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All Rights Reserved
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Published By Cashflow Management Systems Ltd

No part of this documentation may be reproduced in any way whatsoever without
the written consent of Cashflow Management Systems Ltd.

Use of the software programs referred to in this documentation is subject to the
licence agreement included with the enclosed software package.

The documentation is intended as a guide to the subjects covered only.

The software it accompanies is produced on the understanding that data will be
checked by the user and proper manual audit checks will be undertaken on a
regular basis.

They are sold with the understanding that Cashflow Management Systems Ltd are
not herein engaged in offering legal, accounting, tax or any any other

professional service whatsoever. It should be clearly understood that any advice,
professional or otherwise should be sought from a solicitor, accountant,
investment adviser, tax consultant or other professional versed in the topic or
applicable service.

BACKUPS

How are backups done ?

Backup or Restore can be run at any time by selecting either the
Backup Data Files or Restore Data Files items from the Ultilities
popup menu. Backups of the Data can be done when eiting the
system, or by selecting the Backup Option from the End

Period / Close.

Why should you have 5 sets ?

You may not know that the file is corrupted or a backup disk could
be faulty, so the more sets you have the better.

Our recommendation is one backup set for each day of the week,
or if you are not using the system that often, 5 sets taken in
sequence and rotated.

If the Backup uses more than one disk, label each disk in the set:
i.e. Set A

Each disk, within the set should also be numbered.
i.e. Set A Disk 1, Set A Disk 2, etc.

Pencil the date the backup was done on the label.
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ABOUT THIS SOFTWARE
When you enter a transaction against an account code the system
checks to see if this applies to: This is the Single Licence Version of the
One Project Only and will automatically allocate this ®

transaction to the Selected Project. Smoothflow
Or ] Cash Management System ( CMS ) for Windows
Multiple Projects and will display a browse list from which
you must Choose The Project.

System Design

You can then run reports which show these transactions by Project This SySt.em has been designed and written to support
Group. the following:

Real Time Cash Management

Cash Forecasting

Cash Budgeting

Statement Of Cash Flow Reporting

Cash Analysis and Management Reporting
Asset Cash Tracking & Reporting

Project Cash Tracking & Reporting

Sales Tax Reporting

Export of Cash Data to other Applications
Import of Cash Data from other Applications

Electronic Banking interface
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Project
Groups

Project Groups allow you to group transactions together for
reporting purposes. You can create as many projects as required
and link these to account codes via the Chart Of Accounts
maintenance program. Transactions entered via the Inwards or
Outwards Cash options can be recorded against one or more
projects.

Select the Project Groups option from the Code File Maintenance
section of the File Maintenance menu to add, edit or delete groups
as required.

T Add/Modify Projects

Add

Delete

Cancel
Project Code ]

Description [ |

e

Exit

Reports on Project Groups

Project Listing ( Code File )
Transactions By Project
Chart of Accounts

How the Prompt Works

During transaction input for account codes which have the Project
Prompt set to Multiple you will be presented with a browse list of
existing project groups, from which you can select the group to
which this transaction applies. ( cont)
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How the Prompt Works

A method of recording asset cash movements within CMS.
During transaction input for account codes which have the Asset
Prompt set On, you will be presented with a browse list of existing
asset items, from which you can select the asset to which this
transaction applies. Quantity entry is also provided so you can
record quantities of an asset item, either bought or sold.

Asset Items are grouped together within Asset Groups, to provide
an extra level of reporting.

You can create as many asset items as required, and turn the Asset
Prompt either On or Off, via the Chart Of Accounts maintenance
program.

You do not have to use this recording method if your business does
not require this level of analysis. The Default Setting is Off for all
existing accounts within CMS.
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Asset Groups

Select the Asset Groups option from the Code File Maintenance section
of the File Maintenance menu to maintain the file of Asset Group titles.

[T Assets Group Titles

Group #

Income e [Truck Sales | Cancel

Expenses litle [Truck Purchazes |

Asset Items

Select the Asset Items option from the Code File Maintenance section of
the File Maintenance menu to maintain the file of Asset titles.

|| Add/Modify Asset/Cost Centres

KENWORTH Eerwarth Truck *
WOLYO  Waolvo Truck

Delete

Cancel

Azzet Cost Centre Code WVOLYD

Description  [Yolvo Truck |

Azzet / Cost Centre Group

*]

Reports on Asset Groups / Iltems

Statement Of Cash Proceeds
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How the Report Works - Income / Expense Codes
Income or Expense type accounts within the chart of accounts
have one itemised Statement of Cash Flow Code allocated to
them. You can use the same itemised Statement of Cash Flow
Code for as many account codes of the same type as required.
ie. Income accounts can be grouped together

and

Expense accounts can be grouped together.

When you run the report the transactions will be consolidated into
one line. e.g.

If Income Accounts: 1010 Operating Sales
& 1030 Consultancy Income

Both have Itemised Code: REC = Receipts From Customers

Transactions entered against these Accounts will appear as One
Figure on the Statement of Cash Flows Report. e.g.

1010  Operating Sales $ 500.00
1030 Consultancy Income $ 200.00

The Statement of Cash Flows Report will show:

Receipts From Customers $ 700.00

How the Report Works - Bank Accounts

Bank type accounts are only used to record the bank leg of a
transaction set.

You cannot post directly to a bank account and it does not appear
in any reports, unless it is used as a reconciling item. Bank
accounts are excluded from the Statement Of Cash Flows report.
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GETTING STARTED

The following section is a brief guide to the setup of the Cashflow
Management System on your computer.

Installation

The Cashflow Management System is written in Microsoft Foxpro
and is compatible with Windows 3.xx, Windows 95 and NT.

Once Installation has started just follow the CMS installation
instructions on the screen.

NOTE: Make sure your computer has enough available RAM and
disk space.

8mb ram in Windows and at least 5 mb of hard disk space is
required to install the system.

1. Place Disk 1 in drive A:
2. For Windows 3.xx or For Windows 95 or NT
From Program Manager: Choose Start, Run

Choose File, Run.

3. Select or type A:SETUP
( If you want to install from B: change A: references to B:).

4. Select OK.

5. Follow the CMS installation instructions on the screen.
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Starting CMS /
Security Options

CMS System Security

The Security Setup option allows you to turn the CMS System
Security on or off and set a startup password which must be
entered at Startup to access CMS. This can be done during the
Add New Business process, or at any time via the Setup option.

