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1 Introduction

OneStep Accounting is an integrated accounting plus business management software for small and medium-sized
businesses. It assists you in managing your business by automating many accounting functions transparently. Just
fill in familiar on screen forms such as invoices and cash receipts, all the accounts like customer accounts, sales
accounts, inventory accounts, etc. will be updated automatically.

OneStep Accounting Version 4.0 is available in two editions:

1. OneStep Accounting Standard Edition and
2. OneStep Accounting Professional Edition.

Below is a table listing the key features available in these two editions

‘ Feature Standard Edition ‘ Professional Edition
‘ Sales ‘
Customer Master v 4 v
Sales Quotation v
Sales Order v
Delivery Order v
Credit Memo v v
Sales Invoice v v
Cash Sales v v
Purchase
Vendor Master v v
Purchase Order v
Goods Received Note v
Debit Memo g v
Purchase Invoice v v
Cash Purchase v v
‘ General Ledger ‘
General Journal v v
General Ledger Account v v
Bank Reconciliation v v
‘ Cash Management ‘
Cash Receipt v v
Cash Disbursement v v
‘ Item Management ‘
Item Master vy v
Inventory Adjustment g v
Build / Unbuild Assembly v v
Price Group v v
Price Table v 4 v
Reports
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Feature Standard Edition Professional Edition
Trial Balance v v

Balance Sheet v v
Profit & Loss Statement v v
Taxable Journal v v
Transaction Log v v
AR & AP Aging v v
Report Explorer v v

User Administration
Login Protection v v
User Account & User Group v
Function Access Control v
Others ‘
Multi-User Support v
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2 Getting Started
2.1 Installation

Before installing OneStep, please check that your personal computer meets the following requirements:

a) Operating System: Window 98 or higher.

b) Memory: 128 MB or higher.

¢) Disk Space: at least 30 MB of free space.

After ensuring that the above requirements are met, you can follow the steps below to install OneStep.

Step 1 — Download Installation File

Download the OneStepStandard.zip (if you are installing OneStep Accounting Standard Edition) or OneStepPro.zip
(if you are installing OneStep Accounting Professional Edition) from our website www.enablecomputing.com to
your computer and unzip the file to a temporary directory. Two directories, the 'OneStep' and the 'Interbase’
directories, will then be created in your temporary directory.

Step 2 — Install Interbase (Skip this step if you are installing OneStep Professional Edition for additional users.)

Run the setup.exe program in the 'Interbase' directory to install the interbase server. The setup.exe will lead you
through the installation.

Step 3 — Install OneStep Accounting

Run the setup.exe program in the 'OneStep’ directory to install the OneStep Accounting software. The setup.exe
will lead you through the installation.

2.2 Starting OneStep Accounting

After Interbase and OneStep are installed, you can then start running OneStep by clicking on the Start menu at the
lower-left corner of your window screen and choosing Program—>OneStep Accounting—>OneStep Accounting.

2.3 Opening The Database File

OneStep can be used to manage more than one company. The data of each company is stored as a separate data
file. So before you can start working on any of the companies, you are required to open the company's data file by
selecting File=>Open Company and then selecting the data file of the required company.

2|
Look jn: I_} Data j - I‘j‘ =
_,-; OneStep {Eval) - C:'Pro abc.gdb
File ' Sales Purchase Cash sarr||:|IEe..;p:|t.
Lagin .
: ash Click on
Logaut:
Change Password Open Company
Mew Cormpany Desktop
Open Company
Backup ‘
Restare My Documents
Registration ~
wr
Exit o
Iy Campuiter
File name: Isample. gdb j Open I
Files of type: Ilnterbase Files [*.gdb) j Cancel |
7
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OneStep Accounting will remember the data file you last opened and reopen this data file automatically the next
time you run it.

2.4 Exploring the Sample Company

Come with OneStep installation is a sample company that you can use to try out the functionality of OneStep.
Assuming that you have installed OneStep in the default directory, the sample data file — 'sample.gdb', can be found
in your 'C:\Program Files\Enable Computing\OneStep\Data' directory.

2.5 Logging In

After the selected data file has been opened, log in to the system by selecting File=>Login and then keying in the
user id and password when prompted.

The user id and password for the sample company and any newly created company is 'super' with no password (i.e.
Leave the password field blank).

/¥ Dnestep (Eval) - C:Prog]

File| Sales  Purchase Cash

Logout

riangs Passierd | EH Click on Login User Id: ISuper{
Mew Comparry » li
Open Company Password:

Backup

Restare Ok I Cancel |

Regjstration

Exit

2.6 Entering The Registration Key

You need to obtain a registration key for OneStep if you decided to use it in your business. Before a valid
registration key is entered into OneStep, OneStep is running in its evaluation mode which allows up to only 50
transactions for each business document type. If you intend to use OneStep Standard Edition, you can obtain a free
registration key by filling up the registration form on our website — www.enablecomputing.com. If you intend to
use OneStep Professional Edition, you will need to purchase the registration key through our website.

Once you have obtained a valid registration key, you can then enter the registration key into OneStep. To enter the
registration key, select File->Registration from the menu bar and then add the registration key at the registration
dialog.

/¥ Onestep (Eval) - C:\P Regigtratiun EI

File Sales Purchase Ca

Login
Logaouk
Change Passward

Mo of simultaneous uzers alowed: 0

Click on Registration

Pleaze enter the registration key below

Mew Company

Open Comparny

Backup

Restore =
Reqistration Edd I I E'DSE |

If you are running OneStep Professional and have purchased additional simultaneous client licenses for multiusers
access, you should also enter the client license registration keys here.
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2.7 Working With OneStep

OneStep uses a set of common screen displays for most of its functions. Once you understand these screen
displays, you should be able to move around in OneStep easily.

The sections below describe the common displays you would find in OneStep.

2.7.1 Main Window

OneStep’s main window is the first window you will see . It consists of the title bar, the menu bar, the tool bar, the
client window and the status bar. The menu and tool bars allow you to access the various records and functions (e.
g. Quotation, Order, Invoice, Customer, Vendor, Item, etc.) in OneStep. The client window is the area where all
other forms would appear in. For example, if you select a customer record, the form for you to view and edit the
record would appear in the client window. You can open more than one form in the client window. The status bar
shows the current status of OneStep.

,-::'I' OneStep (Eval}) - C:'Program FilesEnable Computing',OneStepil Za\sample.gdh
File 3ales Purchase Cash Ikem GL Report  Admin  Window Help

Sales |F'urchase| Cash | ltem | GL | Reponsl Administrationl

I Tool Bar |
=N B2Y EE BY Y EE
&

=10l

—— Client Window

If you are using the Standard Edition, the main window will look like the one below instead.

|Ready 4

_,-::"" OneStep {Eval) - C:'\Program FilesEnable Computing',OneStepiData’y _mple.gdh
File 3ales Purchase Cash [kem GL Report  Admin  Window Help

=10l x|

Sales |F'urchase| Cash | ltem | GL | ReponslAdministration

ﬁ IToolBarl

—| Client Window

Ready - Status Bar
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2.7.2 List Forms

List forms are used in OneStep to show a collection of records of the same type. For example, a customer list form
will show you the list of customers you have entered into the system.

Different components on the List Form are described below.

¥ Customers 1Ol =|

Search: I Search By: IName vl Filter: IDefauh l < | Selection Bar |

Credit Lirnit

4 Apex Pte Ltd $5,000.00 5
Bonka Pte Ltd $5,000.00 $33 604.07
Genplus Pte Ltd $0.00 $2 63320

Uraco Pte Ltd $30,000.00 $0.00 t -
“eni Pte Ltd $26,000.00 $32,393.50 List

|

I | - | > | Hl Others ... | e | Edit I Delete | Refresh | j'LQIose |r—| Command Buttons

Selection Bar

The selection bar provides you with functions to search for a record and to limit the records (filtering) displayed in
the list. To search for a particular record, just type in the first few letters in the search box and the program will
scroll through the list to find the matching record for you. The filter function allows you to restrict the record
listing to those that you are interested. See the section on Filter Form for more information.

List

The list shows a collection of records that satisfy the criteria set in the filter. You can select a record from the list
before selecting a command at the bottom of the form. Double clicking on a record in the list will automatically

invoke the Edit command.

Command Buttons

At the bottom of the form are buttons that you can use to invoke commands. Buttons found on a typical list form
are:

New: Click this button to create a new record.

Edit: Click this button to edit or view the highlighted record.

Delete: Click this button to delete the highlighted record.

Refresh: Click this button to refresh the list.

Close: Click this button to close the form.

There may be other buttons on the form based on the type of record the list is displaying.

Navigator

The navigator provides you with a way to move from record to record.
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Move To First Record / \ \—{ Move To Last Record

| Move To Previous Record Move To Next Record |

2.7.3 Filter Forms

When you click on the filter button of a list form, you call up a filter form. This filter form allows you to set the
selection criteria for restricting the records appear in the list form. This is useful when you have many records and
you are only interested in those that meet certain criteria.

After you have defined a filter, you can save the filter for use at a later time. If you save a filter with its name set to
‘Default’, OneStep will use this filter automatically the next time you open the list form.

Filter Marne:
Field COn Condition “alue 1 “alue 2
Mame (l quua| j I
Credit Limit I quua| j I
Click on Balance r quual j I
Filter Button ;
Filter: [Defaut = Active M equal x| & e Lds
Field 1 I quua| j I
Field 2 I quua| j I
N Field 3 I equal k -
Filter Button fed |
Field 4 I quua| \ j I
Field 5 r quua| \ J I
Save | Load Clear | \Qelete 0K | Cancel |

Criteria Panel |

Filter Name: The name of the filter. When a filter is save, the filter name is used as the file name.

Criteria Panel

The criteria panel contains a list of fields and the fields' criteria settings. Below describes the various columns in
the panel.

Field: The name of a record field.
On: When this check box is checked, the condition set against the field will be used.
Condition: Together with Value 1 and Value 2, they form the selection criteria against the field.

Value 1, Value 2: Together with Condition value, they form the selection criteria against the field. Value 2 is only
used when you are defining a range.

Command Buttons
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At the bottom of the form are buttons that you can use to invoke commands.
Save: Click this button to save the filter.

Load: Click this button to load a filter.

Clear: Click this button to clear all the conditions set in the filter.

Delete: Click this button to delete a filter you have previously saved.

OKk: Click the button to apply the filter to the list.

Cancel: Cancel all changes and close the form.

2.7.4 Record Forms

Whenever you need to work on any business records, you work with the data of the record presented in a record
form. Below describes the common components that appear in a record form.

=10 x|
Narme: IApex Pte Ltd Active: ™

Printed Mame: IApex Pta Ltd

Company |Account| Custom Fieldsl Mama 1 | Iemo 2| Iemo 3| Data Panel

Contact: |Mr. Drawid Limn
Phane: 2232222
Fax: [2232223
Bill To Address Ship To Address
12, Hill ‘iew #02-11 = 12, Hill iew #02-11 =
5123456 5123456
Copy = |
= i |
[ | - | [ | = | + | - | o | Opening | Ok | Cancel | I Close |<— Command Buttons

Data Panel

This is the place where the data of a record is displayed and edited. The data that would appear in this panel
depends on the associated record type. For instance, a customer record would have a very different set of data from
that of an invoice record.

Command Buttons

At the bottom of the form are buttons that you can use to invoke commands. Buttons common to a typical record
form are:

Ok: Click this button to save all the changes you have made to the record.
Cancel: Click this button to cancel the changes you have made.
Close: Click this button to close the form.

There maybe other buttons on the form based on the type of record displaying in the form.
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Navigator

The navigator provides you with the functions to move from record to record. Also on the navigator are speed
buttons for you to add, delete and refresh a record.

Add New Record |

Delete Current Record

I qlthl-l-l—l(!*iG—' Refresh Data |
| Move To First Record \—{ Move To Last Record |
| Move To Previous Record Move To Next Record |

2.7.5 Account Journal Form

The Account Journal lists all the transactions of a particular account over a period of time you specified. You can
bring up the account journal by right-clicking on the account of interest at the list forms of Customers, Vendors,
Items and General Ledger Accounts, and then selecting the Account Journal command from the pop-up menu.

Below describes the components on the account journal form.

¥ Customer - Apex Pte Ltd 2 - 18] x|
Dates: IF‘revious Year-To-Date j Fram: |1I1QDDE vl Tao: IQMLQDDS vl

E ' Date |Src |Ref Description |Am0unt |Elalance | bt
Click on #|01-01-2002 Previous Balance $29 645.55 $29 B45.55
Search: | Search By: Account [ |0301-2002 RE REsS Cash Receipt - Apex Pte Ltd -§29 545 55 $0.00
Journal _|09-01-2002 |51 5141 Sales Invoice - Apex Pte Ltd $25,029.00  $25,029.00
_|08-02-2002 RE |REMO Cash Receipt - Apex Pte Ltd -525029.00 $0.00
Account Journal _|14-02-2002 (515146 Sales Invoice - Apeyx Pte Ltd $22196.50 22159650

| [Bonka Pte Ltd i Change -§7 452.05

l Genplus Pte Ltd

[T P ]

L L [~ In Credit and Dehit Others ... Brint

Selection Fields

Dates: This field lets you select the date range of the transactions that you are interested in.
From: The start date of the date range.
To: The ending date of the date range.

Data Fields

Date: The date of the transaction.
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Source: The source document’s type of the transaction.

Ref: The source document’s reference number.

Description: The description of the transaction.

Remark: For bank account only. This field holds the payment reference number like the cheque number.

Amount: The change in dollar amount introduced by the transaction to the account. Appears only when the “In
Credit and Debit” checkbox is unchecked.

Balance: The balance of the account after the transaction.
Qty: The change in quantity introduced by the transaction to the account. Only applies to item account.
Qty balance: The quantity balance of the account after the transaction. Only applies to item account.

Credit: The credit amount introduced by the transaction. Appears only when the “In Credit and Debit” checkbox
is checked.

Debit: The debit amount introduced by the transaction. Appears only when the “Show Credit and Debit”
checkbox is checked.

Clr: Indicates whether the amount has been reconciled (a.k.a. cleared). Only applies to bank account.

Command Buttons

Print: Click this button to print the journal.

Refresh: Click this button to re-fetch the data.

Close: Click this button to close the form.

Others—>Print Preview: Click the button to preview the printing of the journal.
Others—>Select Report Form: Click this button to bring up the select report form dialog.

Others

In Credit and Debit: Check this to show credit and debit values.

2.7.6 Print Account Journal Form

Another way to print the journal of your accounts is to use the Print Account Journal function. This function lets
you print the journals of multiple accounts at one go. You can bring up the Print Account Journal Form by
selecting the relevant command from the Customer, Vendor, Item and General Ledger Accounts list form.

Below describes the components on the Print Account Journal form.
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L—{ Selection Bar

/¥ Print Customer Account Journal 1Ol x|
Search: I Filter: IDefauIt l
MNarme |Ela|ance |Se|ected| -

| Apex Pte Ltd §22 196680 W

_|Bonka Pte Ltd $3360407 W

_|Genplus Pte Ltd $2E83.20 W

| |Uraco Pte Ltd oo0 I

| |Veni Pte Ltd $3239380 W

]
Select All | Unselect All Brint j-'L Close |

Selection Bar

The selection bar provides you with functions to search for a record and to limit the records (filtering) displayed in
the list. To search for a particular record just type in the first few letters in the search box and OneStep will scroll
through the list to find the matching record for you. The filter function allows you to restrict the record listing to

those that you are interested. See the previous section on Filter Form for more information.

Data Fields

Name: The name of the account.
Balance: The balance of the account.

Selected: Check this if you want to print the journal of this account.

Command Buttons

Select All: Click this button to select all the accounts in the list.
Unselect All: Click this button to unselect all the accounts in the list.
Print: Click this button to print the journals of the selected accounts.

Close: Click this button to close the form.

2.7.7 Select Report Form Dialog

If you want to change the printout format of the business documents (like invoices, cash receipts, etc.) that you are
printing, you can use the Select Report Form. From the Select Report Form, you can change the default printout
format, select a different printout format to be used for printing, and bring up the report designer to change the

printout format.

Below describes the components on the select report form dialog.
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Select Report Form

[d|Sales Invaice
Sales Invoice (for Window Enw.)
Sales Invoice (with Deposit and Balance)

i

|

SetAs Defaultl Tlew | Edit | Delete |

Erint | Pregiewl j-'LCIosel

Data Fields

Name: The name of the report form.
Default: This field indicates the default report form.

Command Buttons

Set As Default: Click this button to set the highlighted report form as the default report form.

New: Click this button to use the report designer to create a new report form.

Edit: Click this button to use the report designer to edit the selected report form.

Delete: Click this button to delete the selected report form.

Print: Click this button to print the business document using the report form selected.

Preview: Click this button to preview the printout of the business document using the report form selected.

Close: Click this button to close the dialog window.

