Ledger
() Sales Ledger [Customer Control]
(") Purchase Ledger [Supplier Cantral)

terge GL Code for zame document
[] Exclude Project When Merging

[ Use 2nd Description
Include Zero Clozing Balance
Include Zero Transaction

3. You can also filter by different

4. Check the options
which is relevant to

g Date al DR Local CR Local Balance ~
currency
#[= Code : 100-001 (ORDINARY SHARE CAPITAL)
| | |Balance BjF | {883.50)
0.00 0.00
| |= Code : 100-500 (SHARE PREMIUM ACCOUNT)
| |Balance BjF | | | {50,000
0.00 0.00
| |= Code : 150-000 (RETAINED EARNING)
| | |Balance BjF | | | 32,208.37
0.00 0.00
=l Code : 200-400 {(MOTOR YEHICLE) 6. Results
1,661.02 1,661.02 v
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6.5 Others Report
a. General Ledger

' Documents ]~ Reports

l Step 2 : Reports '

GL Document
Listing

Profit B LOSS
Statement

l’ .
.
b ™|
-

Balance Sheet

RecCeipt &
Payment Report

4
-1
-

Trial Balance

v

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



b. Customer

' Documents Jv Reports

l Step 2 : Reports '

Step 1: Select Customer

Post Dated
Cheque Listing

customer

Document Listing Statement

of Account

Sales & Collection
Analysis

Due Document
Report

4

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 levell
report

*#* SUPPLIER IS MIRROR OF CUSTOMER....
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c. Sales
-

' Documents Jv Reports

l Step 2: Select Reports '

Report

Sales analysis
by Document

Step 1: Select Sales

Sales Document Sales Price
Listing

History

Yearly Sales
Analysis

Profit B Loss
by Document

A

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....




d. Stock
r

' Documents J <= Reports

I Step 2: Select Reports '

Reorder Advice

stock Month
End Balance

Step 1: Select Stock

Stock Physical
Worksheet

Stock Aging
Report

A A
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

Edit View GL Customer Supplier 5ales Purchase Stock GST Inquiry Tools Window Help

Mew Application Window | -

‘:;'J" Company Profile...
Product Activation..,
Eh Logon...

Change Password...

T ——
Show Active Connections...

Data Import..,

[ﬁl §|OSE Ctrl+W Cash En Entry
I;i'*) Close All

Maintain Budget

Export Report
Printer Setup...

Custoemize 50L Financial Accounting Medules...

Journal Enbry
Bun

o it

Reconciliadon

Maintain Stock
value

Step 1: File | Backup database

Backup To
o | |Ci\Users\SQL-0Ong'\Desktop | | -y | rEMOVE
Add another location Ok, | | Cancel |
| Remove Temp Tables
Compress backup file

|:| Maxirmize compression ratio



Step 2: Press on the 3 dot button

Browse For Folder

B Desktop ...:
- %8 Homegroup
> & MeiWei

+ /M This PC

* = Libraries
>‘?§ Metwork

> _S0LConsole

» ) Customize
£ >

Make Mew Folder . ; 04 Cancel
-

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

e Please save additional copy to your external drive

Backup To
o |C\Users\Meiei\Desktop

Add another location QK

.--"'"

Remove Temp Tables

Compress backup file

|:| Maxirmize compression ratio

Cancel
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Step 4: Press OK
Backup Database: ACC-0017.FDB

gbak:writing constraint INTEG_518 ~
gbak:writing constraint INTEG_519

gbak:writing constraint INTEG_520

gbak:writing constraint INTEG_521

gbak:writing constraint INTEG_522

ghz .

ghz Information

abz

gbe

gbe o Backup Database: ACC-0017.FDB completed.

ghz

gbz

ghz

gbz . ; OK
ghz j
gbak:wniing SUL roles

gbak:writing names mapping

gbak:dosing file, committing, and finishing. 862208 bytes written
Elapsed time:  0.9380 seconds

< >

Copy to Clipboard

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), | have close the financial year for 2014, | wish to block the

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

Step as below:

Step 1: Tools > Maintain Acceptable Transaction Date

i 501 Financial

Accounting Enterprise Edition - Testing Company [2015]

File Edit View GL Customer Supplier Sales Purchase Stock Production GST Inquiry

A Window  Help

Maintain Acceptable Trans| Working Date: 02/02/2015 |+ Logon: | ADMIN | cap \@

~ Maintain User Group...
{10 Maintain User...

«/ User Access Right Assignment.
[i2 Maintain Style...

Maintain Commission Script...

Maintain Document Number..
[} Maintain Form Mode...
[i}- Maintain Agent...
[ Maintain Area...
[% Maintzin Terms...
1 Maintain Currency..
Maintain Journal...

[ Maintain Payment Method...
iiff] Maintain Project.

1 Maintzin Tax...
| Maintain Company Category...

Maintain Shipper...

=4 Print Audit Trail... al Entry
=
|2, Analyse Data Integrity...

|/} Report Designer...
1 Print Bar Code (Direct Printer)
Print Bar Code (Windows Printer) F

ory 3

[ Options... o
[ Ort Reconciliation

Maintain Stock
Value

WI-V2.5.2.26539 Firebird 2.5
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Step 2: Click on Append (lcon with + symbol) then select the date from and date to.

iy AllowDate == S
g, i
B Cap=g Y > K N
& Dake From Date To
ﬂm,rm,fzm!s 2

4 Jdaruary kA4 2015 B
M Tw T F 5 5
zozn sl 2 3 4
5 6 7 8 910 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31 1
2 3 4 5 6 7 &

Today Clear

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

AllowDate o[- S|

@.w@[l sl oer

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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Local Met Total:

i Invaice ERELES
= -
=) [dew
2 Invoice Cancelled  [] il
* || Customer: 300-40002 |w Inv Ho:  I¥-00108 Edit
= ALPHA & BETA COMPUTER .
& | Addiess - 38 JALAN WORLD . S
=2 : n
3 40485 RAWANG Agert - I save |
in SELAMGOR DE
g Terms - 45 Davs Cancel
L Ref1. -
g || Description - Sales Refresh
T . . Mo, -
: + | =@ A Confirm .
Browse
= Invoice | Mare
I - o Transaction Date 31/10/2014 falls outside acceptable k.
= £ Item Code transaction date. UDF_QTY  Sub Tokal Ta... |
2 | ||ples 1.00 z6.00) [1])]
o Do you want to save it?
w
1 records 100.00 36.00
Deposit Amount: 0,00 ==
3600 Net Total: 36,00 Close

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.sqgl.com.my

71


www.sql.com.my