CMS Messaging system

Each time you start CMS the Startup Message system will display
messages telling you if GST Returns or Automatic Payments are
due and if you have appointments in your Diary for that day.

Sample Business
The first time you start CMS you are placed in a Sample business.
Once you have set up your own business you can switch to the

Sample business at any time to run reports or see how things work.

Budgets & Forecasts Security - Individual Account
This option allows you to set a password for an individual account
via the Chart of Accounts maintenance screen.

This controls the maintenance of budget and forecast amounts
within the Budget and Forecasts maintenance options.

Budgets & Forecasts Security - Global

This option allows you to turn global budget and forecast security
on or off and set a password via the Setup option.

This password must be entered to access either the Budgets or
Forecasts options from the CMS Control Centre.

If this option is turned on, the Global security system will override
the Individual Account security system for Budgets and Forecasts.
The global password will also override existing Individual Account
passwords in the Chart of Accounts maintenance screen.

Getting Started 8

Statement
of Cash Flow Design

The Statement Of Cash Flows report supplied is a consolidated
report which looks at your overall business. This report can be
customised as required to suit your reporting needs.

All charts of accounts supplied have codes allocated, but you can
add or change these as required from within the Chart Of Accounts
maintenance option.

Select the Statement Of Cash Flow Design option to customise
the report as required to suit your reporting needs. You can add,
change or delete codes as required and change the position of
codes on the report using this option.

|LE Statement of Cash Flows Report Layout

d

Cash was provided fran:
Receiptz from customers

T awes received Delete
Caszh wasz disburged to;
Payments to suppliers and employees

il

T awes paid
[ Change Cashflow Statement Line
Thi e o |

Statement Code |:|

Line Text [Cash flows from operating activities |

Text Indent [ 5] Blank Lines [ 1[5 O] Spots (... ]

Underline | 2507 ||3E07F ||2507: ||ZE0TE ||zeem: ||ZE0TE ‘
Current Amount | 0.00] Comparison | 0.00]
| Save | | LCancel |

Reports on Statement Of Cash Flows Items

Statement Of Cash Flows
Sample Statement Of Cash Flows
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The
Control
Centre

The Control Centre menu is divided into distinct user areas.

Transactions Section
This section contains transaction entry, a reconciliation option and
access to End Period Close.

Adjustments Section
Contains options to adjust transactions entered and cancel stale
cheques.

Utilities Section

The Utilities section provides access to the Phone/Address
database, Budget and Forecast entry options, and access to the
File Maintenance menu.

Reports and Queries Section
The Reports and Queries section allows you to select reports and
choose output destinations.

Select Business

This window allows you to switch between your own business and
the sample business by selecting the required business name from
the list.
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SPECIAL
REPORTING

Tells you the name of

. the business and the
Transactions _Adjustments current period F EA I RE
Transaction entry Adjustments to '

and reconciliation existing

This section describes the Special Reporting Features of CMS.

|5AMPLE COMPANY [ Demonstration Only ] I [APRIL 1997 ] 27/04/97 . These can be Customlsed to Surt your busn‘]ess needs
(] Smoathflow Control Centre | Before you undertake any changes you should first get to know the
Transactions Adjustments / Reports and Queries existing structure. Read the following pages and then decide what
| L L + changes are necessary to customise the structure to your particular
Irewards Cash | ‘ Irwards Adiustments : H
‘ Cash Analysis/Forecast - Summary || business needs.
‘ Outwards Cash | ‘ Outwards Adjustments E:z: i:::ﬁz:zﬁso;:;:w Detaied
Cash Analysis - Detailed The Sample Business in CMS is set up so you can see what the
| Bank Transfers | | Stale Cheques | Budget To Actual Report structure is like.
tonthly Budget Analysis
‘ Bank Beconciliation Utilities Cash Management - Summary
Cash Management - Dietailed
‘ End Period/Cloze | | Phone/tuddress | Statement of Cash Flows
Statemernt OF Cash Procesds
Sale & Purchase Of Fixed Assets
= [RECONCILIATIONS] ||
Bank. Reconcilistion Statement +
Select Business Fun zelected report and send ta...
SAMPLE : | Screen | | Printer | | Export |
ﬁ Cashflow Management System
= Yersion Fieleaze Date Mew Zealand
E xit

Select Business
Allows you to switch

to another business. Utilities Reports and Queries
Administration and file Allows you to select,
maintenance functions.

reports and choose
output destination.
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Check / Reindex
Files

This should be run on a regular basis, at least once a month, to guard
against potential problems, correct file access problems and clean up
your system. The following section describes in detail each step that
Check / Reindex Files takes and what you may expect to see if a
problem is found.

Select the Check / Reindex Files option from the System Maintenance
section of the File Maintenance menu to check and reindex your files.

What Check / Reindex Files Does

1).

2).

3).

4).

Rebuilds Indices

For a number of reasons database indices may become corrupt or
out of sync with the structure of the file. Check / Reindex will
re-index the database files.

Reduces And Packs

A deleted record does not get removed from the system

until the files are packed. Check / Reindex physically removes
these deleted records and packs the files.

Checks The Balances Of Each Transaction Set
Check / Reindex checks the balance of each transaction set in
the system to guard against loss of integrity.

Checks for Lost Account codes
Check / Reindex compares account codes for transactions entered
against the chart of accounts to ensure that all codes are valid.
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Status Line ( Period Controls )

The Current Period is displayed at all times on the Status Line so
you can tell what period the system is working in.

This displays in brackets. e.g. [ JUNE 1996 ]

Once a Period has been closed off you can no longer post
transactions to that period. You can decide during setup how many
periods ahead you wish to be able to post ( refer Setup ).

The Status Line also displays the name of the business you are
working in and todays date and time.

When you switch between your own business and the sample
business provided, the name and current period of the selected
business will be displayed.

Exiting the Control Centre ( Closing CMS))
To exit the Control Centre and Close the Cashflow Management
System you may:

Press the Escape key on your keyboard.

Double Click on the window Control-menu box.

