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1. Introduction

1.1 Overview

This manual will be a useful guide if you have already followed a personalised
training session. Indeed, this programme contains an important amount of options,
but also constraints in regard of the configuration. Like any other software, it is
difficult to quickly master all these manipulations on your own. A personalised
training session is much more effective. Our technicians have in-depth knowledge of
the features and parameters required for optimal use of our software. They will also
help you create the optimal structure to suit your needs as much in terms of
programmes as companies.

In addition, WIinEUR was created by managers and is therefore an efficient work tool
from its very installation, allowing you to go beyond the simple notion of accounting.
You can use it as an easy, efficient and enjoyable management tool.

One of its big advantages is that it is adaptive. This means you can begin with a
single module and then, as your needs evolve, add other options without losing your
initial data.

Its flexibility in terms of usage implies in-depth knowledge of the subject. Indeed,
the programme will never prevent you from entering a credit instead of a debit or
specifying the wrong type of account.

You are the master of the game. Later, we will see that the programme can impose
some accounting logic barriers, but all things considered, your accounting expertise is
the only guarantee of good accounting practice.

Depending on your access rights, some or all of the various menus will be explained
below. You just need to read the relevant sections.

Despite our best efforts, errors or omissions may occur in our manuals. We appreciate
your feedback.
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Shortcut keys

<ENTER>

<ARROW>

<INSERT>

<TAB>

<DELETE>

<HOME>

<END>

<PAGE UP>

<PAGE DOWN>

<ARROWS>

<F1>

<F4>

<F3>

<F12>

<ALT+F10>

press on the corresponding key, the key with the
symbol <-|

use the 4 arrow keys <left ARROW>, <right
ARROW>, <top ARROW>, <bottom ARROW>, to
move the mouse on the screen to select an item in
the list

insert an item

switch from one field to next or use the key with the

symbol

delete an item
move the mouse on the first item of the list
move the mouse on the last item of the list

move the mouse on a page to the top, or display the
previous page

display the next page
see below, to move the mouse up, down, left or right

displays help (user manual), or open a new window
to select an item from the list

drop-down list of items

search through the standard tabs with text

display the calculator

some of our clients often need to work on several
different companies simultaneously. We have
developed the <ALT-F10> to quickly navigate
between companies, while remaining in the same
menu, without going back to the start menu. This
option is available if it appears in the menu
framework
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<SHIFT F1> display information required by customer service,
such as the name of the programme, its version, the
currently available RAM, the directory your data is
stocked in, etc.

1.2 Use of the keyboard, displayed information

1.2.1

To select an option
1) Click on the option, and press <ENTER>

2) move the mouse to the option you want with the <ARROWS>, then press
<ENTER>

3) press <ESCAPE> to return to the previous menu.

1.2.2 Main icon bar

1o

& Vi ® Y

exit the WinEUR programme entirely

E_—f? ‘ print the list of companies or projects

create a new accounting project or new company

access the administration of the programme

display information columns in the list of companies

change the background appearance of the right-side module bar

display the properties of the programme

filter the mandates or accounting you really want to display

search for a mandate or accounting by key word
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access general accounting, AP/AR, analytics, consolidation and
budgets modules

access invoicing, stocks and timesheets

access the portfolio module

access the archiving module
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2- Use of the programme, basic settings

1.3 Launch the programme

Click on the WinEUR programme icon that is on your desktop:

'_'l
A

wnELIR.
The following window will open:

E Win€UR

" VALERIE

&

W

Cancel
www.git.ch

Gestion et Informatique pour Tous S.A.

% r\“ This program is protected by intemational laws. Copyright 2003-2015

When installing, the system prompts you to create a username with or without a
password. This initial user will have all administrative rights, just like the admin’s. For
security reasons do not use the admin user.

Re-enter your password as well as the operating language (French by default) and
validate to move on to the next screen.

In certain circumstances you may be prevented from continuing because the
programme did not close properly or because of a windows block ; you will notice a
red symbol in the username field. To unblock, just press the <ALT>+<F1> or
<CTRL>+<U> keys.

User ~ VALERIE v
Password || &

Language English W
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1.4 Create a new mandate or company

Accounting files are grouped in a specific directory that corresponds to the codes of
the company and fiscal year. Indeed, each company has the same basic file (ledger,
book entries, accounts, etc.) hence the need to save them individually by account.

For further information, please refer to the SYSTEMS ADMINISTRATION manual.

An empty table will appear (see below). If these accounts were already created, the
window would display the existing companies.

L} WinEUR -
AR A OB,
Company code Company name Data path Reference currency <

To create a new company or project, just press <INS> on your keyboard or click on
the icon indicated below.

Files Tools Help !

Py 2 0@0 P e
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Scenario No 1 SME license (limited to 1 company) or MLT (up to 3 companies):
If you have acquired WIinEUR SME or MLT (refer to your contract), the code field has
already been completed. Generally, this is a numeric code that refers to your file
number with GIT. For the MLT version a letter A, B or C is added.

New company

Location
Code 008640 Fiscal year 16
Directory C:\GIT\WIinEUR \Data\, |
Name Trade Commodities SARL
{ Comments

[ ] copy chart of accounts of another company

OK Cancel

Scenario No 2 First license (mono currency) or PRO (unlimited in terms of
companies):

If you have a First or PRO license (refer to your contract) you can personalise your
code, imagine your company is called Trade Commodities SARL, you can use TRADE
as the code for example.

N ompany
Location
Code TRADE Fiscal year 16
Directory C:\GIT\WinEUR \Data\
Name Trade Commodities SARL
Comments

[ ] copy chart of accounts of another company

OK Cancel

Remember:

The company code contains all the accounting files itself. Remember, the code is an
alphanumeric field of maximum 6 characters, without spaces or punctuation as it
refers to a directory that must be read by the operating system.
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The Fiscal year code : accepts a numeric code, for example 11 for the year 2011
(when carrying over the fiscal year, this code is automatically incremented). This fiscal
year code indicates the accounting year. This field is of 2 numeric digits and is part of
the name of the directory.

As a rule, the field refering to the Directory must not be modified as it is
automatically created upon installation. The data path, for example:
"CA\GIT\WINEUR\DATA\" will include different companies in the same directory.

Then you can fill in the full name of the company. The comment field is optional.

It is possible to re-use the accounting sheet of another company. This avoids having
to input the accounting sheet of the new company, the tax codes or custom reports,
etc. However, be advised that the structure of the accounting sheet will be the same
for both company and subsequently cannot be modified.

“Re-use the accounting sheet of a company” This option is available if you have
already created other companies.

Copy chart of accounts of another company
Company b

When you click on OK, a new window will appear:

New company

Location

Code TRADE Fiscal year 16

Directory C:\GIT\WinEUR \Data, J
Name Trade Commodities

Comments

Copy chart of accounts of another company

Company -
Code Name
<>
MASARL 16 MA SOCIETE oK Cancel
MULTIW 16 SOCIETE MULTI - ...
MULTIW 17 SQOCIETE MULTI - ...
ZTITRE16 Portfolio and trust...
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1.5 Company settings

Configuration is a crucial step to get started with your accounting; we advise
contacting the technical service team to help you set up. If you prefer to do it
yourself, follow this manual step by step.

1.5.1 Address settings

In this window, fill in the address of the mandate or accounting company.

® TRADE16 - Company card - b
Company Modules Map Tools Help

I,llr Company Q Accounting wé Securities \Q Invoicing sc Addresses management \3 Time-Sheets
Location

Code TRADE Fiscal year 16 [[Iclosed
Directory _

r l‘\

Comments

External cpny code

Address | Base settings | Installed modules

Company
Name Trade Commodities
Address
Rechercher une option /’\ << Previous Next >> OK Close

There are five address lines. The first line must be the name of the company.

Click on Next to continue.
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1.5.2 Basic required settings

A new window will appear, please fill in the following information:

Reference currency: This field is mandatpry, it is the code for the currency of
reference. Later, this information cannot bé modified easily. Click on the reference

currency (for use of simple accounting with single reference currency, for example the
Swiss franc CHF).

L] E16 - Company card - b

Company Modules Map Tools Help
i»i, Company Y_\ Accounting o Securities \Q Invoiding

Location
Code TRADE

%3 Addresses management ‘ &3 Time-Sheets

[]Closed

Directory C:\GIT\Win

m

Comments
External cpny code
Address | Base settings | Installed modules

Currencies
() single currency (@ Multi

Book-keeping currency CHF

Currency files

Central
Directory @(s)

Fiscal year Movements Input period
Start 01/01/16

1

Start 01/01/16 Start 01/01/16 [] Autoriser la saisie séléctive hors période

End 31/12/16 End 01/01/16 End 31/12/16

Ll

Company's data language v Language [] Multi4anguage company

[ User and entry safety
| User and cha i

Rechercher une option /‘\ << Previous Next >> OK Close

Currency files: This option lets you choose if you want to use central files or not for
foreign currencies.

Central files path: Indicates the path to the central files.

Start of the fiscal year: Allows you to indicate the beginning of the fiscal year of the
accounting.

End of year: Allows you to indicate the end of the fiscal year of the accounting.
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Multi-language companies: Allows you to translate the tabs of the accounts into
several languages.

Click on Next to continue.

1.5.3 Modules settings

In this window, you need to make sure the accounting module is checked. The other

modules must be active only if your license allows for it. Otherwise they
inactive.

appear as

L) TRADE16 - Company card

Company Modules Map Tools Help
U, Company v{) Accounting \o Addresses management

Location
Code TRADE

Fiscal year []Closed

Directory C:\GIT\WiInEUR\D

Comments

External cpny code

Address | Base settings | Insieff€d modules
Modules
Accounting
O Invoicing
[ securities
[[] Teamwork
Accounting options

[[] client accounts

[ Analytical accounting system
[] Archiving - OCR
["]E-Banking

["JFlox

Stock and invoicing options

[¥] Addresses management

Consolidation
Budgets

Archiving in M-Files
Fixed assets
Izi-Clik

Qo oaaad

Stock management

Address management options

Rechercher une option ) > << Previous Next >> oK Close

Click on Next to continue.
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1.5.4 General Ledger settings

In this new window, check the following settings:
- Length of classes: Used to set the length (number of characters) for account
class numbers (minimum 1).
- Length of groups: Used to set the length (number of characters) for account
groups (minimum 2).
- Length of accounts: This value, just like the group number and account
class number, cannot be modified subsequently.

o] TRADE16 - Company card = =
Company Modules Map Tools Help

|‘, Company & Accounting \”',\. Addresses management

General Ledger | Export

General ledger settings | Journals | Entries settings | Options
Chart of account widths

(®) Fixed-sized accounts (_) Variable-sized accounts
Accounts width 5
Groups width 3
Classes width 1

[] Apply an account number formating mask

Various
[[IFreeze entry balance

Book keeping date

Rechercher une option ,) << Previous Next >> oK Close

The programme requires the creation of classes, groups and accounts.
To open an account, its group must exist.

To open a group, its class must exist.

Sub-classes and sub-groups are optional (sub-totals on the balance due).

Of a fixed size, the accounts must have the same length.
Book entries are only recorded in accounts.
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For example :
class group

1] ASSET CLASS

110 MOBILISED ASSET SUB-CLASS

1]00] AVAILABLE GROUP

1]000] CASH REGISTER ACCOUNT SUB-GROUP

110000 CASH REGISTER NO 1 ACCOUNT

11000] 1 CASH REGISTER NO 2 ACCOUNT

account
In this example, the lengths are as follows:

Number of class positions: 1
Number of groups: 3
Numbre of account positions: 5

The account 10001 belongs to group 100 which belongs to class 1.

With this structure, you can create 100 groups per class (from 0 to 99) and 10'000
accounts per group, this of course considering only numeric possibilities. To delete,
follow the steps below:

Accounts> Sub-group > Group > Sub-class > Class

Accounting date and value date: Check this option if you would like to use an
additional date for your book entries, the accounting date will be the date of entry
and the value date will be the document date. By default, this field is empty.

Click on Next to continue.
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1.5.5 Journal settings

In this screen the available choices are : single or multi journal

] TRADE16 - Company card =B
Company Modules Map Tools Help

[% company || & Accounting &3 Addresses management

General Ledger | Export

General ledger settings | Journals  Entries settings | Options
Journals
[ multi journals

Rechercher une option ,) << Previous Next >> OK Close

a) The single journal, default situation

By selecting single journal, all book entries are entered in the same journal without
any special distinction between one and the other except for book entry numbers
or potential document numbers, dates, etc.

b) Multi-journal

By selecting multi-journal, each book entry (type/kind) is recorded in a specific
journal. Sales book entries will go to the sales journal, purchase book entries will
go to a purchase journal, book entries regarding notes of credit will repectively go
to the notes of credit on sale or purchases journal, cash accounts will revert to
financial journals and finally book entries of no specific type or kind will appear in
the various operations journal.
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Closing of journals is possible. The closure of a journal inhibits the recording of book
entries in relation to the date of closure of the journal. It is imperative that all
concerned book entries be carried out. Closing does not take into account

provisional book entries.

If the multi-journals are on dates, only the closing dates will be considered. Sorting
will be done per this information in the entire journal. In the case of multi-journals on
book entries, in addition to closing dates, a new question is asked: number of the last

book entry to be taken into consideration. Sorting will stop there.

Click on Next to continue.

1.5.6 Book entry settings

This section is also essential to manage book entries, the information that appears on

this screen must be filled out.

8 TRADE16 - Company card =B
Company Meodules Map Tools Help
]::‘, Company Q Accounting \’} Addresses management

General Ledger | Export

General ledger settings | Journals | Entries settings | Options
Options
[[] wo lines of text (entries) || Test the total in original currency

I t [¥] Uniqueness of voucher No.
[ intercompany entries (interco.)
Inactivate the blocking of balances bringing forward Generate interco entries as pre-entries

[[]standard text in company [J1nvoice text different from entry text

[[]Do not display creation and modification dates
Vouchers

Vouchers width 12

Voucher numbering Sequential voucher numbering v
Default values

Default account (entries) Same account as last entry v Default text (entries) Same text as previous line v
Taxes
Type of taxes VAT v |:| Daily VAT rate option
) VAT on payments . VAT on invoices Invoice and payment VAT

VAT no

Tax statement currency CHF

Exchange rate Daily rate v | []convert from original currency

[]Taxes breakdown [#] Taxes on General Ledger

[JLump vaT

Rechercher une option _}‘ << Previous Next >>

OK Close
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Length of the document number: Used to set the length of the column of the
document number, with a maximum of 15 characters.

Numbering of the documents: When inputting data, the programme automatically
assigns a book entry number to each new book entry, independently of the
documents number. This number can change after the book entries have been made,
when you have deleted one or several provisional book entries. The account is then
reajusted. Therefore, the numbering of documents is important.

The document number is used to identify an accounting document in relation to an
accounting book entry (itself made of several lines).

Number sequence of documents is specific to each journal.
The number of each document does not change provisional or final book entries.
Available choices are:

a) Sequential numbering
b) Absolute numbering
¢) Without numbering
d) Numbering by user

a) Sequential numbering

The user gives the first number of the document when inputting the first book
entry and the programme automatically increments to the next book entry this
number increased by 1, a number you can accept or modify. In the latter case, at
the next book entry, sequencing starts from this modified number.

b) Absolute numbering

The user sets up a counting feature from the first document, it is this counter
increased by 1 that is proposed to the programme. If you modify a number, the
next will still follow the initial incrementation.

¢) Without numbering

The programme does not suggest a document number; it is up to the user, if he so
wishes, to attribute one to each book entry.
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d) Sequencing by user

This option is identical to sequential numbering. However, the sequence is linked
to the user.

The number available with the multi journal option is unique, so:

Absolute numbering by journal. The programme does not offer this choice. This
numbering will be specified when creating journals. You can however define the
<Length of the journal code>.

Taxes :
Select the tax regime of the company. Available options are:

a) No taxes
b) VAT
c) Other VAT

a) No taxes

In this case, no questions or menus are displayed. The company is not subject to a
tax regime or you can handle taxes separately.

b) VAT (Value Added Tax)

The tax system applied is VAT (system used in Switzerland since the 1st of January
1995).

c) Other VAT available also in other countries
Types of services :

The type of service is used to manage value in accounting of book entries with VAT,
with a distinction between:

a) Agreed-upon services
b) Received services

a) Agreed-upon services

This type of service is used when the fiscal debt begins with the issue of an invoice
(when you send an invoice to a debtor or receive one from a supplier).
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b) Received services

This type of service is used when the fiscal debt begins with the payment of the
invoice (when the debtor pays an invoice or when you pay a supplier).

Breakdown of taxes

This option is used to break down a tax when entering a book entry, meaning the
gross amount and the tax on two different lines, automatically or semi-automatically.

Tag line:
To have two lines for the description of book entries.

This option is only recommended if all book entries have two tag lines as it would
slow down the input process. It is best to summarise the information.

Click on Next to continue.
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1.5.7 Various options

On the next screen: all fields are optional.

® TRADE16 - Company card

Company Modules Map Tools Help

%, company || &% Accounting 48 Addresses management

General Ledger | Export

General ledger settings | Journals | Entries settings = Options
Options

[_]Print list of vouchers [l interest calculation Budget code by group is mandator

[ signed debits/credits IIT option []Long account description

[] client financial account

Inventory

[Jconfigurable revaluation chart Option budget code
[JInactivate the inter-booking year warning [ | Blocked accounts []save the filter of last session
[ cash flow statement [C]Export entries for French tax authorities [ 30urnal analysis per reference

[[] oo not use previous fiscal year for comparative balance

Rechercher une option ')\ << Previous Next >> oK Close

Budget code option: Adds three characters in addition to th€ account no for

consolidating exports.

Budget code option per group: Adds fifteen characters # addition to the account

no for consolidating exports.

Interest option: Access interest calculation optionsg’ The interest statements are valid
for Grand Ledger accounts, AP/AR accounts, auyfiary accounts and invoices.

eral Ledger accounts negative debits or

Signed debits /credits: Introduce into G
net numbers analysis; however, it slows the

credits. This option can be interesting f.
input of book entries.

Validate with OK to close

Copyright GIT S.A. Geneva-CH Rev: 2018 NC/AD




) Business Software
@.I—T T sincenan WIinEUR

General accounting manual Page 24 of 222

After saving, the company is created and will appear from now on in the list of

companies accessible to the user.

If other users can also access this accounting, just update their access per the systems

administrations manual.

3) On the following screen, click on this icon to enter the main menu of the

programme, or double-click on this line.

[~ WinEUR
Files Tools Help

Py @6 P&

Company code Company name Data path Reference currency
| MASARL 16 MA SOCIETE C:\GIT\WinEUR \Data\ CHF

MULTIW 16 SOCIETE MULTI - MONNAIE S C:\GIT\WinEUR \Data\ CHF

MULTIW 17 SOCIETE MULTI - MONNAIE S C:\GIT\WinEUR \Data\, CHF
| |TRADE 16 CHF
| | ZTITRE16 Portfolio and trust company test  C:\GIT\WinEUR\Data\, CHF

Time: i5
Stock Irvoicing

7:53 AM  CAGIT\WinEUR\
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2. Master file and settings of the accounting sheet

2.1 Reference files

Let's start with the Reference settings.

Entries
Display and Print
-Reports [ Formats
4 -Base files

Chart of accounts
Currencies and excha rates
- Clients

-Budget and reporting
- Periodical routines
-Import / Export

4 -Tools

2.1.1 VAT codes

You have set up accounting with a tax system, this section concerns you. First, update
the tax table.

Reference of generic dient field Type of fixed asset Dimensions of fixed asset location References of fixed asset generical fields Payment type GL generical fields references
Taxes Payment terms Banks Allocation keys Analytical dimensions Languages Interest rates Margin rate Account management fees Countries Type of third-party

Breakdown

Code Description Rate Calculation Cash/Client Sales/VAT acent. Purch. VAT acent. <>
1 8% - Mfses 8.0000 [0] ¥ 2016-CHF 1061-CHF

2 2.4 % -M/ses 2.4000 [0] [v] 2016-CHF 1061-CHF

3 Exportation 0.0000 o] vl 2016-CHF -

4 8 % Charges 8.0000 [0] ¥ = 1062-CHF

5 8 % -Invest 8.0000 [0] [v] - 1062-CHF

20 8% - Mfses 8.0000 Iz 1 2016-CHF 1061-CHF

~n [P o Anan w1 7 wnra e

The code 0 (zero) is a specific tax code; this means you do not have to create it and
include it in the table. For the programme, this code means your book entry line is
not concerned by the tax system. In the tax statement that you will produce later, this
code will never be considered.

If you would still like to have information such as the turnover not subject to tax, you
must create a special tax code, with a percentage of zero. Thus, the amounts subject
to tax will appear with a tax equal to zero.

The notion of agreed or levied taxes has no bearing on the General Ledger module.
Indeed, it is directly on the book entry line that you will indicate the tax code. It is up
to you to know when the tax should be applied, unlike in the AP/AR (debtors/credits)
module where this notion is very important since it must be applied to invoices either
on issue or collection.
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2.1.1.1 Creation of taxes

Each tax has a numeric code with a maximum of four positions. Click on Insert or the
<INS> key to create a new tax.

. MULTIW16 - Tax card = =
Tax Sales breakdown | Break down purchases

Tax code 10

Description 8% VAT sales

Multiple rates O

Calculation options [8] Input net amount, store net amount v

Tax percentage 0.0000

Rounding factor 0.05 v

Taxes breakdown [w]

Deductible tax percentage 0.0000
Tax code used on cash or dient line [v]

Type Sale v

Statement currency CHF v

Exchange rate Daily rate v | []convert from original currency
[ creating sequentially oK Cancel

Then the code name. Enter an explicit name, for example 8% VAT.

In the next field, indicate the percentage of the tax.

The rounded factor must be introduced. For example, 0.05; however, it is preferable
to use a small rounding factor such as 0.01 as in the statement, rounded sums can be

too consequential and the total tax will not be correct in consideration of the total
subject amount. Two scenarios apply:

e You are in agreed-upon services and you first account for the invoice of the
debtors account with in counterpart revenue and tax accounts. In this case, you

can break down the tax and the programme with automatically generate the book
entry.

e You are in received services and you account for invoices only upon collection. In
this case, you can break down the tax as above. If, on the contrary, you account for
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invoices through a debtor account, you will not be able to automatically break
down the tax as it will occur with the code; but the code can only be input upon
payment of the invoice.

The way to create a tax table is the same as to create other files. As soon as you have
input your first code, you will have an initial table in which you just need to press the
<INSERT> key again to create new ones.

2.1.1.2 Calculation options
Select one of the options, the first is always proposed by default. Read through the
various possibilities carefully.

[0] Input all tax inclusive, Save inclusive of all taxes
The most frequently used, this option is the standard calculation mode, meaning you
input the all tax inclusive amount and the programme saves this very all tax inclusive

amount. In the amount, the programme will recognise the pre-tax value and the tax.
For example, a CHF 108 invoice breaks down like this:

Invoice total 108

Tax Sales breakdown | Break down purchases

Tax code 10

Description 8% VAT sales

Multiple rates ]

Calculation options [8] Input net amount, store net amount

Taxpercentage B — =
Rousding fackor [8] Input net amount, store net amount

[2] Input VAT, store gross amount
[3] VAT on imports, importer

[5] VAT on intra-EEC purchases
Deductible tax percentage | [6] Cocontractant VAT

[7] VAT on import of services

[8] EEC Reverse charge

Taxes breakdown

Tax code used on cash or dien

[10] Tax rent v
Type Sale v
Statement currency CHF -
Exchange rate Daily rate v | []Convert from original currency

Apply the tax code on the gross amount, CHF 108. On the book entry line, the
amount inclusive of all taxes will be entered and the programme will calculate the tax
of CHF 8 for a net amount of CHF 100. These two amounts will appear in the entries if
the field to detail the taxes has been checked. (Refer to the company parameters then
the entry rules - see item 2.3.6).
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[4] Enter the tax inclusive, Record excluding tax

Enter the gross amount (tax inclusive) and the programme will calculate the net and
record it on the coded line. One condition for this calculation method to be correct is
to configure it as not being AP/AR/CASH (see section 3.1.1.3). You cannot enter a
net amount on the invoice or cash account line, but on a purchase or sales account
only.

For example: you must account for an employee’s expenses which include charges
without VAT, with VAT and other where VAT is partially deductible. It is easier to take
the total cost of the charges by tax type (tax inclusive amount), rather than indicate
the expenses in amounts excluding tax.

[1] Input excluding tax, Save tax inclusive

This calculation method is the inverse of the previous option. It is used to enter the
tax exclusive amount on a line and the programme will save the tax inclusive amount.
Here, you can work per the same logic as the previous option, but on an AP/AR or
cash account.

[8] Input excluding tax, Save excluding tax

Enter the net (tax exclusive) amount and the programme will save the net in the
account. This calculation option implies a negative (N) response in the
“"AP/AR/LIQUIDITIES tax code line” of the tax code. This calculation method only
applies to the General Ledger.

[2] Input the tax, Save tax inclusive

This option is the same as the previous one, except that the tax inclusive amount is
computed from the tax and not the tax exclusive amount. If you often have invoices
with multiple tax rates like:

One line per item with a tax code

A total excluding tax

Amounts of taxes

And finally an overall total of the invoice.

It will be easy to take the amount of the first tax to calculate the tax inclusive amount,
then the amount of the second tax, tec.
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[3] Import / Forwarding Agent VAT

This option is only valid for forwarding agent invoices when they invoice you directly
for the tax of your imported purchase. The tax exclusive amount is not included in
these invoices since it is invoice separately by your supplier.

On the line you must actually have the amount of tax; the programme must, however,
have a reference of the tax returns, notion of tax exclusive and inclusive. We will see
later, when you enter a book entry with this kind of tax code, the programme will ask
you for the tax exclusive amount for reference.

[5] Intra-Community VAT

You receive an invoice with intra-community VAT or an invoice for import services.
Your invoice is consequently tax-free. However, it is necessary to show the tax to be
paid and the tax to be recovered.

This option, like the two below, will allow you to create a book entry of the type

Debit s/ purchase or fees account ..........ccccevueveenee. fr 1000.-
Credit s/ cash or supplier account.........ccccoeovvrruunee. fr. (1'000.-)
Debit s/tax to be recovered account ........ccoevveviennene. fr. 80.-

Crédit s/ tax payable or import service tax account ....fr. ~ (80.-)

[6] Co-contractor VAT

This option is the same as the previous one. It operates strictly in the same way;
referring to a Belgian tax.

[7] Import of services VAT

This option is the same as the intra-community tax. It works strictly in the same way.
It applies to invoices of foreign fees on which first the tax to be paid then the tax to
be recovered must be calculated.

However, the programme cannot handle the notion of exemption of the non-
declarable tax exclusive amount (for Switzerland). It will be up to you to know when
you must declare these taxes. Also, we advise you to have two separate accounts for
collected taxes and taxes to be recovered and systematically account for the tax by
debit and credit. It is easier to operate this way than retroactively retrieve the relevant
book entries when the maximum to be declared is reached.
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2.1.1.3 Breakdown of VAT

As VAT is applied on sales and purchases, additional questions arise. This is not just
about tax and counterpart accounts, but accounts of sales tax, purchase tax, sales
accounts and purchase accounts. In the following example, we give the sales and VAT
account, these accounts must be created beforehand from the accounting plan

Tax | Salesbreakdown | Break down purchases

Sales account 3200 CHF |~? Input
Account for sales discount +|2 | []input
Account for VAT on sales 2200 CHF | = 2| []Input

The same applies for purchases

Tax Sales breakdown | Break down purchases

Purchases account 4200 CHF |~ 2 Input
Account for purchases discount v|2 | [Jinput
Account for VAT on purchases 1170 cHE |~ 2! []input
Account for non-deductible VAT on purchases ~|l 2| [Jinput
Account for payable VAT 1170 cHE |~ 2| []input

You can use the same tax code for collected VAT and VAT to be recovered to the
extent that the rate is the same and the entire tax is deductible.

However, we strongly advise creating two tax codes: one for sales and one for
purchases. Producing statements will be made easier as well as checking entry of
book entries.

% of deductible VAT: if all VAT is to be recovered, answer 100, otherwise you must
indicate the corresponding percentage and then indicate the non-deductible VAT
account.

The last two questions (VAT TO BE PAID ACCOUNT)...refer to methods of computing
INTRA-COMMUNITY VAT, CO-CONTRACTOR VAT and IMPORT OF SERVICES VAT in
order to create the tax counterpart line according to the example cited above of
intra-community VAT.

Copyright GIT S.A. Geneva-CH Rev: 2018 NC/AD




( GIT ) Business Software

Since 1981 WIinEUR - General accounting manual Page 31 of 222

2.1.2 Currency files

If accounting is multi-currency, read this section. This section will provide a greater
understanding of currency management, very useful for performing revaluations (see
section 7.1 to set up and generate revaluation book entries).

You must first go to the Currency option to create the various desired currencies.

To create currencies, chose the currency option. The following screen will appear:

-Enfries
-Display and Print
-Reports /Formats
4 -Base files
i - Chart of accounts
- Currencies and exchange rates
- Clients

- Fixed assets
. . References
- Budget and reporting
- - Periodical routines
- Import / Export
4 -Tools

2.1.2.1 Update currencies

& MULTIW16 - Currencies and exchange rates — 4
Files Display Tools Help

ﬂig a;
ol T
™

Currency definitions l Rates definitions ) Input exchange rates I
Currency  Short text I Description I / Dec. ISO EURO
<>
[CHF cF | | [ CHF ]
EUR EUR EUN EUR £ 3
usD usD US| usD

R 2
D 2
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2.1.2.2 Defining currencies (Option 1)

Defining currencies is straightfoward. Here, you indicate only the code, brief text and
long text of the currency, the number of decimals and the ISO code. The other
elements will be introduced in other menus.

CHF

Short text CHF

Detailed text |Swiss Frand

ISO code CHF Swiss Franc
Country code -

Decimal places 2
[]Participate in the EURO

Account code
Inverse REUTERS rate

Interest convention

| 4 4

There is no mandatory method on how to enter currency codes. Three alphanumeric
characters are available to you. However, we advise choosing ISO codes. These are
recognised the world over, avoiding any possible confusion. Remember, these files
can be central files and used by other companies.

The number of decimals is the legal division of the currency (CHF, USD, EUR=2,
YEN=0) and the number of decimals of the exchange rate.
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2.1.2.3 Defining exchange rates (Option 2)

We must define each currency according to the others or at least according to the
one that is a reference currency (here called base currency).

Explanation: Company A is held in CHF; company B in USD. Both have EUR accounts.
It is imperative to:

e Create the currencies CHF, USD and EUR.

e Define the relation EUR to CHF for company A, i.e. define the exchange rate of
the EUR against the base currency CHF.

o Define the relation of EUR to USD for company B, i.e. define the exchange rate
of the EUR against the base currency USD.

If company A also uses the USD as a foreign currency, it is also necessary to define
the exchange rate of the USD against the CHF.

Exchange rate definition
EUR

Exchange rate input mode
Decimal places for rates

Standard

Closing

After entering these two currency codes (foreign currency in relation to base
currency), choose the input mode for exchange rates (for example here, 1 EUR
for...CHF)). WARNING this choice must correspond to the usual information you have.
Indeed, if you receive these currencies in one direction, the input mode must not be
different or reversed.

Then indicate the number of decimals to the exchange rate. By default, the
programme has four decimal places.

Copyright GIT S.A. Geneva-CH Rev: 2018 NC/AD




Business Software
(GIT f

Since 1981 WIinEUR - General accounting manual Page 34 of 222

Then, if you already have this information, you can input the standard exchange rate
as well as the closing price. However, these two elements can be introduced later.

Thus, you must define the relations of each currency against the others, which results
in:

Currency definitions Rates definitions Input exchange rates
Rates
Rate Exchange rate input mode Dec. Standard Closing =2
[cHFUSD 1CHF =... USD 4 1.1111 1.0000]
EUR/CHF 1EUR =... CHF 4 1.0860 1.0865

It is not possible to create definitions in both directions, i.e. indicate for example a
CHF/EUR relation if you have already defined the EUR/CHF relation.

After defining the exchange rate, you can introduce values. For that, select option 3.

2.1.2.4 Input exchange rates (Option 3)

Currency definitions Rates definitions Input exchange rates

One currency one date

Rate between two dates

Standard and dosing rates
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2.1.2.5 Exchange rate in relation to a currency, on a specific date

With this option, the programme provides exchange rates between one currency and
the other on a given date.