2.7.8 Important Key Sequences

Followings are some key sequences you will need to know in order to work effectively in OneStep. Note, a plus
sign ‘+’ indicates that you are to press the first key and hold it down while pressing the second key.

<Tab>: To move to the next field.

<Shift + Tab>: To move to previous field.

<Alt + Down Arrow>: To drop down the lookup list of a combo box or the calendar of a date edit box.
<Imsert>: To insert a line to a list.

<Ctrl + Delete>: To delete a line from a list.
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3 Setting Up OneStep For Your Business

3.1 Preparing For Conversion To OneStep

There are some preparations needed for converting to OneStep.

3.1.1 Deciding On A Start Date

The first thing to do when planning to move to OneStep is to decide on a start date. The start date is simply the
date at which you begin entering your daily business records. Below are some pointers on choosing a start date.

> The start date need not be the same as your conversion date and it can be a date in the past. For example, it
could be 1* April 2003, even though you are doing your conversion in June 2003.

> As data before the start date will not be available to you in the new system, you have to decide on the amount of
historical data that you want to keep. The closer your start date is to the present day, the less historical data you

will need to enter.

> If in doubt, ask your accountant for advice.

3.1.2 Deciding On When To Do Your Conversion

As it takes time for you to do the conversion (because you need to enter all the necessary data into the system), it
will be better to choose a time when you are not so busy.

3.1.3 Working Out Your Chart of Accounts (a.k.a. General Ledger Accounts)

If you are converting from an existing accounting system, you probably already have a Chart of Accounts. If you
are setting up a new company and you have not yet had any Chart of Accounts, you can consult your accountant for
recommendations. OneStep allows you to add, modify or delete an account any time you need to, so you need
only to work out the essential accounts as a start and add on new accounts as and when the needs arise.

3.1.4 Gathering Your Records

Once you have decided on the start date, you can start gathering all the business records dating back to the start
date. Take note that not all the business records are needed to be entered into the system; some business records
that do not directly affect your accounts can be selectively left out. For instance, records like the Sales Quotations
or Sales Orders that you have already issued the corresponding Sales Invoice can be left out if you do not need to
refer to them anymore.

3.1.5 Working out the Opening Balances

You need to work out the opening balances for your general ledger, customer, vendor and item accounts as of the
start date. Opening balances are the amounts your customers owe you, the amounts you owe others, the amounts
and quantity in your inventory, your checking or savings account balances, etc. as of the start date.

After you have done the above preparation, you can follow the steps in the following sections to set up OneStep for
your company.

3.2 Creating A New Company

To create a new data file for your company, select File->New Company from the menu bar.
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When prompted, enter a name for the data file (for example, c:\enable computing\onestep\data\abc, assuming abc is

your company name) where your company's data will be stored and click Ok.

_,<-"" OneStep {Eval) - C:'Prog
File Sales Furchase Gash

Login

| x
Logout Click on =
Change Passward
- New Company > File Name:  |ctenable computingionestepidatatabe] =
CIpen Compay
Ok Cancel |
Backup
Restore
Reqgiskration
Exit
Click Yes when prompted to open the new data file.
x|

A new database file has been sucessfully created! Do you want ko open the new database file?

3/
] w |

Please Note: The size of your database is limited only by the size of your hard disk; therefore it would be good if

you have at least I00Mb of free disk space on your hard disk.

After the new company has been created, select File>Login to log in. The user id to use is 'super' with no

password.

_,s: OnesStep (Eval) - C:'\Prog
File | Sales  Purchase Cash
Lagout
Change Passward

User |d:
Click on Login

Mew Comparry Password:

Open Cormpany

Backup

.

[super
I—

Cancel |

Restare

Registration

Exit

3.3 Setting Up Company Details

To set up your company details, select Admin—>Company from either the menu or the tool bar.

Enter the followings:

> Your company’s name.

> Your company’s address.

» The address where you want your vendor to ship the goods to.
> Your company’s tax registration or ID number.
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 Company =]
Marme: fuEc Pte Ltd
Compary Address: 33 River Walk ;I
Employees 5(23423)
a Terms Codes
Payment Methods Click on
e Users Company LI
User Groups
- - 33 River Walk 1=
. Ship Ta:
references 5(23423)
Document References C |
Daka Protection opy =
Freeze Data j
ear End Closing Tax Reg No: [M2-1234557-1
Ok | Cancel | j'LQIose |

3.4 Setting Up Employee Details

If you want to tag the name of your sales representatives to your sales documents like sales order, sales invoice, etc.
then you would need to set up the employee records.

Please Note: You can skip this part if you do not need to tag a sales representative to your sales documents.

To add an employee record, select Admin—>Employee from either the menu or the tool bar.

/¥ Employees iz : -0l =]
nmputing:, Onesten,Data anc Search:l Search By: IName vl Filter: IDefauIt l
otk | Admin Window  Help .
o Name Initial Phone
Employess
ﬂ Terms Codes Click on
E Payment Methods Employees
—  Users
User Groups
Preferences
Document: References
Data Protection
Freeze Data
rfl B | = | rfl Edit | Delete | Refresh | Il Close |

Click on the New button of the Employee List Form to add a new employee record.

Enter the following into the employee record: A Employee o]
> Name of the employee. Name: Hanet

> Initials of the employee. Iniial: fjanet

> Employee’s phone number. Fhane: [12312312

> Set Active to checked. Actin o

|-/|/||"--|[“~f|+|—|(-| nl's | Caﬂcell ﬂglosal

3.5 Setting Up Credit Terms

To set up your credit terms, select Admin—>Terms from either the menu or the tool bar.

Setting Up OneStep For Your Business 19



=10l

: I Search By: IName vl

Computing',OneStep'Data,

t | Admin  Window Help

Click on
Campany
Employees Terms
>
Payment Methods
Users

i
=
‘i User Groups

Preferences

Description ﬂ

Click on the New button of the Terms List Form to add a new credit term.

Below shows examples of 2 different types of credit terms you may want to create.

Cash on Delivery (COD)

Use this credit term if you want your customers to
pay immediately upon the delivery of goods.

Enter the followings:

> Name of the credit term.
> Description.
> Select 'Cash on delivery' as type.

Due in Number of Days

Use this to give your customers to purchase on credit
term which is due in X number of days after you
billed him/her.

Also under this credit term you are allowed to
specify the discount that the customer would enjoy
should he/she pay up early within a specified
number of days.

Enter the followings:

Name of the credit term.

Description.

Select 'Due in number of days' as type.
Discount percentage for early payment.

YV VYV V VYV

The number of days on which payment is due.

=
S I = Edit | Delete | Refresh | ﬂglosel
- 18] x|
Marme: IpOD
Description: Cash on deliver ;I
E
Type: ICash an delivery j

qulblﬂl-l-l—l("l Ok | Caﬂcell j'LQIosel

Marme:

Description:

Type:
Discount %
Discount in

MNet due in

1olx|

|3% 10, net 30

3% discount if custormer pays within 10 =]
days, net amt due in 30 days

|

IDue in nurnber of days j

I 3.00
I 10 3: days
|3';I 3: days

H|4|b|H|+|—|("| Ok | Caﬂcell j'LQIosel

The number of days by which payment must be received to qualify for the discount.

3.6 Setting Up General Ledger Accounts (a.k.a Chart of Accounts)

The next step is to create the general ledger accounts needed to help you keep track of the company’s financial

positions
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When a new company is created, OneStep automatically adds the top-level accounts, namely Assets, Liabilities,
Equity, Income, Cost of Sales, Expenses, Other Income, Other Expenses and Income Tax Expense accounts, into

the company’s chart of accounts.

Below shows an example of a typical chart of accounts.

Balance Sheet Accounts
Assets
Fixed Assets
Office Equipment
Office Equipment (Cost)
Office Equipment (Accu. Deprn)
Furniture & Fittings

Profit & Loss Accounts
Income
Sales
Sales Discount
Cost Of Sales
Cost of Goods Sold

Purchase Discount

Furniture & Fittings (Cost) Expenses
Furniture & Fittings (Accu. Deprn) Depreciation
Current Assets Medical
Cash on Hand Phone & Fax
ABC Bank Rental
Trade Debtors Transports
GST Receivable Utilities
Inventory Wages
Liabilities Other Income
Trade Creditors Other Expenses
GST Payable Income Tax Expense
Equity
Share Capital

Retained Earnings

To add a general ledger account, select GL->General Ledger from either the menu or the tool bar.

Click on the New button of the General Ledger List Form to add a new general ledger account.

¥ General Ledger - 10l =|
Search: I Search By: IName vl
. Marne Balance ﬂ
n Files',Enable Computing’,0 Click on 4 Assets $0.00
am | GL Report admin wind  General Ledger Liabilities $0.00
el eneral JurI | y | Equity $0.00
St P | [Income $0.00
Recondiiation Cost Of Sales $0.00
Expenses $0.00
|_|Other Income $0.00
|_|Other Expenses $0.00
_|Income Tax Expense §0.00 = |
r’l = | > | Hl PBrint Journal Edit | Delete | Refresh | j'LQIose |
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OneStep supports various types of accounts and they are explained below:

Group Accounts

Group accounts are used to group accounts of similar nature under the same heading and you will not be able to

post directly to these accounts.

In our Chart of Accounts example, the Fixed Assets, Office Equipment, Furniture & Fittings, Current Assets, etc.

are group accounts.

To add a group account, enter the followings:

Name of account.

Description of the account.

Set ‘Is Group’ to ‘Yes’.

Select the parent account.

Set the position of this account as
you would want it to appear
under its parent account. In our
example, ‘Fixed Assets’ is our
first group account under Assets
hence is set to 1.

> Leave the type value as is.
OneStep will set it according to
the parent account. In our
example, since the 'Fixed Assets'
group account is under the parent
account Assets, it will be set to
'Asset' automatically.

YV VYV VYV

Control Accounts

M General Ledger Account é =] |
e I :I‘ MNarne: IFixed Assets
Assets
: Fixed Assets Description: I
Office Equipment
Office Equipment {Cost) Is Graup? & Yes Lol ‘
Office Equipment (Accu. Deprn
W . 1 p . ‘ k Sub-Account of IAssets j
Furniture & Fittings
Furniture & Fittings (Cost) - Position: 1%
Furniture & Fittings (Accu. Deg
Current Assets Type: IASSEt j
Cash On Hand
ABC Bank
] Trade Debtors Balance: $10,000.00
GET Receivable =
H|4|b|H|+|—|("| Ok | Caﬂcell j'LQIosel

Control accounts are used in general ledger to maintain the summary of customer, vendor and item accounts.

For example, you may create a Trade Debtor account to hold the summary of all your customer accounts in your

general ledger.

To add a control account, enter the followings:

Name of account.

Description of the account.

Set ‘Is Group’ to ‘No’.

Select the parent account.

Set the position of this account
as you would want it to appear
under its parent account. In our
example, ‘Trade Debtor’ is the
third account under Current
Assets hence is set to 3.

> Set type to the type of control
account you want to create. For
control accounts for customers,
select ‘Account Receivable’.
For vendors, select ‘Account
Payable’. For inventory, select
‘Inventory’.

YV V V V

/¥ General Ledger Account - 10l =|
Name I jA MNarne: ITrade Debtors
Office Equipment (Cost)
L Office Equipment (Accu. Deprn Description: I
L] Furniture & Fittings
Furniture & Fittings (Cost) Is Group? ‘ C ies & o ‘
Furniture & Fittings (Accu. Deg
u Sub-A t of: Current Assets -
Current Assets He-aseount o I J
| Cash On Hand - Puosition: I 3 3:
ABC Bank -
E Trade Debtors Type: IAccount Receivable j
GST Receivable
L] Inventary
| |Liabilities Balance: §7 305.38
Trade Creditors =
qulblnl-l-l—l('l Ok | Caﬂcell j'LQIosel
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Bank Accounts

Bank accounts are accounts that may be reconciled against your bank statement.

To add a bank account, enter the
followings:

Name of account.

Description of the account.

Set ‘Is Group’ to ‘No’.

Select the parent account.

Set the position of this account
as you would want it to appear
under its parent account. In our
example, ‘ABC Bank’ is the
second account under Current
Assets hence is set to 2.

> Set the type to 'Bank’.

YV VV VY VY

Normal Accounts

/* General Ledger Account

MNarme I j‘

Office Equipment (Cost)
Office Equipment (Accu. Deprn
Furniture & Fittings

Furniture & Fittings (Cost)

Furniture & Fittings (Accu. Deg
| Current Assets

Cash On Hand -

Ls ABC Bank
Trade Debtors
55T Receivable
Irventory
|_|Liabilities
Trade Creditars

(=]
MNarne: I!AEIC Bank
Description: I
Is Group? ‘ = es & [io ‘
Sub-Account of: ICurrent Assets j
Puosition: 2%
Type: |Bank j
Balance: $03 57729

| <[ o] e]-ef

Ok | Cancel | ﬁglosel

A normal account can be an asset, liability, equity, income, cost of sales, expense, other income or other expense
account. Most of your GL accounts should be under this category.

To add a normal account, enter the
followings:

Name of account.

Description of the account.

Set ‘Is Group’ to ‘No’.

Select the parent account.

Set the position of this account as
you would want it to appear
under its parent account. In our
example, ‘Cash On Hand’ is the
first account under Current
Assets hence is set to 1.

> Leave the type value as is.
OneStep will set it according to
the parent account. In our

YV V VYV

 General Ledger Account

Marne I :l‘

Office Equipment (Cost)
Office Equipment (Accu. Deprn
Furniture & Fittings
Furniture & Fittings (Cost)
Furniture & Fittings (Accu. Deg
Current Assets
E Cash On Hand
ABC Bank
Trade Debtors
GST Receivable
Irventory

|

|_|Liabilities
Trade Creditors

=10l

ICash On Hand

MNarme:

Description: I

ls Group? ‘ i Yes = o ‘
Sub-Account of ICurrent Assets j

Paosition: 15

Type: IAsset j

Balance: $35924.00

|| r|n]e]-]e]

Ok I Cancel | ﬂglosel

example, since 'Cash On Hand ' account is under Current Assets which is in turn under Assets, its type value

will be set to 'Asset' automatically.

The details for creating all the accounts in our Chart of Accounts' example is as follow:

Name

Fixed Assets

Office Equipment

Office Equipment (Cost)

Office Equipment (Accu Deprn)
Furniture & Fittings

Furniture & Fittings (Cost)

Is Group?  Sub-Account of
Yes Assets

Yes Fixed Assets

No Office Equipment
No Office Equipment
Yes Fixed Assets

No Furniture & Fittings

‘Position ‘Type
1 Asset
1 Asset
1 Asset
2 Asset
2 | Asset
1 Asset
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Name Is Group? | Sub-Account of ‘ Position ‘ Type
Furniture & Fittings (Accu. Deprn) | No Furniture & Fittings 2 Asset
Current Assets Yes Assets 2 Asset

Cash On Hand No Current Assets 1 Asset

ABC Bank No Current Assets 2 Bank

Trade Debtors No Current Assets 3| Account Receivable
GST Receivable No Current Assets 4| Asset
Inventory No Current Assets 5 | Inventory
Trade Creditors No Liabilities 1| Account Payable
GST Payable No Liabilities 2| Liability
Share Capital No Equity 1| Equity
Retained Earnings No Equity 2 Equity

Sales No Income 1| Income

Sales Discount No Income 2| Income

Cost of Goods Sold No Cost Of Sales 1| Cost Of Sales
Purchase Discount No Cost Of Sales 2| Cost Of Sales
Depreciation No Expenses 1| Expense
Medical No Expenses 2 Expense
Phone & Fax No Expenses 3 Expense
Rental No Expenses 4 Expense
Transports No Expenses 5 Expense
Utilities No Expenses 6 | Expense
Wages No Expenses 7 Expense

3.7 Setting Up Payment Methods

To set up payment methods, select Admin—>Payment Methods from either the menu or the tool bar.

¥ payment Methods - 10] x|
Search: I Search By: IName vl
Mame Description ﬂ
"Computing",0nestepData >
rt | Admin  Window  Help
Company Clle on
b | Sl Payment Methods
:‘Cg Terms
mH  Payment Methods
—  Users
E User Groups
Preferences

SRR

Mew | Edit | Delete | Eefreshl ]_-'Lglosel

Click on the New button of the Payment Method List Form to add a new payment method.
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Enter the followings to the payment method record: (ol x|

Mame: ICaSh

> Name of the payment method.
> Description of the payment method. Description: Pay by Cash B
> Default posting account for this payment method.

The screen shots on the right are two examples of payment
method.

/¥ Payment Method (ol x|
MNarme: ICheque
Description: Pay by chegue =]

Default Posting Account:

H|4|b|H|+|—|("| Ok I Caﬂcell ﬂglosel

3.8 Setting Up Tax Items

Tax items are used when you charge or pay tax on invoices.

To set up tax items, select Item—>Items from either the menu or the tool bar.