Click on the Exit button with your mouse.
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The
File Maintenance
menu

The File Maintenance menu is also divided into distinct user areas.

Account Maintenance Section

This section provides options for maintenance of account codes
within the chart of accounts. Individual accounts may be added or
edited. Existing accounts may be copied from the header file
supplied with CMS.

Bank Section
This section provides an option that allows you to add or edit
opening balances for bank accounts within CMS.

Transaction Maintenance Section

This section provides an option to maintain the transaction file via a
browse window. This allows you to view all transactions, delete
transaction sets, and modify certain transaction details.

Code File Maintenance Section

This section provides options to change configuration settings within
CMS, add a new business and maintain the special reporting
features.

System Maintenance Section

This section provides an option to check/reindex files within the
CMS database. This is designed to check and clean up your
system.

Getting Started 12

Automatic
Payments

Select the Automatic Payments option from the Schedules section
of the Reports and Queries list to enter details for automatic
payments, view payments due or post payments when due. The
system will remind you when payments or deposits are due and
post them as transactions when you are ready.

Whether a transaction is posted as a Debit or Credit depends on
the account code you choose; an expense account will be deducted
from the bank and an income account will be added to the bank.

Automatic Payments

Code Payee/Payer : @ Change Details [F4)
) Add Mew Auto [F5)

| Delete/Remove [F3] |

| Post Automatic Payments |

Step 1 Enter Bank Details

| Yiew Auto Payments Due |

Auto Reference | Debit || Credit |
Payee [F2 Search] | Peter Rodgers & Associates
| Save B | | Reset/Clear |
Bank Code 70RO M ain B ank Account
Account Code a410 GST GST At126%+
Rat NOD GST
Payment Amount 2200 aes Nanable GST T
GST Amount
Step 2 Enter Payment M ethod
Start Date [Posting Will Start On OR After This Date  |23/03/35
Finich Before [Ho Posting Done After Thiz Date] 20/03/96 EXIT
Last Automatic Payment Was Executed On ﬁ
Type |Monthly | Weekly|| Daily | Freauency [ 15 i

Reports on Automatic Payments

Schedule of Automatic Payments
Automatic Payment Transactions
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GST Return
System

NOTE: This Return System Only Handles GST On A Cash Basis.
The system is controlled by the GST Return Period indicated in
Setup and from the first date you do a return. If your return period is
monthly and you do your first return on the 10th of May ( being the
April GST Period ) CMS will remind you at startup on the 10th of June
(or after) that you should do your next GST Return. If you don't do
your GST return until the 15th CMS will remind you on the 15th of the
following month and so on.

The GST Return system runs in sequence so you cannot process a
return for a period unless all preceding returns have been completed.
Also, you must complete your End Period /Close before the system
will allow you to run your GST Returns.

To print your GST Return reports select the GST Return option from
the Schedules section on the Reports and Queries list.

Code File Maintenance

Lets you change system

settings, and maintain
Bank special reporting

|E| Goods and Services Tax Return

E Fleaze uze the G5T Guide to help you. Detailled GST Supporting \P"—nt/

Schedules [audit trailz] may be produced at any time from the reports meu, Edit control
Goods and services  Total sales and income for the period (incl GST) 557470.98 Cancel §|
o on your sales Zera rated supplies included above
and income
Liable income 55747098
GST colectsd E1941.22 Edit Control allows
Aduztments for finge benefits yGOSU'I't%Srr:lts;ry::g
Adjustrents from pour calculation sheet edit the business
L details which
Total GST collected on zales and invoice B1941.22 as;éasr\gnlt;our

Goods and services  Total purchases and expenzes (incl GST) 89128.08 | :(ec:lljrgar:pa(l)::'re

tax ﬂn your 4 GST paid 990312 print previous
puchaszes an returns using this
CEpEnSES Credit adiustments from wour calculation sheet l:l option.

Total GST credit for purchazes and expenzes 990312
[ma198 w3019 GST to pay | | 52038.10]
|GST is 0K ta do for the curent GST Period 4'» gﬁtsuyrsus\:;t::ylgﬂe

can process a
return.

Reports on the GST Return System
GST Summary Report
GST Audit Reports on Expenses / Income

Transaction Entry 48

Add or edit opening features.

Account Maintenance bank balances.
Chart Of Accounts
maintenance options.

Setup and File Maintenance Functions
Account Maintenance Code File Maintenance
| Chart of Accounts | Setup
| Copy Accounts From Template | Add Mew Business

Alloves you to edit your chart of accounts Asset Graups

Opening Bank Balance Statement of Cazh Flow Design

Alloves you to add or edit T

> Cash Analysis Groups
Opening Bank Balances e =

Bank | Azt lbems |

Project Groups

Tranzaction Maintenance

Browsze Tranzaction File SystemMaintenance

| Check/Fieindes Files |

Allows pou to view all tranzactions, delete
trangaction zets, and modify certain
tranzaction details |

Exit |

Transaction Maintenance
Allows you to maintain
transactions via a browse
window.

System Maintenance
This option is provided to check
and tidy up your system.
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The
Top Menu Bar

The Top Menu Bar of CMS provides extra functions designed to
help you with your day to day work.

You can access the menu bar from any screen in CMS by clicking
on a menu pad and selecting an option from the popup menu, or
by pressing Alt and the Hot Key

( underlined letter ) of the menu pad option.

The View Menu Pad provides quick views for easy access to
information, without the need to print a report.

The Utilities Menu Pad provides access to the Calculator, Diary
and Phone / Address database so you can use the calculator, or
add / maintain appointment or customer / supplier information at
any time.

Note: You can add or maintain customers / suppliers using this
method during transaction entry.

Menu Pad options with

underlined Hot Keys

File Edit Window Help| Yiew || Utilities |
Diary{Calendar

Current Bank Balance || Calculator
Bank Transactions Phone Address Book

Payee Transactions || Get Me Out Safely
Inwards Cash Backup Data Files
Outwards Cash Restore Data Files

Popup Menu options with

underlined Hot Keys

Getting Started 14

End
Period / Close

Once you have reconciled all transactions for a period with your
Bank Statements, select the End Period / Close option from the
Control Centre to run a period end.

These run in sequence so you cannot close a period unless all
preceding periods have first been closed.