Indicate the value date, then the base currency. The following screen will appear:

Dates of the day

One currency one date /

Value date 05/03/17 = Currency CHF - Display
Rate Value date Exchange rate input mode Jec. Daily rate
e

CHF/USD v 05/03/17 1CHF =... USD 4 11111
EUR/CHF @ 12/01/12 1EUR =... CHF 4 1.2500

Indicates that there is a Indicates that there is no

course on the requested class on the reauested

date.

You can modify the various exchange rates that are of interest by clicking on them.
Remember, this rate will be the one on the specified date.

If no exchange rate is available for the requested date, the programme will
automatically select the last registered exchange rate (with indication of the date
under the « Value date » column). When no exchange rate has been entered since the
begining of the year, the default exchange rate is the “closing rate” and the value
date states 00/00/00 (see above for USD/CHF).
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2.1.2.6 One currency in relation to another, several dates

Sometimes, it is easier to directly type in the exchange rates of a currency in relation
to another for a given period (from this date to that).

Indicate the chosen currency code as well as the base currency. Then consider the
date limits per the screen below.

Rate between two dates
Date  from 01/01/16 ||| to |05/03/17 |~ || Rate == == |~ Display
l Rate Value date Exchange rate input mode Jec. Daily rate
USD/CHF 01/01/16  1USD =...CHF 4 0.9984 |
USD/CHF 01/02/16 1USD =... CHF 4 1.0210
USD/CHF 01/03/16 1USD =... CHF 4 0.9992
USD/CHF 01/04/16 1USD =... CHF 4 0.9593
USD/CHF 31/05/16 1USD =... CHF 4 0.9907

You can enter your new rate at any date including in the selected interval just by
clicking on “Insert”. The programme will sort lines by date.

When entering book entries, the programme will propose the rate closest to the date
of the book entry. Thus, if the book entry is dated 19.02.16, the programme will apply
the rate of 1.0210. If the date is 22.03.16, the rate will be 0.9992.

An option enables the calculation of cross-currency exchange rates provided parities
are established between the base currency and the other currencies.

2.1.2.7 Input standard and closing rates

This option introduces standard and closing exchange rates, with the possibility of
copying the current standard/closing prices.

If you want to copy the day’s exchange rate, check the currency you want as well as
the “"Copy rate of the day” box, this will copy the exchange rate of the day on the
standard or closing price and avoids having to enter it manually.

ff’ ? [_] with Euro currencies
<57

Standard and dosing rates

Prompt for standard rate

[ Copy daily rate Date 05/03/17 Copy
Prompt for cosing rate
Rates
Rate Exchange rate input mode Dec Standard Closing =
[cHFUSD 1CHF =... USD 4 1.1111 1.0000)
EUR [CHF 1EUR =... CHF 4 1.0860 1.0865
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2.1.2.8 Utility programmes

With the WIinEUR programme you can export exchange rates to another files system
and also import. To do this, go to « tools », then click on the « Import/Export » field.
You can use the different types of files. Options appear as follows:

Import / Export type selection
[\ .
2 \ /] Function
4% () Export
(®) Import
Import format
() Import exchange rate definitions from a tab-delimited file

() Import exchange rates, Format WinEUR-V001 (eQuotes)
‘ff::?' Import exchange rates from an ASCII file

) Import exchange rates from a tab-delimited file
'0 Import exchange rates from a REUTERS file, format : FXMMFILE
(_) Import exchange rates from a REUTERS file, format : EXCHFILE
() Import exchange rates from a REUTERS file, format : FXRFILE
(_) Import historical exchange rates, format : FXRFILE
() Import exchange rates from VAT xml file
() Import exchange rates from an xml file in ECB
() Import currencies for a xml file, WinEUR-A001 format

2.1.3 Multi-journal files

If your accounting is set in multi-journal, it is imperative to create these before
recording any book entries.

From the main menu, click on Basic files and References

Entries
Display and Print
| -Reports [ Formats
4 Base files
- Chart of accounts
Invoices
Periodical routines
Import / Export
Tools

Then click on the Journal tab to continue

File Display Help

~
3

Taxes | Journals Languages | Countries | Payment ty

Code Journal heading

From your keyboard press the <INS> key or click the insert button.
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You can choose between different kinds of journals:

2.1.3.1 Purchase journal

Journal code: Enter the journal code, here PUR in example. The maximum number of
characters depends on the established configuration.

Journal title: enter a text (40 characters maximum) here to easily recognise the
journal type.

Journal type: Indicate its nature. So, in this case, purchase journal.

Document: Sequencing of documents is linked to each journal, unlike the unique
journal. You must indicate the first number and the programme will automatically
implement +1.

Journal | purchases | Taxes

Journal code AC

Journal heading Purchases journal|

Type of journal Purchases

Voucher

[Jinvoice number = voucher number
|| Closed period

> | DI

Let's take, for example, the following sequence: AC to refer to the purchase journal,
followed by the document number. Resulting in:

AC-0001 for the first document,
AC -0002 for the second, etc.

Pay attention to numbering because, for the programme, if you enter AC -1 it will be
sequential, however when sorting the programme will put AC -10 right after PUR-1.
That's why in our example we put AC -0000 to allow 9999 possible documents in this
journal.

Also, we indicated AC -0000 and not AC -0001 since from the very first document the
programme will increment +1. In this case, the programme for the first book entry
will know that document is AC -0001.

This is an example and not an obligation. It is obvious that you can just enter a
number not preceded by the letter P.
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INVOICE NO = DOCUMENT NUMBER: This question is only valid for accounting
with the AP/AR option since here we do not have the concept of invoices. If you have
debtor/supplier management, the programme will set by default, in the invoice
number field, the same number as the document.

If you are done with the Journal tab, please fill in the information regarding accounts
in the Purchase tab.

First and last expense account: This information only applies when printing a
journal. Indeed, the programme will be able to differentiate between purchasing
accounts, investment accounts as required by VAT returns.

First and last investment account: Indicate the investment accounts as explained
above.

Journal | Purchases | Taxes

First expense account

Last expense account
First investment account

Last investment account

Lastly, fill in the information regarding taxes.

First and last tax accounts: Indicate iere the tax account limits for each expense
(purchase).

First and last tax accounts [1Andicate here the tax account limits for investments.

First tax account 1170 CHF [+ | ?
Last tax account 1170 CHF [~ | ?
First tax account [1] | ] j 12
Last tax account [1] [=][z

I € ][ D ][ DI | ok || concel
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The print-out will distribute purchase journal book entries in three columns for tax
exclusive amounts and in 3 columns for taxes: INVESTISSEMENTS, PURCHASES and
VARIOUS.

To finish saving press <ENTER> or OK

To edit a journal, place the mouse on it and press <ENTER>. Everything is editable,
except the code itself. You will edit a journal if you have an additional purchase
account that doesn't fit within the previously set limits or, as happens more often, to
modify the number of a document. As the programme increments automatically and
if you delete the last book entry, the programme will not un-increment sequencing. If
you haven't performed the modification, there will be a hole in the sequence.

Obviously, you can create as many purchase journals as you wish (the same applies to
all other types of journals). For example, if you want to differentiate purchases by
department, just create as many journals as there are departments.

2.1.3.2 Sales journal

For the sales journal, set limits for sales accounts and tax accounts.

Journal |sales | Taxes

Journal code

Journal heading Kales journal

Type of journal Sales
Voucher SALES 8000

[J1nvoice number = voucher number
[ ] Closed period

IN 4 4

It is possible to create journals for purchase credit notes and sales credit notes. The screens
will be the same. For General Ledger accounting, it does not affect purchase or sales journals.
However, for accounting with AP/AR management, the programme does not allow for a
purchase credit note to be input in the purchase journal. You can only input supplier invoices
or debit notes. The same applies to the sales journal, only client invoices of debit notes.
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2.1.3.3 Financial journal

Financial journals have the particularity of being linked to a single account. That is,
you must create as many financial journals as you have cash accounts. The relevant
book entries must be settled by the indicated account (see both tables below).

Joame |l aves |

Journal code FI

Journal heading _Fnancial journal

Type of journal Finandal
IF1-0000] |
[J1nvoice number = voucher number

[ Clsed period
14 D [ DI

Sounal Franca

Bank account 1020] e [-][2]

Finandial account as first entry line

=3

First tax account
Last tax account
First tax account [1]

Last tax account [1]

B IR
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Same principle for a cash register journal

Journal | Purchases = Taxes

Journal code _CA
Journal heading Cash journal

Type of journal Purchases
Voucher CA-0000|

[J1nvoice number = voucher number

[[] Closed period

[]creating sequentially

2.1.3.4 Miscellaneous transactions journal

The miscellaneous transactions journals refer to all book entries other than purchases,
sales and financial book entries. In these journals, you can input anything, in other
words there are no constraints. It acts as a stand-alone journal.

Journal | Taxes

Journal code MI |
Journal heading Miscellaneous transactions journal
Type of journal Miscellaneous operations

Voucher |MI-0000]

[Jinvoice number = voucher number

[]closed period

[ creating sequentially

Journal | Taxes ._

First tax account 1170 |CHF E Z
Last tax account 2200 o [+]2]
First tax account [1] D E Z
Last tax account [1] | - | ?
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Which gives the following table as a summary of all journals:

File Display Help
g
Reference of generic dient field Type of fixed asset Dimensions of fixed asset location References of fixed asset generical fields Payment type GL generical fields references
Taxes Journals Payment terms Banks Allocation keys Analytical dimensions Languages Interest rates Margin rate Account management fees Countries Type of third-party
Code Journal heading Sub-type Voucher Bank account  Closed
<>
AC Purchases journal Purchases I
CA Cash journal Purchases CA-0000
FL Journal banque Financial 1020-CHF
[MI Miscellaneous transactions journal Miscellaneous operations MI-0000 ]
VE Sales journal Sales SALES 8000
Insert Display Modify Delete
Close

We repeat, for General Ledger accounting, this multi-journal notion is not very
interesting. However, the possibility exists.

3.2 Accounting plan

You have just finished creating the reference files, you can now define your
accounting plan.

From the Basic Files menu, select Chart of accounts.

» - Entries
-Display and Print
-Reports [ Formats
4 |Base files
: Chart of accounts
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3.2.1 Input classes, groups and accounts in mono-currency
In this section, we will reproduce the same elements in the table below.

As previously explained in company settings, you work only with accounts; however,
you cannot create an account if its group does not exist. The group cannot be
created if the class does not exist.

Account Currency Description Structural type Type Sub-type Revaluation Breakdown
2100 CHF Capital Account Liabilities Normal
2120 CHF Réserve Légale Account Liabilities Normal
2129 CHF Résultat Reporté Account Liabilities Normal
[ 3 CHARGES RELATIVES AUX M/SES Class Costs
30 ACHATS Group Costs
3001 CHF Achats matiéres premiéres Account Costs Normal Optional
3002 CHF Achats marchandises Account Costs Normal Optional
3003 CHF Achats divers Account Costs Normal Optional
3060 CHF Frais Account Costs Normal Optional
3065 CHF Frais société Account Costs Normal Optional
3070 CHF Escomptes Obtenus Account Costs Normal Optional
4 AUTRES CHARGES D'EXPLOITATION Class Costs
40 FRAIS DE PERSONNEL Group Costs
4000 CHF Salaires Account Costs Normal Optional
4001 CHF Treziéme salaire Account Costs Normal Optional
4002 CHF Frais + divers Account Costs Normal Optional
4003 CHF Indemnités d'assurances Account Costs Normal

We will assume for now that the structure you have chosen is as follows:

1 position for classes (in red),

2 positions for groups (in blue),

5 positions accounts (in black).

For example, you begin with class 1. Remember, there is no obligation to construct
the chart of accounts in a logical order except for the rule above. Indeed, you can first
create all the classes, then all the groups and lastly all the accounts. That said, it is
often easier to start with a class, group and accounts that are linked, then another
group, etc.

1) For the screen below, press <INS> on your keyboard or Click on Insert.

Account | Memo | General information

Sub-type

Account

Type v
Text

Detailed text

Copyright GIT S.A. Geneva-CH Rev: 2018 NC/AD




@GIT ) Business Software
Since 1981 WIinEUR - General accounting manual Page 45 of 222

2) In the account Field : First insert class 1 referring to the asset

\

Account |Memo @ Genelal information

Sub-type Class
Account 1|
Type v
Text

You can see on the screen, by typing a position, the programme recognises you are
inputting a class. It is a fixed structure so information is clear. If you type 2 positions,
the programme will know you're entering a group, three positions a sub-group and

so on and so forth.

3) In the Nature field: pull down the menu with the ARROW to select the nature
of the account.

Account  Memo | General information

Sub-type Class
Account 1
Type Assets v
Text Liabilities
Costs
Income
Off balance sheet

4) Tag: a field of maximum 30 characters.

Account |
TYPE Assets ]
Text Assets|
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5) Validate with the <Enter> key or OK, you will obtain the following result:

File Display Tools Help

¥P

(@) List view () Tree list view
Account Currency Description Structural type Type Sub-type Revi
[1 Assets Class Assets

6) Now to create a group press the <ENTER> key of Insert button. Make sure the

Serial Creation box is checked, to avoid leaving this screen and fill in the
information of the¢ group as follows

Account | Memo | General in

Sub-type  Sub dlass

Class Assets
Account 10
Assets v
Current assets
Creating sequentially II| Cancel

7) Validate with the <ENTER> key or press OK.
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8) Lastly create a cash account. As soon as you input an account number, new
questions will appear: Situation with a single currency, can't pull down the
currency field.

|
Account | Memo | General information

Sub-type

Class

Account 100

Type Assets v
Text ‘ Cash|

9) Validate with the <ENTER> key or press OK to finish.

Your first structure is complete, here is the result:

(®) List view () Tree list view
Account Currency Description Structural type Type
1 Assets Class Assets
| 10 Current assets Sub dass Assets
100 Cash Group Assets

Follow the same procedure to complete your chart of accounts.
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3.2.2 Input multi-currency accounts

If you have a multi-currency license and you manage several currencies, read this
section; otherwise, you can skip to the next heading.

The variant comes in at account creation when you link it to a currency: either the
reference currency, or a foreign currency. Obviously, without first creating foreign
currencies, this will not come up. Refer to section 3.1.2 Currency files for the
creation of other currencies (This option is mandatory before proceeding further.
The below table showsan eanle of a multi-currency chart of accounts).

Account Currency Structural type Type
1 Class Assets
10 Sub dass Assets
100 Group Assets
101 Group Assets
102 Group Assets
1021 UBS Bank EUR Sub group Assets
1022 UBS Bank USD Sub group Assets

We will reproduce the 10100 account in several currencies. You don’t have to use the
same account for different currencies; it's to facilitate your understanding:

1) From the previous screen press the <INS> key or the insert button

2) In the account field, enter the 10100 account and press the <TAB> key on
your keyboard to move to the next currency field

3) From this field, pull down the options with the bottom ARROW and select
the currency, EUR for examp

Compte -

Mature Texte <>
Franc CH

Type Compte n [ELR 2R |

Libell& Caisse s sD
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4) In the tag field type text.

Compte 10100 ELR -

Mature Actif W
Type Compte normal (v
Libellé Caisse en EURQ|

5) Now go to the Revaluation tab to complete settings

Compte | Réévaluation | Divers | Statistiques | Mémo | Intéréts | Génériques

Comptabilité

Reéévaluation des changes Cours du jour W

Montants réévalués Réévaluation du solde L

Compte de gains de change 63500 CHF | = || ? |Gains de change
Compte de pertes de change 53600 CHF | = | ? |Pertes de change

You can choose not to revalue your account or the standard exchange rate
revaluation, at the closing price or rate of the day. In this case, we have
selected Rate of the day

If you select one of the three revaluation options, you must indicate the
valuation mode:

In general, balance sheet accounts are revalued on balances. In somes
cases the Profit and Loss accounts can be revalued on the movement. For
our example, we chose the Revaluation of the balance.

Next, questions concerning the transfer of the results of the revaluation, i.e.
the account for exchange differences in the event of gains and one in the
event of losses. Of course, this can be the same account.

P&L exchange differences accounts are mandatorily in the base/reference
currency of accounting. Revaluation adds a book entry that corrects the
reference currency (balance or movement) of a foreign currency account.
The original amount is not affected and the calculated difference is
compulsorily in the reference currency.

Before indicating the method of revaluation on a foreign currency account,
the account(s) of exchange differences must exist. The programme will
refuse to input a number that does not exist.
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6)

Take the time to create a 68500 account or the account you want to assign
for currency exchange gains and lgsses. Refer to the previous section for its

creation, or just validate wit

ENTER and the system will prompt its

CHF

creation.
Compte de gains de change 53500
Compte de pertes de change |586EIEI

-

? |i3ains de change

|CHF * | ? |Pertes de change

To finish validate with the <ENTER> key or press OK.

To create account 10020 USD, apply the same procedure

3.2.3 Input the VAT tax code into the account
This question only arises if you have configured accounting with a VAT tax system.
You must fill in the tax column; first determine the accounts in which you need to
input the VAT code. For our example, we will use accounts 34000, 34100 and 61000
as shown in the following table:

1) Move the mouse on the 30000 example account and double-click

Account Currency Structural type Type Sub-type Revaluaton B
2120 CHF Réserve Légale Account Liabilities Normal
2129 Résultat Reporté Account Liabilities Normal
3 CHARGES RELATIVES AUX M/SES Class Costs
30 ACHATS Group Costs
3001 CHF Achats matiéres premiéres Account Costs Normal C
3002 CHF Achats marchandises Account Costs Normal C
3003 CHF Achats divers Account Costs Normal C
3060 CHF Frais Account Costs Normal C
3065 CHF Frais société Account Costs Normal C
3070 CHF Escomptes Obtenus Account Costs Normal E
32 ventes Group Income
3219 CHF ventes Account Income Normal
4 AUTRES CHARGES D'EXPLOITATION Class Costs
40 FRAIS DE PERSONNEL Group Costs
4000 CHF Salaires Account Costs Normal C
4001 CHF Treziéme salaire Account Costs Normal C
4002 CHF Frais + divers Account Costs Normal C
4003 CHF Indemnités d'assurances Account Costs Normal
4050 CHF AVS [ Al / Chomage Account Costs Normal C
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2) Then click on the Various tab and select input tax code

Compte | Diver, tistiques | Mémo | Intéréts

Taxe
Code taxe par défaut 1 -
Code Description
Impression des mouvements de comp i T‘I.-'ﬂ s | <
[ |Regroupement des lignes par mais 7 A 2.5% S/VTE A
3 A EXPORT
4 TVA & % ACH+5E
5 TVA 8% INV+HFG
5] TVA 8% 50% RECUP
7 TVA 2, 5% INV+FG
10 TVA 8% sur les Ventes v

3) Pull down the ARROW of the fax code and select a code per the type of VAT to
apply. The codes must of codirse be pre-registered.
See section 3.1.1 to help you choose the right tax code. We insist on the fact
that you must follow this manual step by step so as not to forget important
options like VAT.

4) For our example, we will select code 4 for the purchase account.

Repeat this operation to assign a VAT code to the other accounts in our example
42000 and 42720.

By checking the tax option, each time the account will be affected, the programme
will allow for a tax code. We will see this later in input of book entries.

You can use the same tax code for collected VAT and VAT to be recovered, so long as
the rate is the same and that the entire tax is deductible.

However, we strongly advise creating two tax codes: one for sales and one for
purchases. Your tally will be made easier, as well as verification of the book entry
entries.

3.2.4 Edit an account

You can modify an account by moving the mouse on the line and pressing <ENTER>.
If the account you have created is false in its coding, it will not be possible to modify
it as is. You must first delete it and then recreate it with the correct number or
renumber with a right-click on the mouse (see section 3.2.7).
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3.2.5 Erase one or several accounts

Erase an account: Delete an account (insofar as there is no balance or movement) by

pressing <DEL>.

Erase a list of accounts: In this last case, an additional window will appear and allow
you to select the account or accounts to be deleted.

If a filter is activated on the accounting chart, the « Delete a list of accounts »
function will consider the filter on the accounting chart.

To erase from the selected accounting chart choose Erase a list of accounts as shown

in the table below:

[ - e ngre

Pages

R

File Display Tools Help
Import
Export
D Filter... Ist view
‘ w Delete a list of accounts CNTEncy Desaription
) HYPOTEQUES
? Settings.. CHE Hypothéque
Default analytical accounts CHF compte d'attente
. FONDS PROPRES
Check default analytical accounts CHF Capital
Account memo CHF Réserve Légale
CHF Résultat Reporté
Renumber the Account CHARGES RELATIVES A
Tools 3 ACHATS
CHF Achats matiéres premiér
3002 CHF Achats marchandises
3003 CHF Achats divers
3060 CHF Frais
3065 CHF Frais sodété

To do this, select/unselect the accounts. As you can see on this screen, the selected
accounts have a checkmark on the left (10200, 10210).

Currency Description

CHF
CHF
CHF

PETTY CASH
CCP
Banque XYZ en CHF

EUR

bangue euro

O
L]
[
L
O
L

usb

CHF
CHF

Bangue XYZ en USD
Préts au personnel
Avances sur salaires
Préts aux employés
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Lastly, validate with OK.
select all accounts.

O Remove the selection.

i Display only the selected items.

3.2.6 Search for an account

To find or land on an account, just type the full or partial account number directly
from your keyboard as shown in the screen below:

(®) List view () Tree list view
Account Currency Description Structural type Type
206 HYPOTEQUES Sub group Liabilites
2060 CHF Hypothéque Account Liabilites
2062 CHF compte d'attente Account Liabilities
21 FONDS PROPRES Group Liabilities
2100 CHF Capital Account Liabilites
2120 CHF Réserve Légale Account Liabilities
2129 CHF Résultat Reporté Account Liabilities
3 CHARGES RELATIVES AUX M/SES Class Costs
30 ACHATS Group Costs
3001 CHF Achats matiéres premiéres @0 ;,_0|
3002 CHF Achats marchandises ACCount Costs
3003 CHF Achats divers Account Costs
3060 CHF Frais Account Costs
3065 CHF Frais sodété Account Costs
3070 CHF Escomptes Obtenus Account Costs
4 AUTRES CHARGES D'EXPLOITATION Class Costs
40 FRAIS DE PERSONMEL Group Costs
4000 CHF Salaires Account Costs
4001 CHF Treziéme salaire Account Costs

After typing the numbers, the mouse will place itself on the nearest account.

This feature is available on all tables of the list (chart of accounts, table of taxes,
starting balance, display, input of entries, etc.).

You can also use the CTRL + F key shortcut.
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3.2.7 Renumber an account

e Place the mouse on the account you want to renumber
e Use the Tools menu and select Renumber the account

F Réserve Légale Account Liabilities M
s Résultat Reporté Account Liabilities N
CHARGES RELATIVES AUX M/SES Class Costs
ACHATS Group Costs
IF Achats matiéres premiéres Account Costs N
F Achats marchandises Account Costs Ni
i Achats diver - o — N
iF Frais Insert Ni
F Frais société Display Mo
iF Escomptes ( . N
AUTRES CHA Moddy
FRAIS DE P| Delete
iF Salaires M
F Treziéme sal; Copy Ctrl+C N
i Frais + diver Paste Ctrl+V i
F Indemnités d Mo
F AVS /AL / Ch Copy the account number gf the selected line Ni
Account memo
Renumber the Account

e Or use the right-click on the mouse to choose the account renumbering

option

e Type the new account number as shown in the screen below:

e Validate with the <ENTER> key or press OK (all book entries of the 44000
account will be transferred to account 44100); you can revert back to the

original state with the same operation.
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3.2.8 View accounts in tree view
To do this, click on Tree view

3.2.9 Display / print accounts

(O List view (®) Tree list view

Account Currency Description Structural type Type

S ACTIF Class Assets
10 ACTIFS MOBILISES Group Assets
& 11 ACTIFS IMMOBILISES Group Assets

= 2 PASSIF Class Liabilitie
& 20 FONDS ETRANGERS Group Liabilitie
& 21 FONDS PROPRES Group Liabilitie

3 CHARGES RELATIVES AUX M/SES Class Costs

= 4 AUTRES CHARGES D'EXPLOITATION Class Costs
40 FRAIS DE PERSONNEL Group Costs
H- 41 LOYER Group Costs
42 Intéréts et Frais Group Costs
& 43 ENTRETIEN ET REPARATION Group Costs
4 AMORTISSEMENTS Group Costs
& 45 Assurance R.C. Group Costs
% ELECTRICITE, EAU Group Costs

This display mode is available in almost all our reports, making it easy to access Excel

sheets and the Outlook interface with the email button.

To proceed: click on the printer icon.

File isplay Tools Help

5P«

() List view (®) Tree list view
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Several options are offered by the programme:

1) Preview: you can select the number of columns for a more compact view.

MULTIW16 - Chart of Accounts

Eont Printr
Printer
Name :\\srv-Yps-3\CANON DIR Properties
State :
Number of copieg : 1
Orientation
: (®) Portrait ) Landscape
Margins (nm)
' Top 0 = Bottom (10 |2 Left 10 |2 Right 0 |=
Print using
User name, date and hou [#] Fmrmmmmes mndn
! Reference
Borders [
[] separation line between kach line
["IBlank line afer each sub-total
[]Print with zebras
Preview Print Spreadsheet E-mail Close

In preview, you can specify what and how by clicking on the printer and

pencil icon (for example print only page 2 of the report) or save the report on
your hard drive. You can also appl Mfm on the report.

Y T
Page1 SOCIETE MULTI - MONNAIE S MULTIW-16
Chart of Accounts
Currency  Description Structural type Type Sub-type Revaluation | Breakd
ACTIF Class Assets
ACTIFS MOBILISES Group Assets
ACTIFS IMMOBILISES Group Assets
PASSIF Class Liabilities
FONDS ETRANGERS Group Liabilities
FONDS PROPRES Group Liabilities
CHARGES RELATIVES AUX M/SES Class Costs
AUTRES CHARGESS D'EXPLOITATION Class Costs
FRAIS DE PERSONNEL Group Costs
LOYER Group Costs
Intéréts et Frais Group Costs
ENTRETIEN ET REPARATION Group Costs
AMORTISSEMENT S Group Costs
Assurance RC Group Costs
ELECTRICITE, EAU Group Costs
FRAIS DIVERS DE BUREAU Group Costs
PUBLCITE Group Costs
AUTRES CHARGES Group Costs
PRODUITS DE L'EXPLOITATION Class Income
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2) Print: You can customise your layout and,choose your printer with the
properties button.

Fichier
oY

Imprimante *

om: V-5

Etat :
Mombre

(®) Portrait

Palice
Aial v| |8 v|

Marges [mm]

Haut E% Bas E% Gauche IZI% Droite E%

Impression avec

Mom d'utilisateur, date et heure [ ]code de la sociéte

|| Imprimer || Tableur

3) Spreadsheet: With just a click on Spreadsheet, the report is displayed in Excel;

A , B C D E F
1 _SOCIETE_MULTI - MONNAIE S MULTIW-16
2 |Chart of Accounts
3 |Account Currency Description Structural ‘' Type Sub-type
47 1 ACTIF Class  Assets
5[ 10 ACTIFS MOBILISES Group Assets
6 [ 11 ACTIFS IMMOBILISES Group Assets
7
8 2 PASSIF Class Liabilities
97 20 FONDS ETRANGERS Group Liabilities
10 21 FONDS PROPRES Group Liabilities
17 3 CHARGES RELATIVES AUX M/SES Class Costs
12
137 4 AUTRES CHARGES D'EXPLOITATION Class Costs
14 [ 40 FRAIS DE PERSONNEL Group Costs
157 41 LOYER Group  Costs
16 42 Intéréts et Frais Group Costs
17 [ 43 ENTRETIEN ET REPARATION Group Costs
18 [ 44 AMORTISSEMENTS Group Costs
19 45 Assurance R.C. Group Costs
20 : 46 ELECTRICITE, EAU Group Costs
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4) Email: With just a click on Email, the report will attach in your Outlook
interface

E-mai | Mail server

To v

From

Copy to

Subject Chart of accounts Compress att

Mail

Signature

3.2.10 Memo file

You can add text that will provide a more detailed description of your account; just
open the account and click on the Memo tab. Then place the mouse inside the field
and type in the information ant.

MULTIW16 - General Ledger a card [10 : ACTIFS MOBILISES] - b

Account Memo | General information

|] <| <| |> |> |] Cancel
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For example, if you want to reference certain information on account 42000.
You can type the text you want.

Once the text has been typed, it is imperative to save the memo file by pressing the
<ENTER> key. If you press <ESC>, you will lose the information.

On the list of accounts, in regard to the account in question, an asterisk will appear to
show a memo file was created.

(®) List view () Tree list view
Account Currency Description Structural type Type
1 / ACTIF Class Assets
| * 10 ACTIFS MOBILISES Group Assets
1000 CHF Caisse en CHF Account Assets
1001 CHF PETTY CASH Account Assets

3.2.11 Change the colour of classes and groups

A feature that makes your chart of accounts easier to read; we will put, for example,
the classes in red and groups in blue. Proceed as follows, from the Tools Menu of the
chart of accounts, click on Settings

File Tools

Display Help

Import
Export
? Filter... st view
* Delete a list of accounts Currencﬂ Description §
~ ¥ ACTIF C
&’ Settings.. ACTIFS MOBILISES d
Default analytical accounts CHF Caisse en CHF ‘a
CHF PETTY CASH #
Check default analytical accounts CHF ccp 2
Account memo CHF Banque XYZ en CHF 2
EUR bangue euro 2
Renumber a group of accounts USD Banque XYZ en USD P
Préts au personnel g
Tool 3
oot CHF Avances sur salaires ]
I] 1031 CHF Préts aux employés 2
105 DEBITEURS g

A new screen will prompt you to change the colours, for example classes in red with a
thicker font. Click on the class button.

General Ledger accounting sys

Classes [ ] classes and sub-dasses in bold
Sub dasses [ ] Groups and sub-groups in bold
Groups
Sub Groups

Canaral ladnar arrant
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Select the colour to change the appearance.

-
=
u
|
=
=

Couleurs personnalisées :

Définir les couleurs personnalisées >>

e

In the same way, use the same process for groups, here is the result:

2060 CHF Hypothéque Account Liabilities Normal
2062 CHF compte d'attente Account Liabilities Normal
21 FONDS PROPRES Group Liabilities
2100 CHF Capital Account Liabilities Normal
2120 CHF Réserve Légale Account Liabilities Normal
2129 CHF Résultat Reporté Account Liabilities Normal
3 CHARGES RELATIVES AUX M/SES Class Costs
30 ACHATS Group Costs
3001 CHF Achats matiéres premiéres Account Costs Normal Optional
3002 CHF Achats marchandises Account Costs Normal Optional
3003 CHF Achats divers Account Costs Normal Optional
3060 CHF Frais Account Costs Normal Optional
3065 CHF Frais société Account Costs Normal Optional
3070 CHF Escomptes Obtenus Account Costs Normal Optional
4 AUTRES CHARGES D'EXPLOITATION Class Costs
40 FRAIS DE PERSONNEL Group Costs

3.2.12 Notes

To begin accounting, a minimum of created accounts may be sufficient but there
must be at least classes and groups. In fact, when entering a book entry, it is possible
to introduce a new account. However, it is preferable to create the most
comprehensive chart of accounts possible; creation is faster and inputting book
entries will not lag or slow.

At all times, you can go back in the update of the chart of accounts to create new
accounts to modify most information, except the number and currency, or to delete
accounts (if there is no balance or movements).

The structure of the chart of accounts is fixed. It is important to think carefully about
this so as not to be hindered sooner or later by the lack of positions. For example, if
you chose a 1, 2, 4 structure it means you cannot have more than 10 groups per class,
etc.
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Remember, this programme is more than just accounting software; it is also an
excellent management tool that, as we will see in detail later, can produce results per
positions in numbering; you can sort from any position, from the first to the last but
also from the third to the fifth.

Let's take the following example: you have two offices. One in Geneva and one in
Zurich. You would like to get the operating accounts by sector. The best solution is to
take the analytic module; however, by properly structuring your chart of accounts, it
will be relatively easy to perform this analysis. Use the last position to indicate the city
and there you go.

Conclusion: Nothing can replace the thorough process and competence of a human
being. Take the time to think before you realize it's too late and so that maybe, to
avoid important things not making sense, you would have to start all over again.