-lolx]
Search: I Search By: Iltem vl Filter: I l
- lterm Type Description On Hand Balance ﬂ
h| Item @L Report  Admin  Winc . 4
| Chickon
5 E—
Inventory Adjustments Items
D€  Build{Unbuild Assembly
T
= Price Group
= Price Table

PSR I = W Print Journal Mew | Edit | Delete Eefreshl ﬂglosel

Click on the New button of the Item List Form to add a new item.
Enter the followings:

» Name of the tax item. For example, GST, VAT, etc.
> Under the ‘Type’ field, select ‘Tax’.
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Under the 'Item' tab:

> Description of this tax item.

> Tax rate into the percentage field.

» Check the taxable field if you want the taxed amount
to be included for the computation of another tax
charges.

Under the 'Account' tab:

» The posting account when a sales is made.
> The posting account when a sales returns is made.
» The posting account when a purchase is made.

Note: Sometimes you may want to create a tax item
whose tax rate is 0% so that it can be used in tracking
the total sales or purchases with this tax item using the
tax tracking feature provided by OneStep.

3.9 Setting Up Preferences

N [=] 3]
Marne: IGST Active: v

ltem IAccountl Custom Fieldsl

Description: Goods & Services Tax =]

Percentage: 5.00

Taxahle: Il

Categaory: I

Subcategaory: I

Cancel | ﬁglosel

(ol x|
Marne: IGST Active: W

Type: ITax j

ltern  Account |Cust0m Fields |

FPosting Account (Sales): IGST Payable

Posting Account (Sales Return): IGST Payable

Ledleflel

Posting Accaunt (Purchase): IGST Receivable

H|4|>|H|+|—|("| Caﬂcell ﬂglosel

There are a number of system preferences that you need to set up before starting out with OneStep.

To set up these parameters, select Administration—>Preferences from the menu bar.

The Preferences function also lets you set up values that are frequently used so that these values would appear as

the default values wherever they are needed.
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[ing'.0One ep . Lata Ab
rt | Admin  Window  Help

Company

Employees Click on

Terms Preferences

Payment Methods >

Users
User Groups

Data Protection

Freeze Data

e | | Hiel

Year End Closing

¥ preferences -8 x|

Fraguently Used Walues |

General | Posting Accounts |

Use Audit Trail:

Allow Inventary To Go Negative:

v
r
Sales Price Table: IA vl

Ok | Cancel | ﬂglosel

Below explains the various settings on the Preferences Form:

Under the 'System / General' tab:

>

Check the 'Use Audit Trail' field if you want to
keep track of the changes made to transactions.
It is always a good idea to turn on the audit trail
feature as it allows you to track changes made
to your business transactions.

Check the 'Allow Inventory To Go Negative'
field if you want to allow the quantity values of
your items to go negative. Beware that if you
sell an item with a negative quantity, its cost of
goods sold will be computed based on the cost
price value you set for that item instead of the
using the selected cost method.

Select the sales price table to use.

Under the 'System / Posting Accounts' tab:

>

Select the retained earnings account to be used.

* Preferences iy =]
# £

Frequently Used Values |

General | Posting Accounts |

Use Audit Trail:

Allow Inventory To Go Megative:

v
r
Sales Price Table: IA vl

Ok | Cancel | ﬁglosel

¥ Preferences :;- 1Ol =|
Frequently Used Valuesl

General Posting Accounts |

Retained Eamings Account: Retained Eamings j

Ok | Cancel | ﬂglosel
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Under the 'Frequently Used Values / General' tab:

> Select the payment method.

> Select the account to which early payment
discount for sales will be posted.

> Select the default account to which early
payment discount for purchase will be posted.

Under the 'Frequently Used Values / Item' tab:
The default values used when creating a new item.

> Select the account to which sales will be
posted.

> Select the account to which sales return will be
posted.

> Select the account to which purchases for non-
inventory items and services will be posted.

> Select the control account for inventory item.

> Select the cost of goods sold account for
inventory item.

> Select the cost method for inventory item.

Under the 'Frequently Used Values / Customer'
tab:

The default values used when adding a new
customer.

Select the control account.

Select the credit terms..

Set the credit limit.

Select the tax item be applied.

Check 'Calc. Tax After Disc' if you want the
tax amount to be calculated based on total
amount less early payment discount.

YV VYV VYV
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¥ Preferences

Systern i Freguently Used “alues |

General |Item | Custorner | vendor |

=10l %]

Payment Method: ICheque

Early Payment Discount Account For Sales: ISaIes Discount

Early Payment Discount Account For Purchase: IF'urchase Discount

[
[
=

Ok | Cancel | ﬁglosel

/¥ Preferences

System  Frequently Used Values |

General Item |Customer|Vend0r|

Cost of Goods Sold Account: ICDSt of Goods Saold

Cost Method:

Sales Account: ISaIes j
Zales Retumn Account: ISaIes j
Purchase Account: I j
Contral Account: IInventory j
=
[

|FIFO

-0 x]

Cancel | j'LQIosel

/* Preferences

System Frequently Used “alues |

General | ltem  Customer |Vend0r|

Contral Account: ITrade Debtors j
Terms: I3% 10 net 30 j
Credit Limit | $1,000.00
Tax ltem: IGST j

Calc. Tax After Disc [

8 [=1 3

Cancel | j'LQIosel




Under the 'Frequently Used Values / Vendors' tab: A Preferences =lolx]
Systerm Freguently Used Yalues |

The default values used when adding a new Vord
Vendor. Generall Iterm | Custorner ¥enaor |
Control Account: ITrade Creditors j
> Select the control account. Terms: [3% 10 net 30 |
> Select the credit terms.. R | %2 000,00
» Set the credit 1.1m1t. ' Tax Iterm B |
> Select the tax item be applied. .
, -y Cale. Tax After Dise [

> Check 'Calc. Tax After Disc' if you want the

tax amount to be calculated based on total

amount less early payment discount.

Cancel | ﬂglosel

3.10 Setting Up Items

Items are services or products that you buy and sell. In OneStep, besides the item that you buy and sell, you can
also add items that represent discounts, subtotal, tax items and comments.

To add an item, select Item—>Items from either the menu or the tool bar.

Click on the New button of the Item List form to create a new item.

g [

Search: I Search By: Iltem vl Filter: I l

gram Files',Enable Computing’,
N Itern Gl Report  Admin  Win

N —

Click on
Items

Inventory Adjustments

€ BuildiUnbuild Assembly —I
T
= Price Group
= Price Table
[T I I Brint Journall Mew | Edit | i Delete ! Refresh | j'LQIose |

Below describes how you can setup the various types of items in OneStep.

Inventory Product

You add an inventory product item when you would like its quantity and cost to be tracked when it is purchased
and sold.

To add an inventory product item, enter the followings:

> Name of the item.
> Select ‘Inventory Product’ under the ‘Type’ field.
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Under the 'Item' tab:

Description of this item.

Sales Price of this item.

Cost Price of this item if its quantity is negative.

Check the 'Taxable' field if this you need to applied

sales tax to this item.

Preferred Vendor of this item.

> Category to which the item belongs. Used in
management reporting only.

> Subcategory to which the item belongs. Used in

management reporting only.

YV V V VY

Y

Under the ‘Inventory’ tab:

> Select the cost method of this item. Cost methods
available are Average, First-In-First-Out and Last-
In-First-Out.

> Minimum quantity required.

> Reorder quantity.

Under the ‘Account’ tab:

Select the posting account for sales.
Select the posting account for sales return.
Select the posting account for cost of goods sold.

>
>
>
> Select the control account.
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Frem -ioix
Mame: Ihp-n51 10 Active: v
Type: IInventory Product j

Itemn |In\tent0ry | Accountl Stock Cardl Custom Fields |

Description: Mokia Handphone 5110 =]
-]
Sales Price: I $300.00
Cost Price: I $260.00
Taxable: v
Preferred Yendaor: I j
Category: IHandphone
Subcategaory: INokia|
H|4|>|H|+|—|("| Ok | Caﬂcell j"LQIosel
Arem 1ol
Mame: Ihp-n511D Active: v
Type: IInventory Product j

ltem Imeentory |Account| Stock Cardl Custom Fields |

Cost Method: [FIFo |

Minirmurm Gity: I 10

Rearder Gty I 30

Qty On Hand: 0

Hldlblﬂl-l-l—l('l Caﬂcell j"LQIosel
(o]

Mame: Ihp-n511D Active: v
Type: IInventory Product j

ltern | Inventary Account |Stock Card' Custom Fields|

Posting Account (Sales): ISaIes j
Posting Account (Sales Return): ISaIes j
COGS Account: ICost of Goods Sold j
Contral Account: IInventory j
Balance: $0.00

Cancel | i'LQIosel




Services

You add Service items, if you are offering services to your customer in your business.

To add a service item, enter the followings:

> Name of the item.
> Select ‘Service’ under the ‘Type’ field.

Under the 'Item’ tab:

Description of the item.

Sales Price of the item .

Cost Price of the item if you purchase this service.

Check the 'Taxable' field if this you need to applied

sales tax to this item.

Preferred Vendor of this item.

> Category to which the item belongs. Used in
management reporting only.

> Subcategory to which the item belongs. Used in

management reporting only.

YV V V

A\

Under the ‘Account’ tab:

> Select the posting account for sales.

> Select the posting account for sales return.

> Select the posting account for purchase. In our
example, we leave the this field blank because we do
not need to purchase any repair service from others.

- 10l =|
Mame: Ihp-repair Active: v
Type: IService j
Itern |Account| Custom Fieldsl
Description: Handphone Repair =
[~
Sales Price: I $50.00
Cost Price: I $0.00
Taxable: v
Preferred Wendar: I j
Categary: IHandphone
Subcategory: IRepair
H|4|b|H|+|—|("| Caﬂcell j'LQIosel

(o ]
Active: v

Marme:

Ihp-repair
Type: IServic:e j

ltern  Account |Custom Fields |

FPosting Account (Sales): ISaIes
Posting Account (Sales Return): ISaIes

Leflefle]

Posting Account (Purchase): I

Ok | Cancel | j'LQIosel

EEEEERE
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Sub-Total

As its name implies, a Sub-Total item gives you a sub-
total of all amounts come before it in an invoice.

To add a Sub-Total item, enter the followings:

> Name of the item.
> Select ‘Service’ under the ‘Type’ field.

Under the 'Item' tab;

> Description of the item.

Percentage

Percentage discounts and percentage mark-ups can be
created using the Percentage Item.

To add a Percentage Discount item, enter the
followings:

» Name of the item.
> Select ‘Service’ under the ‘Type’ field.

Under the 'Item' tab:

» Description of the item.

> Percentage value for the discount.

» Check the 'Taxable' field if this you need to applied
sales tax to the discount.

Under the ‘Account’ tab:

> Select the posting account for sales.

> Select the posting account for sales return.
> Select the posting account for purchase.
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TN SIS
Iame: ISt Active: v
Type: |Suh-T0taI -
ltern | Custom Fieldsl
Description: Sub-tatal [~
[~
Category: I
Subcategary: I
H|1|P|H|+|—|("| Ok | Caﬂcell j'LQIosel
Aren S0l
Mame: |d1D Artive: v
Type: IPercentage j
ltem |Account| Custom Fieldsl
Description: 10% Discount =
[~
Percentage: I -10.00
Taxable: v
Categary: |
Subcategary: |
r’|/|h|H|+|—|("| Caﬂcell ﬁglosel
Fren Il
Mame: |d1D Artive: v
Type: IPercentage j

ltem  Account |Cust0m Fieldsl

Fosting Account (Sales): ISaIes Discount

Posting Account (Sales Return): ISaIes Discount

Ll Ll e

Posting Account (Purchase): IPUFChaSE Discount

Cancel | ﬁglosel




3.11 Setting Up Customers

To add a customer record, select Sales=> Customers from either the menu or the tool bar.

¥ Customers 1Ol =|
Search: I Search By: IName 'l Filter: IDefauIt l

= | sales Purchase Cash Ite Marne Credit Limit Balance ﬂ

h Click on d
Customers

Quokations
Orders

Delivery Orders
Invoices

Credit Memas
Cash Sales

A

Customers

=

r/l - | I | = | Others ... | Mew | Edit I Delete | Refresh | fLQIose |

Click on the New button of the Customer List Form to add a new customer.

¥ Customer 1Ol x|

Enter the followings:
Marme: IApex Pte Ltd Artive: Ivd

Printed Mame: Anex Pte Ltd
» Name of the customer. e

» Printed name of the customer Carnpany IAccount' Custom Fields | Mema 1| temo 2| Memo 3]
Caontact: IMS Wendy
' 1 .
Under the 'Company' tab: Bhane: 22222
Fax: 222222z
> Name of the contact person.
> Phone numbers Bill To Address Ship To Address
12, Orchard Road 12, Orchard Road d
> F"‘}X number. ) 5(12121) 5(12121)
> Bill to and ship to addresses.
=
rfl/l b|H|+|—|("| Opening..l Ok | Cancel | j'LQIosel
Under the 'Account’ tab: A Customer :f' P ] 24|
Mame: |Apex Pte Ltd Btiive v
» Select the control account. o _
e rinted MName: |Ape>{ Pte Ltd
> Set the credit limit.
> Select the credit terms. Company Account |Cust0m FieIdS' Memo 1 | Memo 2| Memo 3|
» Select the tax to be apphed Control Account: ITrade Debtors j
» Check 'Calc. Tax After Disc' if you want Cradit Limit [ s100000
the tax amount to be calculated based on e [3% 10 net 30 =
total amount after early payment discount. _ [eeT |
> Select the sales representatlve for this Cale Tax Aer Discoute o
customer account if any. | r
. Sales Rep: =
> Select the price group the customer HEs e | r
belongs to. Leave it blank if the customer Price Group:
does not belong to any price group. Balance: $2,000.00

H|4|b|H|+|—|e| Opening..l Ok | Cancel | j"LQIosel

3.12 Setting Up Vendors

Setting Up OneStep For Your Business 33



To add a vendor record, select Purchase=> Vendors from either the menu or the tool bar.

A vendors _{olx]
Search: I Search By: IName vl Filter: ID—_lefauIt
p (Eval) - C:\Program Files\E Name Credit Limit Balance
s | Purchase Cash Ikem GL R .
Click on

= Orders c

Goods Received Nates Vendors

Irmvoices

Debit Memas

Cash Purchases

Vendars

Vl - | L | =0 | Print Journall e | Edit | Delete | Refresh | j'LQIose |

Click on the New button of the Vendor List Form to add a new vendor.

Enter the followings:

/‘ Yendor :;- - |EI|1|
> Name of the vendor. Narne: [Allizon Pre Ltd Active: 7
» Printed name of the vendor Printed Narme:  [Alison Pte Ltd

Company |Account| Custarn Fieldsl Merno 1 | Merno 2| Memo 3|

Under the 'Company' tab:

Contact: IMrJacoh
> Name of the contact person. Phone: [3333333
» Phone numbers. Fa: [3333334
» Fax number. Address: 3, Queen Street. 1=
> Address. S(12345)
=
r’l/ll“lﬁ’l-l-l—l(’l Opening..l Ok | Cancel | ﬂglosel
Under the 'Account' tab: ¥ vendor =10l x]
Name: [adlison Pe Lid adiE ™

> Select the control account. Printed Name:  [Allison Pte Lid
> Set the credit limit.
> Select the credit terms. By Ao [ Bictom A (am 1 [eme 2 [iame 9]
> Select the tax to be applied. Control Account: |Trade Credtors [
» Check 'Calc. Tax After Disc' if you want Credit Limit [ 5200000

the tax amount to be calculated based on Temms: [3% 10 net 30 -

total amount after early payment discount.
> Tax registration number or Tax ID
number.

Tax: |GST -
Il

Tax Registration No |5555555

Balance: $3,000.00

r/|/|>|b||+|—|('| Opening..l Ok I Cancel | j'LQIosel

3.13 Setting Up Opening Balances

Opening balances are the amounts in your accounts just before your start date.
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In OneStep, you enter the opening balances by posting general journal entries and inventory adjustments just like
you would for other transactions.

To add a general journal entry, select GL—>General Journal from either the menu or the tool bar

iles'Enable Computing’
1| 6L Report  Admin  Win

General Journal

General Ledger

o E
/* General Journal

=10l x|

Search: I Search By: IGJ Mo vl Filter: I l

Date
Click on 4

General Ledger

Reconciliation

GJ No

Description

-

|

Edit | Delete | Refresh | j'LQIosel

Click on the New button of the General Journal List Form to add a new general journal entry.

Enter the followings:

> Leave the GJ No
blank as it will be
automatically
generated when you
save the general
journal entry.

> The date that is one
day before the start
date. In our example,
our start date is 1*
April 2003, so we
enter 31% March 2003
as the date value.

> Description for the
posting. In our
example, we set it to
'Opening Balances'.

For each account, enter
the followings:

» Select the account

type.

» Select the account.