Wariance [ Should equal Zemo ) 000

[ Close Off Period
Close Off For Period APRIL 1997 Period Balances
“when the Variance equals zero, the Close Period button
will be activated and pou may close off the period. [f it | Opening Cazh Book Balance | 334456, 71
does not equal zero, your system containg unbalanced
tranzactions which should be deleted [ and re-entered if Pluz Cash Receiptz 0.0a
required |
Less Cash Payments 0.00
WARMING I Once closed you will not be able to past -
trangactions to this period. | Closing Cash Book Balance | 334456.71
Less Unpresented Deposits AE311.00
| Close OFff This Period | Plus Unpresented Chegues 0.0a

|Bank Statement Closing Balance| 28214571

EXIT i Your Bank Statement Cloging 28814571
Period can be closed

A summary of the period balances will be displayed. When the
variance equals zero, the Close Off This Period button will be
activated and you may close off the period.

NOTE: Once closed you cannot post transactions or bank
reconciliations into this period.

Reports printed by End of Period Close
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Stale
Cheques

Select the Stale Cheques option from the Control Centre to
cancel stale cheques that are unpresented in the bank
reconciliation.

Use the search filter to find the cheque transaction.
If the desired transaction is selected, full details are displayed.

You may then select Activate and the system will automatically
create the reversing entry for you.

|_|i| Stale Chegque Reversal

[+]
Search For M onths Back

From Now

Number/Reference

Chegnumber +
Comments

Date

Amount *

Eancel

Reports on Stale Cheques

Outwards Cash Journals
Transactions By Account Listing
Outwards Cash Adjustments
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Top Menu Bar
Shortcut Keys

CMS provides shortcut keys for choosing menu bar options, these

are called Hot keys and Control keys.

You can use hot keys to choose a menu option once the
appropriate menu popup is displayed. A hot key is a letter that is

underlined.

First, press Alt then press the Hot key in the menu pad name to

display the menu popup.

Each available menu item contains a hot key. Instead of using the
arrow keys to choose an option, press the appropriate hot key.

Control Centre
Shortcut Keys

CMS also provides Shortcut Keys for
choosing Control Centre options.

Transzachons

-
A Shortcut Key is a letter in the
option name that is underlined.
Instead of using the arrow keys or
mouse to choose an option, press
the appropriate shortcut key.

15

Imaards Cazh

Dubwards Cazh

Bank Transfers

Bank Beconciliation

End Period/Cloze
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Function Keys

-

Online Help in all parts of the system

-n
N

Search in database fields in all parts of the system

-n
w

Delete record in Phone / Address database

Change record in Phone / Address database

Add record in Phone / Address database
Add transactions in Reconciliation
Quick fill in Electronic Bank Transactions Import

-
a

FLLLLLIE

Ignore Line in Electronic Bank Transactions Import

-n
(=2

Match Line in Electronic Bank Transactions Import

-
~

File in Reconciliation
F10

Getting Started 16

Bank Reconciliation
Electronic

This option allows you to import bank statements from a range of
banking software. Once an export file has been created via the
banking software you can import this file and analyse the
transactions it contains to selected accounts.

Select the Electronic Bank Transactions Import option from the
Schedules section of the Reports and Queries list to import a bank
statement.

Load Electronic Transaction File

Load from |ASB Gateway |v| ‘il
[CACHSTCAMPLEVEANK OBr ]

[Edit Banks|

Once a file has
been successfully imported, you can analyse the transactions it

|_|i| Electronic Transactions Control
Drate Transaction Details Ref Withdrawal  Deposit
Z 09 Feb 95 Allowance Matthew 200,00
3 03 Feb 95 CORRECTION EASE FEE 1.75 N
4 09 Feb 95 INSTALMENT L1Z34567 T EE8 N
& 03 Feb 95 Z2&E430 ZEE4320 317.20
& 10 Felb 95 Z6E4323 ZEE433 L0.E3 N
? 10 Pelb 95 265432 285437 1975, 5L
& 10 Feb 25 0005 CHQS 0.78 N
a

10 Feb 35 MERCHANT FEE ‘/-Tr-
[F5] Quick bl | [FE] lgnove || [F7] Match |E it

Unreconciled transactions are
marked with N in this column

Account | Amount |Taxcode

[+]

Tatal 5000.00 | Allocated 0.00| Difference 5000.00 | Not balanced
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Bank Reconciliation
Manual

Select the Reconciliation option from the Control Centre to manually
reconcile your cheques and deposits against Bank Statements
received.

When you enter statement information you will be presented with a
list of all uncleared transactions to tick off. If you find a transaction on
the bank statement that has not been entered ( i.e. bank charges )
you may add these by pressing F5.

™ Mark Bank Reconciliation Entries
Hank account | 7010 Bank Account No_ 1 Fage 1 ‘
Select item, then press SPACE or Right Mouse button to mark
Date C ts Reference M ark| Withdrawal Deposit [+]
14/12/1995 | Advertizing Cormpary 22200
16/12/1995 : General Sales i 400,00
184121995 | Power Company 36A040 ' 15000
1941219395 | PvL Ltd he 250.00
19/12/1995 | Phone Company 365041 Y 80.00
204121995 : General Sales Y E00.00
2201241995 | Matts Garden Shop 3ER042 Y 2000
2541219495 | Advertising Comparny 364044 250.00
[+]
Statement opening balance Curent clozing balance Statement clozing balance Out of balance by
325.00] 1257.00 | [ 4225.00] [ 2928.00 |

| Add tranzaction [F] || Print reconciled items ||Sa\-’e work, in progress” Post reconciliation || Cancel reconciliation |

Reports on Bank Reconciliation

Bank Reconciliation Statement
Bank Accounts Reconciliation Listing
Bank Statement

Bank Statement Summarny—
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SETTING UP
YOUR
BUSINESS

The following section is a guide to setting up your business in the
Cashflow Management System.

This section describes:

Adding your Business

Customising the Cash Analysis
& Forecast Reporting Groups

Customising the Chart of Accounts

Open Bank Balance Balance
Cash Budgets
Cash Forecasts

Quick Fill for Customers / Suppliers
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Adding
Your Business

Once you have completed installation and the Getting Started
section you are ready to add your business to CMS.