We emphasise, the structure of your chart of accounts is paramount. It will make your
work easier; it will allow you to produce results very quickly by simple display. Indeed,
in no way did the programme ask for the nature of the accounts (assets, liabilities,
expenses, revenues). Freedom is absolute, with its advantages and disadvantages.
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3. Book entries

3.1 General information

The principle of the programme is to allow the authorised (meaning with sufficient
rights) user to:

e Input account documents at will, without the mandatory notion of chronological
order or input order with first a line of debit then a line of credit,

e Modify them,
e Delete them,
e View or print them.

In short, the programme is flexible enough to quickly input, verify, etc. which implies
a thorough command and understanding of accounting. Since, we remind you, the
programme will never restrict the input of a debit amount when it should be input in
credits or imputting to a balance account rather that a P&L account.

As soon as a book entry is recorded, the programme will update the affected
elements, ie balance, movements, etc. Of course, during the recording itself, the
programme will not be able to register each line, so each element, straight away.

In the same menu (book entries), you can create, edit and display the book entries.
But you can also create a new account (insofar as the group already exists), display
the chart of accounts, read or create of memo file and even ask to view the
movements of an account.

The screen will display as much information as possible, including the balance of the
input account, its four last movements. We will see this in detail later.

Inputting is also made easier with standard tabs.

With utilities, you can create a batch of book entry templates each of which you can
retrieve whenever necessary (ex: payroll book entries, rent, etc).

You will learn how to input simple and multiple book entries. We will review both
cases with and without VAT. Take care to follow the exact procedure that follows.
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3.2 Input an accounting book entry

In this section you will learn how to process simple and multiple book entries; to do
this you must select the following menu:

¥ A
' 4 -Entries
Book entries

~s_ & _ _ 8 _ _&._=_ _ = ___ &

3.2.1 Input a simple book entry
As you can see from the screen below, there aren’t any saved book entries yet.

File Display Options Tools Help

» &

Provisional entries

Entry No. Voucher Vaook keeping date Accounts

We will input the first book entry with a transfer of funds from cash register then to
the bank for an amount of CHF 2'000. We will credit the cash register (account 10000
or the appropriate account in your chart of accounts) and debit the bank (account
10200).

The programme is a two-part accounting software, i.e. book entries must be balanced
and be transcribed in two lines. Consequently, the programme will systematically
prompt the balance of the book entry on the following line, or in the case of a simple
book entry the inverse amount.

For the operation to proceed smoothly, we advise you to follow the instructions step
by step.

Now Click on Insert or press the <INS> key on your keyboard.
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On this new screen, position the mouse on the date field, by default it will show the
date of the previous book entry or the current date

Use the <TAB> key to move to the next fietd and avoid using the mouse to go faster.

For the numbering of documepts, it all depends on the kind of configuration (see
section 2.3.6) that yo ifled in the company settings (sequential numbering,
absolute numbering, /wtthout numbering or even depending on the user). For our
example we will ally attribute document 1 and press the <TAB> key.

Lines Displa{Optiuns T¢-\s Help
Date |05/03/17 |+ Voucher 1 ~ | []Tobereversed

Original currency CHF
Account Currency  Description Quantity Debit Credit Debit

Total

Let's make the most of this screen to note the following:

Numbering of documents depends on your own wishes. We insist on the fact that
this is very important. Indeed, it is easier to retrieve a book entry by document
number rather than book entry number. Particularly after carrying over the book
entry when the book entry number can change.

NB : The book entry number is generated by the machine and cannot be modified,
unlike the document number.
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On the following screen, position the mouse on the account field, if you know the
account number you can type it directly with you oard. By default, it will show
the last input account or the first acco your chart of accounts.

0.00

Account | -2
Text

CHF 0.00

OK line Cancel line

If you don’t know the account number you can search for it with the bottom ARROW
or with the F4, F3 keys (located next to the account field, a new window will
appear with a list of ac choose the right account and double click on the line

to accept).
\

General Ledger v 1000 CHF ||~ ?| Caisse en CHF
Text Account Currency Description ol?

1000 CHF Caisse en CHF _
et 1001 CHF  PETTY CASH a2
CHF 1010 CHF CCP

1020 CHF Bangque XYZ en CHF

1020 EUR bangue euro

1020 USD Bangque XYZ en USD

1030 CHF Avances sur salaires

1031 CHF Préts aux employés

1051 CHF DEBITEURS =

To go the the next tag field press <TAB> on your keyboard.

In the tag field you can type theAfext refering to the line of the book entry, in this field
input a maximum of 40 chardcters ; if you think this is insufficient, you can add a
second line of text in company settings (see section 2.3.6 book entry settings and
select « two lines of text »)

For our example, type tfansfer of funds.

Text transfer| IE:

Tevt =1l 2

You can save standard tags to avoid retyping them again; to do this, just press F8 on
your keyboard.
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To move on to the next field just press <TAB> on your keyboard.

In the CHF field (amount), to follow our example, type in the amount 2000 in
negative, knowing it's a credit amount

General Ledger v 1000 CHF ||~|? Caisse en CHF
Text transfer ~|i?
Text - 2
CHF -2000]

You can also use a calculator to perform the operations with the F12 key on your
keyboard.

To continue with your book entry use the <TAB> key or click on OK and you will
obtain the following screen

Lines Display Options Tools Help
23/11/16 | = CA v CA-0001 To be reversed 1 1
Original currency o
Account Currency  Description Quantity Debit Credit Debit Credit <>
J
Total 0.00
General Ledger v | |1000 CHF | +| 2] Casse en O o
Text transfer |7
Text -z
cHF -2000|
OK line Cancel line
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You just have to fill in the second counterpart line. Position the mouse over the
account field again, to follow our example, insert the account 10200 as shown in the

screen below /

General Ledger v 1020 Y& |~ 2| Banque XYZ en CHF a
Text transfer v|?

Text v 2

CHF 2,000.00

If you don't remember the bank account number, go back to the explanation on the
previous page (See box).

To move on to the next field, use the <TAB> key on your keyboard.

To land on the tag field again, you can use the same text or modify the proposed
text. To move on to the next field, please press the <TAB> key on your keyboard
again.

The screen below automatically proposes the amount of the previous line with a
negative sign, in this case, 2000 is a positive value.

General Ledger v | 1021 CHF ||~ || ? | Banque UBS CHF
Text transfer v ?
Text v ?
CHF £000.00]
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To continue please press the <TAB> key on your keyboard or click on the OK line

button. Here is the result of your book entry. First remark, the total balance of your
book entry is at zero.

Lines Display Options Tools Help
Date 23/11/16 |+ Journal cA ~| voucher  CA-D001 - reversed 2 2
Ori ency CHF
Account Currency  Description Quantity Debit Credit Debit Credit <>
1000 CHF transfer 2,000.00
1021 CHF transfer 2,000.00
[ ]
Total 0.00
Insert line
oK Cancel

You cannot validate a book entry if the total does not come to zero, an additional

safety feature of the software. To finish and validate, you can press the <ENTER> key
on your keyboard or click the OK button.

As soon as the book entry is saved, the programme will move on directly to the next;
you can enter the next book entry or exit inputting by clicking ESC.
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3.2.2 Inputting multiple book entries

If it's a multiple book entry (more than two lines), you must input the lines one by
one, regardless of whether they are a credit or debit. Balance will update with each
additional line.

Using the same interface as with simple book entries, our second book entry will be
the payment of various expenses. Credit the bank (account 10200 or the appropriate
account in your chart of accounts) and debit several expense accounts (for our
example accounts 52000, 52700 and 52520).

To begin our presentation, from the screen below Click on Insert or press the <INS>
key on your keyboard.

Provisional entries | Posted entries

Entry No. Voucher No. Journal code Book keeping date Accounts Text / int
<>
1 1 03/02/16 1050-CHF, 2016-CHF... FACTURE CLIENT / L.
2 CA-0001 CA 23/11/16 1000-CHF, 1021-CHF transfer / (=]
Print Insert Display Modify Delete

MNumber of provisional entries: 2

Close

To review the last movements we recommend you activate the following setting:
Permanent display of movements, se¢ screen below.

Lines Display ‘ Options ols Help

Always display movements A ~ Voucher  CA-0002 ~ | []Tobe reversed

Analytical account filter with GL account currency Oviginad curency

Input both lines of text in a memo tion Quantity Debit

To continue, place the mouse in the date field: enter the date of your transaction
and press the <TAB> key to move on the next field.
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In the document field, the system will automatically show the following number. You
can also use a custom number like UBS-100112.

Lines Display Options Tools Help

Date |28/11/16 ~| Journal CA ~ | Voucher 3 ~| []To be reversed
Original curre
Account Currency  Description Quantity Debit

[

To facilitate our example, we'll let the programme automatically manage to number.
To move onto the next field, press the <TAB> key.

The mouse is now over the account field; please enter the account corresponding to
the bank account of your chart of accounts and then press the <TAB> key to
continue.

General Ledger  v| 1021 @ + | 2| Banque UBS CHF [ i
Text transfer ~|[?

Text vl2

CHF 0.00

As you can see in this second book entry example, you can see the balance and the
last movements of your bank account.
Account : 1021 :E;\que UBS
Balance = 2,000.00 CHF
23/11/16 CA-0001

transfer

General Ledger v | 1021 3d |+ ? Banque UBS CHF

In the tag field, the system will propose the tag of the previous book entry, but you
can edit the text. We will input various payment and press the <TAB> key to
continue.

General Ledger v 1021 CHF |~ ? | Bangue UBS CHF

Text various paﬂ'nent - ?
Text |2
CHF 0.00

Copyright GIT S.A. Geneva-CH Rev: 2018 NC/AD




Business Software
(GIT) f

ince 1981 WIinEUR - General accounting manual Page 71 of 222

In the amount field, apply the same principle as for the previous book entry and
credit a negative amount of 6000, see screen below.

General Ledger v 1021 CHF |~ | ? Banque UBS CHF
Text various payment v ?
Text v|?
CHF -6000|

If the book entry is in multiple parts (more than two lines), you must input each line
one dfter the other, regardless if credit or debit.

With each additional line, the balance of the book entry will update.

To continue press on the <TAB> key or the button marked OK line.

The screen below shows the first part of your book entry, you still need to input the
counterpart. The system goes back to the account field.

Lines  Display  Options  Tools  Help
2 2
Original currency CHF
Account Currency Description Quantity Debit Credit Debit Credit <
1021 CHF various payment 6,000.00
Total 6,000.00
Account : 1021 : Banque UBS CHF
Balance = 2,000.00 CHF
23/11/16 CA-0001 transfer 2,000.00 CHF
General Ledger | v| 1021 oF | =|[7] Banque UBS CHF o
Text various payment i | £
Text =1k}
CHF 6,000.00

Now please enter the first expense account, example 52000 which corresponds to
wages. Press the <TAB> key to go to the next field.

General Ledger v 4000 CHF |~ ? | Salaires
Analytical -3
Text wages| v 2
Text o | K
Quantity 6,000
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In the tag field, type the example text June wages and press the <TAB> key to go to
the next field.

Compte 52000

Libelle |Salaires juin]|

In the amount filed, indicate the amount to be debited from 2500 and <TAB> to
continue.

General Ledger v 4000 CHF (~|/2 58
Analytical |7
Text wages november

Text

Quantity 2,500

Here is the result of the first counterpart line.

Lines Display Options Tools Help
28/11/16 C ersed 3 3
Original currency CHF
Account Currency  Description Quantity Debit Credit Debit Credit <>
1021 CHF various payment 6,000.00
4000 CHF wages november 2,500 2,500.00
Total 3,500.00

Account : 1021 : Banque UBS CHF
Balance = 2,000.00 CHF

23/11/16 CA-0001 transfer 2,000.00 CHF
General Ledger | v 1021 CHF | ~| 2| Banque UBS CHF [
Text wages november -?
Text .2
CHF 3,500.00

You can see there is still 3500.- to balance and the system will not allow you to
validate unless the balance is at zero. You must continue with the other expenses.
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The system will return to the account field, please enter the second expense account
in the same way.

General Ledger v 4050 CHF =2 [
Analytical -l|l?
Text iNsurance june

Text

Quantity 500

We have input account AVS 52700, tag AVS June and amount 500. To finish this
operation, validate with the <TAB> key or click the line OK button.
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Here is the result of the second counterpart line.

Lines Display Options Tools Help

Original currency CHF
Account Currency  Description Quantity Debit Credit Debit Credit <>
1021 CHF various payment 6,000.00
4000 CHF wages november 2,500 2,500.00
4050 CHF insurance june 500 500.00
\
Total 3,000.00

Acrount @ 1021 : Ranaue LIRS CHF

You can see there is still 3000.- left to balance and the system will still not allow you

to validate unless the balance is at zero. You must continue with a new line.
M

GeneralLedger v 4051 cF [ ~/[2| Fon
Analytical vl 2
Text pension

Text

Quantity 1300

The system will return to the account field, please input the third expense account as
with the previous line.

We have input the pension account, assigned the Pension tag and an amount of
3'000 that represents the balance of the book entry. To finish this operation, validate
with the <TAB> key or click on the OK line button.
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Here is the final result of the book entry. The balance of the book entry is zero, you

can now validate with the <ENTER> key of your keyboard or the OK button.
Lines Display Options Tools Help
Date 28/11/16 |~ | Journal CA * | Voucher |3 *  []Tobereversed 4 4
Original currency CHF
Accou Currency Description Quantity Debit Credit Debit Credit <>
1021 CHF various payment 64000.00
4000 CHF wages november 2,500 2,500.00
4050 CHF insurance june 500 500.00
4051 CHF pension 300 3,000.00
[
v
Total 0.00
Insert line Modify line Delete line
v
oK Cancel

You can also modify a line by placing the mouse directly over it and typing <ENTER>;
you will go to the account field and so on. Just change what is necessary and validate
the other fields with <ENTER> or with the bottom ARROW.

You can insert a line in between or delete a line.

If you would like to invert two lines, just click on the Lines and invert the book entry.

Default column sij/ v Journal
Reverse entry -

Entry lines macro generating... Ctrl+G Description

Close

Lines Dis Options Tools Help
CA * | Voucher 3
Quantity
various payment
wages november 2,500
4050 CHF insurance june 500
4051 CHF pension 300
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The following screen shows the inverted result:

Lines Display Options Tools Help

Date |28/11/16 |+| Journal CA ~| Voucher |3 * []Tobe reversed 1 4
Original currency CHF

Accou Currency Description Quantity Debit Credit Debit Credit <>

[1021 CHF various payment 6,000.00

4000 CHF wages november (2,500) 2,500.00

4050 CHF insurance june (500) 500.00

4051 CHF pension (300) 3,000.00

To go back to the original state just click on the Lines again and invert the book
entry.

To finish our example, you can continue the book entry with ENTER or ESC to close or
by clicking the CANCEL button.

The following screen will display a summary of book entries input up till now.

Provisional entries | Posted entries
Entry No. Voucher No.  Journal code Book keeping date Accounts Text int
<>
1 1 03/02/16 1050-CHF, 2016-CHF...  FACTURE CLIENT L.
2 CA-0001 CA 23/11/16 1000-CHF, 1021-CHF transfer (..
3 3 CA 28/11/16 1021-CHF, 4000-CHF...  various ent o
Print Insert Display Modify Delete

The book entries you have input will all be provisional; i.e. you can edit them at any
time. They refer to only one journal.

In a previous section, we showed you how to make your book entries final and so
prevent any modifications.
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3.2.3 Inputting book entries in multi-journal

If you have activated the multi-journal option, read this section; otherwise go to the
next section. Before starting, you need the multi-journal setting; proceed as follows:
in the screen below select the proposed settings.

Company Modules Tools Help

i , Company || aci Accounting .v& Securities ‘ ,ao_ Invoicing ‘ x)_ Addresses management | x}_ Time-Sheets |

General Ledger | Clients | Analytical | Ebanking | M-Files | Fixed assets | Export

General ledger settings | Journals | Entries settings | Options

Journals

Multi journals

Journal code width z

Type of journal Multi journals based on dates v

(] inter-journal vouchers numbering

Validate with the ENTER key or OK to finish the operation.
Now, refer back to section 3.1.3 Multi-journal files to create new journals.

The principle behind inputting book entries with multiple journals is the same as with
a single journal. As you can see on the screen below, you have an additional field
which is the journal code.

L] MULTIW16 - Book entries
File Options Tools Help
& Sort entries
Select a journal code AC -
Code Description
Provisional entries | Posted entri <>
[ac Purchases journal I
Journal code Elca Cash journal A Accounts Te
FI Journal banque
MI Miscellaneous transactions jo...
VE Sales journal

If you want to change the journal with the bottom ARROW you can select another
journal.
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To number the documents, the programme proposes the one you chose when
creating the journal (see sectien 3.1.3).

Lines Display Options Tools Help
Date |05/03/17 |~| Journal AC Voucher ACH-001| *| []Tobe reversed

Original currency
Accou Currency Description Quantity Debit Credit

Now input happens the same way as a simple or multiple entry.

If you have finished with a book entry and want to change the journal to modify any
document, press <ESC> after saving the book entry. The screen will then go back to
the previous screen.

In the financial journals, you specify a specific account. Consequently, the account can
be used in the book entries of its own journal. For the purchase and sales journl, there
are no payticular restrictions except the one cited above as, here, the programme
recognizes\the notion of supplier and debitor.

Lines \splay Options Tools Help
Date (05/03/17\~  Journal FI Voucher BK-0001] * | []Tobereversed
Finandal account 1020 CHF Banque XYZ en CHF
Original currency
Accou Currency Description Quantity Debit Credit

When you enter a book entry in a financial journal, the programme automatically
knows that the counterpart must be the linked account. You just have to input
different lines and rather than retrieve the last line and validate everything, you just
have to press <TAB> to save. The programme will ask for the tag of the last line and
will automatically save the book entry. The time that's saved is appreciable.
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3.2.4 Input lines with signed credit/debit

While this option is less and less frequently used, your accounting can be configured
with the SIGNED DEBIT/CREDIT option (see section 2.3.7, various options, to activate
this option). In this case, when entering each line, the programme will ask if the
amount is assigned to the debit or credit of the account.

General Ledger v 1000 CHF =+ 2
Tax 10 v 2
Text various payment
Text
Amount type + (debit) v
- (credit) |r

With this option, the amounts are usually input without signs.
For example:

Amount of 100.-- choosing « Debit » goes to the debit column of the account
(conventional book entry).

Amount of -100.--, choosing « Debit>, goes to the debit column of the account but
as a negative value (book entry that diminishes the debtor account).

Amount of 100.-, choosing « Credit », goes to the «credit column of the account
(conventional book entry).

Amount of -100.--, choosing « Credit », goes to the credit accound but as a negative
(book entry that diminishes the credit of the account).

Practical example:

Credit sales of the account and direct expenses of the negative credit sales are
recorded. Notes of credit are recorded on the debit sales of the sales account. This
way, the movements of the credit account indicate net sales and debit movement of
the returns/notes of credit account.

In more traditional accounting, the sales account is credited, the « sales expenses »
account is debited and the sales account is debited for notes for credit.
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3.2.5 Input a line in the original currency

If you have a licence that allows you to manage several currencies, read this section, if
not you can skip ahead. Firstly, you must create the currencies (see section 3.1.2) then
set up a chart of accounts to create multi-currency accounts (see section 3.2.2). Now
that configuration is set, proceed with the book entry like a normal book entry but in
the account field type the foreign currency account, for example the 10210 EUR. See
below.

Genersl Ledosr  + 1020 ush = ? Bax
TExt PeETEE E

Tt

Exchange rate [LISD]

=D

CHF Chsing rate 1. D000
Fistonical rate 10870
Enber & differan rabs

When you input a foreign currency account, the programme will display the following
possible exchange rates:

By default, the programme will propose the rate of the day and displays the date of
the rate. If none are available at the date of the book entry then the most recent is
proposed. It is also possible to select the standard or closing rate.

The historical rate will be updated with every book entry. This is the mean of the item.
The calculated rate is the exact rate used last for a book entry in the same currency.

You can also choose to use another rate. Just place the mouse on the ENTER
ANOTHER RATE line, hit <TAB> and the programme will ask for the rate, offering by
default the rate of the day or nearest date.

In the case of the other choices, the programme transforms the amount directly into
the original currency.

And automatically proposes the corresponding amount in the reference currency.
You can choose to accept or edit.

If you edit the amount to the reference currency, the programme will recalculate the
rate.

It is possible you don't have the rate, but only the amounts in original and reference
currencies. Take the rate of the day or offered rate and type in the two amounts. The
rate will be recalculated.
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Another possible case: you have the rate of the day, the reference currency amount
but not the amount in the original currency. You can input a line with the known
elements.

Display of the last movements of a foreign currency account is also done in the
original currency. Only the balance is in both currencies.

Here is a first excerpt of the book entry, two columns are displayed: original currency

and reference currency\Q\

Lines Display Options Tools Help
01/05/17 7 To be reveNed [Jinterco entry 1 1

Criginal currency CHF
Debit Credit Debit Credit <>

Account  Currency Description Quantity

/

Account : 1020 : Bangue XYZ uso
Balance = 72,400.00 USD

Total 0.00

Balance = 66,&8.00 CHF

General Ledger v | | 1020 UsD ||~ | ? | Bangue XYZ en USD o ~
Text paiment -2

Text -7

Exchange rate [USD] w||L1111

ush 0.00

3.2.6 Input a line with a tax code

Entering a line with a tax code can, if the tax is broken down, automatically generate
a complete book entry.

If not the book entry will be the same as for a normal line, the programme will just
ask for the tag code right before inputting the tag.

The various practical cases will be explained with VAT.
First, you must create different types of taxes (see section 3.1.1)

3.2.6.1.1 Input tax inclusive, save tax inclusive

This options is used for clients with the AP/AR module (management of payables and
receivables) CThis option est utilisée pour les clients ayant le module tiers (gestion
débiteurs et créanciers) ou pour les clients qui utilisent une taxe sur les comptes de
(actifs/passifs) liquidités quand on saisit une écriture chiffre d'affaires.
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Here is a reminder of the various taxes created when creating the VAT code reference
file. Check that your tax code is under the [0] calculation mode (see section

3.1.1.2)
Taxes Journals Payment terms Banks Allocation keys Analytical dimensions Languages Interest rates gin rate Account management fees Countries Type of third-party
Breakdown

Code Description Rate Calculation Cash[ﬁy/ Sales/VAT acent. Purch. VAT acent. <>
(1 8% - Mjses 8.0000 [ A 2016-CHF 1061-CHF

7 2.4 % - Mjses 2.4000 0] 2016-CHF 1061-CHF

3 Exportation 0.0000 ] 2016-CHF -

4 8 % Charges 8.0000 [0] > 1062-CHF

5 8 % -Invest 8.0000 0] 1062-CHF

10 8% VAT 0.0000 8 O - -

20 8 % - M/ses 8.0000 4 g 2016-CHF 1061-CHF

To facilitate our explanation we will provide an example:

You have a tax code on a cash account. Saving occurs with a single book entry. If you
think you have received the payment from a clients on your bank account, here is the

procedure:

1) From the menu of the accounting programme you must select the accounting

plan

4 -Base files
| Chart of accounts |
- Currencies and exchange rates
. Miantc

2) From the list of accounts place the mouse on the cash account:

(@) List view () Tree list view
Account Currency Description Structural type Type Sub-type Revaluaton  Breakdown Tax TFT category
[ ACTIF Clzss Assets
=10 ACTIFS MOBILISES Group Assets
1000 CHF Caisse en CHF Account Assets Normal 0 Cash

3) Double-click on the line and go to the Various tab

Account Various Statistics | Memo | Interest = General information
Analytical
Analysis breakdown No analytical bookings v
Tax
Prompt for tax code
Default tax code 10| -

4) Activate the checkbox of the tax code and select a default tax code.
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5) Go to enter book entry in the menu,

e

4 -Entries /
- Standard entries input

Generate standard entries
- Generate repetitive entries

6) Enter the book entry with the tax into the cash account. The amount in this

case is with tax included. /

Lines Display Options Toolﬁ Help

Date  |28/11/16 |~ | Journa ch ~| Voucher

Account  Currency Description

= To be reversed

Original currency C
Debit Credit Debit

| /

i)/ /

Account @ 1000 : Caisse en CHF
Balance = 2,245.00 CHF
23(11f16 CA-0001 trAnsfer

(2,000.00) CHF

General Ledger v lﬂﬂ[j

Tax 10 7
Text warious payinent
Text

Amount type

CHF

CHF |~ ? F:aisse en CHF

%

8% VAT

|

|7

7) After entering the amount, press the <TAB> key and the programme will
automatically create two other lines, i.e. the amount of the tax and the amount

without tax, see the above.

Account  Currency Description Quan __Credit Debit Credit -
1000 CHF [T:10] warious payment a0
1063 CHF wvarious payment 42.95
&000 CHF various payment 537.05
[

Total 0.00
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This is only valid if in the configuration of the tax you indicated:

Breakdown tax Yes,

Tax Sales breakdown || Break down purchases
10
Description 3 %0 VAT
Multiple rates ]
Calculation options [0] Input gross amount, store gross amount
Tax percentage 3.0000
Rounding factar 0.05 W
Taxes breakdown “
Deductible tax percentage 0.0000
Tax code used on cash or dient line
Type Sale W
Statement currency CHF =
Exchange rate Daily rate v | [ cor

Tax account with input of account No
The sales, purchases account (VAT) with Tsput of the account No.

A\

Tax Sales breakdown | Break down purchases

Sales account

Account for sales discount

Account for VAT on sales 1063 cHE | =7| [Jinpe

If you answered Yes for input of accounts the programme will ask for the account
number with, by default, the value indicated during the configuration of the tax. This
is valid if you have several accounts and when you enter accounts, the programme
allows you to stop to the account number.

You can change all amounts, but pay attention to the consistency of your tax accounts
and returns calculated by the programme. Usually, it's best to accept the programm’s
calculations.
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3.2.6.1.2 Input tax inclusive, save tax exclusive

As already indicated in the tax configuration section, this tax calculation option is
available only when entering the tax on an expense or products account and not on
an AP/AR or cash account.

We will review here a standard input for this calculation. You must split an employee’s
expense note per different expense accounts, example:

52810, Representation costs
52830 Client gifts, various

We assume the tax of account 52810 is 100% deductible for this book entry while the
one for account 52830 only up to 50%.

You first enter the reprensentation costs as follows:

The amount to enter is thus the tax inclusive amount.

|
Compte 52810 ~ | ? | Frais de représentation
Taxe 4 - |[? TVA 8 % ACH45E
Libell& cadeaux di || ?
CHF 580.00]

The programme records the tax exclusive. amount.on account 52810 and
created the tax line. The counter ne is not created\ according to tax codes

settings because here it will alance sheet account.
Monnaie originale CHF
Compte ie  Description Quantité Débit Crédit Débit Crédit
52810 * CHF [T:4] cadeaux dients 537.05
11700 CHF cadeaux dients 42,95
I

The second affected account is the Gifts, various account. On the third line of the
book entry, enter the account 452830 with the adequate tax code, as well as the tag
and tax inclusive amount:

Compte 52830 CHF | ~| ? | Cadeaux aux dients, divers
Taxe & -2 MVA 8% 50% RECUP
Libelle cadeaux divers -|?

CHF k50,00
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The programme will apply the formula, i.e. the tax exclusive amount on account
52830, the deductible tax on account 11700 and the non-deductible on the account
indicated during configuration of the tax, in this case account 67000. The counterpart
is still not indicated as it is a balance sheet account.

g i
I Compte Maonnaie  Description Quantité Debit Crédit Débit Crédit
52810 CHF [T:4] cadeaux dients 537.05
11700 CHF cadeaux dients 42,95
52830 CHF [T:8] cadeaux divers 425,85
11700 CHF cadeaux divers 17.05
67000 CHF cadeaux divers 17.00

For this, we have previously created tax code 6; in the tax tab, we have selected
calculation option [4] and a percentage of deductible tax of 50%.

In the Breakdown of purchases tab, we have indicated the non-deductible VAT on
purchases account. Here is a view of tax code 4:

) FIRST12 - Fiche taxe [4] | = |[| ™ FIRST12 - Fiche taxe [4] = ==
Taxe | Ventilation des ventes | Ventilation des achats | | Taxe I Ventilation des ventes | Ventilation des achats |

o N Compte d'achats [30050] CHF E]E] [ saisie
Intitulé
Taux multiples ] Compte d'escomptes obtenus E]E] [ Saisie
Options de calcul [[4] Saisie du TTC, enregistrement du HT
ErrmiiEreck Gres 5.0000 Compte de TVA sur achats 13000 CHF E] [ saisie
ez ar Compte de TVA non déductible sur achats 40070 CHF E] [ 5aisie
Ventilation des taxes
Pourcentage de taxes déductibles 50,0000 Compte de TVA 3 payer 22000 CHF E] [ saisie
Code taxe utilisé sur les lignes de liguidité ou de tiers 0
Monnaie du décompte CHF D
Taux de change [Cours du jour - ] [ convertir & p)
(1445 (b1 (4 [aJCaJp e o e

The balance of the account is CHF 1040.- that you balance on a current account for
example.

Compte 10200 CHF | =| 7 | Compte courant UBS CHF
Libellé [ezdeau divers ol |k
CHF -1'040.00
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Compte Monnaie  Description Quantité Débit Crédit Débit Crédit =
[52810 CHF [T:4] cadeaux dients 537.05

11700 CHF cadeaux dients 42,95

52830 CHF [T:8] cadeaux divers 425,95

11700 CHF cadeaux divers 17.05

67000 CHF cadeaux divers 17.00

10200 CHF cadeaux divers 1'040.00

This book entry has a total of 6 lines (as indicated by the number on the top left of
the screen), the two first ones refer to account 52810, and the last to the current
account.

3.2.6.1.3 Input tax exclusive, save tax inclusive

On the coded line, enter the tax exclusive amount. Here, the affected accounts are
AP/AR or cash accounts and not expenses opproduct accounts.

Compte 21000 CHF E] FOURNISSEURS & PAYER
Taxe ] E] TVA 8% sur le tiers
Libellé Cadeaux dien E]

CHF 86 &

Once the line is validated, depending on the configuration of the tax code, the book
entry will become:

Compte Mannaie | Description Débit Crédit
21000 CHF [T:6] Facture d'achat 540.00
13000 CHF Facture d'achat 40.00

30000 CHF Facture dachat 300,00

We see the tax exclusive amount in the expense account (here account 30000) and on
the supplier account, where it is the tax inclusive amount.

Here are the settings of the VAT code that were used:
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) FIRST12 - Fiche taxe [6] | ™ FIRST12 - Fiche taxe [6] = x|
Taxe | Ventilation des ventes | Ventilation des achats | | Taxe | Ventilation des ventes | Ventilation des achats |
[ -

Compte dachats E CHFE 2| [ saisie
Intitulé e
Taux multiples = Compte d'escomptes obtenus E] [C] saisie
Options de calcul [ [1] Saisie du HT, enregistrement du TTC

Compte de TVA sur achats isi
Pourcentage de taxes 2.0000 £ 13000 CHF E] [Csaisie
Facteur d'arrondi Compte de TVA non déductible sur achats E] [C] saisie
Ventilation des taxes
Pourcentage de taxes déductibles 100.0000 Compte de TVA & payer 22000 CHF E] [ saisie
Code taxe utilisé sur les lignes de liquidité ou de tiers
Monnaie du décompte CHF
Taux de change [Ccurs du jour - ] [ conve
Laa )i a Jin Jima] o | (aaJajln J[wr] o< ][ amer

3.2.6.1.4 Input the tax, save tax inclusive

Here, enter on the AP/AR line the amount of tax and the programme will save the tax
inclusive amount.

Compte 21000 CHF E] FOLRMISSELRS a PAYER
Taue 7 E] TVA 8% Saisie de la taxe

Libellé Facture d'achat E]
CHF [120]

Once the line is validated, the book entry will be automatically completed according
to the configuration of the tax code.