¥ General Journal Entry

Gd MNo: ||
Date: [31/372003 ]
Descriptian |Opening Balances

Set All |

=10l

Account Type |Account

|Descripti0n

Debit |credit |Tax

(Rl

General Ledger Office Equipment (Cost) Opening Balances

General Ledger Cash On Hand

_|General Ledger ABC Bank

General Ledger GET Receivable

: General Ledger GST Payable

General Ledger Share Capital

_|General Ledger | Sales

General Ledger | Sales Discount

:General Ledger Cost of Goods Sold
_|General Ledger | Purchase Discount
_|General Ledger Phane & Fax

General Ledger Lhtilities

:General Ledger Rental
_|General Ledger Retained Earnings

Custarner
“endor

Apex Pte Ltd
Allizon Pte Ltd

Tatal Debit: §141,000.00

_|General Ledger | Office Equipment (Accu. Opening Balances

Opening Balances
Opening Balances
Opening Balances
Opening Balances
Opening Balances
Opening Balances
Opening Balances
Opening Balances
Opening Balances
Opening Balances
Opening Balances
Opening Balances
Opening Balances
Opening Balances
Opening Balances

$20,000.00
F10,000.00
$3,000.00
$90,000.00
§1,000.00
$2,000.00
§30,000.00
$35,000.00
$1,200.00
$18,000.00
§1.000.00
F700.00
$1,500.00
$3 600.00
$60,000.00
$2,000.00
$3,000.00

Total Credit: §141,000.00

|Tax Type |TaxahIeT0taI| -l

|

| <[ o]m]e]-]e]

» Debit or credit balance of the account.

Note: As the posting above does not include the balance for your inventory, the balance of the retained earning

Others .. |

Brint | Ok | Cancel | ﬂglosel

account entered equals to the actual account balance less the balance of your inventory.

To add an inventory adjustment, select Item—>Inventory Adjustments from either the menu or the tool bar
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¥ Inventory Adjustments - Iﬂlll

Search: Search By: IAdJustment Mo l Filter:

gram Files\Enable Computing |Date ’Adjustment Mo ’Descnptmn ’j
h | Itern GL  Report  Admin Wi Click on

Ikems

Inventory Adjustments

Inventory Adjustments
¢ Build/Unbuild Assembly

Price Group
Price Table

i

=
F”l - | e | f““-’l e | Edit | Delete | Refresh | j'LQIose |
Click on the New button of the Inventory Adjust List Form to add a new inventory adjustment.
Enter the followings: P Inventory g _Iolx|
> Leave the Adjustment No blank as it Adustment e |
will be automatically generated when Date: 3172003 =]
you save the general journal entry. Description |Opening Balances
> The date that is one day before the Adjustment Account: [Retained Eamings =
start date. In our example, our start - o [Cost Of Goods =
date is 1** April 2003, so we enter 31* Thp-r5110 0 $7 500.00
March 2003 as the date value. B
> Description for the posting. In our |
example, we set it to 'Opening
Balances'.
> Select the Retained Earnings account =l
as your adJustment account. P | =] | = | - | + | - | o | Others ... | Erint | ’TI Cancel | j'LQIose |

For each item, enter the followings:

> Inventory item.

> Quantity balance of the item.

> Cost of the item.

Note: We choose to use the Retained Earnings account as our adjustment account because in our previous General

Journal posting, we offset the balance this account for our inventory balance.

3.14 Setting Up Outstanding Sales Invoices And Credit Memos For Opening

If there are outstanding sales invoices as of your start date and you want OneStep to help you keep track of them,
you enter them through the opening invoices and credit memos dialog.

To bring up the opening invoices and credit memos dialog, select Sales—>Customers from either the menu or the
tool bar to open the Customer List Form.
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Dnestep (Eval) - C:'\Progra

2 | Sales Purchase Cash Ite

- Quoktations h Click on
Bt Customers
Delivery Orders —>

Invoices
Credit Memos
Cash Sales
Custamers

Double click on the customer for which you
would like to set up outstanding invoices to

bring up the Customer Record Form.

Search: I Search By: IName vl

=]
Filter: lm

Pte Ltd

Credit Limit

=l
i | - | > | Hl Others ... Mew | Edit | Delete | Refresh | j'LQIose |
A Customer - 10l =|
Marne: I!Apex Pte Ltd A ~
Printed Mame: IApex Pta Ltd
Company |Account| Custom FieIds' Memo 1 | Memo 2| Memo 3|
Contact: IMS Wandy
Phane: [2222222
Fax: 2222223
Bill To Address Ship To Address
12, Orchard Road = 12, Orchard Road = |
5012121 5112121
Copy = |
E E
rfl/l b|H|+|—|('| Opening..l [8]3 | Cancel | j'LQIosel

Opening... Button |

Click on the Opening... button to bring up the opening invoices and credit memos dialog.

For each outstanding
invoice, enter the
followings:

Invoice number.
Invoice date.

Due date.

Discount percentage for
early payment.
Discount date for early
payment.

YV V VY

\4

» Amount for this invoice.

Note: You can also enter
outstanding credit memos

/ Opening Invoices and Credit Memos x|
Invaices | Credit Memos |
Fef |Date |DueDate |Disc°/o |DiscDate |T0tal ArmtPaid  (Discount |Closed|;|
_|S1/0101 15/3/2003  14/4/2003 3 25/3/2003 $500.00 $0.00 $000
| S1/0105 23/3/2003 22/472003 334452003 $1.500.00: $0.00 000 I
[
=l
Ok | Cancel | j'LQIDsel

through the opening invoice and credit memos dialog by selecting the credit memos tab.

3.15 Setting Up Outstanding Purchase Invoices And Debit Memos For Opening
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If there are outstanding purchase invoices as of your start date and you want OneStep to help you keep track of
them, you enter them through the opening invoices and debit memos dialog.

To bring up the opening invoices and debit memos dialog, select Purchase=> Vendors from either the menu or the
tool bar to open the Vendor List Form.

A vendors - 10l =|
Search: I Search By: IName vI Filter: IDefauIt l
p {Eval) - C:\Program FilesE Credit Limit ﬂ
= | Purchase Cash Item Gl Re Click on | Pte Ltd ! .0
A k Vendors
Goods Received Nokes
Invoices
Debit Memas
Cash Purchases
Yendars
=
I | = | L3 | L2 | Brint Journall Mew | Edit | Delete | Refresh | j'LQIose |
Double click on the vendor for which you /¥ vendor 2 =10l x|
would like to set up outstanding invoices to Narme: [Alison Pre Lid active: 7
brlng up the Vendor Record Form. Printed Mame: IAIIison Pte Ltd

Company |Account| Custarn Fieldsl Merno 1 | Mermo 2| Merno 3|

Contact: IMrJacoh

Phone: [3333333

Fax: [3333334

Address: 3, Queen Street. ;I
5(12345)

r/|/|h|b||+|—|("| Opening..l Ok | Cancel | ﬁglosel

Click on the Opening... button to bring up the opening invoices and debit memos dialog.

For each outstanding
invoice, enter the
followings:

Invoice number.
Invoice date.

Due date.

Discount percentage for
early payment.
Discount date for early
payment.

> Amount for this
invoice.

YV VYV V

\4

Note: You can also enter

/‘ DOpening Invoices and Debit Memos : LI
Invaices | Debit Memos |

Fef |Date |Due Date |Disc % |Disc Date |T0tal AmtPaid  |Discount |Closed| ;I
_[01023 15/3/2003  14/4/2003 3 25/3/2003 $1.000.00 $0.00 000 I
| X|01045 31/3/2003  30/4/2003 3104472003 $2.000.00 $0.00 $0.00: I

=l

[0]'4 | Cancel | j-'LQIDsel

outstanding debit memos through the opening invoice and debit memos dialog by selecting the debit memos tab.
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3.16 Setting Up Document References

For some of the business documents (e.g. Your sales invoice, cash sales, etc.), OneStep will auto-generate their
document references if their reference fields are left blank. You can set up how these reference numbers are to be

generated through the Document References function.

The generated reference numbers have the following format

Prefix + Running Number + Suffix

To access the Document References function, select Admin—=>Document References from the menu bar.

='I'"IIHI IHII = ii‘n‘l AD
t | Admin  Window Help
Campany
Employees
Terms
Payment Methods
Users Click on

User Graups Document References

/¥ Document References = |

Document Prefix Last Mo |Digits |Suﬁ'|x | ﬂ

Preferences

Document References
Data Protection

Freeze Data

‘fear End Closing
Condense Data

s L et

Change the following values accordingly:

> Prefix string.
> The last-used running number.

>

MIBuild Assembly (BAS 0 i
Cash Disbursement blp 0 =3
Cash Receipt RE/ 0 8
Cash Sales CS/ 0 =3
Credit Mema Chdf 0 5
Delivery Qrder Do/ 0 =3
General Journal GJ/ 1 =3
Inventory Adjustment IAS 1 g
FPurchase Order PO/ 0 =3
Sales Quotation S0y 0 5
Sales Invoice =0 0 =3
Sales Order S0/ 0 =3
=
Ok | Cancel | j-'L Close |

» The minimum number of digits for the running number. '0' will be padded in front of the running number where

necessary.
> Suffix string.

3.17 Entering Historical Transactions

Now that you have completed the necessary steps to set up OneStep for your business, you can start entering
historical transactions since the start date till the present day. Please see the chapter on '"Transaction Examples' for
examples on how to enter some of the common transactions.

3.18 Customizing The Printouts Of Your Business Documents

You may also want to customize the printout of your business documents (e.g. adding a logo to your sales invoice's
printout); you can do so via the built-in graphical report builder.

The report builder can be accessed via the Select Report Form of individual business document's record form.

To customize your sales invoice, select Sales=>Invoices from the either menu or tool bar to open the sales invoice

list form.
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OneStep (Eval) - C:'Progi

: | Sales Purchase Cash

CQuokations
Orders
Delivery Orders

@

h Click on

f=rnm!

Credit Memos
Cash Sales
Custamers

s b

lnvoice§|

¥ sales Invoices

=10l x|

Search: I Search By: Ilnvoice Mo vl Filter: IDefauIt l

Irwoice Mo

SI0003103
00032403

Custamer
Bonka Pte Ltd
Genplus Pte Ltd

§4 987 50 [F
$3,517.50 F

|

Tew | Edit | Delete | Eefreshl j'LQIosel

Double click on any of the invoices on the list form to bring up the sales invoice record form. Click on the
Others... button of the sales invoice record form and select the Select Report Form command to bring up the Select

Report Form dialog.

M sales Invoice

Custome

Bonka Pte Ltd

count £ Marme

=10l

- |3,f4f2003 v| |SIIDDDB1 3

Bonka Pte Ltd

3, Henderson Road
S7IFT

3, Henderson Road —
STTTT

= [
PO12321 |Dom0031m3 |janet vlla%m net 30 v” v" |

ltern |Descripti0n |Qty |Unit Price |Am0unt |Tax |ﬂ
#|hp-e368 Eticson Handphone 388 a $230.00 §1,150.00 &
| |hp-eBa8 Ericson Handphone GG Yeid Inveice 10 $210.00 §2,10000 =
| |hp-nst110 Makia Handphone 5110 " 2ment Histary 5 $300.00 515000 F |
Print Preview
Closed? [ ‘ Tax: IGST W elect Report Form I$23?.50 Deposit: I $0.00
Custarn Fislds 54 9587 50 Balance: §4 087 50
[ | - | > | Hl + | —| ("l éOLherS Brint | Ok | Cancel | j'LQIosel
Click on

x|
s |nvoice v
Sales Invoice (for Window Eree) -
Sales Invoice (with Deposit and Balance) Il
et As Default | e | Edit | Delete |
Erirt | Presiewy | j'L Close |

(115

Select Report Form

While at the Select Report Form, you can either click on the New button to create a new printout format for sales
invoice or select the Edit button to edit an existing one. Of course, for most of the time, it will be easier to change
an existing one that is close to what you want than to create a new one from scratch..
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To change an existing printout format, double click on the printout format you want to bring up Report Builder.

Click on the Design tab to design your printout.

Click on the Preview tab to see how your printout will look.

/% ReportBuilder =101 x|
File Edit Wiew Reps
Data I Calc Detign | Previewl
— = Component Palette
NABduean | o Aeeeaasnl - P
& Tool Bar
|“|Arial =0 J|B I U|§§§§|g
% | o n|n§@|é¢hg|“|=$=:||Tw1|nuo§||nul=-|
o T O PO P R T PR B B
.0 =
[ Date | [ Ref [ 1eoft |
=
~ Customer Eustormer
BEillTo FhipTo
Tz
[
- Header Band
[ YourRef | [ OwRef | [SalesRepini] [ Termshame | [ ShipDate | [ ia | [ FOE ]
o5
* Header
o ftemMarme | Description | | Otd [ UnitPricd | Amount ]
“ Detal - Detail Band
-0 Region
- axNam axFat Ta
i s e T
[Ready. [Left: 0 [Top: 0 [width: 0 |Height: 0 Y

The Report Builder is where you customize your printout format. It contains four workspaces: Data, Calc, Design
and Preview. You will be using the Design and Preview workspaces most of the time as the Design workspace is
where you design or customize your printout and the Preview workspace lets you preview your design on screen.

While you are at the Design workspace, you can pick up components from the component palette and drop them on
the various bands to build the content of your printout.

There are two sets of components, the standard components and the data-aware components. Standard components

are for you to add static text and images whereas data-aware components allow you to add text and images that are
linked to data fields.

[ System Variable arlable
[Image
Memo | Shape |

AEEwmB SR

Standard Components
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DBCalc

DBRichText

| DBImage |

DBBarCode

AT EEE G

Data-Aware Components

Dropping a component into the different bands of the Design workspace yields different results. Components
placed in the header band will appear at the top of your page, components placed in the detail band will appear as
the body of your page, components placed in the footer band will appear at the bottom of your page, components

placed in the summary band will appear once at the end of your printing and components placed in the page style
band will appear as the background of your page.

To add a logo, click on the image component followed by clicking on the header band to drop the image
component into the header band.

/¥ ReportBuilder - 10l =l
File Edit YWiew Report Help
Data I Calc DESigan’reviewl
[AlagdneEtel a/Aeeamaal=n
| | [t i Cerujs=es==|A-2- |5
28 ow b 4-==DE0ER| YDA R 23T a0 WE|
L R S -1 F R [ [
—a—n =
T[Image‘I]L
— '_l Ciate Ref 1of1
Custormer Custormer
BillTa FhipTo
YourRef OurRef SalesReplni TermsMarme [ ShipDate ] | Via ] [ FoB ]
* Header
ltemMiarme | Description |1 oty | UnitPricd | Arnoung
* Detail -
0| | 3
|Cbject: Tmaget |Left: 3.2708 Top: 0.1667 [width: 0.5208  |Height: 0.5208

Right click on the Image component you have just dropped into the header band and then followed by selecting the
Picture ... command to select a graphic image for the Image component.
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After loading the image you want, you can switch to the Preview workspace by clicking on the Preview tab to see
how your printout will look with the new logo.

/' ReportBuilder -0 x
/

File Edit Yew Report Help

Data I Calz IDesign F'reviewl

= HE 93 % 14 4 I‘I b M Cance| |

ABC Pte Ltd

33 RiverWalk
S(23423)

Sales Invoice

Date Ivoice No Page
452003 S1Fo0031/03 1 of1

Tax Reg. Mo: M2-1234567-1

To Ship To

Bonka Pte Lid Bonka Pte Lid
3, Henderson Road 3, Henderson Road
S7IIIT STTIIT

Attn:  Vivian

Your Ref Our Ref Sales Rep. Terms Ship Date
PO12321 Doin0031/03 janet 3% 10 net 30

Item Description Oty Unit Price Amount
hp-e388 Ericson Handphone 388 230,00 1,140.00

hp-e688 Ericsan Handphone G688 2000 210000

hp-n&110 Mokia Handphone 5110 300.00 1,500.00

Page 1 of 1

Switch back to the Design workspace to fine tune the position of the logo by selecting the image component and
dragging it to the desired position with your mouse.

You can made further changes to your design, by either adding new components, re-positioning or deleting existing
components, etc.

Once you are satisfied with the design, select File->Save from the menu of the Report Builder to save the changes
you have made.
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4 Sales Processing

Sales processing is a series of activities starting from providing quotations to your customers, to receiving customer
orders, to delivering the goods, and invoicing your customers. OneStep provides the necessary functions to support
all these activities and manages all the records involved.

The diagram below depicts the documents found in sales processing.

Quotation [ Sales Order —®| Delivery Order —®| Sales Invoice

!

Cash Sale Credit Memo

The arrows in the diagram indicate that you can convert from one type of document to the other. For example, if
your customer has accepted a quotation you prepared previously and has sent you an order based on that quotation,
you can then use OneStep to convert the quotation to a sales order for you. This will save you the trouble of re-
entering all the relevant data.

Take note that OneStep does not impose that you have to start your sales process from quotation; you can start your
sales process from any point except for delivery order. A delivery order has to be based on a particular sales order.

The sections that follow will each of the documents above.

Note: Quotation, Sales Order and Delivery Order are only available in the Professional Editions.