Select the File Maintenance option from the Utilities section of the
Control Centre.

Select the Add New Business option from the Code File
Maintenance section.

You will be asked for your:

Business Code: This will appear in the Select Business list.

Business Name: This name will appear on all reports.

D Add New Business

{® Copy Account Chart From Template SAMPLE T
" Start From Scratch
" Copy Account Chart From Other —

[ Copy Report Formats As Well

I:I New Business Code

Business Mame EXIT

| |
|Activalef|nilialise New Business ﬁ

1 User Licence

Selecting a Chart Of Accounts

Setting Up 18

Bank
Transfers

Select the Bank Transfers option from the Control Centre to
transfer funds between bank accounts.

In any business which runs more than one bank account it is
sometimes necessary to transfer funds between accounts. You
can record these transfers using this option. This ensures that your
cash balance is kept in line with your actual bank balance.

Bank To Bank Transaction

Bark accourtto drawfrom [ |
Bank account ta transfer to |:|

Cornments

Amount ta transfer
Date of this tranzaction 08/01/97

Transfer | | Cancel |

Reports on Bank Transfers

Bank Reconciliation Statement
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Transaction Sets Explained

The following example shows two typical manual cash entries, one

dissected to Purchases (with GST) and one to Drawings (without GST).

These would appear in the transaction file as:

7010 Bank -112.50 224
7320 GST On Purchases 12.50 224
3010 General Purchases 100.00 224
7010 Bank -100.00 225
4210 Shareholders Drawings 100.00 225

The third example shows a multiple dissection entry (with GST), but
dividing the cheque between Purchases and Electricity.
This would appear in the transaction file as:

7010 Bank 11250 226
7320 GST On Purchases 12.50 226
3010 General Purchases 50.00 226
3034 Electricity 50.00 226

Each of these groupings are referred to as a Transaction Set and as
such share a common transaction number. The bank amount is
negative and deducted from the bank account. If you add the
transactions in each set together you will get zero, meaning that the
transaction set is in balance.

Transaction Sets Out Of Balance

The following shows a previous example where one of the dissected
legs is out of balance.

7010 Bank

7320 GST On Purchases 11528 532
3010 General Purchases 10.00 224

As you can seeg, if you add the transaction set together your answer is
not zero. This means that the transaction set is out of balance.

Transaction Entry 42

You will be asked to select a chart of accounts from those supplied
for the business you are setting up.

Account Header Transfer

Choosze Chart Of Accounts Type

| oK |

| Copy Single Account |

| Cancel/E xit |

Wwhen you select 0K this function will transfer the chozen
Chart OF Accounts Header Data into the Current Business.
“Y'ou may alzo copy one account at a time uging Copy Single.

MOTE Il Y'ou may be azked to confim the GST Sales and
Expenze Accounts AND the Most Often Used Bank Account.
A full range
of

accounts for each business type is supplied.

Once you have selected the appropriate Chart of Accounts

and completed setting up your business you should then print the
Chart of Accounts reports.

You must also select your most often used bank account.

Choose Most Often Used Bank Account And Press Enter

Chcode Chdesc |+
7618 | ANZ Bank Account Ho.1
7@ze ANZ Bank Account Ho. 2
7838 National Bank Account Mo. 1
7B4n National Bank Account Mo. 2
7ose Trust Bank Account Ho. 1 .
70868 Trust Bank Account Ho. 2 |
7@7e Westpac Account Ho. 1
7888 Westpac ficcount Ho. 2
7p9n BHZ Bank Account Ho. 1
71688 BNZ Bank Account Ho. 2 hd
] | [+

NOTE: If a particular bank account name does not appear
you can select an existing account and change the
account name later via the Chart Of Accounts option.
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System Settings

Once you have added your business you must configure the system

for GST rates and frequency of Returns and also set a startup
password if required. In addition you must supply some

miscellaneous settings and tell the system when your financial year

starts.

|i| System Configuration

GS5T Details

Miscellaneous Settings

Period Start

Returns Start From

01/04/97

O Manthly Returns
® 2 Monthly Retuns
2 B Monthly Retumns

Feminders at Start Up
Alerts you ta entries in the
Diary/Calendar at startup time

Allow Pozting Ahead

Allows pozting ahead by the
rumber of months zpecified

[ Set Century To Four Digits
Allovs Quantity At Entry
G5T Expenze
G5T Income
Default Bank

EXIT

El

Security Setup

Global 5ecurity for
budgets and forecasts

Start Year 1997

2 Jaruary
(2 February
O March

® &pril

0 May

2 June

O July

O August

O September
7 Dctober
1 Movember
1 December

Select Financial vear Start

You can change the system setup at any time after completing
setting up your business by accessing the Setup option from the
File Maintenance menu.

Print the Chart of Accounts

Once you have completed setting up your business you will be
returned to the File Maintenance menu.
Exit to the Control Centre and print the Chart of Accounts report
before proceeding to the next section.

Setting Up
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Browse
Transaction File

Select the Browse Transaction File option from the File Maintenance
menu to edit the raw transaction file. Records may be added, edited or
deleted via the browse screen.

A safe transaction delete option is provided to ensure that all legs of a
transaction set are removed. Access to the Browse popup from the
menu bar is provided to enable you to query the database using goto
and seek options. Before making changes you should read about
Transaction Sets ( next page ) to understand how transactions are
created in the Cash Management System.

F3 Delete Transaction Set
Select any leg of the transaction set you wish to delete.
Press F3 and the whole transaction set will be deleted.

NOTE: You cannot delete transactions from Closed

— D Transaction File F3 Dellele Transaction Set
[ Trans # Chcode Bank | Type Date Reference *
1:7918 ¥ 0PH 31/83/96: 0PEN BANK
2:7918 ¥ IHC 81/04/96 ; 23356
2:7320 H IHC 81/84/96 : 23356
2:1838 N ING 81/04/96: 23356
3:7918 ¥ EXP B5/04/96 566804
3: 6960 H EXP B5/04/96 566894
L:7918 ¥ EXP B5/784/96 : 566895
Li 6070 N EXP B5/04/96 | 566805
1+
-

To close the Browse Transaction window double click
on the window control box.