Compte | Maonnaie | Description Debit | Crédit |
21000 CHF [T:7] Facture d'achat 1'620.00
13000 CHF Facture d'achat 120.00
30000 CHF Facture d'achat 1'500.00
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Here is the tax codeused in this example:
) FIRST12 - Fiche taxe [7] I \ \w - Fiche taxe [7] o [ =]
Taxe |Venﬁlaﬁon des ventes | ‘u'elﬂtilaﬁon‘ﬂes acham| | Taxe | Ventild entes | Ventiation des achats |
g Compte d'achats [30000] cHE [=|[z] [C]saisie

Intitulé | st

Taux multiples (& Compte d'escomptes obtenus -|[z] [[]saisie
Options de calcul I[Z] Saisie de |a taxe, é‘uregistrement du TTC

Compte de TVA sur achats C [z isi

Pourcentage de taxes 3.0000 RS Sur acha 13000 CHE 2| [saisie
Facteur darrondi 0.05 = Compte de TVA non déductible sur achats =|[3] [[]saisie
Ventilation des taxes

Pourcentage de taxes déductibles 100, 00N0 Compte de TVA & payer 21000 cHE [=1[z] [C]saisie
Code taxe utilisé sur les lignes de liguidité ou de tiers

Genre Achat -

Monnaie du décompte CHF D

Taux de change ICours du jour - I [F conv

Lo JLw Jiwr] Lo | (0]l ]in jin] [oc  J[ s

Warning: you must think in terms of the account in which the tax is entered. Indeed, if it
(s a supplier account, as in our example, the amount of the tax is entered in credit. As
such, the programme translates the tax inclusive amount in credit of the supplier
account and that the tax exclusive amounts and tax are in debt.

3.2.6.1.5 Import / forwarder VAT

When you receive imported merchandise, the forwarder pays customs and VAT. This
VAT is reinvoiced with expenses.

The invoice does not include the tax exclusive amount, since it has already been
invoiced by your supplier. You must enter the amount of the tax. Or, for the VAT
return, you must have, in reference, all the taxes and amounts exclusive and inclusive
of tax.

Also, this calculation option introduces the notion of tax exclusive, for reference in
returns without affecting the book entry itself.

Enter on the tax account the amount of tax. Once this amount is validated, the
programme will show a tax exclusive field and propose the corresponding amount
that you can accept or edit.

Compte 13001 cHF [+](2] [rva import transitaire

Taxe 9 EJ EJ TVA 8% importation transitaire
Libelle Facture d'achat EJ lEJ

CHF 80,00

Montant HT en CHF 1000.00|
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Compte Monnaie | Description Deébit Crédit
13001 CHF [T:9] Facture d'achat 80.00

The book entry ends at the tax line. Indeed, the tax is not broken down since we are
already working in a tax account and that there is no counterpart (sales or purchases
account).

It is up to you to enter the counterpart lines.

3.2.6.1.6 Intra-community, co-contracting or import of services VAT

We will provide a single example since with the other tax modes it is the same
procedure.

The book entry will refer to import of services VAT. In Switzerland, like in many other
countries subject to VAT, foreign fees are subject to VAT. First account for the
payable tax and the recuperable tax.

Enter the supplier account line with the adequate tax code:

General Ledger w3002 CHF | ~| 2
Tax 1 - ?

Analytical ~|| 7
Text Furnitures

Text

Amount type - {credit) v

Quantity 0]

CHF |gu|:||:|| |

Once the line is validated, the book entry will be automatically filled in according to
the tax settings.

Compte | Monnaie | Description Débit| Crédit|
21000 CHF [T:10] facture services 2'000.00
13000 CHF facture services 150.00
21000 CHF facture services 150.00
30000 CHF facture services 2'000.00

Here is an example of the settings for Import of services VAT:
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® FIRSTL2 - Fiche taxe [10)
Taxe

Inbtuié

Taux mutples
Options de calad
Pourcentage de taxes

Facteur darrond

Ventiaton des taxes

Pourcentage de taxes déductbles

Vensiaton des ventes | Ventiaton des achats

mIﬂ.I!-,.._u IJ_ A'.TJ '

5] TVA ntra-communautare
8.0000

005 v

v

100,0000

Code taxe uthsé sur les ignes de hquidité cu de ters

Genre
Monnaie du décomple

Taux de change

Achat v

Cours du jour

7

Conv

.
) FIRST12 - Fiche taxe [10]
Taxe | ventiaton des ventes | Ventiaton des achats

Compte d'achats 50000}
Compte descomptes obtenus

Compte de TVA sur achats 13000
Compte de TVA non déductble sur achats

Compte da TVA & payer 21000

0
©)
.

FF 8§ ¥

Intra-community and co-contracting VAT are calculated per the same principle.

Remember, the programme does not have the notion of the amount of import of
services not subject to reporting. Therefore it is preferable to create accounts for VAT
to be paid and to be recuperated that are different to those existing. According to the
returns that will come out, you will know if the invoices are to be taken into account

or not.

If your invoice is in a foreign currency, the programme allows you to enter the
amount subject to tax in the original currency and create tax lines in the reference
currency. You can break down the amount in the purchase account in the currency of

your choice.
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3.2.7 Input a book entry within a specified period

If your accounting is configured with a specific time period, you can only input book
entries within the given dates. This feature is very useful if, for example, you have
finished your VAT declaration for the first quarter and you want to block entries for
this period.

To do this, go to company setting (see section 2.3.2 basic required settings) and
change the input dates and validate with OK to finish.

Company Maodules Map Tools Help

| |"¢", Company xi Accounting | xi Securities | w;i Invoicing | w;i Addresses manageme

Location

Code MULTTW Fiscal year 17
Directory C:AGITWINELIR\Datah,

Comments

External cpny code

Address | Base settings | Installed modules | General settings | GIT

Currendes
Single currency &) Multi currency
Book-keeping currency CHF Currency
Currency files
[«] central
Directory @(5)
Fiscal year Movements Input period
Start 010117 [=||  start 01/01/17 [*|  start iE/04/17 [~
End 31/12/17 |~|  End 17f03f17 |~| End 31/12/17 |~
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Now if you want to enter a book entry outside of this time period, the following
message will appear:

o

iod (20/03/1
- i Date |20/03/17 |+

3.3 Edit a book entry

To edit a book entry, place the mouse on the book entry line and press the
<ENTER> key or click on the Edit button.

You can edit any field of the book entry or edit a book entry line directly.
The date, you can access with the ALT+T keys or directly with the mouse.
The document number pressing ALT+P or with the mouse

And of course, by placing the mouse over a line and hitting <ENTER>
You can insert a line by hitting <INSERT> or delete one with <DEL>

Once editing is complete, you must press <TAB> to save. By using <ESC>, you cancel
all edits.

When you have selected a line and pressed <ENTER>, you can edit all items of the
line. The screen is accessible for edits.

The mouse is placed on the account number, then currency, tax code if necessary and
finally the amount.

Just hit <ENTER> to validate the field and move on to the next. Edit just by retyping
the wrong elements or by completing them. You can also go back to previous fields
with the Shift and TAB keys.

Let's use this screen to highlight the information the programme proposes:

At the top right of the screen, the number 2-2 mean the mouse is positioned on the
second line and that the book entry has two lines.

3.4 Delete book entries

Deleting one or several book entries requires attention; as a safeguard the
programme will always require confirmation.
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3.4.1 Delete a book entry

Same principle as an edit, just place the mouse on the line of the book entry and
press the <DEL> key or click on the Delete button.

Provisional entries | posted entries

Journal code Entry No. Voucher Mo, Book keeping date \@unts Text nt
<=
cA 2 CA-0001 23[11/16 e 1000-0MR, 1021-CHF transfer [
[ca 3 3 28/11/16 1021-CHF, 4ODCHF...  various payment 5.
Print Insert Display Modify Delete

The programme will ask the following question, with preselection of a negative
answer by default to avoid any handling errors. If your answer is positive, the
programme will delete the book entry.

0 Do you really want to delete this entry 7

3.4.2 Delete several book entries

Proceed as follows: from the table below, click on the Tools menu and press Delete all
book entries

File Display Oiptians

Import [/ Export

Update standard tests

Default analytical accounts on general ledger acoounts
Check default analytcsl scoounts on general ledger accgunts

Default analytical accounts on chents
Chieck default analytical sccounts on clients

pucher No. ook ey
B0l 231178

‘ Mark movements
Delete entries

T Filter...

& Sesrch in the journsl Ctrl=F

T T T T
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Then the system will offer a choice among the various possibilities

\I An entry
() Entries between 2 dates
() ll entries

() Selected entries

() Selected journals

< < Previous Execute

The screen below shows all the lines of the current book entry: you must first select
the document you wish to delete and press the Delete button to be done with this
option.

Select and delete entry

S =

Date 03/02/1a Voucher |1 - Entry 1 <
Account Currency Description Text Original currency CHF

=
[AURELIA CHF ALRELIA S.A. FACTURE CLIEMT 1,080.00]
2016 CHF TVA Collectée sur Ventes  FACTURE CLIENT (25.30)
3060 CHF Frais FACTURE CLIEMT (1,054,70)

Book entries between two dates: the programme lets you filter book entries
between two dates.

() An entry

() Entries between 2 dates

i@ All entries
i) selected entries From  |01/01/18 = o
() Selected journals

To finish press OK

< < Previous Mext == Cancel
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All book entries: This option lets you delete all book entries with no exceptions. The
programme will ask for confirmation and delete provisional book entries one by one
automatically.

() An entry

(") Entries between 2 dates
(®) All entries

() Selected entries

i selected journals

To finsih click the OK button

=< Previous Mext == Cancel

Delete selected book entries
This option lets you delete certain provisional book entries that have been previously
selected.

() An entry

() Entries between 2 dates
() All entries

(®) Selected entries

() Belected journals

Next button to continue

< < Previous Execute

Copyright GIT S.A. Geneva-CH Rev: 2018 NC/AD




(GIT , Business Software

Since 1981 WIinEUR - General accounting manual

Page 97 of 222

Method 1:
Select an interval of documents
Click "OK"

Voucher interval | Eptries interval | Summary

Filter on parts

Display documents, select and confirm deletion

Method 2:
Select an interval of book entries
a) user who created the book entry
b) user who modified the book entry
c) date of book entry
_d) interval of document numbers

| < # | Sortby entry v (€]

Entry Date Journal  Voucher Created by Modified by Text 1st line Amount
LI 1 03/02/15 1 VICENTE FACTURE CLIENT 1,080.00]
[l 2 231115 CA CA-0001 ADMIN transfer (2,000.00)
] 3 28f11j16  CA 3 ADMIM various payment &,000.00

User that created | User that modified | Dates | Voucher interval | Entries interval | Summary

|zer Mumber of entries
[ apmn 1
[ vicenTe 1
Click "Ok"

Confirm deletion
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3.5 Copy paste a book entry

This operation must be used if it concerns repetitive book entries, as is often the case
with salaries, rent or other.
Just point the mouse on the line to copy.

Provisional entries | posted entries

Journal code Entry No. Voucher Mo, Book keeping date \ Accounts Text nt
<
ca 2 CA-0001 23[11/16 b 1000-CHF, 1021-CHF transfer [
[ca 3 3 28(11§16 1021-CHF, 4000-CHF...  various payment E
Print Inzert Display Modify Delete

Then right-click with the mouse on the line, and you will have a menu with several
choices, just click on Copy Paste

Accounts Text
1000H-CHF, 102 1-CHF transfer
— MO, insert s |-

Display
Medify
Delete /Ud/
Copy Paste Cor=X
Copy Cir+C
Haste bl
Move to import dinechory
Delete archived docisment

The programme will suggest updating the date and validate with the <ENTER> key of
press OK

Update date and voucher

Lastly you still need to make the necessary changes on each line of the book entry if
required. Now see section Modification 4.2.3 to apply your changes.
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3.6 Sort book entries

Sorting can be performed either by book entry or document.

3.6.1 Sort book entries by book entry

From the book entry entry menu, select the Sort book entries by book entry field

File Display Options Tools Help

gp ? m Sort entries By entry v
[select a journal code ACH -
Provisional entries | pasted entries
Entry Mo.  Voucher No. Journal coc  Book keeping date Accounts Text Amount
<:
1 1 03/04/12 10000-CHF, 10020-CHF transfert de fonds (2,000.00)
2 2 03/04/12 10020-CHF, 40000-CHF... Divers paiements 5,000.00
3 VTE-0001 VTE 11fo4/12 10030-CHF, 20050-CHF... VENTE 600,00
[4 CAI-0001 CAI 11/04/12 10050-CHF, 30000-CHF... aift 42,95
3.6.2 Sort book entries by document
From the book entry menu, select the Sort book entries by document field
File Display Options Tools Help
g! ? & Sort entries éﬁjdﬂer
[ select a journal code ACH -
Provisional entries | posted entries
Voucher Mo. Entry Mo. Journal cot  Book keeping date Accounts Text Amount
<
1 1 03/04f12 10000-CHF, 10020-CHF transfert de fonds (2,000.00)
2 2 03/04/12 10020-CHF, 40000-CHF. .. Divers paiements 5,000.00
CAI-0001 4 CAI 11/04/12 10050-CHF, 30000-CHF. .. gift 42,95
[vTE-D001 3 VTE 11/04/12 10030-CHF. 20050-CHF. .. VENTE 500.00/

3.7 Search for book entries

You can choose between a quick search or advanced search ; this feature is very
useful when you want to find a book entry according to various criteria.

3.7.1 Quick search for a book entry

Just type in the book entry number from your keyboard and a light-yellow zone
displays the input number. Here is an example.

File Display Options Teools Help

g, ? “ Sort entries By entry

[ select a journal code ACH ™

Provisional entries | Posted entries

Entry Mo.  Voucher MNo. Journal coc  Book keeping date Accounts / Text Amount

"

[x 1 03/04/12 10000-CHF, 10020/CHF transfert de fonds {2,000.00}
2 2 03/04/12 10020-CHF, 40000-CHF... Divers paiements 5,000.00

3 WTE-0001 VTE 110412 10030-CHF, 200f50-CHF... VENTE 600,00

q CAI-O001 CAI 11/04/12 a 1nnenceE 2nn.CHE nift ) 42,95
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Once the number is validated, place the mouse on the typed book entry. In this case

book entry 45, here is the result:

Provisional entries | podted entries
Entry Mo.  Voucher No\ Journal cot  Book keeping date Accounts Text Amourt
1 1 030412 10000-CHF, 10020-CHF transfert de fonds (2,000.00)
2 2 03/04/12 10020-CHF, 40000-CHF. .. Divers paiements 5,000,00
3 WVTE-0001 VTE 11/04/12 10030-CHF, 20050-CHF... VENTE 500,00
|4 CAI-0001 CAI 110412 10050-CHF, 30000-CHF... agift 42, 95|
This search is also valid for sorting by document:
® JFIRST12 - Book entries -0
File ay Options Tools
g’ ? % Sort entries By voucher W
[ select a journal code ACH
Provisional entries | posted entries
Voucher Mo, Entry No. Journal coc  Book keeping date Accounts Text Amount
<>
1 1 03/04/12 10000-CHF, 10020-CHF transfert de fonds (2,000.00)
2 2 03/04/12 10020-CHF, 40000-CHF... Divers paiements 5,000.00
[caI-0001 4 CAL 11/04f12 10050-CHF, 30000-CHF... gift 42.35/
VTE-0001 3 VTE 110412 100=E0-CHE INNG0-CHE \-'ED.IZIEj 600,00
Here is the result: place the mouse directly on the mentioned document.
Provisional entries | posted entries
Voucher Mo. Entry Mo. Journal cor  Book keeping date Accounts Text Amount
1 1 03/04/12 ) /mﬂﬁﬁ 10020-CHF transfert de fonds (2,000.00)
[2 2 03/04/12 10020-CHF, 40000-CHF... Divers paiements 6,000.00]
CAI-O001 4 CAI 110412 10050-CHF, 30000-CHF... gift 42,95
v Anna n e a1 tnartan 1AnAn mE AnAra e e ran An
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3.7.2 Advanced search for book entries in the journal

This menu lets you search based on all elements of the journal. The information you

are searching for will appear either

File Display Qptions Teals Help

n the screen or when printed

- Import | Export
5
Update standard bests
[ 5eles
Delate entries
Prorisn
T Filter...
Entry b . . pepng date Acoonts Text
TT @ Searchin the joumal CiasF .
1 — ¥} 10000 -CHF | 10020-CHF ransiert de
2 2 03j04/12 1020-04F, | 40000-CHF .. Divers pabem
3 VTE-D001 VTE 11/04f12 1NII-OHF BO0S0-CHF .. VENTE
d rAaTnn Y AT 1117 ANNISN T mift

You can also access this menu using the <CTRL> + F shortcut

Whatever the element you are looking for, the programme will ask if the search
should be done.

3.7.2.1 Search by date

Input the from and to dates to search and validate with the Search button. For our
example, we will search/for book entrigs from January to end of February.

File Tools
Entries |Lir1es | Amounts I U)(er | Summary
— f—— — Search
() Provisional ‘ (_)Posted (®) Provisional & posted
(®) Based on booking dates S
From 01/01/16 =~ T 31/12/16 =] Tnitialize
Voucher |
Journal | ||Z|
(@ all entries () Entries to reverse only () Reversed entries only
Jourr Sub-type Entry M Line Voucher No. Book keepini  Analytical Text Orig. amount Amount
| Provisional 1 1 1 03/02/16 FACTURE CLIENT 1,080.00 |
Pravisional 1 z 1 03/02/16 FACTURE CLIENT (25.30) |+
Provisional 1 3 1 03/02/16 FACTURE CLIENT (1,054, 70)
CA  Provisional 2 1 CA-0001 231116 transfer (2,000.00)
CA  Provisional 2 2  CA-0001 231118 transfer 2,000.00
CA  Provisional 3 1 3 28/11/16 various payment 5,000.00
CA  Provisional 3 2 3 28/11/16 wages november (2,500.00)
CA  Provisional 3 3 3 28/11/16 insurance june (500.00) J
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The result shows the book entries that meet your search requirements.

The programme will sort book entries according to your choices and as soon as the
indicated criterion is found the book entries will be displayed.

To view the details of a book entry, click on View. To edit a book entry, click on Edit.
Otherwise, <ESC> to quit the option

3.7.2.2 Search for a document number
Just type the document number to search for and apply the same procedure.

3 3 / 28/11/16 1021-CHF, 4000-CHF... Various paymen’

File Tools

Entries |Lir1es I Amounts I User | 5un1n1j(ry|
/ Sear
i Poste/

) Provisional (®) Provisional & posted

(®) Based on booking dates Cancel

From |01.|f01.|f16 / |1|| To |l’r1.|":|-2.|"16 E| Initialize

Voucher |3 K |
Journal | ||Z|
(®) all entries (I Entries to reverse only ) reversed entries only

3.7.2.3 Search for a word in the tag
Type the word or tag you are looking for from the Lines tab. The tag can be partial.

File Teols
Iml Lines |Amour1ts I Usﬁ I Summaryl —
. [ ¥ T e
Clients | | ||Z| | Cancel
Invaice | ||Z| | IE
Folder number |
carty | [ eE |
Analytical | | ||Z| | [ 1Empty
Fixed asset | | ||E| |
Text |h'ansfer
Jourr Sub-type  Entry Mi Line Voucher No. Book keepini Analytical Text Orig. amount Amount |
(A Provisional 2 1 CAD001 231116 transfer (2,000.00) |
I CA  Provisional 2 2 CA-0001 231116 transfer 2,000.00

The programme will sort book entries accordingly and will not differentiate between
capital and lower case letters.
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3.7.2.4 Search an amout

The programme will first ask if the searched amount is in original or reference
currency.

Furthermore, you can search from the tab all amounts between.... and ...
is interesting when you don’t know the exact amount. If, on the o
know the exact amount, just type in that amount.

. This option
f hand, you do

Last question to refine your search: the programm
in debit only, or only credit or even indifferen

ust take into account amounts
ie debit or credit).

File Tools
Entries | Lines | Amounts | [ser
Search
Amounts All amounts W All amounts ]
C |
From amount| 500,00 To amount 1,500,00 Encel
Initialize
Journ Sub-type  Entry M Line Voucher Mo, Book keepin  Analytical Text Orig. amount Amount
63
[CA Provisional 3 3 3 28/11f16 insurance june {500.00) |l_
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3.7.2.5 Search for an account

Like the other menus, just type in the account number from the Lines tab and select
the book entries to sort.

File Tools
Entries | Line3 | Amounts | User | Summary | Modifications
Search

Account 1000 CHF ||~ |2 k:aisse en CHF

Clients -7 | Cancel
Invoice -||? | Initialize

Falder number

Security -|lz] |

Analytical |2 | []Empty

Fixed asset =2 |

Text

Jourr Sub-type Entry M Line Voucher Mo. Book keepini  Analytical Text Orig. amount Amount
I|CA Provisional 2 1 CcADD01 231116 transfer (2,000.00) |

3.8 Book entry utilities

SomeThis??? feature will help you to better manage book entries like copy-paste,
search, sort, entry of book entries etc that we will explain in detail in the following
sections.

3.8.1 Update standard tags

This option increases the speed of tag input. Often, these are recurrent. Rather than
type the tag again, you can create standard texts.

Remember, creating standard tags can be done directly when entering a book entry:
but you can also create it in advance by doing the following:

1) From the book entry menu click on the Tools menu and select the Update
standard tags option. You will obtain the following:
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N g

1 File Display Options Toals Help
import / Expost

Update standard teas

Default anabytical accounts on general ledger accounts
Check default analyticsl scoounts on general ledger accounts

Default anahtical accounts on chents :..:;lm :
Chieck default analytical sccounts on clients I =
Mark movements
Delete entres
T Filter...
@ Sesrch in the journsl Cirl=F
| |

2) When you create a standard tag for the first time, the programme displays an
empty table and the mouse is placed on the first line. As soon as a tag is
created, press <INS> or click the Insert button to create other ones. You can
also and at all times edit or delete a standard tag with the corresponding keys.

File Help
Code Text
o
s
W

Insert | | Modify | | Delete |

3) Creating it is done with a code and a text, here is the input.

Code

Text |Paym|||

4) In our example, we have input 3 tag codes:
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P LOfLL)1D AL 1 HE

Help
Text

Payroll
Various paiment
Insurance
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Call up a standard tag from book entries

First, you must either go into an existing book entry or a new one; you have two
possibilities to access the standard tag list:

a) Call up by its code: from the tag field click either on the <F4> key, of the
bottom ARROW of the keyboard, a window will appear with the list of tags,
just select or type in the corresponding number and hit <ENTER>

General Ledger | 1021 CHF |~ 7 Barx

Tiext VANOUS payment
Text code Text
1 Payrod
R e 2 Warious pament
CHF 3 Inguranoe

b) Call up by its text: from the tag field click on the <F3> key, a window will
appear with the list of tags sorted by text, just select or type the first
corresponding characters and hit <ENTER>

Text Code
ﬂggyrance 5]
Fayroll 1
Various paiment 2

c) Call up by its number: from the tag field type the number of the tag and
press the <F9> key.

Create a standard tag from book entries:

From the tag field type the standard tag and press the <F8> key to add a new tag
code. For example: “invoice payment” is a tag that does not yet exist in the list.

GeneralLedger | v | 1000 cHF [ -|[7] ks
'l Tax 10 | 8%

Text various payment

Text
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Here is the result after pressing F8

Text Code
[ ~ 77
Insuran:;/ 3
Payraoll 1
Various paiment 2
various payment 4
various payment 5

If, by mistake, you click on F8 several times, the programme will recopy the same text
several times. You can delete then using the delete key on your keyboard or right-
click with your mouse and click on delete.

General Ledoer | | 1000 CHF | = 7 Caisse
Tax 10 | ? B VAT
Text vanoUus payment
Text .cnde Text
i Payrol
ttyme F Vi D
HF 3 InsLrance
4 WAL DA yment
5 WAL A YEng
& WAIOLES [Payment
7 WAL ymend
-] WL [ R
L ddd Ines
an- fill- in- the- tags: with- some- text;  Modify to-a

er-in-the-tag- after-the-text Invoice 1 Delste Dsl

Use of formulas for a standard tag in book entries:

You can fill in the tags with some text; example, you want to add the document
number in the tag after the text Invoice.

Libellé Facture

Libellé code | Texte

1 frais de bureaux

2 frais de voiture

3 dépenses majeures
4 dépenses mineures

CHF

Tags can include formulas, just input it in the text, codes as follows :

@(1,<,from> <,length>) client name
@(2,<,from> <,length>) client code
@(3,<,from> <,length>) invoice number
@(4,<,from> <,length>) invoice text
@(5,<,from> <,length>) document number
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@(6, <, from> <,length>) tag of the previous book entry (same line)
@(7,<,from> <,length>) tag of the previous line (same line)

The <from> option starts at 0. <length> 0 means all the lengeth. The final

length will be limited to 30 positions.

Examples: Invoice @(5,10) ON UBS, i.e. document number is FC-0027, will result in

tag Invoice FC-0027 ON UBS.

3.8.2 Reverse debit and credit columns in a book entry

This feature is available when adding or editing a book entry.

Your intitial situation shows the following book entry:

Lines Display Options Tools Help
Date |28/11/16 |~ | Journal CA ~ | Voucher  |CA-0003 ~| []Tobe reversed 2 2
Original currency CHF
Account Currency Description Quantity Debit Credit Debit Credit <>
3003 CHF Various payment 4,500.00
1020 ELR. Various payment 3,600.00 4,500.00
[
Now if you want to reverse, proceed as follows:
Click on the Lines menu and select Reverse book entry
Default column sizes
Feverse entry
B Close
0
In the final result, the columns will be reversed:
Lines Display Options Tools Help
Date |28/11/16 |~ | Journal CA + | Voucher CA-0003 ~ []Tobereversed 1 2
Original currency CHF
Account Currency Description Quantity Debit Credit Debit Credit -
(3003 CHF Various payment 4,500.00
1020 EUR Various payment 3,600.00 4,500.00
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3.8.3 Clear book entries as final

This menu lets you transform provisional book entries into final ones, i.e. once
definitive you can no longer edit or delete. Select the Definitive option of the Book
entries menu.

4 -Entries

- Book entries

- Standard entries ing
- Generate standard ¢
- @enerate repetitive
- Reverse entries

- Import { Export

To clear book entries you can:

Use the single journal option:

. An entry
() Entries between 2 dates

() all entries

(") selected entries

Use the multi-journal option

(®) An entry

() Entries between 2 dates
() all entries

() Belected entries

() selected journals
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3.8.3.1 Clear a book entry
This option lets you clear a single book entry

Date  [03/04/12 Voucher |1 +| Entry 1 B
— Entry Voucher Date
Account Currency  Description Text | ] e
B il 03fo4f12
[10000 CHF Caisse transfert de fonds |, a 5 03/04/12 .
10020 CHF BANQUE compte 65666 transfert de fonds 3 VTE-0001 11/04/12
4 CAI-0001 11/04/12

The programme will suggest the first book entry.

If it's the book entry you want to clear as final, hit <TAB> otherwise use the features
available at the bottom of the screen:

Previous button for the previous book entry,

Next button for the next book entry,

And to select a specific book entry by typiing the number or pressing F4 to display
the list and select the book entry.

As soon as you Clear, a warning message will ask you to confirm the operation.

< <« Previous Mext =

ﬁ Postentry 17

Yes Mo

Now the programme clears the book entry and displays the next one.
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3.8.3.2 Clear book entries between two dates
Here, clear the book entries between two dates, irrespective of their number

() an entry

(@) Entries between 2 dates
() Al entries

() Selected entries

() Selected journals

Indicate the date limits and confirm.

From |01/01/1& - Ta 16/05/16 -

[ ]Post by chronological order

3.8.3.3 Clear all book entries

() An entry
() Entries between 2 dates
(@) all entries
() selected entries
() selected journals
This option lets you clear all book entries, without exception. The programme just

asks for a confirmation and clears the book entries one after the other automatically.
This option makes it possible to passer toutes les écritures, without exception.
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3.8.3.4 Clear selected book entries
) An entry
(_JEntries between 2 dates

i) all entries

(®) Selected entries

() selected journals

This option lets you clear as final some book entries. Before selecting the book
entries, you can filter the book entries or documents, otherwise validate.

Voucher interval | Entries interval | Summary

[ |Filter on parts

The programme displays all book entries without being selected. You can check all
with the crossed box or uncheck all with the unmarked box or reverse them.

B ] P Sort by entry “

Entry Date Journal  Voucher Created by Maodified by Text 1stline Amount
LI 1 03/04/12 1 FIRST transfert de fonds (2,000.00)
] 2 03f04/12 2 FIRST FIRST Divers paiements ,000.00
D 3 11f04f12  VIE VTE-D... FIRST VEMTE 00,00
] 4 11/04/12 cCAI CAI-0... ADMIN gift 42.95

B[] ﬁ Sort by entry v

Entry Date Journal Voucher Created by Modified by Text 1st line Amount
Iv] 1 03/04/12 1 FIRST transfert de fonds (2,000.00)
2 03/04/12 2 FIRST FIRST Divers paiements &,000.00
3 11/04/12 VTE VTE-O... FIRST VEMNTE 600,00
4 11/04/12  CAI CAI-O... ADMIN gift 472,95

Just un-select with the mouse the ones you are not interested in. You can move with
the ARROWS or <PAGE UP> and <PAGE DOWN>, <HOME>, <END>. As soon as
your selection is over, click on OK to validate the clearing of book entries.
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Select book entries created by one or several users

To use this feature, you must use the filter that is in the menu bar.

K OE P s v

Entry Date Journal  Voucher Created by Maodified by Text 1stline Amount

By selecting this feature, a window will appear with s who have input book
entries. Just select the user or users with the nd validate with the Enter key or
OK button to finalise your choice.

& [ »

Entry ££=Te nal  Voucher Created by Modified by Text 1st line Amount
1 0312 1 FIRST transfert de fonds (2,000.00)
2 03/04/12 2 FIRST FIRST Divers paiements ,000.00
3 11/04/12  VTE VTE-D... FIRST VENTE 600,00
L] 4 110412 CAI CAI-0... ADMIM agift 42,95

The list is restricted to the selection. The procedure to select or unselect book entries
remains the same as validation and final clearing.

There are many possibilities for final clearing and we understand why final book entry
numbers can differ from provisional ones; hence the importance of a clear method
for numbering documents.

3.8.3.5 Select journals

If your accounting is configured in multi-journal, you have an additional option that
lets you clear book entries per journal.

() An entry

(") Entries between 2 dates
() All entries

() Selected entries

(@) Selected journals
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The first selection is in terms of dates: from the.... to the....

From |01/01/1& - To 22/03/1a -

[ ]Post by chronclogical order

1 [
Code Journal heading Sub-type
[ 1 ac Purchases journal Purchases
] ca Cash journal Purchases
L] rr Journal bangue Financial
] M Miscellaneous transactions ... Miscellaneous operations
] e Sales journal Sales

Place the mouse on the corresponding line and check the journal or journals you wish
to clear.

Once selected, just follow the information on the screen to validate and confirm.

3.8.4 Import / Export: Remember a batch of book entries

This option lets you copy book entries and lock them in a file named by you to
retrieve later. To do so, from the accounting menu, select Import / Export.

-Entries

- Book entries
- Standard entries input

- Generate standard entries

- Generate repetitive entries
- Reverse entries
- Post entries

-/ Import [ Export|

Dnnmlrimm of Fummea ebimeme ffumes

Let's say you have standard book entries that come up again every month, like the
rent, salaries, etc.
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Choose to remember a batch of book entries.

(@) Save a batch of entries! /

(_)E-mail a batch of entries
() Load a batch of entries

The programme will ask you for the book entry interval you wish to have
remembered. Input the book entry numbers and not the documents numbers. If you
want to remember several book entries in the same batch, these must follow one

another; otherwise you must create several batches. In our example, there are only 63
book entries. Which gives:

Choice of entries | Provisional entries [4]

From entry 2

Ip to entry 3 IZI

File format [11] EUR. format, version == 4,30
Character format

(@) ASCII (DOS format)
() ANST (Windows format)

Choose, for example, book entry 2 to 5.

By definition, the mouse will place itself on the format of the current version of your
programme. You must not select another one; in any case, if you have a doubt, it is
best to contact customer service. Then click on next and OK.
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The programme then asks where to stock the batch and will suggest by default the
same path as for the data. It is usually the correct path, except in special cases (for
example, if yo~want to copy the batch into another accounting or on an external
hard drive.)