4.1 Quotation (Available In Professional Edition Only)

When a customer is considering making a purchase, he will frequently begin by making enquiries about how much
the goods or services will cost, that is, he will ask for a quotation for the goods or services he requires.

To work with quotations in OneStep, select Sales—> Quotations from either the menu or the tool bar.

4.1.1 Quotation List Form

Below describes the components pertaining to the Quotation list form. Please refer to “Working with OneStep, The
List Form” for components not described here.

Sales Processing 45



/¥ Quotations

Customer

3 Bonka Pte Ltd $4 987 &0 (T
SQ0003703 Genplus Pte Ltd $351780 T
7452003 S0Q/00038/03 Apex Pte Ltd 489038 F

[

Hl 4| - | Hl = | Edit | Delete | Refresh | j'LQIose |

Data Fields

Date: The date of the quotation.

Quotation No: The quotation’s reference number.
Customer: The customer’s name.

Total: The total amount of the quotation.

Closed: Indicates whether the quotation is closed.

4.1.2 Quotation Record Form

Below describes the components pertaining to the Quotation record form. Please refer to “Working with OneStep,
Record Form” for components not described here.

=10l

ISMQDDS - ||SQfDDDSBf03

A Quotation

IApex Pte Ltd Attr. |

12, Orchard Road — 12, Orchard Road —
S2121 S12121)
[ El
|9f4f2003 v| | |janet v”3% 10 net 30 v” v|| |
ltem |Descripti0n |Qty |Unit Price |Am0unt |Tax| Al
_|hp-e685 Eticson Handphone G858 a $210.00 §1,050.00 b
_|hp-n5110 Makia Handphone 5110 a $300.00 §1,500.00
_|hp-nS110 Mokia Handphone 9110 a $225.00 §1,475.00 W
st Sub-total $5,175.00
#|d10 10% Discount -10% -$517.60 ¥ =
r Tax, |GST sC [ s% | s23288
Tatal: $4,890.38

Hl - | > | Hl + | —| ("l Cithers ... | Brint | Ok | Cancel | ﬂglosel

Data Fields

Customer Account / Name: The customer’s account and name.

Attn: The person to attention to.
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Date: Date of the quotation.

Quotation No: The reference number of the quotation. If this field is left blank, OneStep will automatically
generate the next quotation number for you.

Bill To: The customer’s billing address. OneStep will automatically fill in this field based on the customer’s record
when you complete the Customer Account field.

Ship To: The customer’s ship-to address. OneStep will automatically fill in this field based on the customer’s
record when you complete the Customer Account field.

Good Through: The validity date of the quotation.
Your Ref: Customer’s internal reference.
Sales Rep: The sales person preparing the quotation.

Terms: The payment terms. OneStep will automatically fill in this field based on the customer’s record when you
complete the Customer field.

Ship Date: If your customer requires that the goods to be shipped by a particular date, you can enter the date here.
Via: The method of transportation. For example, UPS, Fed Ex, etc.
FOB: Stands for “Free On Board”; refers to the point where freight is paid.

Item: Enter the item you want to include in the quotation here. If you leave this field blank then the line will
become a comment line and you can enter your comment in the Description field.

Description: Description of the item. OneStep will automatically fill in this field based on the item’s record when
you complete the Item field.

Qty: The number of units you are quoting for the item.

Unit Price: The price per unit you are quoting for the item. OneStep will automatically fill this field based on the
Item and Qty fields and the price table. You can override this value if needed.

Amount: The total line amount that is calculated by multiplying Qty and Unit Price. OneStep will automatically
calculate this value whenever the Qty or Unit Price changes.

Tax (on the item line): Check this field if the item line is to be included for computing the tax amount. OneStep
will automatically fill in this field based on the item’s record when you complete the Item field.

Tax: The tax item used, the tax rate and the tax amount. OneStep will automatically fill in the tax item and tax rate
based on the customer’s record when you complete the Customer field.

Calc. Tax After Discount (The Check Box Next To Tax Field): Check this if you want OneStep to calculate the
tax amount based on total amount less early payment discount.

Total: The total amount of the quotation. OneStep will automatically calculate this value for you.

Closed: You close a quotation when you are no longer interested in it. OneStep will automatically close a
quotation when you convert it to a sales order. You can also manually close a quotation by checking this field.

Taxable Total: The taxable total on which the tax is based. Apply only to tax item.
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Command Buttons

Others—>Create Order: Click this button to convert the quotation into a sales order. OneStep will also check for
the credit limit of the customer for you during the conversion and if the credit limit is exceeded, you can choose to
continue with or abort the conversion.

Others—>Create Invoice: Click this button to convert the quotation into a sales invoice. OneStep will also check
for the credit limit of the customer for you during the conversion and if the credit limit is exceeded, you can choose
to continue with or abort the conversion.

Others—>Print Preview: Click this button to save the quotation and preview the printout of the quotation.
Others—>Select Report Form: Click this button to bring up the Select Report Form dialog.

Others—> Custom Fields: Click this button to bring up the Custom Fields dialog to edit on the custom fields.

Print: Click this button to save and print the quotation.

Others:

Edit Taxable Total: If you add a tax item to the list of item lines then you can edit the taxable total of the tax item
by right clicking on the item line and selecting the edit taxable total command.

4.2 Sales Order (Available In Professional Edition Only)

When a customer wants to buy from you the goods or services he requires, he will usually send you an order. To
aid the decision about what to buy and whom to buy from, the customer may request for a quotation first, as
described earlier.

To work with sales orders in OneStep, select Sales=>Orders from either the menu or the tool bar.

421 Sales Order List Form

Below describes the components pertaining to the Sales Order list form. Please refer to “Working with OneStep,
List Form” for components not described here.

¥ Sales Orders -3 x|
Search: I Search By: IOrder Ma 'l Filter: | l
Customer =l
3 Bonka Pte Ltd
3000032103 Genplus Pte Ltd $3517.60 T

S0/00033/03 Apex Pte Ltd $489038 F F
[
=

Lo I I L ey | Edit | Delete | Eefreshl j'LQIosel

Data Fields

Date: The Date of the sales order.
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Order No: The order’s reference number.

Customer: The customer’s name.

Total: The total amount of the sales order.

Shipped: Indicates whether the items in the order have been shipped.

Closed: Indicates whether the order has been closed.

4 2.2 Sales Order Record Form

Below describes the components pertaining to the Sales Order record form. Please refer to “Working with
OneStep, Record Form” for components not described here.

¥ sales Drder 10l x|

Customer Account /£ Name
5/44/2003 ~||50/00033/03
IApex Pte Ltd Attn. |

12, Orchard Road =
S{12121) SH2121)
= =
mﬁmmmwg
ltem |Descripti0n |Qty |Shipped |Unit Price |Am0unt |Tax | ﬂ
| hp-e368 Eticson Handphone 388 a 0 $230.00 §1,15000 &
_|hp-eBA8 Ericson Handphone 583 5 1] $210.00 §1,05000 W
_|hp-n5110 MNokia Handphaone 5110 g 1] $300.00 §1,50000
_|hp-n3110 MNokia Handphone 9110 a 1] $295.00 §1.475.00 &
HE: Sub-total $5175.00 T
| |d10 10% Discount -10% -§517.50
[~
Shipped? [~ Tax: |3ST S 5% | s23288 Deposit | §0.00
Cloged?t T Total: §4.890.38  Balance: $4,890.38

Hl - | > | Hl +* | - | ('l Cthers ... | Brint | Depaosit | Ok | Cancel | j'LQIosel

Data Fields

Customer Account / Name: The customer’s account and name.
Attn: The person to attention to.
Date: Date of the order.

Order No: Our reference number for the order. If this field is left blank, OneStep will automatically generate the
next order number for you.

Bill To: The customer’s billing address. OneStep will automatically fill in this field based on the customer’s record
when you complete the Customer Account field.

Ship To: The customer’s ship-to address. OneStep will automatically fill in this field based on the customer’s
record when you complete the Customer Account field.

Your Ref: Customer’s reference number, usually this will be the customer order number.

Our Ref: Our internal reference. If this is converted from a quotation, OneStep will automatically fill in this field
with the quotation number.

Sales Processing 49



Sales Rep: The sales person preparing the sales order.

Terms: The payment terms. OneStep will automatically fill in this field based on the customer’s record when you
complete the Customer Account field.

Ship Date: If your customer requires that the goods to be shipped by a particular date, you can enter the date here.
Via: The method of transportation. For example, UPS, Fed Ex, etc..
FOB: Stands for “Free On Board”; refers to the point where freight is paid.

Item: Enter the item you want to include in the order here. If you leave this field blank then the line will become a
comment line and you can enter your comment in the description field.

Description: Description of the item. OneStep will automatically fill in this field based on the item’s record when
you complete the Item field.

Qty: The number of units you are selling for the item.

Shipped (Item Line): The number of items that have been shipped. This value will be automatically updated when
you include the item for this sales order in a delivery order.

Unit Price: The price per unit you are selling for the item. OneStep will automatically fill this field based on the
Item and Qty fields and the price table. You can override this value if needed.

Amount: The total line amount that is calculated by multiplying Qty and Unit Price. OneStep will automatically
calculate this value whenever the Qty or Unit Price changes.

Tax (on the item line): Check this field if the item line is to be included for computing the tax amount. OneStep
will automatically fill in this field based on the item’s record when you complete the item field.

Tax: The tax item used, the tax rate and the tax amount. OneStep will automatically fill in the tax item based on
the customer’s record when you complete the Customer Account field.

Calc. Tax After Discount (The Check Box Next To Tax Field): Check this if you want OneStep to calculate the
tax amount based on total amount less early payment discount.

Total: The total amount of the whole quotation. OneStep will automatically calculate this value for you.

Deposit: The amount that the customer has deposited for this order. You can use the deposit function to make a
deposit.

Balance: An amount equals to total amount less deposit amount.

Shipped: When all the items in the order have been shipped, this value is set to true automatically. You are not
allowed to change the value manually.

Closed: You close a sales order when you are no longer interested in it (usually because you have already created a
corresponding sales invoice for the order or the order is canceled). OneStep will automatically close a sales order

when you convert it to a sales invoice. You can also close a sales order manually.

Command Buttons

Others—> Create Delivery Order: Click this button to create a delivery order based on the sales order.

Others—>Create Invoice: Click this button to convert the sales order into a sales invoice. OneStep will also check
for the credit limit of the customer for you during the conversion.
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Others—>Print Preview: Click this button to save the sales order and preview the printout of the sales order.
Others—>Select Report Form: Click this button to bring up the Select Report Form dialog.

Others—> Custom Fields: Click this button to bring up the Custom Fields dialog to edit on the custom fields.
Print: Click this button to save and print the sales order.

Deposit: Click this button to make a deposit for the customer. The deposit will be recorded as a cash receipt from
this customer.

Ok: Click this button to save the sales order. OneStep will check the credit limit of the customer and prompt you
when the credit limit is exceeded.

Others:

Edit Taxable Total: If you add a tax item to the list of item lines then you can edit the taxable total of the tax item
by right clicking on the item line and selecting the edit taxable total command.

4.3 Delivery Order (Available In Professional Edition Only)

A delivery order lists the goods that you send to your customer. It is a very useful document because it allows the
customer to check what they are receiving and sign on it to acknowledge the delivery has taken placed.

To work with delivery orders in OneStep, select Sales->Delivery Orders from either the menu or the tool bar.

4.3.1 Delivery Order List Form

Below describes the components pertaining to the Delivery Order list form. Please refer to “Working with
OneStep, List Form” for components not described here.

M Delivery Drders 101 x|
Search: I Search By: IDO Mo vl Filter: | I
Custormer Sales Order No |Status
DOA0031,/.03 Bonka Pte Ltd S0/00031,/03 Shipped
41472003 DOAO0032M03 Genplus Pte Ltd 500003203 Shipped T
752003 DOAo0033/03  Apex Pte Ltd 5040003303 Picking F
[
]

[T I S Iew | Edit | Delete Refresh j'LQIosel

Data Fields

Date: The date of the delivery order.
DO No: The delivery order’s reference number.
Customer: The customer’s name.

Status: Indicates whether the delivery is in picking stage or it has been shipped.
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Closed: Indicates whether the delivery order has been closed.

4.3.2 Delivery Order Record Form

Below describes the components pertaining to the Delivery Order record form. Please refer to “Working with
OneStep, Record Form” for components not described here.

/¥ Delivery Drder -0 x|
Customer Account
71472003 - ||D0/00033/03
e ——— T — Staty
S0MB033/M5 M ’76‘ Picking  Shipped
IApex Pte Ltd Attn. |
12, Orchard Road = 12, Orchard Road =
12121 12121
|OD123 | || I
ltern |Descrlpt|0n |Rema|n|ng |Qty |Remark
hp-e388 Ericson Handphone 388 ) 5
hp-e6585 Ericson Handphone 685 ) a] _
hp-n5110 MNokia Handphone 5110 ) 5
¥lhp-n3110 MNokia Handphone 9110 ) 5
=
Cloged? [ ‘ Remarks: I Eill Al | Add |
Hl - | > | Hl + | —| o | Others .. | Print | ; Cancel | j'LQIosel
Data Fields

Customer Account: The customer account. If the delivery order is converted from a sales order, OneStep
automatically fills this field.

Attn: The person to attention to.
Date: Date of the order.

DO No: The reference number for the delivery order. If this field is left blank, OneStep will automatically generate
the next order number for you.

Sales Order / Customer Name: The sales order of which the items are shipped in this delivery order and the
customer name on the sales order. If the delivery order is converted from a sales order, OneStep automatically fills
this field.

Status: Indicates whether the delivery is in picking stage or it has been shipped.

Bill To: The customer’s billing address. OneStep will automatically fill in this field based on the customer’s record
when you complete the Customer Account field.

Ship To: The customer’s ship-to address. OneStep will automatically fill in this field based on the customer’s
record when you complete the Customer Account field.

Your Ref: Customer’s internal reference.
Ship Date: If the shipped date is different from the delivery order date then you can enter the date here.

Via: The method of transportation. For example, UPS, Fed Ex, etc.
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Item: The item you are shipping. You cannot edit this field directly. You have to use the ‘Add’ function to add an
item line to the delivery order.

Description: Description of the item. You cannot edit this field directly. You have to use the ‘Add’ function to add
an item line to the delivery order

Remaining: The remaining quantity of the item of the associated sales order that has yet to be shipped.

Qty: The number of units you are shipping for the item.

Remark (on item line): For you to add any remark to the item delivered.

Closed: You can close a delivery order when you are no longer interested in it (usually because you have already
create a corresponding sales invoice for the delivery order or the delivery order is canceled). OneStep will
automatically close a delivery order when you convert it to a sales invoice. You can also manually close a delivery
order.

Remark: Enter any remark for the delivery order here.

Command Buttons

Fill All: Click this button to fill all the items in the delivery order. That is, to set all the Qty values equal to the
respective Remaining values so that all the remaining items that are not yet shipped will be shipped in this delivery
order.

Add: Click this button to call up a dialog for selecting items that have yet to be shipped from the selected sales
order.

Others—>Create Invoice: Click this button to create a sales invoice based on the delivery order. OneStep will also
check for the credit limit of the customer for you during the conversion and the when credit limit is exceeded you
can choose to continue with or abort the conversion.

Others—>Print Preview: Click this button to save the delivery order and preview the printout of the delivery order.

Others—>Select Report Form: Click this button to bring up the Select Report Form dialog.

Others—>Due Date: Click this button to bring up the Due Date dialog to view or change the due date. Please note
that the due date will be overridden whenever the invoice date or terms changes.

Others—> Custom Fields: Click this button to bring up the Custom Fields dialog to edit on the custom fields.
Print: Click this button to print the delivery order.

4.4 Sales Invoice

A sales invoice is sent to the customer to bill him/her for the goods and services your have delivered.
To work with sales invoices in OneStep, select Sales=>Invoices from either the menu or the tool bar.

4.4.1 Sales Invoice List Form

Below describes the components pertaining to the Sales Invoice list form. Please refer to “Working with OneStep,
List Form” for components not described here.
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¥ sales Invoices i m] 4
# -

Search: I Search By: IInvoice Mo vl Filter: IDefauIt l

Invoice Mo Custorer . -
3 131403 Bonka Pte Ltd
44442003 510003203 Genplus Pte Ltd 44552003 144452003 $3517.80 $3517.50 F
72003 510003303 Apex Pta Ltd 7/AF2003 170452003 $489033 $489038 F

=

[ S S Ml | Edit | Delete | Eefreshl j'LQIosel

Data Fields

Date: The date of the invoice.

Invoice No: The invoice’s reference number.

Customer: The customer’s name.

Due Date: The due date of the invoice.

Disc. Date: The date by which discount will be given if early payment is made.
Total: The total amount of the invoice.

Amt. Due: The amount still outstanding.

Closed: Indicate whether the invoice has been closed.

4 .42 Sales Invoice Record Form

Below describes the components pertaining to the Sales Invoice record form. Please refer to “Working with
OneStep, Record Form” for components not described here.