NOTE: Any changes you have made will be
automatically saved on exit.
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Outwards Cash

Select the Outwards Cash option from the Control Centre to enter
outwards cash ( payments ). Your most often used bank account
will be automatically selected.

If you use more than one Bank Account check to ensure
the correct account has been selected.

Enter the payment amount, select which accounts it should be
allocated to and whether or not GST is included.

Quickfill: When you select a supplier during Step 1, the system
checks to see if you hav code against this
supplier. If an account code is found the Quick Fill button will
become active. Select this button and the system will fill out all the
posting details in Step 2 for you.

Outwards Adjustments

Select the Outwards Adjustment option from the Control to
reverse any incorrect posting transactions you have you have
created during outwards cash entry.

Select the transaction you wish to reverse from a browse list and
the system creates the reversal transactions. This means that your
reversal will always match the original outwards cash entry.

Once this is done you can then enter the correct posting
transactions in exactly the same way as you would when entering
an outwards cash transaction.

If you are adjusting an unreconciled transaction you may change all
values, including the bank amount. If however, you are adjusting a
reconciled transaction, you cannot change the bank amount. In this
case the posting total must match the original bank amount.

Reports on Outwards Cash & Adjustments

Transaction Entry 40

Customising the
Cash Analysis
and

Forecast
Activity Groups

The Cash Analysis and Cash Management reports supplied with
CMS, enable you to monitor a range of activities within your
business and analyse the performance of each activity, compared
to budget or forecast. Also shown are Consolidated GST and
Capital Input / Output for your Business.

These reports can be customised as required to suit your reporting
needs. All charts of accounts supplied with CMS have codes

allocated to individual accounts, but you can change these as
required, from within the Chart Of Accounts maintenance option.

Reports on Cash Analysis Groups
Cash Analysis / Forecast - Summary & Detailed
Cash Management - Summary & Detailed

Cash Analysis Codes File Listing
( Shows which accounts are allocated to each Code )

21 Setting Up



How the Report Works - Income / Expense Codes

Income or Expense type accounts within the chart of accounts
have one cash analysis group code allocated to each of them. You
can use the same cash analysis group code for as many account
codes as required.

i.e. Income and Expense accounts can be grouped
together under One Activity Code.

When you run the report, the transactions entered against these

account codes will be grouped together within the selected Activity.

i.e.
If Income Accounts: 1010 Operating Sales
& 1030 Consultancy
And Expense Accounts: 3010 Purchases
& 3030 Freight - In

all belong to the same Cash Analysis Group.
Group: 02 = Activity Income / Activity Expense.

Transactions entered against these accounts, will appear
in Group 02 on the cash analysis and cash management reports.

e.g.

1010 Operating Sales $ 678.00

1030 Consultancy Income $ 200.00
3010  Purchases $ 189.00
3030  Freight - In $ 300.00
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Inwards Cash

Select the Inwards Cash option from the Control Centre to enter
inwards cash ( deposits ). Your most often used bank account will
be automatically selected.

If you use more than one Bank Account check to ensure
the correct account has been selected.

Enter the deposit amount, select which accounts it should be
allocated to and whether or not GST is included.

Quick fill: When you select a customer during Step 1, the system
checks to see if you have loaded an account code against this
customer. If an account code is found the Quick Fill button will
become active. Select this button and the system will fill out all the
posting details in Step 2 for you.

Inwards Adjustments

Select the Inwards Adjustment option from the Control Centre to
reverse any incorrect posting transactions you have created during
inwards cash entry.

Select the transaction you wish to reverse from a browse list and
the system creates the reversal transactions. This means that the
reversal will always match the original inwards cash entry.

Once this is done you can then enter the correct posting
transactions in exactly the same way as you would when entering
an inwards cash transaction.

If you are adjusting an unreconciled transaction you may change all
values, including the bank amount. If however, you are adjusting a
reconciled transaction, you cannot change the bank amount. In this
case the posting total must always match the original bank amount.

Reports on Inwards Cash & Adjustments

Inwards Cash Journals
Transactions By Account Listing
Inwards Cash Adjustments
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The Transaction Entry Screens

Step 1
Deals with selecting your bank account,
entering the transaction amount, accessing
the Phone/Address database to retrieve
names, or entering comments as required.

Once you have chosen your bank account
and entered the amount, your current bank
balance is displayed.

Step 2
Deals with the posting of the
transaction amount to the
appropriate account codes.
Amounts may be posted to one
or many account codes, up to
the transaction amount as
entered in Step 1.

||1uanlity|| Look |

[ Inwards Cash
Step One Enter Bank Details Step Two Choose Account & Enter Detals

Bank Account Account Code 1010 GST At 12.6% |+
Transaction Date Operating Sales NO G51 L |
Working In Period JUNE 1996 Amount To Account[____12.00] [Yariable GST |+
Reference GST 1.33
Amount Quantity
Hame Or Comments [F2 Filter Search] Comments John Fodgers

[John Rodgers | | Enter This Line |

Bank Account No. 2 5192.00 Allocated So Far 12.00

GST Amount Included 1.33

Balance (Must Be ZER0Q) -12.00 —n

| Manual || Quick Fill |

Post Transactjon |

Reset

Transaction Split Details

CODE DESCRIPTIDN AMOUNT G5T COMMENTS ASSET ary

1ala Operating Sales 1a.87 1.33 John Rodgers 0. 00+

f
Using Quick Fill

Step 1 the system checks to see if you
customer / supplier.
button will become active.

the posting details in Step 2 for you.
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If you select a customer or supplier during
have loaded an account code against this
If an account code is found the Quick Fill

Press enter and the system will fill out all

Balance Indicator
Tells you how much you have

entered so far and when the
transaction is in Balance.

Transaction Details
Shows details of the Posting

Transactions you have entered.

The Cash Analysis and Cash Management reports will show:

Income Accounts
within Group 2

[ TOTAL arR |
| ARCTIVITY INCONME

Operating Sdes E7S EF3G
Consultancy Income 200 200
Total 575 575
ACTIVITY EXPEHNSE S
Furchases -159 159
Freight - In -300 =300
Total -459 -459
HET MOVEMEHNT 359 359

Existing headings
e.g. Activity

can be renamed to
suit your business
e.g. Practice Income

How the Report Works - Bank Accounts

The cash analysis and management reports are a summary of the
Bank leg of transactions designed to give cash information for

managerial analysis and evaluation.