T . « Data » MULTIWIG w O Rechercher dans : MULTIW1G

Crganiser = Mouveau dossier S {

@) Creative Cloud Files 2 Mom Modifié le 1
[T m-Files
Aucun élément ne correspond a votre recherche,

/M CePC

i Bureau

| Documents

= Images

4 Musique

J Téléchargernents

# Vidéos

& Windows (C:)

[Y] M-Files (M) v <

Mom du fichier: |

Type:

Now enter a file name; type a meaningful name like here transfertl followed by the
extension prp. It is clear and easy to find back the batch whenever necessary among
the other batches you will create.

Once the format is established, you can click save. The programme saves the batch
under the designated file name, followed by the PRP extension.

From then on, you can retrieve and upload this file to the provisional book entries
journal at all times.
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Save a batch of entries

Entry 2 : 2 lines
Entry 3 : 4 lines
Entry 4 : 3 lines
Entry 5: 2 lines

End of export

00:00:00]

To exit this screen hit cancel.

This option was created so inputting entries is made easier, but it also allows you to
rebuild the provisional journal in case there is a problem with it. For example, if the
journal is partially damaged and some of the book entries no longer balance out or
the file cannot be read, the easiest and most simple way to retrieve account is to:

e Copy all the correct book entries by batch or several bacthes if the book entries
don't follow each other,

e Delete the entire provisional journal,

e Reload the entire batch or all the different batches,

e Rerun diagnostics and if necessary recalculate provisional movements.

3.8.5 Reload a batch of book entries

Before undertaking any operation, we advise you to save a file of your company’s
accounting.

This option is the reverse of the previous one. Here, you are retrieving a batch and
copying it in your journal. New book entries will be created.

First, click on Load batch of book entries

i) Save a batch of entries

() E-mail & batch of entries

(®)Load a batch of entries!
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Let's use the same example as above. We have 7 book entries saved that seem
repetitive and that we want to reload. The programme will ask for the access path
and suggest by default the same access path as for accounting.

Select file to import

Source Files to import

Directory of file W [
File Company Creation Version Enfries
| TRANSFERZ CGIMWINnEUR\Data\MULTTW16Y  10/03/17 11 =

Next, it will ask for the name of the batch. If there is only one, it will suggest it,
otherwise it will display the list of available files. Select the right file and click next.

Once it is validated, the programme will indicate the batch’s characteristics (origin,
date of creation, number of book entries) and ask if you just want to look at the file
or look and upload the batch.

The first time and often, it is interesting to look at the file before uploading,
particularly if it comes from a different accounting or another version or even from
other data (stock, invoicing, payroll, etc.). The programme checks that everything can
be read and is compatible with the programme structure and data. For example, if all
accounts exist as well as currencies, if the structure of the file is correct, if an
instruction line isn't missing, which would shift all the lines over and provoke errors.
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Format definition
File format [11] EUR. format, version == 4.30 v

Character format
(®) Do not convert
() Convert the lettering

Type of operation
(®) Check and load the batch {if no errors found during chedk)
() Check batch

Clients
Creating missing dlients
[ ] Update the address

Rounding account |7

Redate entries
Book keeping date |31.12.18 | - Value date |31.12.16 | =

[ ] Truncate all voucher numbers exceeding maximum size
Renumber vouchers
[ ] change journal

|:| Reverse enfries

Creating zero entry lines

[ ] creating posted entries
|:| Print provisional entries
[ ] compute entry amounts in book-+keeping currency

Standard rate
[ ]Farce the use of the reference currency for analytical accounts
|Ipdate opening balance of new accounts
Creating general ledger accounts

You can display the detail of the batch.

The programme, if it finds errors, will stop and will blink around the error so you can
see it. However, it is often difficult to interpret this kind of information. It is best, at
such a time, to contact our customer service.

If the verification is correct, you can reload the batch without any worries. This time,
the programme will display a window with the list of formats. Place the mouse on the
creation format. Usually, you must accept.
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Then come a series of questions:
DO YOU WANT TO REDATE THE BOOK ENTRIES

In our case, we will choose Yes since the book entry refers to last month’'s book
entries. So, you have to retype the date.

DO YOU WANT TO RENUMBER THE BOOK ENTRIES

In our case, YES, since it's a new book entry and so a new document. It will
automatically increment per the type of journal. In the case of a single journal, it will
ask and suggest the following document by default.

DO YOU WANT TO REVERSE THE BOOK ENTRIES

This question is asked to cancel book entries for intermediate closing of accounts.
Here, the answer is No.

DO YOU WANT TO OPEN MISSING AP/AR

For General Ledger accounting, this question is not important since the notion of
pyables/receivables does not exist. If the AP/AR module is installed, it is important to
answer Yes, particularly if the batch of book entries comes from a stock or invoicing
programme.

DO YOU WANT BOOK ENTRY LINES AT ZERO

This option is entirely up to you. Hoever, it is rare to have book lines at zero. For
example, in invoicing, you have delivered samples that are invoiced at zero and you
want them to appear in accounting, or not.

PRINT PROVISIONAL BOOK ENTRIES

When loading the batch, you can print the new book entries. In theory, this option is
interesting. However, in practice, it often happens that the printer doesn't work, or is
missing paper, it gets stuck, etc. Since the print version comes out as the loading
progresses, it implies that if printing is interrupted so is the upload. We strongly
advise you to load the batch without printing and then print the book entries.

After all these questions, the programme will start to save the book entries one by
one. The operation is displayed on the screen in the form of a verification and
loading.
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Check entries batch cwsers\valerieldocumentsia-wineur gh\TRANSFERZ.PRP

Check entry number 1 of batch : 2 lines
Check entry number 2 of batch : 4 lines
Check entry number 3 of batch : 3 lines
Check entry number 4 of batch : 2 lines
Check 4 entries

Load entries ciusersiwalerig\documents\a-wineur_gb\TRANSFERZ . PRP

Add entry & : 2 lines - Voucher CA-0004
Add entry 7 : 4 lines - Voucher CA-0005
Add entry 8 © 3 lines - Voucher CA-0006
Add entry 9 2 lines - Voucher CA-0007
Loading 4 entries

Once completed, the programme asks if you want to delete the previously saved
batch. In our case, the answer will be negative since the batch is standard and will
come back each month.

4% Do you want to delete this batch of entries ?
c:wsersvalerie\documentsa-wineur_gb\TRAMNSFERZ.FRP

Yes Mo

Finally, cancel to exit the screen.

By going back to the accounting book entries menu, the last book entries do indeed
correspond to the uploaded batch:

Provisional entries | posted entries

Journal code Entry Mo. Voucher Mo,  Book keeping date Accounts Text nt
CA 2 CA-0001 231116 1000-CHF, 1021-CHF transfer (..
CA 3 3 28/1116 1021-CHF, 4000-CHF...  warious payment 3.
CA 4 CA-0002 28/11/16 1000-CHF, 1063-CHF... Transfer Fu
CA 5 CA-0003 281116 3003-CHF, 1020-EUR Various payment {..
~a 3 ~A AnnA F4d4 s ANNN CUE AN Fus e '

The book entries have indeed been saved from number 64 to 70 with the date of
02.08.16 and the document numbers have been modified. Just change the tag of the
book entry.

Copyright GIT S.A. Geneva-CH Rev: 2018 NC/AD




( GIT ) Business Software

Since 1981 WIinEUR - General accounting manual Page 123 of 222

3.8.6 Help windows

In almost all book entry fields a question mark appears. This means you can consult,
by clicking on it, a window with the list of elements of that field.

3.8.7 Create an account from input of a book entry

When inputting a book entry, you can create a new account. Indeed, it is not
necessary to leave the menu and go make to the updqgte? of the chart of accounts.
You can type the account number, the programme wi|l recognise that the account
does not exist and ask if you want to create it. For example, we will create the account
10080 from the input of book entries.

This account does not exist, do you want to
aeate it ?

Account : 3003 : Achats divers

Balance = (9,000.00) CHF
31/12/16  CA-0007
28/11/16 CA-0003

(4,500.00) CHF
(4,500.00) CHF

General Ledger  w | 1080 CHFE ||~ ?
Analytical P
Text ‘arious payment |2
Text -2

By validating with Yes you will have the same interface as in the chart of accounts

Sub-type Account

Class ACTIF

Group ACTIFS MOBILISES

Account 1080 | |CHF -

Type Assets W

Sub-type Mormal account W

Text “

Detailed text

TFT category W

Just apply the procedure of account creation from the chart of accounts ( see section
3.2.1) and you can continue with the input of your book entry.

If the account to create belongs to an undefined group, the programme will recognize
that the group does not exist and won't allow its creation. The same applies for a class.
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3.8.8 View or edit the chart of accounts while inputting

If you are inputting a book entry, you can also view an account or the chart of
accounts.

In the following table, we will access the details of the account by clicking on the blue
button.

|
General Ledger v | 1000 @ ~ || ? | Caisse en CHF o o

Tax 10 K] B VAT o

From there, you can view and edit the information of the account and navigate in each tab.

Sub-type Account
Class ACTIF

Group ACTIFS MOEBILISES

Account 1000 | |CHF -
Type Assets W

Sub-type Mormal account L

Text |Cash|

Detailed text

TFT category W

3.8.9 View movements of an account while inputting

In a similar way, you can access the movements of an account while inputting a book
entry by clicking on the second icon to the right

10000 CHF Caisse
1]
acturation cash mars

A screen will show you the full movement of all book entries for account 10000.

Account 1000 CHF Description Caisse en CHF
CHF CHF
Date Inal Entry Voucher Text Debit  Credit Debit
[ 23/11/16 CA 2 CA-0001 transfer (2,000.00)
281116 CA 4 CA-0002 Transfer 4,600.00
31/12/16 ca 6 CA-0004 transfer (2,000.00)
3112f16 CA 8 CA-0005 Transfer 4,600.00
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4. Display and print general accounting

As we have seen in the previous section, you can edit book entries. Often, when
checking movements of an account on screen we see a book entry is incorrect.

You can go back into the book entry, calling it up by its number or document
number.

Ever conscious of efficiency, we have implemented the « DISPLAY WITH BOOK ENTRY
EDIT" option. So you can display the movements of an account or balance and edit
incorrect book entries. A detailed menu displays all the possibilities.

4 -Display and Print

: E----General Ledger accounting system
Tax statement (VAT)
Balance-Sheet
‘... Profit and loss

4.1 Display a summary of all accounts in list mode (balance sheet)

Move with the arrows, place yourself on a line and and hit <ENTER> to view the
corresponding book entry or type the account number directly from your keyboard.

The following screen shows an excerpt of the balance sheet view in list mode.

0] L*t view () Tree list view
CHF
Accou\wt Currency Description Op. bal. Mt Balance
(E| ACTIF
100 4 ACTIF
10000 CHF Caisse 0.00 (2,000,00) (2,000.00)
10020 CHF BAMQLE compte 65666 0.00 8,000.00 8,000.00
10030 CHF BAMQLIE compte 45395 0.00 600.00 600,00
10050 CHF TWA & RECUPERER 0.00 77.00 F7.00
2 PASSIF
200 PASSIF
20000 CHF PASSIF 0.00 0.00 0.00
20050 CHF VAT 0.00 (44.45) (44.45)
20051 CHF VAT on purchase 0.00 0.00 0.00
20052 CHF non-deductible VAT on purchase 0.00 0.00 0.00
3 CHARGES
300 ACHATS
30000 CHF ACHATS 0.00 953,00 953.00
4 AUTRES CHARGES D'EXPLOITATION
400 SALAIRES
40000 CHF Salaires du personnel 0.00 (2,500.00) (2,500.00)
40020 CHF AVS 0.00 (500,00) (500.00)
40030 CHF Prévoyance 0.00 (4,040,00) (4,040.00)
40050 CHF Purchase 0.00 0.00 0.00
[ PRODUITS
&00 PRODUITS
&0000 CHF PRODUITS 0.00 (555.55) (555.55)
60001 CHF PRODUITS & 'exportation 0.00 0.00 0.00
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4.2 Cascaded display of an account and edit

As soon as a book entry has been edited in regards to an important element (date,
amount, account number, etc.), the programme recalculates everything and updates
the balance of the account.

The programme will not recalculate if you only modify the tag of a book entry.

We will show you how to view an account and edit in cascaded display; to do so point
the mouse on one of the accounts and double click to view details.

(®) List view () Tree list view
CHF
Account Currency Description Op. bal. Myt Balance
1 ACTIF
100 ACTIF
10000 CHF Caisse 0.00 (2,000.00) (2,000.00)
| 10020 CHF BAMQUE compte 65656 0.00 3,000.00 3,000,000
10030 CHF BAMQUE compte 45895 0.00 600,00 600,00
10050 CHF TvA a RECUFPERER 0.00 77.00 F7.00
2 DARSTFE

The programme will show the following screen with all corresponding book entries,
point now on one of the book entries, for example the first and double click

Account 10020 CHF Description BAMQUE compte 65666
CHF
Date Inal Entry Woucher Text Debit
[ 03/04/12 1 1 transfert de fonds 2,000.00
03/04/12 2 2 Divers paiements 6,000.00

The next screen will display the book entry with all its lines, continue now to the line
you wish to edit and select with a double click

Journal Date 03/04/12 Voucher 1 Entry 1
CHF
Account Currency Text Debit Credit
10000 CHF transfert de fonds 2,000,00
| 10020 CHF transfert de fonds 2,000.00
<I Trial balance <I Account movements Modify entry [>
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Proceed with your modifications, in our case we have modified the amount by
inputting 1000 instead of 2000. Validate your book entry.

Lines Display Print Spreadsheet Opticns Teools Help

Date |03/04/12 |~ | Journal = | Voucher 1 =[] Tobe reversed

CHF
Account Currency Description Quantity Debit Credit <=
10000 CHF transfert de fonds 1,000.00
10020 CHF transfert de fonds 1,000.00

Now you can go back to the balance sheet by clicking on the balance sheet
button or hitting ESC twice.

File Display Tools Print He

PP

Journal CAI Date 0304/ Voucher CAI-0002 Entry i
CHF
Account Currency Text Dehit Credit
10000 CHF / transfert de fonds 1,000.00
[10020 CHF / transfert de fonds 1,000.00
<] Trial balance <] Account movements Modify entry [)

The balance of your account has been edited and updated.

CHF
Account Currency\Descripﬁn\ Op. bal. Mt Balance

1 ACTIF
100 ACTIF
10000 CHF Caisse 0.00 800 {1,000.00)
[ 10020 CHF BANGQUE compte 65656 0.00 7,000.00 ® 7,000.00
10030 CHF BANGQUE compte 45895 0.00 600,00 600,00
10050 CHF TVA & RECUPERER 0.00 77.00 77.00
2 PASSIF
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4.3 Summary view of all accounts in tree view (balance sheet)

This view is another style of display, you will have a summary by Class and group; this
can be very useful if you want to display the full hierarchy on your screen. Just click
on Tree view and you will see the following table:

et — — — - B - ————

() List view (®) Tree list view

Account Currency  |Description Op. bal. (C... |Mvt (Ori.) |Balance (... |Op. bal. (CHF) |Mwt(CHF) |Balance (CHF)
5,966,356.20 30,598.50  5,996,954.70

E|2 PASSIF (5,966,356, 20) (25.30) (5,966,381.50)

{ @ FOMNDS ETRANGERS (2,731,913.85) (25.30) (2,731,939.15)

@ FONDS PROPRES (3,234,442.35) 0.00 (3,234,442.35)

-3 CHARGES RELATIVES ALX M/SES 0.00 (10,054.70) {10,054.70)

B4 AUTRES CHARGES D'EXPLOTTATION 0.00  (12,000.00) (12,000.00)

E-6 PRODUITS DE L'EXPLOITATION 0.00 (8,518.50) (8,518.50)

By clicking on the calculator icon % the totals of each column are calculated. To
permanently display totals, the option must be activated in the settings of the Tools
button, as we will see in section 5.4 below.

4.4 Display tools

This option lets you configure the layout of your reports.
To do so, click on the Tools menu and select Settings :

File Display = Tools | Prnt Help

i Tral baance ._ . ? ‘a 3]

4 Detadl of client sub-ledger accoun
. tab ir
Trial balanc s an
n " - ’ Clarercy Desc
@ Account me er
l Entr bail ACTT
Markng of movernents CHF Caws
v 3 o —
T Filter e CCk
CHF Hang
Page totals
a 9 EUR D
P Settings_ uso Sang
CHF Bang
L ey
1030 CHF Avar
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This window will open :

General settings

General | Colours

Compute totals
[ | pisplay amount signs according to account type
[ ] Hide columns in original currency
[ Hide columng in book-keeping currency
[ | Hide quantity column
[] Total quantities
[ Display analytical quantities
[ pisplay account movements with contra accounts
[ pisplay the second line of entry text
Display value date
Display accounts without balance to be carried forward or movement
Display accounts without balance to be carried forward and where total movements equal zen
Display the balance in reference currency on each line
Display original currency balance on each line
[ pisplay markings in account movements
[] Group analytical lines for displaying
[ Display tax code in account movements
[ pisplay analytical account

[ pisplay original currency column for analytical accouts without opening balance

Default values Cancel

We suggest checking the Calculate totals box, which permanently displays the page

totals — the equivalent of the calculator icon &

The other settings are not mandatory but you can select them according to your
needs.

The colour tabs allow for better readability of the display. In our example, we chose
red for classes and sub-classes and blue for groups and sub-groups. We have also
added bold font to enhance readability of titles.
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General | Colours
Classes [ | classes and sub-dasses in bold
Sub classes [ Groups and sub-groups in bold
Groups Posted entries
Sub groups Provisional entries

General ledger account
Inventory accounts
Analytical opening balance
Payable freceivable subJedger
Securities sub-edger

Fixed asset subJedger

Here is the result:

Account Currency Description Op. bal. Myt Balance Op. bal. Myt Balance
[1 ACTIF
10 ACTIFS MOBILISES
1000 CHF Caisse en CHF 4,245.00 5,200.00 9,445.00
1001 CHF PETTY CASH (8,000.00) 0.00 (8,000.00)
1010 CHF CCP 44, 296,00 0.00 44, 296,00
1020 CHF Banque XYZ en CHF 1,853,870.17 0.00 1,853,870.17
AN cln b 1 e T AW A T W AN 24 W A 27 TIC AA noAnn AN AT TIC MA

4.5 Filter on display

The filter can be a powerul tool to display accounts; you can customise your display
by clicking on the filter icon that is in the following menu:

File Display Tools Prin Help
P » & ¥
(®) List view (Z) Tree list view

| Or

4.5.1 Filter with an account interval

This options lets you use display intervals for accounts. You can also add other
parameters like, for example, accounts where tife balance is zero.

Accounts | Balances | Movements | Analytical | Summary

Filter on accounts

From account |1 -[? To account 6070 CHF |=|?

Currency - With dasses and groups

Description

[Jclasses [] sub-edger control accounts [ securities accoult

[Jsub dasses [ Accounts Finandal account
|:| Groups Inventory accounts |:| Fixed asset account
[]sub groups Shareholder accounts [ ] Deprediations fund §counts

Frozen accounts

Mot frozen accounts

Accounts with a zero balance
| Opening balance different from zero
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When you use the filter, the icon becomes red.

Ax_/
£ 5

¥

3
(@) List view () Tree list view
Original currency CHF
Account Currency  Description Op. bal. Mt Balance Op. bal. Myt Balance
[1 ACTIF
10 ACTIFS MOBILISES
1000 CHF Caisse en CHF 4,245.00 5,200.00 9,445.00
1001 CHF PETTY CASH {&,000.00) 0.00 (8,000.00)
1010 CHF CCP 44,296.00 0.00 44, 296,00
1020 CHF Banque XYZ en CHF 1,853,870.17 0.00 1,853,870.17
1020 EUR banque euro 27,020.01 7,200.00 34,220.01 33,775.01 9,000.00 42,775.01
1020 ush Bangue XYZ en USD 72,400.00 0.00 72,400.00 66,603.00 0.00 65,608.00
1021 CHF Ranmue LIRS CHF .00 16.000.00 16.000.00

4.5.2 Filter with a balance interval
In the same way, you can apply filters on balances

.

Accounts| Balances | Movements Summary

Filter on balances in book-+eeping currency
From balance | 1,000.00 To balance 7,000.00

() Credit amounts () Debit amounts

4.5.3 Filter with book entry movements with a date interval
In the same way, you can apply date filters

Accounts | Balances| Movements | Analytical | Summary

Filter on entries

(®) Provisional & posted () Provisional () Posted
With accrual entries

®) Based on booking dates Based on value dates

From |01/01/16 - To  |05/07/19 -
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4.6 Print

The print menu is very similar to the display menu. To use it, click on the Print menu.

File Display Toals Prnt P
.EI Chart of sccounts ? a i"’ ﬂ
5 Trial balance -
= Mevemaents of accounts
e Joumal o c
|.L: Interest calculstion L
1 Positions in foregn cumency i MOBILISES
Accounts reports &n CHF
CASH
Journal entnes reports
10 o Bangue ¥1Z en OHF
e =1 bangue euwra a7,
1030 usD Banoue ¥YZ en LSD T2

4.6.1 Accounting charter

Print of this document is identical to the one that is located directly in the master file,
accounting charter. We have already explained the various possibilities, see section
3.29

e

Settings |Summar? | P‘rinter|

[ ] Filter on accounts

From account |1 |Z| To account  |6070 CHF |Z|
Currency |E|

MNumber of columns 1

Print types

[ Print breakdown settings
Print revaluation settings
|:| Print memos

Print sub-types

[ ] Tax codes printing

Print as at 10/03/17 E|

| Preview || Print | | Spreadsheet | | E-mail | | Close
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4.6.2 Balance of accounts

Similar to the previous option, the balance of accounts displays a balance with, in
comparison, the balance at the end of the previous fiscal year. The balances are those
that were input from the initial balance (balance on 31.12.15 for example).

Just like with display, you have the option to print:

- initial balance,

- with or without provisional book entries,
- for all accounts,

- or a selection of accounts,

- with or without choice of currency,

- with or without sub-totals,

4.6.2.1 Initial balance

The initial balance is not always updated from the start in our example. Indeed, it
often happens that we don’t have the information at the start of accounting. You can
record or edit at all times.

To display or print

File Display Toals Prant Help
é‘: Chart of sccounts w gll :.’
: Tral balance -
[l
Mavements of accounts
e foumal bien
Interest calculstion 1 1
1 Positions in ‘Drflgl"l Clrendy B MOSLIES
n OF
Accounts reports =1L
ICASH

Journal entnes reports

AL rHF Rarma W7 an MHF

Select the Initial balance option

.

Settings | Filters | Balances | Summary | Printer

{®) Opening balance () Trial balance
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Page 1 SOCIETE MULTI - MONNAIE § Asat010118

Opening balance

Accourt Cescription Original currency CHF

Op. bal Op. bal
1000 CHF |Caisse en CH 4,245.00
1001 CHF |PETTY CASH (8,000.00)
1010 CHF |CCP 44,296.00
1020 CHF |Banque XYZ en CHF 1,853870.17
1020 EUR |bangue euro 27,020.01 3377150
1020 USD |Banque XYZ en BD 72,400.00 66,608.00
1021 CHF |Bangue LBS CHF 0.00
1030 CHF |Avances sur salaires (100.00)
1031 CHF |Préts aux enployés
1050 CHF |DEBITEJRS (COMPTE COLLECTIF) 3,798,200.21
ANR4 CHE INFERMA e A4 872 "R\

4.6.2.2 Account balance

In this menu, you can display the balance of all accounts, the balance of some of the
accounts (from .... to ....), or even a selection of accounts.

Settings | Filters | Balances | Summary | Printer

Trial balance

) Opening balance

Page 1 SOCIETE MULTI - MONNAIE § from01/01/16 to 3111216

Trial balance

Account Description Criginal currency CH

Op. bal Moverent Balance Op. bal Moverent Balance
1000 CHF |Caisse en CHF 424500 5,200.00 9,44500
1001 CHF |PETTY CASH (8000.00) 0.00 (8,000.00),
1010 CHF |CCP 44,296.00 000 44296 00
1020 CHF |Bangue XYZ en CHF 185387017 0.00 1,853870.17
1020 EUR |banque euro 27,020.01 7,200.00 3422001 33775.01 9,000.00 42775.01
1020 USD |Banque XYZ en USD 72,400.00 0.00 72,400.00 66,608.00 0.00 66,608.00
1021 CHF |Bangue LBS CHF 0.00 16,000.00 16,000.00
1030 CHF |Avances sur salaires (100.00) 0.00 (100.00)
1031 CHF |Préts aux employés 0.00 0.00 0.00

You can of course apply filters for an interval of accounts:

Settings | Filters | Balances | Summary | Printer

Filter on accounts
From account | 1%%% aac N | ) Toaccount | Faa e

Currency <

Which gives the following result :
age1 SOCIETE MULTI - MONNAIE 8 Asat0vmie

Opening balance

(fromaccount 1%+ To account "1#+-+7)

Account Description Original curr ency CH

Op. bal Op. bal
1000 CHF |Caisse en CH 4,245.00
1001 CHF |PETTY CASH (8,000.00)
1010 CHF [CCP 44296.00
1020 CHF |Banque XYZ en CHF 1,853,870.17
1020 EUR |banque euro 27,020.01 33775.01
1020 USD |Banque XYZ en USD 72,400.00 66,608.00
1021 CHF |Banque LBS CHF 0.00
1030 CHF |Avances sur salaires (100.00)
124 e DBrate anv annlnuéc nann
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4.6.2.3 Comparative balance

It's exactly the same principle as with the previous section. The only difference is that
for each account, in front of the column, the balance of the end of the previous years
appears.

These balances are taken from the initial balance where, as we have seen, there is the
balance field at the beginning of the accounting sheet and at the end of the previous
fiscal period.

Page 1 Plan comptable PME avec TVA du 01/01/16 au 311216
Balance comparative
Compte Intitule CHF

SAN Mouvement Solde 1215
10000 CHF |Caisse 0.00 36,200.00 36,200.00 0.00
10100 CHF |CCP 0.00 0.00 0.00 0.00
10200 CHF |Compie courant UBS CHF 0.00 446,094.00 446,094.00 0.00
10210 EUR |Compte courant UBS EUR 000 (7.200.00) (7,200 00) 000
10230 USD |Compie courant UBS USD 0.00 5,00000 5,00000 0.00
10500 CHF |Racements 0.00 0.00 0.00 0.00
10600 CHF |Tires 0.00 60,000.00 60,000.00 0.00
11000 CHF |Créances envers des tiers 0.00 152,300.00 152,300.00 0.00
11700 CHF | TVA récup.siachats & services 0.00 120040 1,20040 0.00
11760 CHF |Imp6t anficipé a récupérer 000 0.00 0.00 0.00
11900 CHF |Aclifs ransitoires 0.00 0.00 0.00 0.00
12000 CHF |Stocks 0.00 0.00 0.00 0.00
12100 CHF |Matiéres preméres 0.00 0.00 0.00 0.00
12600 CHF |Produits Tinis 0.00 0.00 0.00 0.00
12800 CHF |Travaux encours 0.00 0.00 0.00 0.00
14000 CHF |Pariicipations 0.00 0.00 0.00 0.00
14400 CHF |Préis accordés 0.00 0.00 0.00 0.00
12000 CHF |Machines et appareils 0.00 0.00 0.00 0.00
15150 CHF | Mobilier 0.00 0.00 0.00 0.00
15200 CHF |Informatique 0.00 101850 1.018.50 0.00
15300 CHF |Véhicules 0.00 0.00 0.00 0.00
15400 CHF |Qutillage 0.00 0.00 0.00 0.00
16000 CHF |Immeubles 0.00 0.00 0.00 0.00
16090 CHF |Terrains 0.00 0.00 0.00 0.00
17000 CHF |Brevets 0.00 0.00 0.00 0.00

4.6.2.4 Debit-credit balance

This option shows the balance with columns for total debit movements and total
credit movements.

Page 1 SOCIETE MULTI - MONNAIE S Asat 010116
Opening balance
(fromaccount ™1+ To account "1**-=")
Account Description Original currency CHF

Op. bal Op. bal

1000 CHF |Caisse en CHF 4,24500
1010 CHF |CCP 44,296.00
1020 CHF |Banque XYZ en CHF 185387017
1020 EUR |bangue euro 27,020.01 33775.01
1020 USD |Bangue XYZ en USD 72,400.00 66,608.00
1021 CHF |Banque UBS CHF 0.00
1031 CHF  |Préts aux enployés 0.00
1050 CHF |DEBTBJRS (COMPTE COLLECTIF) 3,798,200.21
1053 CHF |DEBITBEJR DOUTEJX 923.40
1054 CHF |DEBITORS TEST 0.00
1058 CHF |Débiteurs Douteux 1,238.00
1061 CHF |TVA récup s/ achats & services 223281
1062 CHF |TVA récup s/ invest & charges 15384585
1063 CHF |TVA on sales 0.00
1064 CHF |Non deductible VAT 0.00
1071 CHF |Stocks Marchandises A 0.00
1072 CHF |Stocks Marchandses B 0.00
1073 CHF |Stocks BErballages 0.00
1080 CHF 0.00
1091 CHF |Charges payées d'avance 0.00
1092 CHF |Produits & recevoir 0.00
1100 CHF  |Immeuble 0.00
1109 CHF |Amortissement Immeuble 0.00
1110 CHF |Machines 0.00
113 CHF |Cutilage 0.00
1115 CHF  |Mabilier 0.00
1119 CHF |Amortissement Matériel 0.00
1120 CHF |V éhicules 0.00
1129 CHF |Amortissement Véhicules 0.00
Totals 5,979,329.75
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4.6.3 Account movements (General Ledger)

In this menu, you have the detail of the account movements, with or without
provisional book entries, for a given period.

You must indicate the account number, if you want to include provisional book
entries or not, and provide the date brackets of the requested period.

Use the following menu:

Prant

File Display Tools Help

Chart of accounts ? a i d
Tnal balance “""1'
I
. Mevements of accounts e o b
'l-_l:. Bowumal ; o OF
10 Interest caleulstion L ]
Fostions in foreign curme
10 reg ey = X¥Z en CHF
i Accounts reports .-
b Journal entries reports r XL en USD
10 wpo LIBS OF
1 HF Brrances ar calsres

Then you can activate or deactivate the options that are offered on the following
screen :

R

Settings |Fi|ters | Summary | Printerl

] Analytical balance

® Baszed on booking dates Based on value dates
() Book-+eeping amounts Print value date
D Original currency amounts Print entry numbers
Exdude lines at zero [ TPrint journal codes
(®) Al amounts Print vouchers
Print contras
|:| Print quantities
Print the general total Total quantities

Frint analytical quantities
[ ]Print analytical accounts
Print tax code
[ Group analytical lines
[JGroup the lines according to invoices
[ Group lines according to month
[ ]Page break after each account
Mumber pages by account
["]summary dient subJedger accounts
["] summary securities subdedgers
Link both text lines

Language for account description I:lE

| Preview | | Print | | Spreadsheet | | E-mail | | Close
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We have already explained the other buttons (spreadsheet, email) as well as the filter
and print tabs. You can customise your display and print selection by checking the
options you need.

With the filters you can tailor your result, for example by settings dates from...to
along the same lines as for with accounts.

We'll use this opportunity to explain the print menu bar :

Eﬁo a b DI }:nj(;@i/@;‘{;i Y=

Page navigation buttons 14 4 B DB these let you navigate from one page
to the other.

Optimise the zoom EE: reduces zoom in a single click.

:1
Preview 100% p‘ : displays a 100% scale preview.

b
Zoom accross p : This button lets you zoom the report across the page.

=L 100
Zoom % *"53» : Custom zoom according to the specified size.
-
Configurer imprimante <7 : specify the page or pages as well as the number of

copies to print.
S
Quick print <*" : Print directly

Save a report q : Save a report you are working on in a specific file in PDF or Excel
format.

Open a report - Open a saved report.
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Here is the result of the report based on the options previously activated:

Movements of accounts

1000CHF  Caisse en CHF

CH
Date Entry Voucher Contra Tax Text Debit Credit Balance
Balance as at 01/01/16 424500
231H6 | * 2 CA-00 1021 CHF transfer (2,000.00) 2,24500
28M116 |* 4 CA-0002 Various 10 Transfer 4,600.00 6,84500
312ne (¢ B CA-0004 1021 CHF transfer (2,000.00) 484500
326 ¢ 8 CA-0008 'V arious 10 Transfer 4,600.00 9,445.00
Balance as at 3111216 5,200.00 0.00 9,445.00

1001 CHF  PETTY CASH

CH
Date Entry Voucher Contra Tax Text Debit Credit Balance|
Balance as at 01/01/16 (8,000.00),
Balance as at 31112116 0.00 0.00 (8,000.00)|

1M0CHF CCP

CH
Date Entry Voucher Contra Tax Text Debit Credit Balance
Balance as at 01/01/16 44,296.00
Balance as at 3111216 0.00 0.00 44,296.00
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4.6.4 Book entry journal

If accounting is configured in single journal, you will have two menus to print
journals: provisional book entry journal and/or cleared book entry journal.