# sales Invoice =] S
#

omer Account £ Name
d 71442003 - | |=1100033,/03

IApex Pte Ltd Attr. |

12, Orchard Road = 12, Orchard Road =
5012121 5(12121)
=l =l
oD123 |D0f00033f03 |janet v||3% 10 net 30 v” v" |
Item |Descripti0n |Qty |Unit Price |Am0unt |Ta}{ | ﬂ
| hp-e368 Eticson Handphone 388 a $230.00 §1,150.00
| hp-eB85 Eticson Handphone G858 a $210.00 §1,050.00
_|hp-n5110 MNokia Handphone 5110 g $300.00 $1,50000 W
_|hp-n3110 Mokia Handphone 9110 a $295.00 $1,47500 W
st Sub-total §5,175.00 T
| [d10 10% Discount -10% -3517.50 W =
Closed? [~ Tax: |GST = | 5% | $232.88 Deposit: | $0.00
Total: §4.890.38 Balance: $4 890,38

Hl 4| > | » | + | —| (‘l Cthers ... | Print | Ok | Cancel | ﬂglosel
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Data Fields

Customer Account / Name: The customer’s account and name.
Attn: The person to attention to.
Date: Date of the invoice.

Invoice No: The reference number for the invoice. If this field is left blank, OneStep will automatically generate
the next invoice number for you.

Bill To: The customer’s billing address. OneStep will automatically fill in this field based on the customer’s record
when you complete the Customer Account field.

Ship To: The customer’s ship-to address. OneStep will automatically fill in this field based on the customer’s
record when you complete the Customer Account field.

Your Ref: Customer’s internal reference. Usually this will be the customer’s PO number.

Our Ref: Our internal reference. If this is converted from a sales order, OneStep will automatically fill in this field
with the sales order number. If this is converted from a delivery order, OneStep will automatically fill in this field
with the delivery order number

Sales Rep: The sales person preparing the sales invoice.

Terms: The credit terms. OneStep will automatically fill in this field based on the customer’s record when you
complete the Customer Account field.

Ship Date: If your customer requires that the goods be shipped by a particular date, you can enter the date here.
Via: The method of transportation. For example, UPS, Fed Ex, etc.
FOB: Stands for “Free On Board”; refers to the point where freight is paid.

Item: Enter the item you want to include in the invoice here. If you leave this field blank then the line will become
a comment line and you can enter your comment in the description field.

Description: Description of the item. OneStep will automatically fill in this field based on the item’s record when
you complete the Item field.

Qty: The number of units you are selling for the item.

Unit Price: The price per unit you are selling for the item. OneStep will automatically fill this field based on the
Item and Qty fields and the price table. You can override this value if needed.

Amount: The total line amount that is calculated by multiplying Qty and Unit Price. OneStep will automatically
calculate this value whenever the Qty or Unit Price changes.

Tax (on the item line): Check this field if the item line is to be included for computing the tax amount. OneStep
will automatically fill in this field based on the item’s record when you complete the Item field.

Tax: The tax item used, the tax rate and the tax amount. OneStep will automatically fill in the tax item based on
the customer’s record when you complete the Customer Account field.

Calc. Tax After Discount (The Check Box Next To Tax Field): Check this if you want OneStep to calculate the
tax amount based on the total amount less early payment discount.

Total: The total amount of the whole invoice. OneStep will automatically calculate this value for you.

Sales Processing 55



Deposit: The amount that the customer has deposited for this invoice.
Balance: An amount equals to the total amount less the deposit amount.
Closed: You close a sales invoice when you are no longer interested in it (usually because you have received

payment for the invoice). OneStep will automatically close a sales invoice when it is fully paid.

Command Buttons

Others—>Void Invoice: Click this button to set the quantity values of all the items to zero.
Others>Payment History: Click this button to view the payment history for this invoice.

Others—>Print Preview: Click this button to save the invoice and preview the printout.

Others—>Select Report Form: Click this button to bring up the Select Report Form dialog.

Others—> Custom Fields: Click this button to bring up the Custom Fields dialog to edit on the custom fields.
Print: Click this button to save and print the sales invoice.

Ok: Click this button to save the sales invoice. OneStep will check the credit limit of the customer and prompt you
when the credit limit is exceeded.

Others:

Edit Taxable Total: If you add a tax item to the list of item lines then you can edit the taxable total of the tax item
by right clicking on the item line and selecting the edit taxable total command.

Edit Cost Of Goods: If you add a inventory item to the list of item lines then you can edit the cost of good of item
by right clicking on the item line and selecting the edit cost of good command. Usually, the system will compute

the cost of goods automatically. This function is used only when you want to dictate the cost of good for the item
in this invoice.

4.5 Credit Memo

Sometimes, your customers sent back the goods you have sent him because of damages or other reasons and to
compensate your customers you either reduce the credit amount you have extended to the customer or refund him
with cash. To record the compensation you create a credit memo.

To work with a credit memo in OneStep, select Sales=>Credit Memos from either the menu or the tool bar.

4.5.1 Credit Memo List Form

Below describes the components pertaining to the Credit Memo list form. Please refer to “Working with OneStep,
List Form” for components not described here.
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A Credit Memos (=]

Search: I Search By: ICredit Ma. vl Filter: IDefauIt l

Credit MNo. Customer Type

Ch/00001,03 Bonka Pte Ltd Credit Account
9/4,/2003 ChWAOD002/03  Apex Pte Ltd Credit Account $1,102.50 F

|

SR B Mew | Edit | Delete | Eefreshl j'LQIosel

Data Fields

Date: The date of the memo.

Credit No: The credit memo’s reference number.
Customer: The customer’s name.

Type: The type of credit memo, credit or cash refund.
Total: The total amount of the memo.

Closed: Indicates whether the memo has been closed.

452 Credit Memo Record Form

Below describes the components pertaining to the Credit Memo record form. Please refer to “Working with
OneStep, Record Form” for components not described here.

A Credit Memo i ] |

Bonka Pte Ltd - |8I4f2003 v||CMfDDDD1f03
Bonka Pte Ltd Attn. |

Typu
3, Henderson Road — .
STTTIT & Credit Account € Cash Refund
Payment Method
janet - - -
ltem |Descripti0n |Qty |Unit Price |Am0unt |Tax |ﬂ
| hp-e368 Eticson Handphone G638 a $230.00 §1,160.00
| Return for software upgrade i
=t Sub-total §1,1580000
I E—

r Adjust Inventory? ird Tere IGST j| 5% | $51.75
Total: §1 086.75

Hl - | - | Hl + | - | ("l Others ... | Print | Ok | Cancel | ﬂglosel

Data Fields

Customer Account / Name: The customer’s account and name.

Attn: The person to attention to.
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Date: Date of the credit memo.

Memo No: The reference number for the credit memo. If this field is left blank, OneStep will automatically
generate the next memo number for you.

Bill To: The customer’s address. OneStep will automatically fill in this field based on the customer’s record when
you complete the Customer Account field.

Type: Indicates whether the credit memo is to credit the customer account or is it a cash refund to the customer.

Pay From: If the credit memo is a cash refund to the customer, set this field to the account from which the cash
refund is paid out.

Sales Rep: The sales person preparing the credit memo.
Payment Method: The method of payment. For example, cash or check, etc.
Payment Ref: The payment’s reference number. For example, the check number, the visa card number, etc.

Item: Enter the item you want to include in the memo here. If you leave this field blank then the line will become
a comment line and you can enter your comment in the Description field.

Description: Description of the item. OneStep will automatically fill in this field based on the item’s record when
you complete the Item field.

Qty: The number of units you are selling for the item.

Unit Price: The price per unit you set for the item. OneStep will automatically fill this field based on the Item and
Qty fields and the price table. You can override this value if needed.

Amount: The total line amount that is calculated by multiplying Qty and Unit Price. OneStep will automatically
calculate this value whenever the Qty or Unit Price changes.

Tax (on the item line): Check this field, if the item line is to be included to compute the tax amount. OneStep will
automatically fill in this field based on the item’s record when you complete the Item field.

Tax: The tax item used, the tax rate and the tax amount. OneStep will automatically fill in the tax item based on
the customer’s record when you complete the Customer Account field.

Total: The total amount of the credit memo. OneStep will automatically calculate this value for you.
Closed: You close a credit memo when you are no longer interested in it (usually because the credit of this credit
memo has been applied or the credit memo is canceled). OneStep will automatically close a credit memo when its

credit is fully deducted.

Adjust Inventory: This field indicates whether the items listed in the credit memo are to be returned to the
inventory. If the customer is just asking for a discount for a defected item but is not returning the item to you, then
uncheck this field.

Command Buttons

Others—> Applied History: Click this button to view the applied history for this memo.
Others—>Print Preview: Click this button to save the memo and preview the printout.

Others—>Select Report Form: Click this button to bring up the Select Report Form dialog.
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Others—> Custom Fields: Click this button to bring up the Custom Fields dialog to edit on the custom fields.

Print: Click this button to print the memo.

Others:

Edit Taxable Total: If you add a tax item to the list of item lines then you can edit the taxable total of the tax item
by right clicking on the item line and selecting the edit taxable total command.

Edit Cost Of Goods: If you add a inventory item to the list of item lines then you can edit the cost of good of item
by right clicking on the item line and selecting the edit cost of good command. Usually, the system will compute

the cost of goods automatically. This function is used only when you want to dictate the cost of good for the item
in this credit memo

4.6 Cash Sales

To record sales when payment is received at the point of sales, you can use the cash sales function in OneStep. To
work with cash sales, select Sales=> Cash Sales from either the menu or the tool bar.

Cash Sales List Form

Below describes the components pertaining to the Cash Sales list form. Please refer to “Working with OneStep,
List Form” for components not described here.

/¥ Cash Sales 3 =100 x|
Search: I Search By: ISaIes Mo vl Filter: | l
Custorner -l

CS/00001/03 ryan §462.00

5/4/2003  C500002403 Wendy $924.00
[
]

Hl 4| > | Hl e | Edit | Delete | Refresh | j'LQIose |

Data Fields

Date: The date of the cash sales.
Sales No: The cash sales’ reference number.
Customer: The customer’s name.

Total: The total amount of the cash sales.

4.6.1 Cash Sales Record Form

Below describes the components pertaining to the Cash Sales record form. Please refer to “Working with OneStep,
Record Form” for components not described here.
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M Cash Sales - |I:||_|

Customer Account / Name

- 5f4QDDS A CSIDDDDZIDS

IWendy

123, Goldhill Road
8344344

Payment Method
janet

|Descrlpt|0n |Qty |Un|t Price |Am0unt |Tax |j
| hp-e368 Eticson Handphone 388 2 $230.00 §460.00
| |hp-eB58 Ericson Handphone 533 2 $210.00 §420.00 W
_ [
Deposit To: Ta: [G5T S sw [ saam Tender [ $100000
|Cash On Hand [ Tatal: §924.00 Change: §75.00
Hl - | > | Hl + | —| (o | Cthers ... | Erint | Cancel | j'LQIose |
Data Fields

Customer Account / Name: customer’s account and name. These field are optional since for cash sales you may
not need to record the customer you are selling to.

Date: Date of the cash sales.

Sales No: The reference number of the sales. If this field is left blank, OneStep will automatically generate the
next sales number for you.

Bill To: The customer’s billing address. OneStep will automatically fill in this field based on the customer’s record
if you have selected an existing customer at the Customer Account field.

Ship To: Customer’s ship-to address. OneStep will automatically fill in this field based on the customer’s record if
you have selected an existing customer at the Customer field.

Payment Method: The method of payment. For example, cash or check, etc.

Payment Ref: The payment’s reference number. For example, the check number, the visa card number, etc.
Sales Rep: The sales person conducting the cash sales.

Via: The method of transportation. For example, UPS, Fed Ex, etc.

FOB: Stands for “Free On Board”; refers to the point where freight is paid.

Item: Enter the item you want to include in the sales here. If you leave this field blank then the line will become a
comment line and you can enter your comment in the Description field.

Description: Description of the item. OneStep will automatically fill in this field based on the item’s record when
you complete the Item field.

Qty: The number of units you are selling for the item.

Unit Price: The price per unit you set for the item. OneStep will automatically fill this field based on the Item and
Qty fields and the price table. You can override this value if needed.

Amount: The total line amount that is calculated by multiplying Qty and Unit Price. OneStep will automatically
calculate this value whenever the Qty or Unit Price changes.

60 Sales Processing



Tax (on the item line): Check this field if the item line is to be included for computing the tax amount. OneStep
will automatically fill in this field based on the item’s record when you complete the Item field.

Tax: The tax item used, the tax rate and the tax amount. OneStep will automatically fill in the tax item based on
the customer’s record when you complete the Customer Account field.

Total: The total amount of the cash sales. OneStep will automatically calculate this value for you.
Deposit To: The account to deposit the money received on the cash sales.

Tender: The amount the customer tenders.

Change: The change you have to return to the customer.

Command Buttons

Others—> Void Sales: Click this button to set the quantity values of all the items to zero.

Others—>Print Preview: Click this button to save the sales and preview the printout.

Others—>Select Report Form: Click this button to bring up the Select Report Form dialog.

Others—> Custom Fields: Click this button to bring up the Custom Fields dialog to edit on the custom fields.
Print: Click this button to print the cash sales.

Others:

Edit Taxable Total: If you add a tax item to the list of item lines then you can edit the taxable total of the tax item
by right clicking on the item line and selecting the edit taxable total command.

Edit Cost Of Goods: If you add a inventory item to the list of item lines then you can edit the cost of goods of the
item by right clicking on the item line and selecting the edit cost of goods command. Usually, the system will
compute the cost of goods automatically. This function is used only when you want to dictate the cost of goods for
the item in this cash sales.

4.7 Customer

You can create a customer record using the customer function in OneStep. To work with customer records, select
Sales—> Customers from either the menu or the tool bar.

4.7.1 Customer List Form

Below describes the components pertaining to the Customer list form. Please refer to “Working with OneStep, List
Form” for components not described here.
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¥ Customers -0l x|

Search: I Search By: IName 'l Filter: IDefauIt l

Credit Limit i’
4 Apex Pte Ltd §1,000.00 $5 787.65

Bonka Pte Ltd $1,000.00 $3,900.75
Genplus Pte Ltd $3,000.00 $3.517.50

|

r/l - | - | Hl Others ... Mlew | Edit | Delete | Refrash | j'LQIose |

Data Fields

Name: The customer’s name.
Credit Limit: The customer’s credit limit.
Balance: The amount the customer owes you.

Command Buttons

Others—>Print Account Journal: Click this button to bring up Print Account Journal window for printing of
customer account journal.

Others—> Statement—> Preview: Click this button to preview the statement of account of the selected customer.
Others—> Statement—> Print: Click this button to print the statement of account of the selected customer.
Others—> Statement—> Print All: Click this button to print the statement of account of all the customers in the list.

Others—> Statement—> Print All (> 0): Click this button to print the statement of account of all the customers in the
list whose balance is greater than 0.

Others—> Statement—>Select Report Form: Click this button to bring up the Select Report Form dialog. You can
choose to print a Customer Statement based on ‘Open Item’ or a Customer Statement based on the ‘Balance
Forward’.

4.7.2 Customer Record Form

Below describes the components pertaining to the Customer record form. Please refer to “Working with OneStep,
Record Form” for components not described here.
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(=]
Marme: |,l&pex Pte Ltd Active:

Printed Mame: IApex Pte Ltd

Company |Account| Custam Fieldsl Merno 1 | Merno 2| Mermo 3|

Caontact: IMS Wendy
Phane: 2222222
Fax: 2222223
Bill To Address Ship To Address
12, Orchard Road = 12, Orchard Road =l
512121 s(12121)
Copy = |
= =

r/|/| h|H|+|—|("| Opening..l [8]3 | Cancel | ﬂglosel

Data Fields

Name: The name of the customer.

Printed Name: The name to be used when the customer’s name is printed. Sometimes you can use an abbreviated
name for the name field and enter the full customer name in the printed field.

Active: Indicates whether the customer is still active. Inactive customers will not appear in the customer selections
for sales.

Under the 'Company' tab:

Contact: The contact person.

Phone: The customer’s phone number.

Fax: The customer’s fax number.

Sold To Address: The customer’s address for billing.

Ship To Address: If the customer has a separate shipping address, enter the address here.

Under the 'Account' tab:

Control Account: The receivable account in general ledger under which the customer should be grouped.

Credit Limit: The credit amount your company allows for this customer. OneStep will warn you when the
customer is about to exceed the credit limit.

Terms: The default credit terms for this customer.
Tax: The tax type associated with this customer.

Calc. Tax After Discount: Check this if you want OneStep to calculate the tax amount based on the total amount
less early payment discount for this customer.

Sales Rep: The default sales person assigned to this customer.

Price Group: The price group that this customer belongs. OneStep will use the price group to cross-reference a
price table to obtain the pricing when you sell goods to the customer.
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Balance: The account balance of the customer. That is, the amount the customer owes you.