23
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Cash Analysis TRANSACTION
Groups ENTRY /

Select the Cash Analysis Groups option from the Code File
Maintenance section of the File Maintenance menu to add, edit or P ROC E S S I N G
delete activity groups as required.

General Administration & Controls

Cash Analysis G Titl .
ash Analysis Group Titles Period Controls

Once a period has been closed off you can no longer post transactions
= or enter bank reconciliations in that period.

Record Selector

1GST CASHBOOK/GST INLAMD REVENUE DEPARTHE
2ACTMITY IMCOME ZACTIVITY EXPENSES

39 CAPITAL INFUT/CAPITAL OUTPUT

[+

0 el |

Status Line
Delete The current period is displayed at all times on the status line so you can
tell what period the system is working in. e.g. [ JUNE 1994 ]

Ezit

Bank Reconciliations

Before you run an End Period / Close you should ensure that
Cancel you have reconciled transactions entered for this period with your
bank statements, using one of the bank reconciliation options.

Group #
Income tile  [G5T CASHBOOE, |
Expenses tite [G57 INLAMD REVENUE DEPARTMENT |

End Period / Close

Once you have reconciled to your bank statements you should
run an End Period / Close. This can be done at any time after
the period is completed. Once a period is closed you cannot
post transactions or enter bank reconciliations for that period.

Two Special Activity Groups exist:

Group 1 GST Cash Transactions / GST Inland Revenue
Department Transactions. GST Returns

You cannot process a GST Return until you have run End Period /

Group 99 Capital Input / Capital Output. Close for all periods covered by the return.

These Groups Should Not Be Changed Or Deleted. Export Options

Some export options will only allow you to export transactions for
completed periods. For these options you must run End Period / Close
before an export batch becomes available to export.

Check / Reindex Files

Run Check / Reindex Files at least once a month to ensure no
problems have occurred with your data. You should also run Check /
Reindex Files if you experience problems with file access.
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Chart of
Accounts

Structure

Firstly we will look at the account code structure without Totals or
Headers.

CODE DESCRIPTION TYPE GST

1010 Operating Sales

; ; Receipt GST at12.5
1040 Contracting R t
onfracting Recelpts Receipt GST at 12,5
2240 Rent Received
h Receipt GST at12.5
2380 Interest Received
Receipt GST at12.5

3010 Purchases
3060 Wages Payment GST at 12.5

Payment No GST

3120 Advertising
3034 Electricity Payment GSTat12.5

; Payment GST at 12.5
5140 Vehicle Expenses
P Payment GST at 12.5

7010 Bank Account

Bank No GST
7310 GST Received
2320 GSTPag ¢ Receipt GST CONTROL
7330 GST IRD Payments Payment  GST CONTROL
7340 GST IRD Refunds Receipt No GST

Payment No GST

The above shows how each type of account is dealt with using:

Receipt or Payment to indicate whether it is Income ( Inwards Cash )
or Expense ( Outwards Cash ). A default GST rate can be set up for
each account.

GST Control accounts are used by the system to record the GST leg
of a transaction set. You cannot post directly to a GST Control
account.

Bank accounts are used in the system to record the bank leg of a

transaction set. You cannot post directly to a bank account and they
do not appear on any reports, except reconciliations.
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Headers and the Addto Structure

The following example illustrates the use of Header and Total
accounts. These allow you to group income and expense accounts
for presentation and reporting.

The Addto structure allows you to produce totals for each account
grouping. Every income or expense account must have an addto

code.
CODE DESCRIPTION TYPE  GST ADDTO
1000 OPERATING INCOME .
. Heading No GST
1010 Operating Sales Receipt GST at 12.5
1030 Consultancy Income
1040 Contracting Receipt 1990
1990 ?”t"l"co'”g t?ce'lps Receipt GST at 12.5 1990
otal Uperating Income Receipt GST at12.5 1990
2100 OTHER INCOME Total  No GST
2240 Rent Received .
. Heading No GST
gggg 'ﬁe;elstofﬁcel“’ed Receipt GST at 12.5 2990
otal Dther Income Receipt GST at12.5 2990
3000 COSTOF Goops soLp ~ 'o@l NoGST
38;138 ::urpk::ses Heading No GST
3060 V\;iges Payment GST at 12.5 3090
Payment GST at 12.5 3090
3090 Total Cost Of Goods Sold Payment No GST 3090
3100 OPERATING ExPENses ol NoGST
gggg éﬁ"‘ir.“?t'”g Heading No GST
2950 P|ect”|$y Payment GST at 12.5 5990
5120 var?' | 'rs Payment GST at 12.5 5990
2090 “'Tc;faleonga'l?nes Payment GST at 12.5 5990
- perating Payment GST at 12.5 5990
xpenses Total  No GST
7010 Bank Account Bank No GST
7300 GOODS & SERVICES TAX  yoqing No GST
T200 GST P:%e"’e Receipt GST CONTROL 7390
: Payment GST CONTROL 7390
7330 GST IRD Payments :
Receipt No GST 7390
7340 GST IRD Refunds
7390 Total GST Payment No GST 7390
ota Total  No GST
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Loading Quick fill for
Customers/Suppliers

Select the Phone / Address option from the CMS Control Centre to
access a database filing system used to hold information about
customers, suppliers, prospects or friends.

MHame. Address. Phone Maintenance
Mame and address Alpha code Locate
ohn Fogers OHMOom

123 Main Street

1lbary Statuz code

U CKLAND STATH

Telephone Fax tobile

09 123 4567 [09123 4568 [025123 456 | Hew

Contact name Mest contact ‘ Del ‘

ok O Rose I =

Quick fil - account code Huick fill - comments Edit

[1o40 | [ |

The best client we have ever had |+
i
+

Customer [ Supplier [ Prospect [ Friend or associate [ Other contact

Quick fill

Quick fill speeds up your entry by reducing the number of keystrokes
required when inputting transactions. The Phone/Address database
records the account code and comments used when posting with
Quick Fill in Inwards or Outwards Cash. When you choose a
customer or supplier the system uses this account and comment
when you select the Quick Fill button.