Toals

) File Display
. Chart of accounts

Triad balarce
Movernents of scoounts
Journal

Irterest calculateon

Acoounts reports
Journal entries repots

Print

Positions in foreign cunrency

o

| > &

A Descry

] |

M
P
o

14ddd

As with the previous options, you can customise your display and print with

available tabs.

Settings |5earch | SUMMary I Printer|

(®) General journal
Journal selection

Print summary

Print using dosing periods

() Journals

Selection

Print summary by sales journal

From

() summary of journals

To

() Provisional
() Posted

(®) Provisional & posted

® Based on booking dates

Based on value dates

(®) Mo sorting

() Sort by date

From |1

(1 sort by voucher

To |9

[]Filter on & date interval
rom 01/01/16

[=]

To 31/12(15

=]

B

(_) Book-keeping amounts

(®) Al amounts

(_) Original currency amounts

Underline each entry

Print entry numbers

[]Print analytical accounts
Print account names

[ Print quantities
Print vouchers

Preview | | Print

| ‘ Spreadsheet | | E-mail ‘ | Close

the
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Here is an excerpt of the report on a journal :

Journal of provisional and posted entries : 1to 9

Inal[ Date Entry Woucher Text Account Client, invoice / Ttle / Fixed asset A mount in original CH
currency Debit Credit
CA [231116 | * 2 CA-D001 transfer 1000 CHF (2,000.00)
transfer 1021 CHF 2,000.00
CA | 281116 | * 3 3 various pay ment 1021 CHF 6,000.00
wages november 4000 CHF (2,500.00)
insurance june 4050 CHF (500.00)
pension 4051 CHF (3,000.00)
CA | 2B8M1M6 | * 4 CA-0002 Transfer 1000 CHF 10 4,600.00
Transfer 1063 CHF 34075
Transfer 6000 CHF 426925
CA | 281116 | * 5 CA-0003 Various pay ment 3002 CHF 4,500.00
Various pay rent 1020 BR 3,600.00 4,500.00
CA [3M216 | 6 CA-0004 transfer 1000 CHF (2,000.00)
transfer 1021 CHF 2,000.00
CA | 31216 | * 7 CA-0005 various pay ment 1021 CHF 6,000.00
Wages november 4000 CHF (2,500.00)
insurance jung 4050 CHF (500.00)
pension 4051  CHF (2,000.00)
CA [3M216 | 8 CA-D00G Transfer 1000 CHF 10 4,600.00
Transfer 1083 CHF 34075
Transfer 6000 CHF 4,259.25
CA [31M216 | * 9 CA-D007 Various pay rrent 3003 CHF 4,500.00
Various pay rent 1020 BR 3,600.00 4,500.00
03/0216 1 1 FACTURE CLENT 1050 CHF [AURELIA CHF  F3434 2 1,080.00
FACTURE CLUENT 2016 CHF (26.30)
FACTURE CLIENT 3080 CHF (1,054.70)
Totals 18,200.00 18,200.00

Sorting options :

NO SORTING : the programme will print in the order of book entries, from such
and such a book entry, with each book entry underlined or not, with the amounts
in original currency or not.

SORT BY DATE : the programme will print according to the date of the book entry,
from such and such date, with each book entry underlined or not, with the
amounts in original currency or not.

SORT BY DOCUMENT ORDER : the programme will print according to document
numbers in numeric or alphanumeric order, with each book entry underlined or
not, with the amounts in original currency or not.

If you leave a field empty, the programme will take all documents ; otherwise, you
can indicate you want to print from this document to that one.

Warning : the order of the documents means that if, for example 1, 2, 3....10, 11 the

programme will print book entries according to the following sequence 1, 10,
11,....2, 20 etc. If you want to print in a logical numeical sequence, don't sort. This
option is only valid when numbering is not sequential and corresponds to sorting
(ex: A.001, V-001, etc. to indicate the nature of the booking).

Print multi-journal book entries:

If

your accounting is configured in multi-journal, you only have one menu: print

journal, in which you will have choices:
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Settings |Search I Summary I Printer|

() General journal (®) Journals () summary of journals
[] 3ournal selection Selection
|:| Print summary

[]Print summary by sales journal

Print using dosing periods From To

(" Provisional
(") Posted

(®) Provisional & posted

®) Bazed on booking dates Bazed on value dates
(®) No sorting (") Sort by date () Sort by voucher
From |1 | To |9 |

[C]Filter on a date interval
— 01/01/16 |Z| To 31/12/16 E

() Book-keeping amounts
l:l Original currency amounts

(®) all amounts

[Junderline each entry [ Print quantities

| Print entry numbers | Print vouchers
[JPrint analytical accounts Print exchange rates
[]Print account names []Link both text lines

| Preview | | Print | | Spreadsheet | | E-mail | | Close |

If you print having checked “centraliser” journal, the programme will give all
movements for each account in regards to the journal.

You can also print a summary by sales journal. This document will provide elements
of the sales journal by tax code. Thus, you will have one line per tax, with columns for
turnover, rate and amount of the tax.

Last choice: you can either not sort or sort on dates or even document numbers.
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Select journals

This option lets you select one or several journals to print. The list of journals appears
in a window. Just check the journal(s) to print.

& O
Code Journal heading Sub-type
] ac Purchases journal Purchases
] ca Cash journal Purchases
L] r Journal banque Financial
C] mr Miscellaneous transactions ... Miscellaneous operations
L1 ve Sales journal Sales

The field are identical to the one from the previous section.
Central journal
The central journal shows the movements for each journal.
General journal

The general journal corresponds to the single journal option. You can choose
between the provisional book entry journal or cleared book entry journal, sorting on
dates, documents or without sorting.

4.6.5 Statements in foreign currency
If you use foreign currency accounts, read this section.

You can print statements in foreign currencies from an account list.

File Display Teols Print Help
Chart of accounts | 9 _nl| :"-!
Trisd balance o 5
Movernents of sccounts i Descriphon
|

Journs Caises en CHF
Interest calculation " FETTY CASH
Positsons in foreign currency LCP

| Banque ¥¥Z &n CHF
Acoounts reports Danque o
Journal entries reports | Bangue ¥¥Z en USD

1w e Banque LES CHF

The programme will display a window in which you must indicate the accounts.
Last question: do you want to apply revaluation rules?:
If the answer is negative, the programme will apply the historical exchange rate.

If the answer is yes, it will revalue the rates.
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Tag

Settings |Sur'r'|r'r'|ezqr'5|I | Printerl

From account |1uuu |CHF ||3 To account

(®) Provisional & posted () Provisional

[ ] with accrual entries

] apply revaluation settings

| Preview | | Print | | Spreadsheet | | E-mail | |

Depending on the active options, you will obtain the following report:

Positions in foreign currency
With entries : Provisional Posted
Accounts : 1000 - 6070

(Curre Description Posttion Anmount in Hst. rate
CH

ELR |ELR 50,485.46 65,656.61 1.3005

UsD |UsD 106,398.15 119,657.81 0.8892

CHF Total exchange in CHF 185,314.22

CHF Accounts total in book-keeping currency (185,314.22)

CHF General total 0.00
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4.6.6 VAT return

This menu lets you quickly display the VAT returns. From this display and print menu,
choose the Tax recap (VAT) option

4 - Display and Print

- General Ledger accounting system
- GL-Analytical balance
- Client accounts
- Qutstanding invoices (aging lists)

- Bad debt provision on open invoices
- Anahlytical accounting system

- Portfolio module

- Fixed assets accounting system

|Ti|x statement (VAT) |
.. RBalanra-Shaat

The following screen will show the list of tax codes.

File Display Tools Print Help

<UR>5

Type of service VAT on invoices Type VAT on purchases and sales Tax code currency CHF v

Tax code Description Met amount Tax Gross amount Deductible VAT Total VAT
=
[ 18 % - Mfses 0.00 0.00 0.00 0.00 0.00
2 2.4% -M/ses (1,054.70) (25.30) (1,080.00) 0.00 (25.30)
3 Exportation 0.00 0.00 0.00 0.00 0.00
4 8 % Charges 0.00 0.00 0.00 0.00 0.00
5 8 % -Invest 0.00 0.00 0.00 0.00 0.00
6 8% VAT 50% LESS 0.00 0.00 0.00 0.00 0.00
7 Intra community VAT 0.00 0.00 0,00 0.00 0.00
10 8% VAT (8,518.50) (681.50) (9,200.00) 0.00 (681.50)
20 8% - Mfses 0.00 0.00 0.00 0.00 0.00
90 Récup partiele 0.00 0.00 0.00 0.00 0.00
91 Importation 0.00 0.00 0.00 0.00 0.00
92 Import services 0.00 0.00 0.00 0.00 0.00
Totals (9,573.20) (706.80) (10,280.00) 0.00 (706.80)
Tax code details |> Close

The following screen provides several options for VAT. This additional question is
necessary as, on each tax code, we have the notion of purchase and sale. This means
that you can have a single tax code for sales, but also for purchases. In this case it
would be important to display first the VAT on sales, then the VAT on purchases
which would yield a global balance of both. In our example, we have created different
tax codes according to purchase or sale.

Then, you have the following choices :

- Include or exclude provisional book entries

- choose the period to print from to ....

- Print or don't print the summary of the tax return (total by tax code)

- for a particular currency or any currency.

You can choose to only take VAT on sales, or on purchases or even both.
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File

T

Settings |Fi|ters | Summary I Pn'nber|

Tax : TVA Tax code currency CHF W

Detailed printout
[CIPrint VAT analysis codes
Only exceptions
Print GL account
Print the dient name
First line of address instead of name
Print the dient VAT number
Print voucher number

Print entry number
Summarised printout

(") VAT on purchases
() VAT on sales
(®) VAT on purchases and sales

| Preview | | Print | | Spreadsheet | | E-mail | | Close |

Remember, you can also apply filters on tax codes and dates, as shown in the
following screen:

Code Description Rate
1 8 % - Mjses 8.0000
]2 2.4 % - M/ses 2.4000
[]s3 Exportation 0.0000
! 8 % Charges 8.0000
I«¥] s B 9 - Invest 8.0000
[s 8% VAT 50% LESS 8.0000
|:| 7 Intra community VAT 3.0000

| Setﬁngs| Filters |Summar1,r | Pn'nter|

[ Filter on tax categories Selection

Filter on entries
Provisional entries

Currency |:||Z|

[ | Filter on invoices

Invaoices
Credit notes
Dehit notes
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Here is an excerpt of a report, according to the marked options.

VAT statement based on invoices

Taxcode2 - 2.4% -Mises Rate: 24000

Date W oucher Entry Text Inv oice Clients Tt amount Tax (CHF) Grossamount | Deductible VAT Total VAT
030216 |1 1 |FACTU|F3434 ALREIA CHF (1,054.70) (25.30) (1,080.00) 0.00 (25.30)|
Totals (1.054.70) [25.30) [1,080.00) 0.00 (25.30)

Taxcode10 - 8% VAT Rate : 8.0000

Date W oucher Entry Text Inv oice Clients Tt amount Tax (CHF) Grossamount | Deductible VAT Total VAT
281116 |CA-0002 4 (Transf (4,259.25) (340.75) (4,600.00) 0.00 (340.75)
311216 |CA-0006 8 |Transf (4,259.25) (340.75) (4,600.00) 0.00 (340.75)
Totals (8.518.50) (681.50) (9.200.00) 0.00 (681.50)
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4.6.7 Balance sheet
By using this option, you may display and print the balance sheet of the company.

4 -Display and Print
- General Ledger accounting system
- GL-Analytical balance
- Client accounts
- Dutstanding invoices (aging lists)
- Bad debt provision on open invoices
- Anahytical accounting system
- Portfolio module
- Fired assets accounting system
- Tax statement (VAT)

- Profit and loss

You land on the following screen :

Settings | Column headers | Format | Spread-sheet | Font | Printer |

Title Balance sheet as at 31/12/16

[JPrint dates “from...to..."
[]Print reference currency in header

Analytical account | ||Z|

[[Jreplace by selected analytical accounts Selected accounts : 0

wome | |5

[Jresultis always a liability

Group with 4

[ ] opening balance shee

Journal entries from To

Including provisional entries With accrual entries

® Based on booking dates Baszed on value dates

With zero accounts
Without the underlining and white lines linked to an unprinted sub-total

With a column for the account numbers
[]with a column for the original currency
With a percentage column
With a column for the previous fiscal year

Recalculate balances at cut-off date

[ ] pifference in percent between both fiscal yeart (based on previous fizcal year)

| Preview | | Print | | Spreadsheet ‘ | E-miil | | Close

There are several parameters to select in order to get the company’s balance sheet.
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To begin with, let's look at the tabs at the top of the screen.

Settings: in this screen you can create a custom layout of your balance sheet. The
options are explicit enough not to go over them one by one. However, we will explain
the "Recalculate balance at a set date” option. This lets you see the balance at the
date you want, without selecting this option, the programme will automatically show
the balance at the end of the previous fiscal year (often 21 December).

Column headers : create custom column headers. Be careful of the width of each
column header.

Settings | Column headers | Format | Spread-sheet | Font | Printer

with column headers

Account Currency
Text

Amounts i original currency

in book-keeping currency :  Left column 31/12{16
previous fiscal year 31/12/15
difference in percent between years Delta

Default values

Format : adjust certain settings on the dates, separators and amounts.

Spreadsheet: with this option, you can save your balance sheet directly in Excel
format in the directory of your choice. This lets you, for example, rework your balance
sheet later.

Font : manage the various font sizes for the different lines of the balance sheet.

Printer : manage the selected printer, print orientation, margins as well as indications
that could figure there. Furthermore, at the bottom of the screen, you have 5 icons
with different possibilities to view the balance sheet.

In the following report, you can display or not display the column of the previous
year, which can be very useful for comparisons. In our example, the numbers from the
previous years are zero since the operations of this company began in 2016.
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SOCIETE MULTI - MONNAIE § MULTIW-18

Balance sheet as at 31/1216

3216 % MNMans %
ACTIF
ACTIFS MOBILISES
1000 CHF  Caisse en CHF o445 00 016 424500 007
1001 CHF  PETTY CASH (8000.00) (0.13) (8'000.00) (0.13)
1010 CHF CCP 44296.00 074 44°296.00 074
1020 CHF  Bangue XYZ en CHF 185387017 3091 1'853870.17 31.07
1020 HJR  bangue euro 4Z775.01 071 3377 057
1020 SD  Bangue XYZ en USD GE608.00 1.1 B6°608.00 1.12
1021 CHF  Bangue UBS CHF 16000.00 0.27 0.00 0.00
Préts au personnel
1030 ©CHF  Avances sur salaires (100.00) 0.00 (100.00) 0.00
1031 CHF  Préts au employ és 0.00 0.00 0.00 000
Total Préts au personnel (100.00) 0.00 (100.00) 0.00
DEBITEURS
1050 CHF  DEBMEURS (COMPTE COLLECTIF) 379928021 6335 379820021 6366
1051 CHF DEBMEURS (4873.55) (0.08) (4'873.55) (0.08)
1063 CHF  DBEBIMEUR DOUTELX 923.40 0.0z 923.40 00z
1054 CHF DEBMORSTEST 0.00 0.00 0.00 000
1058 CHF  Débiteurs Doutewx 1238.00 p.02 1"238.00 noz
Total DEBITEURS 3'796'568.06 63.31 3'795'488.06 63.61
PASSIF
FONDS ETRAMNGERS
2001 CHF  FOURMISSELRS COMPTE COLLECTIF 1885'004. 80 3143 1'885004.80 3159
2002 CHF FOURMISSELRS OV ERS 0.00 0.00 0.00 0.00
AUTRES CREANCIERS
2010 CHF VAT 0.00 0.00 0.00 0.00
2011 CHF  Impdt ala source 2351905 0.39 23'519.05 0.29
2012 CHF  ofcAVS 4926815 0.8z 49°268.15 083
2013 CHF  co/cLFP 44451.30 074 44'451.30 0.75
2014 CHF clcLAA 4612.75 n.08 461275 0.08
2015  CHF cfc Assurance UM perte gain) £085.70 .07 4085.70 0.07
2016 CHF  TVA Collectée sur Ventes 421'664. 20 7.03 4271638.90 7.07
2017 CHF OP&SCARPA 13046.00 0.22 13'046.00 022
2018 CHF dcCAFGE 0.00 0.00 0.00 0.00
2019 CHF co/cCAFVD 0.00 0.00 0.00 0.00
Total AUTRES CREANCIERS 560'647.15 9.35 560'621.85 940
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4.6.8 Profits & losses

- Display and Print
- General Ledger a

- Tax statement (VAT)
- Balance-Sheet

- Cash flow statement

All options in this menu are identical to the ones explained in the previous chapter.
See point “5.6.7 Balance sheet” for further detail.

We will show only the final result of this report on the next page:
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P&P du 01/01/16 au 31/12/16

2016 % 2015 %
PRODUITS
CA DES VENTES ET SERVICES
Ventes
32000 |CHF |Ventes brutes de marchandises 537.05 026 0.00
Total Ventes 537.05 0.26 0.00
Ventes prestations de services
34000 |CHF |Ventes brutes prestations 20342585 99.74 0.00
Total Ventes prestations de services 203'425.85 99.74 0.00
Total CA DES VENTES ET SERVICES 203'962.90 100.00 0.00
TOTAL DES PRODUITS 203'962.90 100.00 0.00
2016 Yo 2015 %
CHARGES
CHARGES MAT/MARCH/SERVICES
Charges mat/mar/services
42000 |CHF |Achats de marchandises 8'403.70 713 0.00
42720 |CHF |Frais de fransport a lac hat 555.55 047 0.00
Total Charges matim ar/services 8'959.25 760 0.00
Prestation de tiers
44000 |CHF |Prestations de tiers 2'407 .40 204 0.00
Total Prestation de tiers 2'407.40 2.04 0.00
Total CHARGES MATMARCHSERVICES 11'366.65 964 0.00
CHARGES DE PERSONNEL
Charges de personnel
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5. Reports and formats

As indicated at the begining of the manual, this programme uses a management tool
that lets you not only keep track of accounting but also perform analysis in the form
of reports.

This report print menu divides into several sections:

Reports determined by lines, reports determined by columns and reports determined
by fields.

Each report must be created, none is pre-determined since the programme does not
recognise the notion of the nature of accounts and the chart of accounts is
completely free.

This lets you, among other things, use several balance sheets : a very succinct one for
a quick overview and a detailed one for fiduciary purposes.

These reports are copied when carrying forward accounting.

Each report allows you to review the situation at all times, without any special
manipulations such as clearing a book entry or inputting intermediary year-end book
entries.

Select the Reports / Formats menu from the general accounting menu

p Reports f Formats /

i Line type reports
4 - Column type reports
- Journal entries reports
- Aocounts reports
- Client reports
- Inwvoice reports
» - securities reports
- Amalytical accounts reports
- Fiwed asset reports
4 -Reports using formats
- Format editor
- Fiwed page reports
- Mowvements of accounts
- Securities movements
- Client movements
- Reminders to debtors
- Statement of account - Bank lists
- Matrix reports
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5.1 Line-based reports

These reports are made of the lines of the accounts or group of accounts, of totals
and also formulas. The layout is limited in terms of the number of columns, which is
set, even if some are optional. We will revert back to this later.

These simple reports provide balance sheets, P&L or operating accounts. But you can
also create all sorts of reports, like for example a cash statement.

To create a line type report, click on the following menu :

4 -Reports J Formats /

| Line type reports|

4 - Column type reparts

: Journal entries reports
Accounts reports

5.1.1 Balance sheet

As we have seen, you can print the Balance sheet from display and print; but this
section will show you how to customise this report with a different layout to the one
from the previous section.

There are two ways to use this tool.

5.1.1.1 Determine a line-based report without automatic generator

This operation implies that you must create the entire report.

Determining a report is determining the lines that make it. The corresponding
columns are pre-established.

Here is the procedure:

1) in the properties tab, insert a title for your first example. It is alphanumeric
text of maximumi 30 characters.

File dit Display Tools Printouts Help

VECE

Title |EI 1.5alance sheet
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2) Click on the lines tab. In this table, the first line named blank line appears
automatically. /

File Edit Display Tools Printouts Help

9 &

Properties | Lines
Line  Type BalMvt  Account Text
!| i Blank line

This option allows for spacing between two lines, to insert a line.

The report will be created with each new input line. You cannot move the
mouse beyond existing lines. Thus, if you want, for the layout, to start on the
third line, just choose the BLANK LINE type for the two first lines.

3) Click on the add button to create the 2" line of your report
I

~A
Add Insert Madify Delete

The following screen will suggest several fields that we will explain.

Type of line

Type of ine Account or group of accounts W
General Ledger account -2
Currency -

Text

Percentage of line i

Values Indifferent W
Column Left W
Amounts Balances W

[ rhanne sinns
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4) By clicking on type of line you will find the various choices at your disposal
to insert in your line:

Tyow of bna Account or group of acomunts W
| Acgount or group of accounss |
Gararal Ledger aocoung Chents or group of dents
N hnahytical acomunt
Currency Remdt of a Sormula
Sub-totsl
Text
= St mub-totsls fn rero
Rercentage of kne Elank, ne
Remark (4]
Vales Lindearirs
Fage break
Coolumni Stop prinfng
Confinue prnting
e Generate a kst of acoounts
Change sors

Here are a few explanations:

Note (free text)

This option lets you type text on the line. You have up to 30 alphanumeric
characters.

To underline a note, on the line below, you must create a new remark and hit
the desired underline. The “underline” type of line refers only to amounts
columns.

Cancel print and resume print

These two options allow you not to print the lines you have introduced into
the report.

For example, you have a whole list of accounts of which you only want the
total. For you, introducing all the accounts is easier than using a formulas, if
only to check that you have all the elements in the definition of your balance
sheet.

To do this, cancel print; then the accounts, then resume print and finally your
account total. Thus, only the total will appear.

Page break

You can insert a page break, for example after the assets account so that the
liabilities account is on another page.

Just place the mouse on the line and request a page break.

Underline
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This option underlines the amounts column.

You must specify if the underline applies to the left column, right column or
both.

And finally if it also applies to the percentages columns.

5) Choose Note (free text)

Type of ine Account or group of accounts v
Account or group of accounts

General Ledger Clents or growp of dents
Analybcal account

Curency Resut of & formuls
Sub-total

Yo Set sub-totals to rero

PTG 41 R —
Underine

Vahues
Page bresk
Col Stop printing
Continue printing
Amounts Generate a st of accounts
_ Change gigns

Type the word Assets in the note field

Type of line | Remark (4) W

Remark |assets|

Here is the result of the second line

Line Type BalMvt  Account Text
1 Blank line
2 Remark Assets

6) Click the add button to create the 3rd line of the report

\
| J!kd || Insert || Modify || Delete |
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7) In the type of line, select Note (free text) and input in the note field the *

character 5 times

Type of e Account or group of v
Account or group of

General Ledger accourn) Clents or growp of
Analytical account

Currency Resut of & formuls

Text Fo

Do 0 BT —

Values Underine

Page bresk
Column Stop printing

Continue printing
Amounts Gererate a kst of sccounts

Type of line | Remark (4)

Remark | ]

Here is the result.

Propriétés | Lignes |

Ligne I Mature | SdeﬂU'Ivtl Compte | Te
1 Ligne blanche

2 Remargue ACTIF

3 Remargue A

8) Click again on the add button to create the 4th line of your report; we will

insert a blank line betweeﬁ\your lines.

[ aa | [t || oary || oo |
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9) In line type select blank line.

Account or group of accounts
Account or group of accounts

Genersl Ledger
Currency
Text
Percentage of ine
Remark (4)
Values Underine
Page bresk
Cokamn Stop printng
Continue printng
Amounts Generate a Ist of accounts
[ Tehange sgns

Type of line Blank line W

Validate with OK; here is the result:

Lines

Line Type BalMvt  Account Text
1 Blank line
2 Remark Assets
3 Remark LR
(4 Blank line

10) Repeat steps 8 and 9 and you will get the following result:

Properties | Lines
Line  Type BalMvt Account Text
1 Blank line
2 Remark Aszets
3 Remark -
4 Blank line
[5 Elznk line

11) Click once more on the add button to create the 6th line of your report;

we will now insert an account in )yﬁr line.
]

add || e |[ mody || o |
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12) In line type, select the first option Account or group of accounts.

General Ledger account Chents or group of dents
Analyticy account
Currency Reaut of a formula
Sub-total
e Set sub-totals 1o 2ero
Percentage of Ine Blaric ine
Remark (2)
Values Underine
Page break
Column Stop prngng
Continue printng
Amounts Generate a kst of accounts
1Change sre

Account or group of accounts

By choosing the account or group of accounts line type, the programme will
ask you to select an account:

Type the account number. This can be either a complete account, a group, a
class or even a partial number. You can even make a selection of accounts by
typing for example: account: ***10, which will give you all the accounts ending

in 10.
Type de ligne Compte ou groupe de comptes L
Compte Grand-Llivre |Z| ? |
P Compte  Monnaie Description <l
Libellé [ 1 ACTIFS |
10 Actifs drculants A
Pourcent de la ligne 10000 CHF Caisse
10100  CHF CCP
Valeurs
10200 CHF Compte courant UBS CHF
Colonne 10210 EUR Compte courant UBS ELR
Montants 10230 USD Compte courant LUBS USD
10500 CHF Placements v
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13) in the General Ledger account type in an account, for example, the cash
book, in our example/account 10000

Type of line Account or group of accounts W
General Ledger account 1000 |7
Currency CHF -

Text Cash|

Percentage of line ] |Z|

Values Indifferent W
Column Left w
Amounts Balances W

[ ] change signs
General Ledger acoount hooo -7

As soon as you input the account, the programme will ask to specifiy the
currency.

14) Either type a specific currency code, or leave the field empty. Now, the
programme will consider all accounts with the same number, regardless of
currency, and will display| a single result which will be in the currency of
reference.

Currency CHF -

If you want to display an account in reference currency with its balance (or
movement) in original currency, you must specify the currency.

15) Then, the account tag suggested by default if the tag of the account.
However, you can edit and type in the text you want.

I Text Cash|

16) Percentage of the line indicates in reference to the corresponding line at
100%. The programate will calculate the percentage according to this line.

I Percentage of line 0

To do this, you will need to know the reference line. Let's assume it's line 20,
just put 20 with the ARROWs.
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Generally, it's best to input this information after creating the entire report, or
at least as soon as you have the base line to have the corresponding number.

If you do not want to calculate the percentage, just leave the number at zero.

17) the Values field also provides several possibilities; in our example, we will
keep indifferent/but we will explain the other options.

Account or group of accounts L

1000 =7 Caisse en CHF
CHF . oF
Cash

oM

Indifferent »

Debit

Dehit different from zero
Crigiy
Credit diferent from zemn

Dt Boosuils
Credit accounts

Dehit mowements
Cridif movemenis

a) DEBIT, only if the account or group of accounts has a result in debit. This
means that if the result is in debit, the line will appear. Otherwise, the
programme will not take the line into account.

b) CREDIT, the reverse of the previous choice. The account appears when it is
in credit. These two options are mainly for accounts that can sometimes be
in debit, sometimes in credit and that you want to show in your report at
the right place per the result.

Let's take the case of a bank account. You want it to be as assets if it's in debit,
and as liabilities if it's in credit. Rather than create two bank accounts and do a
transfer each time you need a balance sheet, just create two lines for the same
account, one with the assets, indicating only debits and the other in liabilities
with only credit. The programme will automatically place the account in the
right place.

Warning: if you record an account only in debit, usually it is indispensable to
create another line with this account in credit, otherwise the report might be
incorrect.

These two options are not meant for all accounts. Meaning, mainly, you will
specify accounts indifferenty even if you know a particluar account will always
be in debit and others always in credit.
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c) INDIFFERENT, the programme will calculate the account regardless of the
result. This option applies to most cases.

d) ACCOUNTS IN DEBIT lets you choose in the group of specific accounts
which are in debit. For example, if you selected group 10 and accounts

10100 and 10210 are in credit, the total of group tell? will include accounts
10000, 10200, 10500, 10510 and 10600.

e) ACCOUNTS IN CREDIT reverse of the previous options. In our example,
only accounts 10100 and 102100 will appear.

f) MOVEMENTS IN DEBIT shows only movements in debit. This option can be
interesting if for example you want to show on one side revenue and on the
other cash book expenses.

g) MOVEMENTS IN CREDIT reverse of the previous option. As with the other
choices, usually, it is necessary to have both lines in the report to avoid any
errors.

18) The column field You must specify on which column the amount should
be printed. This question applies only to print or transfer to an spreadsheet
since, when displaying, the amounts will always be shown on the same column.

You can choose between :

Left column

Right column

Both

Left column if debit and right column if credit.

For our example, we will select left

Column Left W

19) Amounts: the amounts must be on balances or movements.

Amounts Balsroes w

Mavemeng

For a balance sheet, it's obvious the answer is on balances. For P&L accounts, it
can be interesting to create a report on movements.

Indeed, if you want to calculate the entire period, specify from the beginning
to the end of the journal, which will show balances.
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With the same report, you can ask for a specific period such as from
01.02.2016 to 28.02.2016 and you will have the movements of this period.

Generally, expect calculations on movements to be less quick than on
balances.

20) Change the sign

Amounts Balances L

Change signs

The programme will then ask if you want to change the sign.
If the answer is negative, the result will reflect the account.

If the answer is positive, the result will be inverted. However, this result will be
considered for totals of the real value. Inversion is effective only in display or
print but not for calculations. It is only a change in representations.

This option displays, for example, liabilities accounts without a plus-minus sign
and in the case where there is a liabilities account in debit, there will be a
minus sign in the report.

Once you have input all the elements of the account or group of accounts line,
the programme will display:

File Edit Display Teools Printouts Help

AR~ BE

Properties | Lines

Line  Type BalMvt  Account Text Farmula +f- Calouk % Left Right
1 Blank line

2 Remark Aszets

3 Remark = FEEEE

4 Blank line

5 Blank line

[s Account B 1000-CHF Cash + A [+] [

Add Insert Modify Delete

Close

You can see that, on line 6, we have requested an account that will be taken of
balances (S), with a number of 1000 CHF, tag is « Cash register », without
inversion of the sign (+), taken indifferently (I) of which the amount is
positioned on the left column.

Copyright GIT S.A. Geneva-CH Rev: 2018 NC/AD




i)

Business Software
Since 1981 WIinEUR - General accounting manual Page 164 of 222

Analysis of this screen shows :

The first line is a blank line

The second line is a note to specify the title

The third line is also a note to underline the title
The fourth and fifth lines are blank lines

The sixth line is an account

By default, the programme will suggest, from the following account or group
of accounts line, the same components as previously.

21) backup the report: So as to not lose your work, and before continuing
with the other lines, you must save your report.

First, click on the disk icon
5P =Y H a

The following screen will allow you to name your report; follow the example by
entering 01.-Interim balance sheet and click on the save button to finish.

- T .« Documents » A-WinEUR_ghb w0 Rechercher dans: A-WinEUR_... 2@
niser - Mouveau dossier - - 7]
y

Aucun élément ne correspond a votre recherche.
W

am du fichier : | 01.balance sheet

Type: Report (lines) (*.axp)

Now you can continue adding new lines, don't forget to click on the disk icon
from time to time to back up.
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22) Click again on the add button to create the 7th line of your report; we will

now put a formula in your line. /
]

ada || e |[ modiy || o |

23) in this type of line, select the result of a formula

|Set sub-totals 10 2er0
Elank ne

|Remark (%)
Values |Underine

Page break
Column Stop prngng

{Coninue printing
Amounts |Generate a kst of accounts

_|Change sigrs

Result of a formula

You might need to add up several accounts without them being in the same
structure (i.e. without common numbering). There are two possible solutions.

The first is to halt printing, take all accounts one after the other and request

the total.

The second option is faster. With the result of a formula option, you can create

your formula as a sum, substractions, etc.