Under the 'Custom Fields' tab:

Field 1 to Field 5: These are the fields that you can use to record additional data required for the customer
Under the 'Memo 1' to 'Memo 3' tab:

Memo Fields: Just like custom fields, the memo fields are for you to record additional data for the customer.
However, unlike custom fields there is no restriction to the number of characters you can enter to these fields

Command Buttons

Openings ...: Click this button to call up the opening invoices and credit memo dialog for entering outstanding
opening invoices and credit memos that have been posted. Used only when you first set up OneStep.

4.7.3 Opening Invoices and Credit Memos Dialog

This dialog allows you to enter outstanding sales invoices and credit memos that you have already posted to you
accounts but have yet to close when you switch over to OneStep (Please note that OneStep will not post these
transactions). OneStep will use this information to compute the aging report as well as allow you to apply a receipt
to them.

Below describes the components on the dialog.

/¥ Dpening Invoices and Credit Memos x|
Credit Memos |

Fef |Date |DueDate |DiSC% |DiscDate |T0tal |Athaid |Discount |Closed|ﬂ

P|SK0T01 15/3/2003  |14/4/2003 325/3/2003 $500.00 $0.00 000 I

| |51/0105 23/3/2003 224472003 3 3/4/2003 $1.500.00 $0.00 000 I
=

Ok | Cancel | ﬂglosel

Data Fields

Under the 'Invoices' tab:

Ref: The reference number of the invoice.

Date: The Date of the invoice.

Due Date: When the invoice is due.

Disc %: The percentage discount for early payment.

Disc Date: The date before which cash discount will be given if payment is made.
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Total: The total amount of the invoice.
Amount Paid: The amount that have been paid for this invoice.
Discount: The discount amount that has been given for this invoice.

Closed: Indicates whether this invoice has already closed. OneStep will automatically close the invoice once it is
paid up.

Under the 'Credit Memos' tab:

Ref: The reference number of the credit memo.

Date: The date of the credit memo.

Total: The total amount of the credit memo.

Amount Applied: The amount that has already been applied.
Discount: The discount amount that has been given.

Closed: Indicate whether this credit memo has been closed. OneStep will automatically close the credit memo
once its amount has been applied.
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5 Purchase Processing

Purchase processing is a series of activities starting from sending purchase orders to your vendors, to receiving the
goods and invoices. OneStep provides the necessary functions to support all these activities and manage all the
records involved.

The diagram below depicts the documents found in purchase processing.

Purchase Order [P Goods Received Note ——| Purchase Invoice

!

Debit Memo Cash Purchase

The arrows in the diagram indicate that you can convert from one document to the other. For example, if your
vendor invoice you for a purchase order that you have sent him, you can ask OneStep to convert the purchase order
to a purchase invoice for you. This will save you the trouble of re-entering all the data.

Take note that OneStep does not impose that you have to start your purchase process from purchase order; in fact,
you can start your purchase process from any point except for goods received note. A goods received note has to
be based on a particular purchase order.

Note: Purchase Order and Goods Received Note are only available in the Professional Editions.

The sections that follow will describe the each of the documents above.

5.1 Purchase Order (Available In Professional Edition Only)

When you purchase goods or services from your vendors, you send them a purchase order stating the goods and
services required and other necessary information.

To work with purchase orders in OneStep, select Purchase=>Orders from either the menu or the tool bar.

5.1.1 Purchase Order List Form

Below describes the components pertaining to the Purchase Order list form. Please refer to “Working with
OneStep, List Form” for components not described here.
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¥ Purchase Orders -8 x|

Search: I Search By: IOrder Mo vl Filter: | l

POOO017/03  Allison Pte Ltd $5,092.580 F F

=

L I ey | Edit | Delete | Eefreshl ﬂglosel

Data Fields

Date: The date of the purchase order.

Order No: The order’s reference number.

Vendor: The vendor’s name.

Total: The total amount of the order.

Received: Indicates whether the items of the order have been received.

Closed: Indicates whether the order has been closed.

5.1.2 Purchase Order Record Form

Below describes the components pertaining to the Purchase Order record form. Please refer to “Working with
OneStep, Record Form” for components not described here.

~lojx|

|Efflf2003 - ”F'OfDDm 703

/' Purchase Drder

IAII|son Pte Ltd Altr. |

3, Queen Street. = 33 River Walk =
S(12345) 523423
|5555555 | | |3% 10 net 30 || || |
lterm |Descrlpt|0n |Qty |Recewed |Un|t Price |Am0unt |Tax |j
#|hp-2388 Ericson Handphone 383 10 0 §20000  §200000 M
_|hp-eB88 Eticson Handphone G858 10 0  $160.00 §1500.00
| |hp-n5110 Mokia Handphone 5110 g 0 %$25000 §125000 =
Received? [~ Tax: [GST o] sw | sazan
Closed? r Total: 55 092,50

Hl - | > | Hl + | —| ("l Others ... | Print | Ok | Cancel | j'LQIosel

Data Fields

Vendor Account / Name: The vendor’s account and name.

Attn: The person to attention to.
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Date: Date of the order.

Order No: The reference number of the order. If this field is left blank, OneStep will automatically generate the
next order number for you.

Remit To: The vendor’s address. OneStep will automatically fill in this field based on the vendor’s record when
you complete the Vendor Account field.

Ship To: The address you want your vendor to ship the goods to. OneStep will automatically fill in this field based
on the company’s record.

Tax Reg No: Vendor’s tax registration or ID number.

Your Ref: Vendor’s internal reference. If you have previously asked your vendor to give you a quotation then this
could be the quotation number of the quotation.

Our Ref: Our internal reference.

Terms: The credit terms. OneStep will automatically fill in this field based on the vendor’s record when you
complete the Vendor Account field.

Ship Date: If you require that the goods be shipped by a particular date, you can enter the date here.
Via: The method of transportation. For example, UPS, Fed Ex, etc.
FOB: Stands for “Free On Board”; refers to the point where freight is paid.

Item: Enter the item you want to include in the order here. If you leave this field blank then the line will become a
comment line and you can enter your comment in the description field.

Description: Description of the item. OneStep will automatically fill in this field based on the item’s record when
you complete the Item field.

Qty: The number of units you are buying for the item.

Received: The number of items that have been received. This value will be automatically updated when you
include the item for this order in a goods received order.

Unit Price: The price per unit you are buying for the item. OneStep will automatically fill in this field based on the
cost price value in the item record when you complete the item field. You can override this value if needed.

Amount: The total line amount that is calculated by multiplying Qty and Unit Price. OneStep will automatically
calculate this value whenever the Qty or Unit Price changes.

Tax (on the item line): Check this field if the item line is to be included for computing the tax amount. OneStep
will automatically fill in this field based on the item’s record when you complete the Item field.

Tax: The tax item used, the tax rate and the tax amount. OneStep will automatically fill in the tax item based on
the preference record.

Calc. Tax After Discount (The Check Box Next To Tax Field): Check this if you want OneStep to calculate the
tax amount based on the total amount less early payment discount.

Total: The total amount of the order. OneStep will automatically calculate this value for you.

Received: When all the items in the order have been received, this value is set to true automatically. You are not
allowed to change the value manually.
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Closed: You close a purchase order when you are no longer interested in it (usually because you have already
received the goods and its corresponding invoice from you vendor or the order is canceled). OneStep will
automatically close a purchase order when you convert it to a purchase invoice. You can also manually close a
purchase order.

Command Buttons

Others—>Create Goods Received Note: Click this button to create a goods received note based on the order.
Others—>Create Invoice: Click this button to convert the order into a purchase invoice.

Others—>Print Preview: Click this button to save the order and preview the printout.

Others—>Select Report Form: Click this button to bring up the select report form dialog.

Others—> Custom Fields: Click this button to bring up the custom fields dialog to edit on the custom fields.
Print: Click this button to print the purchase order.

Others

Edit Taxable Total: If you add a tax item to the list of item lines then you can edit the taxable total of the tax item
by right clicking on the item line and selecting the edit taxable total command.

5.2 Goods Received Note (Available In Professional Edition Only)

You use a goods received note to record the goods you received from your suppliers.

To work with goods received notes in OneStep, select Purchase=>Goods Received Note from either the menu or
the tool bar.

5.2.1 Goods Received Note List Form

Below describes the components pertaining to the Goods Received Note list form. Please refer to “Working with
OneStep, List Form” for components not described here.

M Goods Received Notes =] |

Search: I Search By: IGRN Mo vl Filter: I l

4 2/4/2003
107472003 DOMDE43

|

| - > | » e | Edit I Delete | Reftesh j'LQIosel

Data Fields

Date: The date of the goods received note.
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GRN No: The goods received note’s reference number.
Vendor: The vendor’s name.
Status: Indicates whether you are expecting the goods or the goods have been received.

Closed: Indicates whether the goods received note has been closed.

5.2.2 Goods Received Note Record Form

Below describes the components pertaining to the Goods Received Note record form. Please refer to “Working
with OneStep, Record Form” for components not described here.

/¥ Goods Received Note 1Ol x|
YWendor Account
10/4/2003 - ||DO0OE43
Furchase Order / %endor Name Statu
" Expecting = Received
[Adlison Pre Lid

3, Queen Street. 33 River Walk
5(12345) 5(23423)
| || |W|Ila|m |

ltem |Descrlpt|0n |Rema|n|ng |Qty |Remark
¥ hp-2335 Ericson Handphone 388 10 10
hp-e688 Eticson Handphone 588 10 10 —I
hp-n5110 MNokia Handphone 5110 5] =3 LI
Closed? [~ ‘ Remarks: I Eill Al | Add |
Hl - | > | Hl + | - | ("l Others ... | Erint | Cancel | j'LQIosel
Data Fields

Vendor: The name of your vendor. If the goods received note is converted from a purchase order, this field is
automatically filled in by OneStep.

Date: Date of the goods received note.

GRN No: The reference number for the goods received note. You should enter the reference number of the goods
received note your vendor sent you.

Purchase Order / Vendor Name: The purchase order of which the items are received in this goods received note
and the vendor’s name on the purchase order. If the goods received note is converted from a purchase order, this
field is automatically filled in by OneStep.

Status: Indicates whether you are expecting the goods to be shipped to you or you have already received the goods.

Remit To: The vendor’s address. OneStep will automatically fill in this field based on the vendor’s record when
you complete the Vendor field.

Ship To: The address you want your vendor to ship the goods to. OneStep will automatically fill in this field based
on the company’s record.

Ship Date: If the shipped date is different from the delivery order date than you can enter the date here.

Via: The method of transportation. For example, UPS, Fed Ex, etc.
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Received By: The name of the person who received the items delivered.

Item: The Item you are receiving. You cannot directly edit on this field. You have to use the ‘Add’ function to
add an item line to the goods received note.

Description: Description of the item. You cannot directly edit on this field. You have to use the ‘Add’ function to
add an item line to the goods received note.

Remaining: The remaining quantity of the item of the associated purchase order that has yet to be received.

Qty: The number of units you are receiving for the item.

Remark (on item line): For you to add any remark to the item received.

Closed: You close a goods received note when you are no longer interested in it usually because you have already
received a corresponding invoice for the goods received note or the goods received note is canceled. OneStep will
automatically close a goods received note when you convert it to a purchase invoice. You can also manually close
a goods received note.

Remark: Enter any remark for the goods received note here.

Command Buttons

Fill All: Click this button to fill all the items in the goods received note. That is, to set all the Qty values equal to
their respective Remaining values.

Add: Click this button to call up a dialog for selecting items that have yet to be received for the selected purchase
order.

Others—>Create Invoice: Click this button to create a purchase invoice based on the goods received note.
Others—> Custom Fields: Click this button to bring up the Custom Fields dialog to edit on the custom fields.

5.3 Purchase Invoice

Purchase invoice is for you to record the invoice you received from your suppliers for the goods and services they
have supplied you with.

To work with purchase invoices in OneStep, select Purchase=> Invoices from either the menu or the tool bar.

5.3.1 Purchase Invoice List Form

Below describes the components pertaining to the Purchase Invoice list form. Please refer to “Working with
OneStep, List Form” for components not described here.
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/‘ Purchase Invoices =8 zl

Search: I Search By: IInvoice Ma vl Filter: || l

10/4/2003  INWDE2Z Allison Pte Ltd 10/5/2003  20/4/2003 $a,09280 509250 F

|

Tew | Edit | Delete | Refresh j'LQIosel

Data Fields

Date: The date of the invoice.

Invoice No: The invoice’s reference number.

Vendor: The vendor’s name.

Due Date: The due date of the invoice.

Disc Date: The discount date for early payment.

Total: The total amount of the invoice.

Amt Due: The amount outstanding, i.e. the amount you still owe the vendor for this invoice.

Closed: Indicates whether the invoice has been closed.

5.3.2 Purchase Invoice Record Form

Below describes the components pertaining to the Purchase Invoice record form. Please refer to “Working with
OneStep, Record Form” for components not described here.

¥ purchase Invoice i ] |

“endor Account £ Name
Califox Pte Ltd - 2/4/2003 - ||IN%11785

Califox Pte Ltd

3, Holland Drive =
5456739
|M2 4323433 |D1221D |3% 10 net 30 || || I
ltem |Descrlpt|0n |Qty |Un|t Price |Am0unt |Tax | j
| hp-e368 Eticson Handphone 388 a0 $200.00  $10,000.00 v
_|hp-eBa8 Ericson Handphone EGFGSS al $160.00 §5000.00
| |hp-n9110 Mokia Handphone 9110 30 $215.00 §5,450.00
[
Closed? [~ Tax: |BST s 5w | s120080
Total: §256 67250
Hl - | » | Hl + | - | ("l Cthers ... | Print | Cancel | j'LQIosel
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Data Fields

Vendor Account / Name: vendor’s account and name.
Date: Date of the invoice.

Invoice No: The reference number for the invoice. You should enter the reference number of the invoice your
vendor sent you

Remit To: The vendor’s address. OneStep will automatically fill in this field based on the vendor’s record when
you complete the Vendor Account field.

Ship To: The address you want your vendor to ship the goods to. OneStep will automatically fill in this field based
on the company’s record.

Tax Reg No: Vendor’s tax registration or ID number.
Our Ref: Our internal reference. If this invoice is converted from a purchase order, then this will be the purchase
order’s number. If this invoice is converted from a goods received note, then this will be the goods received note’s

reference number.

Terms: The credit terms. OneStep will automatically fill in this field based on the vendor’s record when you
complete the Vendor Account field.

Ship Date: The date on which the goods are received.
Via: The method of transportation. For example, UPS, Fed Ex, etc.
FOB: Stands for “Free On Board”; refers to the point where freight is paid.

Item: Enter the item you want to include in the invoice here. If you leave this field blank then the line will become
a comment line and you can enter your comment in the Description field.

Description: Description of the item. OneStep will automatically fill in this field based on the item’s record when
you complete the Item field.

Qty: The number of units you are buying for the item.

Unit Price: The price per unit you are buying for the item. OneStep will automatically fill in this field based on the
cost price value in the item record when you complete the Item field. You can override this value if needed.

Amount: The total line amount that is calculated by multiplying Qty and Unit Price. OneStep will automatically
calculate this value whenever the Qty or Unit Price changes.

Tax (on the item line): Check this field if the item line is to be included for computing the tax amount. OneStep
will automatically fill in this field based on the item’s record when you complete the Item field.

Tax: The tax item used, the tax rate and the tax amount. OneStep will automatically fill in the tax item based on
the preference record.

Calc. Tax After Discount (The Check Box Next To Tax Field): Check this if you want to calculate the tax
amount based on the total amount less early payment discount.

Total: The total amount of the invoice. OneStep will automatically calculate this value for you.

Closed: You close a purchase invoice when you are no longer interested in it (usually because you have already
paid for the invoice). OneStep will automatically close a purchase invoice when it is fully paid for.
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Command Buttons

Others>Payment History: Click this button to view the payment history for this invoice.
Others—>Print Preview: Click this button to save the invoice and preview the printout.
Others—>Select Report Form: Click this button to bring up the Select Report Form dialog.

Others>Due Date: Click this button to bring up the Due Date dialog to view or change the due date. Please note
that the due date will be overridden whenever the invoice date or terms changes.

Others—> Custom Fields: Click this button to bring up the Custom Fields dialog to edit on the custom fields.

Others:

Edit Taxable Total: If you add a tax item to the list of item lines then you can edit the taxable total of the tax item
by right clicking on the item line and selecting the edit taxable total command.

5.4 Debit Memo

Sometimes, you are unsatisfied with the goods or services you received from your vendors, for example the goods
are damaged, and you ask your vendor for a refund in credit or in cash. To account for the refund, you use a debit
memo.

To work with debit memos in OneStep, select Purchase=>Debit Memos from either the menu or the tool bar.

5.4.1 Debit Memo List Form

Below describes the components pertaining to the Debit Memo list form. Please refer to “Working with OneStep,
List Form” for components not described here.