Reports on Phone Address Database

Phone Address Database Report
- Print Report
- Print Labels
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Forecasts

By entering daily forecast amounts for an account within CMS you
can monitor the progress of your business against your estimates.
The Cash Analysis and Cash Management reports are used to
show you this information.

To enter forecasts select the Forecast option from the Utilities
section of the Control Centre.

Edit Ledger Account Forecasts
[1010 Dperating Sales [-] July 1996
sun mon tue wed thu fri sat

1 2 3 4 b 6

7 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30 31
Total forecast for this penod I:I
| l« Year || < Month || Today || Month > || Year >1 || Goto || E xit l

Reports on Forecasts

Cash Analysis & Forecast Reports
Cash Management Reports

Setting Up 34

Account Code Lengths

When deciding on account codes try to keep them all the same
length, as in the previous examples. If you must mix lengths, say
from tens to hundreds, put a zero in front of the tens,

eg: 010, 020, 030, 100. This will ensure they sort correctly.

You do not have to build your chart of accounts in the order shown.
The order is of no importance to the system and should suit your
own presentation requirements.

Account Code Types

Standard Account Types
All types of account except those used for GST Control.

Expense (Called Payment on Chart Of Accounts Report)
Income (Called Receipt on Chart Of Accounts Report)
Header

Total

Bank

GST Account Types
Only 2 accounts of this type can exist and these can only be
income or expense. These 2 accounts are used for GST Control.

GST Expense
GST Income
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The Chart of Accounts Maintenance Screen

Enter account name,
type and default GST
rate.

|LE| Ehall\pl Accounts Maintenance
\

\

Budgets

By entering monthly budget amounts for an account within CMS
you can monitor the progress of your business against your
estimates.

The Cash Analysis and Cash Management reports are used to
show you this information.

To enter budgets select the Budgets option from the Utilities
section of the Control Centre.

Account bpe
GST rate
This account adds o

Cash Analygis category

Statement of Cash Flows

come [~
GeTerizse 7]

|1990 Total Operating Income |v |
[ACTRATY INCOMEZ8CTIITY EXPENSES [~ |

|Heceipts from cushomers |v |
category
| | [ Asset account Default Project [Sbi?:ll;g!trls %
O Multiple projects [oEFAULT PROJECT 7] foreome)

Account code 100 Locate
Description Operating Sales |
Accountant's code 12

Fwd »>»

Cancel

TIP: If creating a custom chart of accounts, create your account group headers and
group totals first, vou must also have at least one bank account, and 4 GST contral
accounts: GST oh income, GST on expenses, GST Refunds from IRD, GST Paid tollRD.

-~
~
[==]
-]
(]

Turn the Asset Register
prompt On / Off and set

Project Tracking options.

Set security password for budgets
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Budgets
Budget Year Account This Budget Applies To Budget Amounts
Vondkbinegbin 1105 GST Received [*] | 01 APRIL
ear Ended 1997 110 GST Paid | | 92 MAY
e Ended 1998 ] |13 T E:L‘r‘n“fn'ﬁ‘g[) 03 JUNE

Actual Year 1210 Spraying Fees ]
e T o1 1215 Cattle Sales 05 AUGUST
S B 06 SEFTEMBER
Ml St 1 1230 Sensbeuting 07 OCTORER
+
g Ended 199 1235 Inton Ch Ace I ONEHEER
(> Fill From Budget 1240 (5] 1967 Tax Refund 09 DECEMBER
3 Fill From Actuals 1245 15) Prov Tax Refund 10 JANUARY
) B} 1250 [5)ACC Credit Refund
@ Calculate Single Period | 1285 (5)4WEL Dividend 11 FEBRUARY
' Calculate All Periods 1410 Elechicity & 12 MARCH
| Fill / Calculate | Percent Dollar Value Period Mo. EXIT
[owl [ owl [1H
| Clear # Reset |
| Increase ~Decrease | | Single Period | =4
| Save Set [Cirl-Enter) |
Reports on Budgets
Cash Analysis & Forecast Reports
Cash Management Reports
Budget Schedule
Budget to Actual Report
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bank at all times. ( cont)

NOTE: Before you load opening bank balances for an account into
CMS, you should first complete a bank reconciliation.
Establish your bank balance, unpresented cheques or
deposits and arrive at a Cash Balance for this account.

After you have loaded your opening balance and
unpresented items, you should run a Bank
Reconciliation report and compare the cash balance
for this account with your bank reconciliation to ensure
it is correct.
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Chart Of Accounts
Maintenance

Select the Chart Of Accounts maintenance option from the
Account Maintenance section of the File Maintenance menu. This
option allows you to add, edit or delete individual account codes.

Reports on the Chart Of Accounts

Reports supplied with CMS to report by Chart Of Accounts or
Account Codes are:

Chart Of Accounts
Transactions by Account Listing
Cash Analysis Codes File Listing ( Detail )

Statement Of Cash Flows File Listing ( Detail )

Copy Accounts
from Template

Select the Copy Accounts From Template option from the
Accountant Maintenance section of the File Maintenance menu.
This option allows you to add new account codes as your business
grows. When copying individual account codes the system will not
allow you to copy over an existing account.

You can also copy a complete chart of accounts from the template
( provided no transactions have been entered ).
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Opening Bank
Balances at Setup

Select the Open Bank Balance option from the Bank section of the
File Maintenance menu to add or edit the opening balance of bank

accounts for your business.

|_|E| Bank Opening
Choose Bank Account And Pressz Enter
70z0 Bank Account No. 1 =
040 National Bank Account 1\_
7080 Trust Bank Account Ho. ||

Bank Account No. 1
Open Bank At Beginning OF

The Bank Wil Be

tay 1336 Opeted At Start Of

. . [ lure 1996 | The Chosen Period .

This option is used
Enter Opening Bal 49663.00

|E| Edit Opening Unpresented Transactions

7030 Bank Account No. 1 _
Date Reference Trangaction Details Withdrawal Deposit L+
L/
1+
| Totaks oo | 0.00

during Setup to load your opening bank balances. Balance details
can be subsequently edited, providing the Period for which the
balance was loaded is still open.

This allows you to reconcile your cashbook with the bank. Once this
is done CMS will keep track of unpresented cheques and inwards
cash, and tell you exactly how much money you have left in the
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