As soon as you request this type of line, the programme displays:

Type of line | Result of a formula W |

Formula |

() Code before the result Code

(®) Account preceding the result General Ledger account I:I:IE

Text |

Percentage of line

Values | Indifferent W |
Column | Left W |
[ ] change signs

[ ]indude in totals
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The formula is a calculation line of 60 characters. As indicated by the help
window with the F1 key.

Formulas recognise four basic operations: addition (+), substraction (-),
multiplication (-) and division (/).

Operations must always precede the operations that are:
Numbers Amounts preceded by a sign (+1200)

LXX Amount calculated for line (L)xx(+125). In this case, line 25
(L25) must be placed before the formula otherwise it will not be
considered in the calculation (the calculation goes from top to
bottom in the lines of the report.

TX Specified total value (+T2). This must be placed before the
formula otherwise it will not be considered in the calculation.

SXXXXX

Balance of an account of group of accounts (§10000). The
(MON)

currency (MON) is optional.

MXXXXX  Movements of an account of group of accounts (S10000). The
(MON) currency (MON) is optional.

Letters L, T, S, M can be followed by D, C, I, d, c, P, N (same options as with
specifying an account or group of accounts).

You can also use parentheses to narrow your calculations.

So you can have a calculation line like:

FORMULA: +540020+540030-540040+(T1*L6)

The code is optional and refers to an account number. It is interesting if you
want to print account numbers and when the formula refers to an account or
group of accounts.
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Enter the tag

Then, the programme will ask if you want to print the result only if it is in debit,
if it is in cre{it or indifferently. The other possibilities are not to be input here
as they are part of the formula (movements or balance, D/C/I, d/c/P/N).

In our example,\we will keep things simple: here is the formula that is used:

Iy (R [N QR ey Ve

Type of line Result of a formula W |

2 Formula 102104510230]

(@) Account preceding the resu General Ledger account I:I:IE

(") Code before the result

Text |Bank
! Percentage of line 0

Values | Indifferent

Column | Left

[ ]change signs
[ Jindude in totals

By validating with OK you will get the result on the 7th line

File Edit Display Tools Printouts Help
»TQd 7

Line  Type BalMvt Account Text Formula +/- Calouk % Left Right

Blank line

Remark Assets

Remark =

Blank line

Blank line

Account B 1000-CHF Cash + A L]
Formula bank + [] []

SR = T, N S UL I

| Add || Insert || Modify || Delete |

The result of the formula can be displayed or printed for information purposes.
In this case, give a negative answer to the question: sum of totals.

Copyright GIT S.A. Geneva-CH Rev: 2018 NC/AD




( GIT ) Business Software

Since 1981 WIinEUR - General accounting manual Page 168 of 222

If, on the contrary, it must be part of the calculations and totals, answer in the
positive.

Column Left LY

[ ]change =igns
[ ]indude in totals

Then indicate if you want to invert the sign (appearance), the percentage
reference line and, finally, the column where the amount should figure.

If your formula is incorrect, the programme will indicate the error.

If your formula contains more that 60 characters, you must input on two lines.
To do this, you must:

Pause print

Input your formula with as many elements possible, specifying with sum in the
totals

Resume print

input your second forumla line adding +LXX (XX being the number of the first
formula line).

24) Click again on the add button to create the 8th line of your report; we will
add an account in your line. e

x

Add Insert Maodify Delete

25) in this type of line, select the account or group of accounts

Type of lne

Account or group of accounts

SLEERFIL (8 8 (R AR = A
General Ledger account Chents or group of dents
X Analytical account
Currency Reaut of a formula
Sub-total

i Set aub-totals o 2er0
Blank ine

Percentage of ine

Remark {4)
Vaues Underine
Page break
Cokmr Stop pringng
Continue printng
Amounts Generate a kst of accounts
Change sgrs

26) In General Ledger account we will display the result of all accounts starting
with 10%**,

In the tag field enter a text that groups all these accounts, for example
Investments, and the remaining fields leave by default.
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Type of line

General Ledger account
Currency

Text

Percentage of line
Values

Calurmn

Amounts

Here is the result:

File Edit Display

| Account or group of accounts

|1Dtt

cHF -]

|ir1'ues1ments|

Indifferent

| Left

| Balances

[]change signs

Tools Printouts

LIRS B

Properties | Lines

Type Bal Mt

Account

Formula +f- Caleul %

Blank line
Remark
Remark
Blank line
Blank line
Account
Formula

Assets

EEEEE

1000-CHF Caisse en CHF

Bank

Account

10**-CHF investments

| Add || Insert | Modfy || Delete |
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27) You can redo steps 24 and 25 with account 11***,

In the tag field enter a text that groups all these accounts, for example VAT,
and the remaining fields leave by default.

Here is the result:

File Edit Display Tools Printouts Help

Line  Type BalMvt  Account Formula +/- Calouk %%

Blank line

Remark Aszets

Remark R

Blank line

Blank line

Account 1000-CHF Caisse en CHF

Formula Bank

Account 10%*-CHF investments

Account = VAT |

L R N O

| Add || Insert || Modify || Delete |

28) Click again on the add button to create the 10th line of your report; we will
use it for a sub-total. /
[ pda ™| e |[ oaiy | [ e |

29) In the line type select Sub-total

splay Tools Printouts Help

Type of line Sub-total \ W
Account or grodp of accounts
I3 Total Clients or group pf dients
Analytical accou ————
Text Result of a formula

Sub-total
Set sub-totals to zero

=1 P R

Percentage of line

Sub-total

A total is a result that is displayed or printed, but not considered in final
calculations except, as we have seen, in the formulas.
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Totals only appear in the reference currency column. Original currency
columns cannot be added.

The programme allows for 5 totals rows, ie 5 levels of totals or sub-totals and
not 5 totals in all.

The smallest sub-total you have must be on level 1. The total that
encompasses all accounts included in total 1 must be of a superior level,
minimum 2.

The total is calculated from the line where i sis active? going up each previous
line and stops when:

- it's the beginning of the table
- there is a total of the same level or greater
- there is a line at a total of zero on the same level or greater.

In our example, we will just put the sub-total tag 1 knowing that you can have
other subtotals.

Type of line Sub-total
Total 1
Text \Sub-total 1
Percentage of line 0

30) Follow the same steps to add Liability lines and blank lines, you get the
following result:

1 Blank line

2 Remark Assets

3 Remark = F===

4 Blank line

5 Blank line

[+ Account B 1000-CHF Caisse en CHF = A D
7 Formula Bank + O
3 Account B 10%=-CHF investments + A D
g Account B 11=* VAT + A O
10 Sub-total 1 Sub-total 1 + A [l
11 Remark Ligbility

12 Blank line

[13 Remark ~ F====

31) Click again on the add button to create the 14th line of your report, we

we will use it fochounts.

Add Ingert Modify Delete
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32) in the line type select Issue a list of accounts and validate with OK

Type of line Generate a list of accounts W

This option retrieves a series of accounts, rather than type them one by one.

Now that asset accounts have been input, liability accounts must be entered.
To do this, select the ISSUE A LIST OF ACCOUNTS option. The programme will
ask the following questions:

Indicate the list of accounts to issue, from account...to account....

For example, from account 2 to account 29999.

From account 2 |7

To account 2999 CHF ||~ ||?

Group with 4

Values Indifferent W
Column Left W
Amournts Balances P

[ ] change signs
[ ]indude dasses, groups, etc...
[ |Page break between dasses

No sign change

Indifferently

Print amounts on left column

Amounts taken on balances

Then if you want to include classes, groups, etc...

With the following result :

Copyright GIT S.A. Geneva-CH Rev: 2018 NC/AD




(GIT ) Business Software

Since 1981 WIinEUR - General accounting manual Page 173 of 222

1 Blank line

2 Remark Aszets

3 Remark e

4 Blank line

5 Blank line

[+ Account B 1000-CHF Caisse en CHF = A ]

7 Formula Bank + O

3 Account B 10**-CHF investments + A ]

3 Account B 11%== VAT + A O

10 Sub-total 1 Sub-total 1 + A |

11 Remark Ligbility

12 Blank line

13 Remark =

14 Account B 2001-CHF FOURNISSEURS COMPTE COLL... + A |:|

15 Account E 2002-CHF FOURNISSELR.S DIVERS + A |:|

16 Account E 2010-CHF VAT + A |:|

17 Account B 2011-CHF Impét & la source + A |

18 Account B 2012-CHF cfc AVS + A ]

19 Account B 2013-CHF cfcLPP + A ]

20 Account B 2014-CHF cfcLAA + A ]

21 Account B 2015-CHF cc Assurance [IM{perte gain) + A |

z Account B 2016-CHF TVA Collectée sur Ventes + A ]

23 Account E 2017-CHF COP & SCARPA + A |:|

24 Account E 2018-CHF cfc CAF GE + A ]

25  Account B 2019-CHF cfc CAF VD + A O

26 Account B 2023-CHF Salaires & payer + A ]

27 Account B 2031-CHF Provisons 13éme salaire + A ]

28 Account B 2060-CHF Hypothégque + A ]

29 Account B 2062-CHF compte d'attents + A O

30 Account B 2100-CHF Capital + A ]

31 Account B 2120-CHF Réserve Légale + A ]

32 Account B 2129CHF Résultat Reporté + A [¥] [
33) Now add the sub-totals and here is the result:

1 Blank line

2 Remark Agsets

3 Remark E—

4 Blank line

5 Blank line

& Account B 1000-CHF Caisse en CHF - A O
7 Farmula Bank + Ol
8 Account B 10%=-CHF investments + A O
g Account B 115 VAT + A O]
10 Sub-total 1 Sub-total 1 + A O
11 Remark Liability

12 Blank line

13 Remark E—

14 Account B 2001-CHF FOURNISSEURS COMPTE COLL... + A D
15 Account B 2002-CHF FOURMISSEURS DIVERS + A D
16 Account B 2010-CHF VAT + A D
17 Account B 2011-CHF Impdt & la source + A ]
18 Account B 2012-CHF cfc AVS + A O
19 Account B 2013-CHF cfcLPP + A D
20 Account B 2014-CHF c/cLAA + A Ll
21 Account B 2015-CHF cfc Assurance IIM{perte gain) + A O
22 Account B 2016-CHF TVA Collectée sur Ventes + A O
23 Account B 2017-CHF OP B SCARPA + A D
29 Account B 2018-CHF cfc CAF GE + A D
25 Account B 2015-CHF cfc CAF VD + A Ol
26 Account B 2023-CHF Salaires & payer + A O
27 Account B 2031-CHF Provisons 13&me salaire + A Ol
28 Account B 2060-CHF Hypothéque + A O
29 Account B 2062-CHF compte d'attente + A ]
30 Account B 2100-CHF Capital + A D
31 Account B 2120-CHF Réserve Légale + A O
32 Account B 2125-CHF Résultat Reporté + A ]
[33 Sub-total i Sub-total 2 + A [+] [
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34) Display the contents of your report with the following icon:

File Edit Display Tools

& T

Like with standard display of the balance sheet, you can filter with dates and

edit titles.

Title Balahce sheet

Print dates “from...to..."

[ Print reference currency in header

Analytical account

[=[z]

[ |Replace by selected analytical accounts Selected accounts @ 0
[ ] opening balance shee

Journal entries from To

Induding provisional entries With accrual entries

®) Based on booking dates Based on value dates

With zero accounts
Without the underlining and white lines linked to an unprinted sub-total

With a column faor the account numbers
[ ] with a column for the original currency
With a percentage column
With a column for the previous fiscal year

Recalculate balances at cut-off date

[ | ifference in percent between both fiscal yeart {based on previous fiscal year)
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Resulting in:
SOCIETE MULTI - MONMAIE § MULTIW-16
Balance sheet
As at : 31/12/16, Movements since : 31/12/16

Acco | Curre| Description Amount in CHF “Hrevious fiscal %

Assets
1000 |CHF |Caisse en CHF (9.445.00) (4,245.00)

Bank 0.00 0.00
10% |CHF |investments 5,887,571.69 5,865,973.19
11+ VAT 0.00 0.00

Sub-total 1 5,897,016.69 5,870,218.19

Liability
2001 |CHF |FOURMISSEURS CONPTE COLLECTIF (1.685,004.50) (1,885,004.80)
2002 |CHF |FOURMISSEURS DVERS 0.00 0.00
2010 |CHF |VAT 0.00 0.00
2011 |CHF |Impdta la source (23,519.05) (23.519.05)
2012 |CHF |c/cAVS (49,268.15) (49.268.15)
2013 |CHF |c/cLPP (44.451.30) (44 45130)
2014 |CHF |cfc LAA (4,612.75) (4,612.75)
2015 |CHF |cfc Assurance UM perte gain) (4,085.70) (4,085.70)
2016 |CHF |TWA Collectée sur Ventes (421,664.20) (421,638.90)
2017 |CHF |OP&SCARPA (13,046.00) (13.046.00)
2018 |CHF |c/c CAFGE 0.00 0.00
2019 |CHF |c/c CAFVD 0.00 0.00
2023 |CHF |Salaires a payer (293,374.70) (293,374.70)
2031 |CHF  |Frovisons 13éme salaire (2.912.50) (2,912.50)
2060 |CHF |Hypothéque 10,000.00 10,000.00
2062 |CHF [compte d'attente 0.00 0.00
2100 |[CHF |Capital 0.00 0.00
2120 |CHF [Réserve Légale 0.00 0.00
2129 |CHF |Résuttat Reports (3.234.442 35) (3.228.404.35)

It is therefore possible to issue a simple or extremely detailed report according

to your needs.
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5.1.1.2 Determine a line report with automatic generator

This method is faster and simpler than the previous one. Follow these steps:

1) Click on the following icon and type the specified title

e o

Properties | Lines

Title |Ea:ar1::e sheet with generator

2) Click on the Tools menu and select generate a new report

File Edit Display Tools rintouts

g ,.,F‘ Generate a new report I
m

Properties | Lines

3) Click on Yes to save the document

The file has been modified.
Saveit?
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4) Name your file and click on save

|| 01.blance sheet. AXP

i | 0Z.balance sheet

e | Report (lines) (*.axp)

5) Click on Balance sheet

() Account selection
(®) Balance-Sheet
) Profit and loss

6) Click on Next

2 ‘ Report without zero accounts for a given period

[ without zero accounts
Journal entries from 01/01/16 |Z| To 311216 |Z|

+| Induding provisional entries
With accrual entries
With a column for the previous fiscal year
Recalculate balances at cut-off date

#®) Based on booking dates Based on value dates

Group with 4

< Prem'ous| | Mext == | | Cancel

7) Click on balances and OK to finish
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8) Click on the Lines tab

e e fEEp—

Properties | Lines

Title |Balance-Sheet at 31/12/16

Security

Read privileges

Edit where necessary to customise your report: add, edit or delete lines or even group

accounts.

Properties | Lines

Line  Type BalMvt Account Text Formula +/- Caleul: % Left Right
o7 Sub-total 1 Total AUTRES CREANCIERS - A 140 [ o
108 Blank line

109 Account ] 2023-CHF Salaires & payer - A 140 O
110 Resettozero 1

111 Blank line

112 Remark TRANSITOIRES

113 Account B 2031-CHF Provisons 13éme salaire - A |
114 Underline

115 Sub-total 1 Total TRANSITOIRES - A O
116 Blank line

17 Resettozero 1

118 Blank line

119 Remark HYPOTEQUES

120 Account B 2060-CHF Hypathéque = A (]
121 Account B 2062-CHF compte d'attente - A O
122 Underline

123 Sub-total 1 Total HYPOTEQUES - A [}
124 Blank line

125 Underline

126 Sub-total 2 Total FONDS ETRANGERS = A (]
127 Blank line

128 Resettozero 2

129 Blank line

130 Remark FONDS PROPRES

131 Account B 2100-CHF Capital - A O
132 Account B 2120-CHF Réserve Légale - A O
133 Account B 2129-CHF Résultat Reporté - A (]
134 Underline

135 Sub-total 2 Total FONDS PROPRES - A O
136 Blank line

137 Blankline

138 Cumulatedr... Profit B3+54+486 - O
133 Underling

140 Sub-total 3 Total PASSIF - A D
141 Underline

142 Underling
o Account B + D [ Ik

Add Insert Modify Delete
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9) Preview your report with the following icon :

Properties | Lines

10)Here is the result:

SOCIETE MULTI - MONNAIE § MULTIW-16
Balance-Sheet at 31/12/16
As at: 01/01/16, Movements since : 01/01/16

Com pt Monna Intitulé Montant en CHF YExercice précéde %

ACTIF

ACTIFS MOBILISES

1000 CHF Caisse en GHF 4'245,00 0,07 4'245,00 0,07
1001 CHF PETTY CASH (8'000,00) (0,13) (8'000,00) (0,13
1010 CHF CCP 44296,00 0,74 44'296,00 0,74
1020 CHF Banque XYZ en CHF 1'853870,17 31,07 1'853'870,17 31,07
1020 EUR banque euro 33775,01 0,57 33775,01 057
1020 USD Banque XYZ en USD 66%608,00 1,12 66'608,00 1,12

Préts au personnel

1030 CHF  Avances sur salaires (100,00) 0,00 (100,00) 0,00
Total Préts au personnel (100,00) 0,00 (100,00) 0,00
DEBITEURS

1050 CHF DEBITEURS (COMPTE COLLECTIF) 3'798200,21 63,66 3'798'200,21 63,66

10561 CHF DEBITEURS (4'873,55) (0,08) (4'873,55) (0,08)

1053 CHF DEBITEUR DOUTEUX 923,40 0,02 923,40 0,02

1058 CHF Deébiteurs Douteux 1238,00 0,02 1'238,00 0,02
Total DEBITEURS 3'795'488,06 63,61 3'795'488,06 63,61

TVA A RECUPERER

1061 CHF  TVA récup s/ achats & senices 22'328,11 0,37 22'328,11 0,37
1062 CHF  TVA récup s/ invest & charges 153'845,85 2,58 153'845,85 2,58

Copyright GIT S.A. Geneva-CH Rev: 2018 NC/AD




( GIT ) Business Software
Page 180 of 222

Since 1981 WIinEUR - General accounting manual

|Compt Monn| Intitulé Montant en CHF ‘Exercice précéde

PASSIFS
Autres dettes ac. terme

22000 |CHF |TVA due 16,317.10 232 0.00
Total Autres dettes ac.terme 16,317.10 2.32 0.00
Capitaux propres

28000 |[CHF |Capital 150,000.00 2135 0.00

28500 |CHF |Prive 450,000.00 64.06 0.00
Total Capitaux propres 600,000.00 85.42 0.00
Bénéfice 86,095.80 1226 0.00
Total PASSIFS 702,412.90 100.00 0.00

5.1.2 Profits and losses

Same steps as in the previous section: just select Profits & losses instead of balance.

5.2 Coherence by column

This report is based on columns and the programme will created lines automatically
when calculating.

From the main menu, select reports and formats and click on Column reports

4 -Reports [ Formats
: Line type reports
| Column type reports |
4 -Reports using formats
: Format editor

5.2.1 Journal reports

You can create column reports to display, for example, the journal in a different way
to the standard one provided by the application.

Frm the Column reports menu, select the Journal reports option

4 - Column type reports

- -[Journal entries reports|
Accounts reports

Client reports

i Invoice reports
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1) From this window, type a text for the title

Properties | Columns

Title |Repnrt General Ledger] |
Reference
Language GB
[[Jremove invariable elements [ Delete sub-totals if one item
With lines at zero
[T only totals Sort
® Growing Decreasing

[]1f more than one selection criteria, use OR operator
[]save the printing settings by company

-:EZ' Browse entry lines -:::Z- Browse account movements
From account -7 To account -7

[Jindude a line for opening balances
[Jtake into account all lines of each entry of the movements
[[Jrepeat the entry's standard fields on each entry line

The general settings let you specify:

Title of the report, reference, language
If you want only totals, or use filters from account to account

2) Select the Column tab

- e
Properties | Columns
Column  Type Title Dest

In this option, specify the columns that make up the report. We will see in
detail all the possible components.

3) Click on the add button

Add Insert Modify Delete
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4) A new window will appear that lets you fill in the various fields.
We will see the type of columns, ie alphanumeric columns and numeric

columns.

Type of column [1]  Formula

Width 18

Title Farmula
Right justified

Farmula

Sub-total Mo sub-totals v
[ ] change signs
2 [

Rounding factor ] W

Condition Whatever the value W
| Standard presentation Other presentation

Calculating the formula

(®) Use the currency's number of decimals

(JUge the column's number of decimals

These columns are based on elements like account number, currency codes,
titles as well as exchange rate gains & losses P&L accounts.

The column input screen will be displayed in the same way, with the same
questions.
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5) Let's look for example at the Nature of the account column of the General

Ledger: /

Type of column [1] Formula / Various |v 2
i [10] Posted entry Entry s
Width [20] Book keeping date Entry
Titie [30] Value date Entry
[40] Date - Last modification Entry
[50] User - Last modification Entry
[41] Date - Creation Entry
Formula [710] Hour - creation Entry
[43] User - creation Entry
Sub-total [47] Date - Modification Entry
[711] Hour - modification Entry
[44] User - Modification Entry
[60] Entry Entry
_ [61] Original entry number (if posted) Entry
Rounding factor [70] Line number Entry
u. [80] Voucher number Entry
BT [B0] Type ofline Entry
[100] Journal code Entry
101] Type of journal Entr
[120] General ledger account currency Account ¥

6) Fill in the fields

Type of column [110] General Ledger account
Width 7

Title |a|:|:|:|unﬂ

Justification Left justified W

Fraom position 0
On number of positions|0

WIDTH

By default, the programme provides the width for the account number. The
same goes for all other alphanumeric columns. You can accept or edit.

TITLE

You can specify the title of the column if you want. The programme lets you
enter as many characters as are in the previously specified width.

ALIGNMENT
You can choose to align right, align left or center the account numbers.

FROM THE POSITION AND ON THE POSITION NUMBER
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Furthrmore, you can select elements, here the accounts from such and such a
position.

If you don't want a selection, you can leave the numbers at zero.

You'll get the following result:

Properties | Columns | Selection criteria | Sort criteria | Cross table
Column  Type Title Description Width Formula

1 110 account General Ledger account 7

7) To continue with the second column, click on add

Add Insert Modify Delete

8) In Nature of the column, select the account’s currency

Type of column [120] General ledger account currency
Width 3

Title |I'~"Ior||

Justification Left justified L

From pasition 0
On number of positions|0

Here is the result

Properties | Columns | Selection criteria | Sort criteria | Cross table

Column  Type Title Description Width Formula
1 110 account General Ledger account 7
[z 120 Man General ledger account currency 3

9) To continue with the 3rd colum, click on add

Add Insert Modify Delete
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10) In Nature of the column, select Account title

Type of column [125] Account description

width 30

Title Account description

Justification Left justified W
From position 1]

On number of positions 0

11) To continue with the 4th column, click add

12) In Nature of the column, select Amount in reference currency

And in the vertical sub-total, as shown in the screen below:

Type of column [630] Amount in book keeping currency

Width 31
Title Amount in book keeping currency
ficatio Right justified
Sub-total Mo sub-totals W
[ ]change signs
Decma - igl Use the currency's number of decmals
(_)Use the column's number of dedmals
Rounding factor 0 W
Condition Whatever the value W

The result of the four columns is shown as follows:

= —— -

Properties | Columns | Selection criteria | Sort criteria | Cross table

Column  Type Title Description Width Formula
1 110 account General Ledger account 7

2 120 Man General ledger account currency 3

3 125 Account description Account description 30

(4 630 Arnount in book keeping cur... Amount in book keeping currency 31
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13) Sort your data by clicking on the Sorting criteria tab

Properties | Columns | Selection criteria | Sort criteria | Cross table
Mumber Column  Tite Sub-total

This option lets you arrange the elements in a given order and provides sub-
totals according to the sorting cireteria.

14) To continue click the add button

Like with the other option, sorting will be based on the input order of the
columns.

Selecting this option, you will be in a table where each line corresponds to a
sorting choice.

To use a search criterion, just select the column, like for example account, and
validate with ok.

Column of selection account
From position ]
On number of positions |0
Paoe break
[ ]sub-total

Display the text

Here is the result of the sorting line

Properties | Columns | Selection criteria | Sort criteria | Cross table
Mumber Column  Title Sub-total Page break From on

| 1 1 account |_| |_| [¥] [¥]

You may accumulate sorting. However, be careful of the coherence of your
choices and do not forget that if there is a change in the column, you will need
to change the sort order accordingly, the same as at the time of selection!

15) To use a search criterion, click on the Search criteria tab

Properties | Columns | Selection criteria | Sort arite

Mumber Column  Title

This option will appear as soon as you have input columns. Specify search
criterion to consider — or not — certain elements in the entered columns.
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As with defining columns, the programme will propose a table with lines.

By typing the first line, the programme will display the list of existing columns.

Add two selection lines as follows:

Properties | Columns | Selection criteria | Sort criteria | Cross table
Mumber Column  Title

Criteria
[1 1 account =30000
2 1 account < 50000

Here are the commands to use :
= to specify identity,
< to specify inferiority
> to specify superiority,
>= greater or equal to,
<= smaller or equal to,
<> different from
AND. to add,
.OR. to determine an alternative,
INC. included,

.EX. excluded.
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17) Save your report, name it/nd finish with the Save button

e =R

L0k LePl k Documents k Ll/MANUEL>Utiization L v Rechercher dans: all-r
- | 01.report general ledger| » \
he |Joumai report (*.rjn) \

C

18) Preview your report

Settings | Sort criteria | Selection criteria | Multi-company | Format | Spread-sheet | Font | Printer |

Filter on dates

Induding provisional entries
From |2

With posted entries
From |1

| | Spreadsheet | | E-mail | ‘ Close

And here is the final result:
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01.-Rapport surle joumnal
| Compte| Mon( Intitulé du compte Montant en monn
34000 CHF |Ventes brutes prestations -1851.85
34000 CHF [Ventes brutes prestations -2407.40
34000 CHF |Ventes brutes prestations -740.75
34000 CHF |Ventes brutes prestations -5555.55
34000 CHF [Ventes brutes prestations -3703.70
34000 CHF |Ventes brutes prestations -7407.40
34000 CHF |Ventes brutes prestations -3703.70
34000 CHF [Ventes brutes prestations -5555.55
34000 CHF |Ventes brutes prestations -7407.40
34000 CHF |Ventes brutes prestations -8333.35
34000 CHF [Ventes brutes prestations -6481.50
34000 CHF |Ventes brutes prestations -5555.55
34000 CHF |Ventes brutes prestations -5555.595
34000 CHF [Ventes brutes prestations -6018.50
34000 CHF |Ventes brutes prestations -11111.10
34000 CHF |Ventes brutes prestations -81388.85
42000 CHF |Achats de marc handises 996.30
42000 CHF JAchats de marc handises 7407 .40
42000 CHF |Achats de marchandises 8403.70
42720 CHF |Frais de transport a l'achat 555.55
42720 CHF |Frais de transport a I'achat 555.55
44000 CHF [Prestations de fiers 2407.40
44000 CHF |Prestations de tiers 2407.40
Total -70022.20

5.2.2 Report on accounts

This menu is similar to the previous one. You can create column reports, for example
a report with an initial balance column, a movements of the month column and a
final balance column.

From this report menu, select the option report on accounts.

4 - Column type reports

' Journal entries reports
[ Accounts reports |
Client reports

We will just present the structure of the report as the procedure is the same as the
one applied for journal reports.
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PME16 - Impression de la définition du rapport en colonnes

Colonng Nature |Titre Description Largeun Formule
1 2 Compt Compte 3

2 3 IMon Mennaie du compte 3

3 4 Intitulé du compte ntitulé du compte 30

4 7 Solde d'entrée Solde d'entrée en monnaie de réf |16

5 905 Mouvements provi Mouvements proviscires en monn| 16

[ 19 Solde en monnaie Solde en monnai de référence |16

Here is the report :

|Compt Mon| Intitulé du compte Solde dentrée &jouvements progolde en monnai
10000 |CHF |Caisse 0.00 36200.00 36200.00
10100 |CHF |CCP 0.00 0.00 0.00
10200 |[CHF |Compte courant UBS CHF 0.00 446094.00 446094.00
10210 |EUR | Compte courant UBS BUR 0.00 -7200.00 -7200.00
10230 |USD | Compte courant UBS USD 0.00 5000.00 5000.00
10500 |CHF |Placements 0.00 0.00 0.00
10310 |CHF |Pacements a terme 0.00 0.00 0.00
10600 |CHF |Tires 0.00 £0000.00 £0000.00
11000 |CHF |CGréances envers des tiers 0.00 152300.00 152300.00
11700 |CHF | TVA récup.siachats & services 0.00 1200.40 1200.40
11760 |CHF |Impdt anficipé & récupérer 0.00 0.00 0.00
11800 |CHF |Actifs fransitoires 0.00 0.00 0.00
12000 |CHF |Stocks 0.00 0.00 0.00
12100 |CHF |Matiéres premiéres 0.00 0.00 0.00
12600 |[CHF |Produits finis 0.00 0.00 0.00
12800 |CHF |Travaux encours 0.00 0.00 0.00
14000 |CHF |Participations 0.00 0.00 0.00
14400 |CHF |Préfs accordés 0.00 0.00 0.00
15000 |CHF |Machines et appareis 0.00 0.00 0.00
15150 |CHF | Mobiier 0.00 0.00 0.00
15200 |CHF |Informatique 0.00 1018.50 1018.50
15300 |CHF |Véhicules 0.00 0.00 0.00

5.3 Reports using formats

For this section, a separate manual is available and can be downloaded from our
website at the following address:

http://www.qgit.ch/fileadmin/user upload/manuels/Manuel%20formats.pdf
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5.4 Matrix reports

Matrix reports allow you to issue lists quickly using cross tabulation.

From the Reports and formats menu select Matrix reports

4 -Reports [ Formats

: Line type reports
- - Colurmn type reports
» - Reports using formats

‘.| Matrix reports

As an example, we will describe how to produce a report showing a statement of
sales per month.

01.-Rapport des ventes par mois

T 2 3 4 5] 5 7 E E 0] il 12 Tot

32000 000 0.00 {537.09 0.00 0.00 0.00 0.00 0.00 000 0.00 0.00 0.00 (53705)
24000 (21pe0.68) {59.722.20), (85,082.55) 0.00 0.00 0.00 0.00 (36,944.45) 000 0.00 0.00 0.00 (202425.25)
Total (21,666.66) (59722.20) (865,629.60) 0.00 0.00 0.00 0.00 (36,544.45), 0.00 0.00 000 0.00 (203,862.90)

1) Click on the following icon :

Fil Display Tools Graphics Help

W L]

2) General settings are indispensable settings for what comes next. This will be
explained:

Matrix name: A completely free description, for our example we used 01.-
monthly sales report

Columns : There are several options depending on your licence:

GL : to display accounts in the General Ledger columns.

Period : displays the months in the columns

Currency : with a multi-curency licence, you can have results in columns
by currency

Companies : with a multi-company licence you can have results in
columns by accounting company.
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3) Click next to continue

Paid and settled invoices: with a multi-company licence you can have
results in columns by accounting company.

In our example, we have selected the period to be in column

Lines : only one option for the moment :
GL : to display accounts in the lines of the General Ledger.
Display totals: this options is checked to obtain totals by column and by line.

Amounts : We have selected Movements in our example, but you can also
use balances if you want to display balance sheet accounts.

With provisional and accrual book entries : you must at least check one of

the options.

Finally, our choices are displayed in the following table:

General settings

Matrix title 01.5ales report per month
Data
Columns v = Lines
GL . .
i
Analytical With z.ercu lines
GL-Analysis Total line
Securities [ ] with percentage
Clients
Amounts
(@ Currency I -
®)Balance Companies (According to consolidation rule ) Quantities balance
(_)Movements  |Companies () Quantities movements
Paid invoices
Collected invoices
|Farmula
Balance cutoff da generical field
Fixed assets
Years
Induding prom Aging list With accrual entries
Previous Mext == Cancel
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4) In the column options, just indicate the frequency and period beginning and

end

5) Click next to continue

Columns options

Periodicity
Mumber of days
Mumber of weeks
Mumber of months
Start of period
End of period

(@) Display period number
() Display dates

() Display months

[ | pisplay year

<< Previous

Manthly
Plus v
Plus v
Plus v
:
12
Mext => Cancel
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6) In the line options, you must consider a few parameters, sucn as filter and code

and tag display; we advise you to keep the one suggested in the example.
Accounts 3001 and 3070 sales account ? of the chart of accounts.

Line options

Filter on GL accounts

Filter type

(®) Range () Selection
Start account 3001
End account 3070

[ Grouping on & part of the account selection

L [
L [

Display codes
Display titles
Automatic
<< Previous Execute Cancel
7) Click next to continue
Here is the final result
1 |z |3 |4 ‘5 |6 |7 |s |9 ‘10 |11 |12
3001 - Achats matiéres premiéres 0,001 0.00 0.00 0.00 0.00 0,00 0.00 0.00 0.00 0.00 0,00 0.00
3002 - Achats marchandises 0.00 | 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
3003 - Achats divers 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000 (4500.00)  (3,000.00)
3060 - Frais 0.00 (1,054.70) (1,054.70) {1,054.70) {1,054.70) {1,054.70) (1,054.70) (1,054.70) {1,054.70) {1,054.70) {1,054.70) {1,054.70)
3065 - Frais socicte 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
3070 - Escomptes Obtenus 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Total 000 (1,054.70) (1,054.70) (1,054.70) (1,054.70) (1,054.70) (1,054.70) (1,054.70) (1,054.70) (1,054.70) (5,554.70) (10,054.70)
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8) Save your report : E and name it.

E Mom Madifié le

Aucun élé

[

iEr: | 01.report on sales

pe: | Matrix definition (*.mtz)
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6. Frequent operations

In this chapter, we will mainly review currency revaluation, carrying-forward
accounting and initial balance.

6.1 Currency revaluation

This chapter is addressed solely to multi-currency licence holders

4 - Periodical routines

| - Consolidation
| Foreign currency revaluation |
Revaluation of securities

Your accounting is kept in several currencies. You will be required to revalue
exchange rates, if only at the end of year, at fiscal rates.
This option enables these operations, for as many times as you wish.

Revaluation of accounts lets you verify gains and losses realised on currencies at any
time during the fiscal year. Furthermore, you can automatically clear the
corresponding book entries.

6.1.1 Print the revaluation chart

This option lets you print foreign currency accounts with their specificity in terms of
level of revaluation.

Select Print the chart of accounts

General Ledger

Ej- Update general ledger accoynts revaluation chart
r":? Print general ledger revaluation chart

fj General ledger revaluation

Specify from which account.... And up to which account you wish to display or print
your chart.

Do you also want to display/print non- revalued accounts ?

Here is an example of a print-out:

Settings | Font | Printer
From account | 1 |7 To account a070 CHF || =|?

[ ]indude non revalued accounts
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SOCIETE MULTI - MONNAIE § MULTIW-16
General ledger revaluation plan

Account Description Bal/Mvts Exchange rate exchange gains Exchange rates losses
1020 EUR banque euro Balance Closing 4996 4996
1020 USD Banque XYZ en USD Balance Closing 4995 4995

6.1.2 Revaluation of General Ledger accounts
To do so, use the second option: revaluation of accounts

General Ledger

*,::f IUpdate general ledger accounts revaluation chart
;f’? Print general ledger revaluation chart

fﬂ General ledger revaluation

You must answer the following questions : from account to account, currency, cut-off
date, movement dates.

First scenario: you only wish to do a simulation, for example, for verification. Just
keep unchecked the option : Issue revaluation book entries.

Accounts revaluation settingsfrom general ledger

(®) Several accounts (") Account selection

From account 1 ~||?| Toaccount 6070 CHF ||~||?
Currency - (blank=all)

Balance cut-off date 30/08/16 |~ (®) Based on booking dates

Movements start date 01/01/16 |- (") Based on value dates

Indude provisional entries

|:| Generate reevaluation entries

[ Mark entries as "to be reversed”

[ ] analytical, only revaluate balances at the GL level

Copyright GIT S.A. Geneva-CH Rev: 2018 NC/AD




( GIT , Business Software

Since 1981 WIinEUR - General accounting manual Page 198 of 222

Click next to continue, a new window will appear:

Settings | Format | Font | Printer

[ sort and sub-totals by currency

Click next to continue, and Launch to start processing.
A new window will appear with the result; click on preview to see all the detail:

1020 EUR bangue euro CHF 270201
1020 usD Bangue X¥Z en USD CHF 72400.00

Operation time : 000000

SOCIETE MULTI - MONNAIE § MULTIW-16
Foreign currency positions revaluation (generaldedger)
As at : 30/06/16, Movements since : 01/01/16

Accoun Curre Text Analysis code Anal Balance in currencyHistorical rate Historical balance Newrate Hewbalance Difference P&L ac

1020 EJUR bangue eurc 27020.01 1.2500 33775.01 1.0885 23357.24 -4417.77 4998
1020 USD Bangue X¥Z en USD 72400.00 1.0870 88208.00 1.0000 72400.00 5792.00 4995
100383.01 101757.24 1374.23

Second scenario : you want to revalue with transfer book entries, in this case, check
this option

Accounts revaluation settingsfrom gengral ledger

i) Account selection

(@) Several accounts

From account 1 =|?| Toaccount 6070 CHE ||| ?
Currency - (blank=all)

Balance cut-off date 30/06/16 |- (®) Bazed on booking dates

Mavements start date 010116 |- (") Based on valus dates

Indude provisional entri
Generate reevaluation entries

[ IMark entries as "to be reversed”

[ analytical, only revaluate balances at the GL level
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Click on next; a new window will appear and the programme will ask you to specify
the journal code (if you are in multi-journal), the document number, if you want to
increment the document number of each book entry. It will also prompt a tag with
“Revaluation at current date”.

Entry generation settings

i) Adjustment entries
Journal AC -
Voucher | Increase the voucher number for each entry
Text Revaluation at 30/05/16 |7
Text -7
Book gains

Click next to continue; a new window will appear:

Format | Font | Printer

[ ]sert and sub-totals by currency

Click next to continue, and launch to start porcessing.

A new window will appear with the result; click on preview to see the detail

1020 EUR bangue euro CHF 2702001
1020 usD Bangue XYZ en USD CHF 72400.00

Operation time : 00:00:00

SOCIETE MULTI - MONNAIE § MULTIW-16
Foreign currency positions revaluation (general-dedger)
As at : 30/06/16, Movements since : 01/01/16

Accou Curre Text Balance in currency Historical rate Historical balance New rate New balance Difference P&L ac

1020 BJR bangue euro 27020.01 1.2500 3377501 1.0865 29356724 41777 4996

1020 USD Bangue XYZ en USD 72400.00 1.0870 6660800 1.0000 72400.00 579200 4995
100383.01 10175724 137423
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The programme will analyse the currency of each account and attribute gains/losses
in the accounts corresponding to the currency.

For each foreign currency account under revaluation, the difference from the
exchange rate is calculated and generates a new book entry.

Now go to book entry input, you can see that the programme has created two
revaluation book entries.

Journal code Entry Mo. Voucher Mo.  Book keeping date Accounts Text Int
AC 10 30/06/16 1020-EUR,, 4396-CHF Revaluation at 30/06/16 [

AC 11 30/06/16 1020-J5D, 4995-CHF Revaluation at 30/06/16 Erae
CA 2 CA-0001 23/11f16 1000-CHF, 1021-CHF transfer (..

Click on one of them, let’s look as the details of the generated book entry.

e Crspuy o Spreaas s s o

Date |30/06/16 |~ || Journal AC + | Voucher = | []Tobe reversed 1 2
Original currency CHF

Account Currency Description Quantity Debit Credit Debit Credit <>

[1020 ELR Revaluation at 30/06/16 0.00 4,417.77

49596 CHF Revaluation at 30/06/16 4,417.77

You can see on this screen that only the balance in the reference currency has been
updated and that the counterpart was transfered onto the results account specified
during the configuration of the foreign currency account (in our case account 68600).

6.2 Carry-over accounting

In this chapter, we will explain the creation and retrieval of previous year accounting;
these operations are easy to do.
Select the carry-over accounting option.

4 - Periodical routines

. b Consolidation
- Foreign currency revaluation
Revaluation of securities
. Periodical closing of journals

- | Year end tools

P TS S WA PES—

6.2.1 Creating a new accounting period

This operation creates a new file on your hard drive. Profits & losses accounts will be
set to zero and the result will be transferred to a balance sheet account selected by
the user. This operation is required every year.

You are not obliged to close the current accounting plan to create a new one. WinEUR
lets you work on two accounting plans simultaneously.
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Click first on Create a new accounting plan.
L s ety e srane
4 -Year end tools

| Creating a new fiscal year |
i Carry forward previous years balances

MULTIW16 - Start a new fiscal year - =

This option is used to start a new fiscal year.

The previous year will be retained. This option creates a new directory on
the hard disk. The P &L accounts will be set to zero and the

the result will be booked on the selected balance sheet account

In our example we will create year 2017 for company SME that will become SME17;
follow these steps.

Specify the P&L accounts that must be set to zero (from account... to account...) and
on which account the balance must be transferred.

If it is the first time you perform this operation, you will see an empty table that must
be completed.

l Define profit and loss accounts to be set to zero, as well as the retained earnings account
From PL account To PL account Balance sheet PL account
Default value | | Automatic update | | Insert | | Madify | | Delete |
| Help... | | << Previous | | MNext == | Execute ‘

Insert | | Modify | | Delete |

To do so, click on Insert
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A new window appears, with three different fields to be completed

From PL account : ||

To PL account ; |

Balance sheet account for result {

| Create profit / loss account |

| oK | | Cancel |

Indicate your first profits and losses accounts; in our example, we will indicate 3 which
refers to our Sales account.

JFIRST12 - Define profit, loss, and retained earnings accounts

From PL account : | | |E| |

Account  Currency Description |_|
To PL L =
o PL accoun e RS ”‘j
Balance sheet account for result 300 ACHATS ~
30000 CHF ACHATS
4 AUTRES CHARGES D'EXPLOTTATION gt flacs acconk |
400 SALAIRES
40000 CHF Salaires du personnel
40020 CHF AVS 5 | | Cancel |
40030 CHF Prévoyance y
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Indicate your last profits and losses account; in our example, the account 89010.

e Tl o 1o + T FUl et e + D mlmimmm mbmmd FIl mmimim 1 +

JFIRST12 - Define profit, loss, and retained earnings accounts

From PL account : 3 || ? | CHARGES
To PL account : 40030 CHF E| ? | Prévoyance
Account  Currency Description
<
Balance sheet account for result 3 e ——p————
400 SALAIRES (al) profit / loss account
40000 CHF Salaires du personnel
40020 CHF AVS
| 40030 cCHF Prévoyance [l Cancel
3} PRODUITS
G600 PRODUITS | )
Defauli i — — y Modify Delet

You are required to create or indicate the balance sheet account in which the
remaining balance will be transfered; the first time, you are required to create this
account; in our example we will create the remaining balance account 29900.

JFIRST12 - Define profit, loss, and retained earnings accounts

From PL account : 3 - | ? | CHARGES
To PL account : 40030 CHF | =||? | Prévoyance
Balance sheet account for result ; 23000 CHE |[»||?
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A confirmation message enables the creation of this accounts.

This account does not exist, do you want to
reate it ?

Answer yes and you are in the in creation mode of a new account of the chart of
accounts. Fill in the fields as shown in the following example and validate with Ok.

_

Account |Memo ‘ General inﬁ::rmaﬁon|

Sub-type  Grgup
Class PAESIF

Account
| Liabilities W
Text |F‘roﬁt or loss|

Cancel I

The screen below summarises the various account settings; it is important to check
and start over in case of error.

Define profit and loss accounts to be set to zero, as well as the retained earnings account

1

From PL account To PL account Balance sheet PL account

[3 CHARGES RELATIVES... 6070 CHF Escomptes Ac... 2129 CHF Résultat Reporté
3 CHARGES RELATIVES... 6070 CHF Escomptes Ac... 2990 CHF Résultat Reporté

| Default value | | Automatic update | | Insert | | Maodify || Delete |

| Help... || << Previous || Mext == | Execute
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Click next to continue

| Help... || << Previous || Mext == | Execute I

In the next window, by default, do not activate the two settings.

3 ‘ Treatment oplions

Import [ export files
[]Do you want to copy the entry batch files ?

Analytical accounting system

Currendes belonging to Euro

[TProcess currendies belonging to Euro

Help... | | << Previous | | Mext == Execute

To finalise the process, click Launch

I | ]

—

Help... || << Previous | Mext == | Execute || Close |
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To finish, leave this screen and go back to the list of companies; you can see the
programme has created the new year MULTIW17.

Help... << Previous Mext =3 Execute Close

Files Tools Help

5

@®e »a

Company code Company name Data path Reference currency
I'“'IL.ILT[M SOCIETE MULTI - MOMMAIE S CGITWINEUR \Data', CHF
|I'~"IL.|LT['|.“.|'1? SOCIETE MULTT - MOMMAIE S CGITWInEUR \Data', CHF

o — - T . R e L L -

6.2.2 Resume the previous year’s accounting

You kept your accounting with this programme for a full fiscal year. You have carried-
over accounting and have already started the following accounting year.

Let's say your fiduciary, after verification, gives you a few closing book entries. You
input them in the accounting of the previous year. To update the 2017 accounting
plan you are required to carry-over the accounting of the previous year.

This entails actually carrying over accounting once more, into the current year but
without deleting the cleared and provisional journal, balances, etc.

Start by selecting Resume previous year's accounting

4 -Year end tools

i Creating a new fiscal year

| Carry forward previous years balances |

The programme will ask the same question as when creating a new accounting plan,
i.e. indicate the P&L accounts to set to zero (from account... to account....) and on
which account the programme should transfer the balance.

Here you can modify the data of the report, for example if new accounts have been
created.

Once the information is completed, the programme will ask two additional questions:

General Ledger accounting system

[] create balance sheet accounts whose balance is zero ?

[ ] create P&L accounts of previous fiscal year ?
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It is strongly advised to run data diagnostics of the previous year before performing
these operations.

You can carry-over as many times as necessary.

6.2.3 Initial balance

The initial balance is not always updated from the start. Indeed, it often happens that
you don't have all the infomration from the outset of accounting. Insert or edit at all
times.

Also, the programme lets you manage two accounting years simultaneously. You can
start a new accounting year and wait to close the other one later. In this case, as soon
as the previous accounting year is “closed”, it is possible to carry-over the balances
into the new accounting year, without losing all your work.

The programme was designed so that carrying-over the accounting automatically
transfers accounts into the next year, without having to do so manually. The
advantage of this system is to always allow a review of prior accounting, balances of
assets and liabilities accounts and their movements, to compare accounting years,
etc.

This flexibility in terms of initial balance update has, as ever, its advatanges and
disadvantages. The user must be knowledgeable and competent.

There are two ways to set the intial balance.

The first is manually, either because it is the first time or because there are few
elements to modify.

The second is semi-automatic, taking up elements from the previous year. This entails
having already used this programme for accounting purposes.

To start go the General accounting menu

4 - Periodical routines

- - Consolidation

- Foreign currency revaluation

- Revaluation of securities

- Periodical closing of journals

- Year end tools

4 - Opening balance

| General Ledger accounting system |

Lo Mliant sccnonnkc
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As soon as you select this option, the following screen will appear:

Files Display Tools Help
5> &
Accounts
) al () Normal () Client subledger (") Securities subdedger () Fixed assets subedger
Account Currency Description iginal balance  ence balance
<
1000 CHF Caisse en CHF 4,245.00
1001 CHF  PETTY CASH (8,000.00)
[1010 CHE _CcCP 44,296.00]
1020 CHF Bangue XYZ en CHF 1,853,870....
1020 EUR  bangue euro 27,020.01 33,775.01
1020 uso Bangue XYZ en USD 72,400.00 66,608.00
1021 CHF Bangue UBS CHF 0.00
1030 CHF  Awances sur salaires (100.00)
1031 CHF  Préts aux employés 0.00
1050 CHF DEBITEURS (COMPTE COLLECTIF) 3,798,200....
W
["] opening balance different from zero
Insert account Modify an account Delete an account Display
Close
current year

As you can see, the list of accounts includes not only balance sheet accounts but also
P&L accounts. This is for two reasons:

e Firstly, the programme uses the notion of initial and balance at year-end of the
previous year. Thus, for balance sheet accounts, both balances will be the same,
but for P&L accounts, the initial balance will be zero and the balance of the
previous year will be the final balance. When carrying-over accounting, all balances
are automatically updated (initial and year-end of previous year balances).

e Secondly, with this system it is possible to start account mid-year if you don't want
to start all over again. Use the initial balance as a balance at specified date.
Balances of the previous year will be used as initial balance. When carrying-over
accounting, just edit the dates for your accounting year. Be wary of comparisons.
They do not always reflect reality.

The programme recognises the nature of the amounts to be introduced in the
following manner:

Amount in debit: type the numbers without a plus-minus sign, ex. CHF. 1200.- in
debit, type 1200. No need to specify decimals, they will be set to zero. For the
separation of units and decimals, it depends on the settings of the programme or
company.

Amount in credit: before typing the corresponding numbers, you must tape? the
minus sign (-), either on the main keyboard, or digital keyboard, ex. 1200.- in credit:
type « -1200 », or « 1200) followed by minus. It is with this sign that the programme
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will know if that the amount is in credit. In general, amounts in credit are displayed
between brackets.

As soon as you input the initial balance and validate, the programme will suggest by
default the same balance in the field for the previous accounting-year.

Once this information has been entered, the screen will return to the list with the
updated account. You can go to the next.

A few examples of input screens:

To input a balance, place the mouse on the selected account and type <ENTER>.
Landing on the following screen:

First input amount in debit without decimals.

Mormal account

Account : 1000 CHF Caisse en CHF

Opening balance 4,245.00

Balance as at 311215  |4,245.00

DI

Once both balances are validated, the screen returns to the initial list with the
account updated.

Account Currency Description iginal balance  ence balance
[1000 CHF _ Caisse en CHF 4,245.00]
1001 CHF  PETTY CASH (8,000.00)
1010 CHF CCP 44,2965.00
1020 CHIE Bangue XYZ en CHF 1,833,87....
1020 EUR  banoue euro 27.020.01 33.775.01
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Input amount in credit without decimals.

Mormal account

\

Accour\t . 1001 CHF PETTY CASH

Opening balance |-B,UUU.UU

Balance as at 31/12/15 |-B,UUU.UU

A a LD DD

Presentation of amount in credit.

Account Currency%p&on\ Original balance ference balance |
1000 CHF Caisse en CHF 4,245.00 |
[1001 CHF  PETTY CASH — (8,000.00] /
1010 CHF CCP 44,296,00
1020 CHF Banque XYZ en CHF 1,853,870.17
amnn o Lommiam meaen a7 mn A ]

With a foreign currency account, the programme requires balances in original and
reference currencies.

Account Currency  Description Original balance  Reference balance
1000 CHF Caisse en CHF 4,245.00
1001 CHF PETTY CASH (8,000.00),
1010 CHF CCP 44,296.00
1020 CHF Bangque XYZ en CHF 1,853,870.17
(1020 EUR. bangue euro 27,020.01 33,775.01
1020 usp Bangque XYZ en USD 72,400.00 66,608.00

If you want the programme to automatically input the balance in reference currency,
just input the closing exchange rate. Otherwise, you are required to input both
amounts.

MNarmal account

Account : 1020 EUR bangue euro

EUR CHF

Opering balance 27,020.01 | |33,775.01

Balance as at 31/12/15 |2?,02|:|.01 | |33,??5.01

1L a JL> 1Dl
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And this is the result.

| 1020 CHF  Bangue XYZ en CHF 1,853,870.17
Il 1020 EUR banque euro 27,020.01 33 ns.ul\l

Remember, it is not mandatory to update the balance before starting input of book
entries, or even complete it. However, you must know that at all times the programme
shows accounts including the intial balance.
The results are this in consequence.

7. WiInEUR utilities
The utilities menu is accessible only to users with sufficient access rights.

All theses options bear risk either because they modify the fundamental structure of
accounting or because they induce definitive action.

Only the ACCOUNTING DIAGNOSTICS bears no consequence. It only shows the state
of the data and indicates potential errors.

In general, we advise you to save your data before using one of these options.

This option allows you, afterwards, to modify most of the elements of your company’s
settings.

We won't go into detail; just refer to section 2.1.

However, remember it is possible to modify, to a certain degree, the following
elements:
7.1 Company settings

This option lets you, at all times, modify most of the elements of company settings.
We won't go into detail, just refer to section 2.3.

To start using this feature, click on Company settings:

4 - Tools
| Company parameters |
- Archives
- Load a backup
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For general settings:
Currency code cannot be modified.

With regards to accounting settings at creation, we have additional information, such
as:

Start and end of movements
Input period from ...to...

Length of account numbers cannot be modfied.

7.2 Company diagnostic

Run data diagnostics after getting stuck, crashing, encountering issues, etc.... or just
in case of doubt.

Diagnostics is meant to indicate if the data can be read, is comprehensible and logical
from an IT standpoint. To do so, click on Diagnostic
4 Tools

i Company parameters

- Archives
- Load a backup

For example, diagnostics will check if:

e All accounts are indeed referenced where they are supposed to be.
e All book entries are dated within the beginning and end of the accounting year.

e All book entries are made up of at least two lines and that the total of debits and
credits equals zero.

e The existence of all acounts in the General Ledger, for all currencies.
¢ the total balances of intial balance (equal to zero), etc.

In other words, it will cross-check and count with statistical and logical type
verifications in consideration of data unavailable to the user.
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By selecting this option, the programme displays the following screen:

Test selection
Al Chedk the accounts
Maone Check the journals
Chedk movements
Check multi-journals

[ verify links between archived documents and lines

NOTES

e The programme will suggest by default complete verification of all files. It is
important to perform all tests.

e Diagnostics are not multi-user options; no one should or try to work at the same
time.

Launch with the Launch button

Cancel Execute

< < Previous Mext == Close
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You will get the following results page:

Diagnostic | Errors

JFIRST12 Accounting diagnostics

Internal version: 2.0.1.181

Build date: 27.02.2017 (16:28)

Build number: 5813

EUR32.DLL version: 4.9.0.11

--— Check the accounts index/files —
Total warnings test=10

Total errors test =0

— End —

--—- Check the accounts.db files —
Total warnings test =0

Total errors test = 0

-— End —-

— Check the extclients.db files —
Total warnings test=0

Total errors test = 0

— End —

--—- Check the extinvoices.db files —
Tetal warnings test=0

Total errors test =0

-— End —-

— Check the Extimmo.db files —
Total warnings test=10

Total errors test = 0

-— End —-

- Veérifier le lettrage inter-exercice —
Total warnings test=10

Total errors test = 0

— Fin —

-—— Check the journal entries —

Total warnings test=10

Total errors test =0

— End —

--—- Check the movements —
Total warnings test =0

Total errors test = 0

-— End —-

— Check the multi-journals —
Total warnings test=0

Total errors test=1

— End —

Total warnings =0
Total errors =1

Mumber of warnings 0 Processing :
1

Mumber of errors [oetail

’ERRDRS IN DIAGMOSTIC

Print | | Save | | E-mail |

Cancel | | Execu
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You can also review in detail the list of errors and warning with the Errors tab:

Diagnostic | Errors

JFIRST 12 Accounting diagnostics

Internal version: 2.0.1.181

Build date: 27.02.2017 (16:28)
Build number: 5813

EUR32.DLL version: 4.9.0,11

--- Check the accounts index/files —
Total warnings test =0

Total errors test =0

--End -—

—- Check the accounts.db files -—
Total warnings test =0

Total errors test =0

—End —

--- Check the extdients.db files -
Total warnings test =0

Total errors test =0

--End -—

—- Check the extinvoices.db files -—
Total warnings test =0

Total errors test =0

—End —

--- Chedk the ExtImmo.db files -
Total warnings test =0

Total errors test =0

—End —

--- Vérifier le lettrage inter-exerdice --—
Total warnings test =0

Tod=l mrrora boek — 0
Number of warnings ] Processing : ERRORS IM DIAGMOSTIC
Number of errors 1 [ petail
Print Save E-mail Cancel Execute
7.3 Backup

This menu lets you save only the company you are currently in.

4 - Tools
Company parameters
» - Archives
Load a backup

If you are in multi-user mode, make sure the other users have exited the programme;
it is also required to close all windows, modules and features of the WiIinEUR
programme.

Usually backups occur regularly and automatically with the server; however, if you
have installed on a local server, you are required to back up manually on a regular
basis.
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Go the backup menu, the programme immediatly displays the backup settings and
asks for a confirmation.

The programme generates different types of information that must be saved.
We note:

a) accounting data
b) central files
c) systems files

The COMPANY BACKUP option is available either in PROGRAMME UTILITIES of the
company, or SYSTEMS ADMINISTRATION, or right-click on the screen with the list of
companies.

Company code Company name Data path
JFIRST12 FIRST CNGIT YW
MASARL 16 MA SOCIETE CANGIT Wi
MULTIV 16 MULTI VLE CNGIT YW
IMULTTW 16 F\Wi
M
MULTIW 17 ew cempany P
MULTIW13 Statistics hWi
TRADE1& ] [\
FTITRE 1S Settings surmrmary hWi
Backup
Impert of POF documents
Scan documents
Import of Tiff documents
Impeort POF documents as Tiff documents
File Help
Company MULTIW16 SOCTETE MULTI - MONNAITE S
@ Save
(@) ZIF file MULTIW 16 =
[TJindude sub directories []Protect ZIP by passward
Target directory C:AGITWNEUR \Data) |
() Uncompressed []save EP3 files

Indude WinELR. Viewer

Preparing files for burning

Cloze
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Let us explain the different settings:

The following field is always proposed by default and refers to the accounting
company of the current fiscal year, in this case SME16; we advise you not to change
this field.

() ZIF file MULTTW 15

It is not necessary to check the “include sub-directories”; you can however check this
box if you have manually created sub-directories and want to include them in the
backup file.

[ ]1incude sub directories

You can check the following field if you want to protect your backup file with a
password.

[ ]Protect ZIF by password

The following field is the most important; you must specify where you want to save
the accounting file, for example locally, on a USB key or network drive. In our
example, we chose a local file.

Target directory CAGITWINEUR \Datah, i

If you want to archive your accounting on a CD or DVD, you can choose to save as
uncompressed files. This feature is very useful, particularly if you have the archiving
module.

The option « include viewer can only be checked for backup » of uncompressed files
when saving to a CD or DVD. This option will allow access to a read-only version on
all accounting.

Save

() 71P file MULTIW 16

Indude sub directories Protect ZIP by password
Target directory CAGITWINEUR \Data',
(®) Uncompressed | []5ave EP3 files
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Finally, by clicking the save button, the programme will perform the backup with the
specifications of backup files, the size and time to execute as you can see here below:

CAGMWInEUR\Data\WJFIRST 1 2\Extimme. PX
CAGMWInEUR\Data\WJFIRST 1 AExtimme. XG0
CAGMWInEUR\Data\W FIRST 1 2AExtimmo. XG1
CAGMWInEUR\Data\JFIRST12AExtimmo. "GO
CAGMWInEUR\Data\JFIRST 1 AExtimme. G
CAGMWInEUR\Data\WJFIRST 1 2Extinvoices.db
CAGMWInEUR\Data\JFIRST 1 AExtinvoices. MB
CAGMWInEUR\Data\WJFIRST12\Extinwoices. P
CAGMWInEUR\Data\JFIRST12AExtinvoices. XG0
CAGMWInEUR\Data\JFIRST12\Extinwoices. G0
CAGMWInEUR\Data\WJFIRST12AGLTranslation.di
CAGMWInEUR\Data\WJFIRST 124G L Translation. PX
CAGMWInEUR\Data\WFIRST12JNLS. BT
CAGMWInEUR\Data\JFIRST12JNLE DTA
CAGMWInEUR\Data\JFIRST12\LettrageCpeningBal. 0B
CAGMWInEUR\Data\JFIRST12\LettrageOpeningBal. PX
CAGMWInEURAData\FIRST12\LettrageOpeningBal. XG0
CAGMWInEUR\Data\WFIRST12\LettrageOpeningBal. v G0
CAGMWInEUR\Data\JFIRST12NMAXCO DTA
CAGMWInEUR\Data\JFIRST12ANEWRYCOR.BT
CAGMWInEUR\DataWJFIRST12\REFS. BT
CAGMWInEUR\Data\WJFIRST12\REFS. DTA
CAGMWInEUR\Data\W FIRST12AREFS.DTH
CAGMWInEUR\Data\JFIRST12REFS.DTC

50 compressed files

Size 17 KB
Backup successful

Operation time : 00:00:01

The programme will generate a compressed filed located on C: drive in the backup
file named SMET

:{-} - 4 b CePC ¥ ue local (C:) » backup
.i Disque local () 2 Mom .
) AncienPCMGE ]
1) PME16.Zip
. backup
| bat
. CLIENTS

-E—rnail
———————— The email button lets you send compressed data; this is very useful when

you want, for example, to send data to your fiduciary or our technical service for
internal analysis.
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Depending on the settings of your email account, by clicking on this button you will
access Outlook directly.

E-mail | Mail server

To v

From

Copy to

Subject [ ] compress attachments

Mail

Signature

Restore default settings Send Close

7.4 Upload a backup

This feature lets you load a saved file from a USB key, a CD of hard drive when you
need to upload data. Click on Load a backup.

4 - Tools

i Company parameters
» - Archives

- bave
This feature requires exclusive action; all other users must exit the programme.

The zip file is the accounting file set by default, do not touch this setting.

ZIP file MULTIW 16

The source directory is the directory in which your backup is located; according to our
previous example it will be the Backup directory.

Source directory |C: \Users badkup|
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Now you just have to click on the upload button.

Cornpany MULTIW16 SOCTETE MULTI - M s

Lj Restore
7IP file MULTIW 15 . [Load EP3 fles
Source directory |Cl \sers/backup| \ | |

Load

Close

Confirm with yes

i "

Attention 3

I . Cenfirmez-vous le rechargement de |a sociéte

Dui ] | Man

An excerpt of the result is shown below

CAGMWinFirshData\FIRST12\REFS.OTHB
CAGMWinFirst\Data\FIRST12\REFS. OTC
CAGMWinFirst\Data\FIRST1 2\security.db
CAGMWinFirst\Data\FIRST1 2\security. MB
CAGIMWinFirst\Data\FIRST 1 2vsecurity. PX
CAGMWinFirst\Data\FIRST 12w acmatriPrinting.ini
72 fichiers décompressés

Rechargement sauvegarde effectué

Durée du traitement : 00:00:00
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7.5 User update

This section is part of systems administration; we will explain how to create a new
user.

From the WIinEUR list of companies, click on the Swiss army knife:

Fils TDDJS_ Help. /
Ly P en e

Then click on the Users button

SIS UL e

|-;'l" Sodété gy Utlisa ﬂ Fichiers centraux| G‘ Syst

The screen shows the list of programme users; in our case admin and first.

The first ADMIN user contains a password hidden with asterisks, the second user
VICENTE has no password; the password is not required, but, for security reasons, we
advise you to use one.

Adrninistration Display Tools Help
|';-i, Company & Users ! Central files ﬁ' System

Liste of users

5

2

Lser N} Password R Last change of password
[ADMIN 1 R15W15 3 Never

USER 2 R15W15 7 Never

The small army knife # indicates that you have all rights on the accounting
company.

The RI column (R=read / I=input) column shows the level of user rights; R15115
means you have maximum rights as you are the programme administrator.

We advise you to call on our services to set up access control by user. The systems
administrator creates different user codes, gives them a password and specifies to
which companies the user has access.
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We will create a new user with a password; to do so, click on insert

‘ Insert ‘ | Modify | | Delete | ‘ Utilities ‘

We will create the user LARA with a password and admin rights.

User |Modu|es privileges IM-FiIesl

Mame |L-¢'-UR11 | [ ] administrator
Paszsword ||u||ulul| | Reset
["JForce a password change
Default values
Read privileges Write privileges
D E] ROTWO1
[ | Disable access to chart of accounts [Jinactivate access for third-parties
[ ] Disable access to standard entries [Jonly access to companies directories

| | Cancel

After validating, here is the summary of users:

Administration

Display Tools Help

[i.‘,« Company || H Users | E Central files | 0 System |

Liste of users

p

User D Password =AY Last change of password
ADMIN 1 R15W15 P Never
[LAURA 3 T RO1WO1 Mever
USER 2 R15W15 P Never

Madify | | Delete

Insert | |

| | Utilities |
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