# Debit Memos - O] =
# £

Search: I Search By: IReference 'l Filter: IDefauIt l

32 Califox Pte Ltd
12/4/2003  CNOZ10 Allison Pte Ltd Debit Account

|

Lo B B L I = | Edit | Delete | Eefreshl j'LQIosel

Data Fields

Date: The date of the debit memo.
Reference: The debit memo’s reference number.

Vendor: The vendor’s name.
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Type: Indicates whether the debit memo is to debit account or a cash refund.
Total: The total amount of the debit memo.

Closed: Indicates whether the debit memo has been closed.

5.4.2 Debit Memo Record Form

Below describes the components pertaining to the Debit Memo record form. Please refer to “Working with
OneStep, Record Form” for components not described here.

T ]
#

YYendor Account £ Name
Califox Pte Ltd - 3452003 - | |Chi0132

|Ca|ifox Pte Ltd

Typx:
3, Holland Drive — ’7

3456789 & Debit Account ¢ Cash Refund

=
Payment Method
h2-4323433

ltem |Descripti0n |Qty |Unit Price |Am0unt |Tax | j
| hp-e358 Eticson Handphone 388 10 §20000  $2,000.00 v
| |hp-e685 Eticson Handphone 588 10 $160.00 §1600.00
=
Closed? T Tax: [G5T =l §% |  $180.00
Tatal: $3,780.00
Hl - | 3 | Hl + | —| ('l Others ... | Erint | : Cancel | j'LQIose |
Data Fields

Vendor Account / Name: The vendor’s account and name.
Date: Date of the debit memo.

Memo No: The reference number for the debit memo. You should enter the reference number of the credit memo
your vendor sent you

Remit To: The vendor’s address. OneStep will automatically fill in this field based on the vendor’s record when
you complete the Vendor Account field.

Type: Indicate whether the debit memo is to debit the vendor account or it is a cash refund from the vendor.

Deposit To: If the debit memo is a cash refund from the vendor, set this field to the account to which the cash
refund is deposited.

Our Ref: Our internal reference. Usually, you should set this value to the invoice number of the invoice that the
debit memo is associated to.

Payment Method: The method of payment. For example, cash or check, etc. Used only when the debit memo is
for a cash refund.

Payment Ref: The payment’s reference number. For example, the check number, the visa card number, etc. Used
only when the debit memo is for a cash refund.

Item: Enter the item you want to include in the memo here. If you leave this field blank then the line will become
a comment line and you can enter your comment in the Description field.
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Description: Description of the item. OneStep will automatically fill in this field based on the item’s record when
you complete the Item field.

Qty: The number of units you are selling for the item.

Unit Price: The price per unit you set up for the item. OneStep will automatically fill in this field based on the cost
price value in the item record when you complete the item field. You can override this value if needed.

Amount: The total line amount that is calculated by multiplying Qty and Unit Price. OneStep will automatically
calculate this value whenever the Qty or Unit Price changes.

Tax (on the item line): Check this field if the item line is to be included for computing the tax amount. OneStep
will automatically fill in this field based on the item’s record when you complete the Item field.

Tax: The tax item used, the tax rate and the tax amount. OneStep will automatically fill in the tax item based on
the preference record.

Total: The total amount of the debit memo. OneStep will automatically calculate this value for you.
Closed: You close a debit memo when you are no longer interested in it (usually because the debit amount of this
debit memo has been applied). OneStep will automatically close a debit memo when its debit amount is fully

applied.

Command Buttons

Others—> Applied History: Click this button to view the amount-applied history for this memo.
Others—> Print Preview: Click this button to save the memo and preview the printout.
Others—>Select Report Form: Click this button to bring up the Select Report Form dialog.

Others—> Custom Fields: Click this button to bring up the Custom Fields dialog to edit on the custom fields.

Others

Edit Taxable Total: If you add a tax item to the list of item lines then you can edit the taxable total of the tax item
by right clicking on the item line and selecting the edit taxable total command.

5.5 Cash Purchase

To record purchases that you make payment at the point of purchase, you can use the cash purchase function in
OneStep.

To work with cash purchase, select Purchase=>Cash Purchase from either the menu or the tool bar.

5.5.1 Cash Purchase List Form

Below describes the components pertaining to the Cash Purchase list form. Please refer to “Working with
OneStep, List Form” for components not described here.
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¥ Cash Purchases

Allison Pte Ltd 5218713 j
02124 Allizan Pte Ltd $1,312.50

=

= | /l - | Hl Mew | Edit I Delete | Refresh | ﬂglose |

Data Fields

Date: The date of the cash purchase.
Reference: The cash purchase’s reference number.
Vendor: The vendor’s name.

Total: The total amount of the cash purchase.

5.5.2 Cash Purchase Record Form

Below describes the components pertaining to the Cash Purchase record form. Please refer to “Working with
OneStep, Record Form” for components not described here.

¥ Cash Purchase 1Ol x|

Yendor Account £ Name
Allison Pte Ltd - B/4,2003 - ||02121

IAIIison Pte Ltd

3, Queen Street. —
S5(12345)
El
ax tration Mo Payment Method

B555555 Chegue - | |ABC123121 -

ltem Description |Qty |Unit Price |Am0unt |Tax | ﬂ
M hp-na110 Mokia Handphone 5110 ] $250.00 §1.25000
_|hp-n110 Mokia Handphone 9110 a $215.00 $1,075.00 W
| |st Sub-total $2.325.00 T =
Pay From: IABC Bank vl Tax: IGST j I 59, I §104.53

Tatal: $2,187.13
(2] | = | > | Hl + | —| ("l Others ... | Print | Cancel | j'LQIose |

Data Fields

Vendor Account / Name: The vendor’s account and name. This field is optional since for cash purchase you may
not need to record the vendor’s details.

Date: Date of the cash purchase.
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Reference: The reference number for the cash purchase. You should enter the reference number of the receipt you
get from your vendor.

Remit To: The vendor’s address. OneStep will automatically fill in this field based on the vendor’s record when
you complete the Vendor Account field.

Ship To: The address you want your vendor to ship the goods to. OneStep will automatically fill in this field based
on the company’s record.

Tax Reg No: Vendor’s tax registration or ID number.

Payment Method: The method of payment. For example, cash or check, etc.

Payment Ref: The payment’s reference number. For example, the check number, the visa card number, etc.
Ship Date: The date on which the goods are to be shipped.

Via: The method of transportation. For example, UPS, Fed Ex, etc.

FOB: Stands for “Free On Board”; refers to the point where freight is paid.

Item: Enter the item you want to include in the purchase here. If you leave this field blank then the line will
become a comment line and you can enter your comment in the description field.

Description: Description of the item. OneStep will automatically fill in this field based on the item’s record when
you complete the Item field.

Qty: The number of units you are selling for the item.

Unit Price: The price per unit you for the item. OneStep will automatically fill in this field based on the cost price
value in the item record when you complete the Item field. You can override this value if needed.

Amount: The total line amount that is calculated by multiplying Qty and Unit Price. OneStep will automatically
calculate this value whenever the Qty or Unit Price changes.

Tax (on the item line): Check this field if the item line is to be included for computing the tax amount. OneStep
will automatically fill in this field based on the item’s record when you complete the Item field.

Tax: The tax item used, the tax rate and the tax amount. OneStep will automatically fill in the tax item based on
the preference record.

Total: The total amount of the cash purchase. OneStep will automatically calculate this value for you.
Pay From: Set this to the account where the money for the purchase is paid from.

Command Buttons

Others—>Print Preview: Click this button to save the memo and preview the printout.
Others—>Select Report Form: Click this button to bring up the Select Report Form dialog.

Others—> Custom Fields: Click this button to bring up the Custom Fields dialog to edit on the custom fields.

Others

Edit Taxable Total: If you add a tax item to the list of item lines then you can edit the taxable total of the tax item
by right clicking on the item line and selecting the edit taxable total command.
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5.6 Vendor

You can create vendor records using the vendor function in OneStep. To work with vendor records, select
Purchase=> Vendors from either the menu or the tool bar.

5.6.1 Vendor List Form

Below describes the components pertaining to the Vendor list form. Please refer to “Working with OneStep, List
Form” for components not described here.

' ¥endors -0 x|
Search: I Search By: IName 'l Filter: IDefauIt l
Credit Limit i’
3 Allison Pteltd | $2000.00 Y A0
Califox Pte Ltd $2,000.00 $21892.50
[l

F’l g | » | Hl Print Journall e | Edit I Delete | Refresh | I'LQIDSE |

Data Fields

Name: The vendor’s name.
Credit Limit: The maximum credit limit the vendor would extend to you.

Balance: The total amount you owe the vendor.

Command Buttons

Print Account Journal: Click this button to bring up Print Account Journal window for printing of vendor
account journal.

5.6.2 Vendor Record Form

Below describes the components pertaining to the Vendor record form. Please refer to “Working with OneStep,
Record Form” for components not described here.
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M vendor 3 =lolx]
Marne: I,L'kllison Pte Ltd Active: ~

Printed Marne: IAIIiSUn Pte Ltd

Company |Account| Custarmn Fieldsl Merno 1 | Mermo 2| Mermo 3|

Contact: IMrJacoh

Phane: 3333333

Fax: [3333334

Address: 3, Queen Street. d
S(12345)

[ |

r/|/|h|b||+|—|('| Opening..l Ok | Cancel | ﬂglosel

Data Fields

Name: The name of the vendor
Printed Name: The name to be used when the vendor’s name is printed.

Active: Indicates whether the vendor is still active. Inactive vendors will not appear in the vendor selections for
purchases.

Under the 'Company' tab:

Contact: The contact person.

Phone: The vendor’s phone number.

Fax: The vendor’s fax number.

Address: The vendor’s address.

Under the 'Account' tab:

Control Account: The payable account in general ledger to which the vendor should be grouped.
Credit Limit: The credit amount that your company is allowed by the vendor.

Terms: The credit terms this vendor extends to you.

Tax: The tax item associated with this vendor

Calc. Tax After Discount (The Check Box Next To Tax Field): Check this if you want OneStep to calculate the
tax amount based on the total amount less early payment discount.

Tax Registration No: The tax registration or ID number of this vendor.

Balance: The account balance of the vendor. That is, the amount you owe this vendor.

Under the 'Custom Fields' tab:

Field 1 to Field 5: These are the fields that you can use to record additional data required for the vendor

Under the 'Memo 1' to 'Memo 3' tab:
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Memo Fields: Just like custom fields, the memo fields are for you to record additional data for the vendor.
However, unlike custom fields there is no restriction to the number of characters you can enter to these fields

Command Buttons

Openings ...: Click this button to call up the opening invoices and debit memo dialog for entering outstanding
opening invoices and credit memos that have been posted when you first set up OneStep.

5.6.3 Opening Invoices and Debit Memos Dialog

This dialog allows you to enter outstanding purchase invoices and debit memos that you have already posted to you
accounts but are not yet close when you switch over to OneStep (Please note that OneStep will not post these
transactions). OneStep will use this information to compute the aging report as well as allow you to apply a receipt
to them.

Below describes the components on the dialog.

# Opening Invoices and Debit Memos x|
DebitMemos'

|Date |DueDate |Disc°/o |DiscDate |T0tal AmtPaid  |Discount |Clused|ﬂ

p[01023 15/3/2003 147472003 3 25/3/2003 $1.000.00 $0.00 000 I

| [01045 31/3/2003  30/4/2003 3 104472003 $2.000.00 $0.00 000 I
=l

Ok | Cancel | ﬂglosel

Data Fields

Under the 'Invoices' tab:

Ref: The reference number of the invoice.

Date: The Date of the invoice.

Due Date: When the invoice is due.

Disc %: The percentage discount for early payment.

Disc Date: The date before which cash discount will be given if payment is settled.

Total: The total amount of the invoice.

Amount Paid: The amount that have been paid for this invoice.

Discount: The discount amount that has been given for this invoice.

Closed: Indicates whether this invoice has already closed. OneStep will automatically close the invoice once it is

paid up.
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Under the 'Debit Memos' tab:

Ref: The reference number of the debit memo.

Date: The date of the credit memo.

Total: The total amount of the credit memo.

Amount Applied: The amount that has been already applied.
Discount: The discount amount that has been given.

Closed: Indicates whether this credit memo has been closed. OneStep will automatically close the credit memo
once its amount has been applied.
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6 Cash Management

The cash management functions in OneStep give you the ability to handle receipts and payments.

6.1 Cash Receipt

To record payments you received either from your customers for outstanding invoices or from other parties, you
can use the cash receipt function in OneStep.

To work with cash receipts, select Cash—>Cash Receipts from either the menu or the tool bar.

6.1.1 Cash Receipt List Form

Below describes the components pertaining to the Cash Receipt list form. Please refer to “Working with OneStep,
List Form” for components not described here.

/¥ Cash Receipts

Bonka Pte Ltd

[

Hl - | » | Hl e | Edit | Delete | Refresh | j'LQIose |

Data Fields

Date: The date of the receipt.
Receipt No: The receipt’s reference number.
From: The account from which you received payment.

Amount: The amount received.

6.1.2 Cash Receipt Record Form

When you receive a payment, it could be from your customer who is paying you to settle the amount of its
outstanding invoices or it could be from some other parties. OneStep shows a slightly different record form for the
different parties you are receiving the payment from.

Below describes the components pertaining to the Cash Receipt Record Form. Please refer to “Working with
OneStep, Record Form” for components not described here.

If you are receiving from your customer
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¥ Cash Receipt

= _lol x|
Fram
’7(3' Customer  %endor  { Others ‘ |3;4,f2003 v”RE,fDUDmeS

Account: IApex Pte Ltd j Balance: $5 787.685

Amount: I 51 955.00 Pmt Method:ICheque vl Pmt Ref: IWB123234

Recv'd FrUmiIApex Pte Ltd

Description: |Cash Receipt - Apex Pte Ltd

Deposit To: IABC Bank j Discount Account: ISaIes Discount j Closed? 4
Outstanding Invoices and Credit Memos:
Date |Type|Ref |T0ta| |Due Date|Amt. [ue |Disc. Date|Disc. % |Discount |D |F'ayment |F' | Al
P15/3/2003 51 S10101 $400.00 14/4/2003 $a00.00 25/3/2003 3% §0.00 C §500.00 [
23/3/2003 51 S10105 §1.800.00 22/4/2003  §1.500.00 3/4,/2003 3% §45.00 P | $1.455.00 &
=
Exch. Gainlloss I jl $0.00 | Add Disc. $45.00 Prt: $1,955.00
=] | - | > | Hl + | —| ('l Others ... | Print | Ok | Cancel | j'LQIosel

If you are receiving from your vendor

¥ cash Receipt

1Ol x|
Frarm
’7(" Customer & “endor  © Others ‘ 1044/2003 -

Account: IAIIison Pte Ltd j Balance: §7 336.50

Amaount: I $a00.00 Prnt Method:ICheque vl Pt Ref. ISF234333

Recy'd From:IAniggn Pte Ltd AttanddrlDescriptiDn: |Cash Receipt - Allison Pte Ltd

Deposit To: IABC Bank j

Hl - | > | Hl + | —| ("l Others .. | Erint | Cancel | ﬂglosel

If you are receiving from other parties

M Cash Receipt

=10l
From

’7(" Customer © endor & Others ‘ |12,.f4,."2003 v”REfDDDDSfDS

Amount: | $30,000.00 Prnt Method:ICheque vl Pmt Ref: IF‘EHDDQQQ
Recyd FrDmilSteven AttanddrlDescription: ICash Receipt - Capital Investment Sat Al |

Deposit To: IAEIC Bank j
Distribution:
Account |Descripti0n Armount Tax |Tax Type |Taxah|e Total| ﬂ
M| Share Capital Cash Receipt - Capital Investment $30,000.00

||

Hl - | > | Hl + | —| ("l Others .. | Print | Ok | Cancel | j'LQIosel

Data Fields
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From: The type of account which the payment is received from.
Date: Date of the receipt

Receipt No: The reference number of the receipt. If this field is left blank, OneStep will automatically generate the
next number for you.

Account: The account from which the payment is received. Applicable only to payments from customer and
vendor account only.

Balance: The balance of the account from which the payment is received.
Amount: The amount received on this receipt.
Received From: The name of the company/person who you received payment from.

Addr/Attn: Click this button to view/edit the person to attention to and the address of the party who you received
payment from.

Description: Description of the receipt if any.

Payment Method: The method of payment. For example, cash or cheque, etc.

Payment Ref: The payment’s reference number. For example, the cheque number, the visa card number, etc.
Deposit To: The account to deposit the payment to.

Discount Account: The account to which the discount amount is to be posted. Applicable only to payments from
customer account only.

Exch. Gain/ Loss : Allows you to specify the Exch. Gain/ Loss account and the corresponding Exch. Gain/ Loss
amount for the receipt. Applicable only to payments from customer account only.

Closed?: To indicate whether the receipt amount is fully applied. When the receipt amount is fully applied, it will
not appear as an open item in the customer statement. OneStep will automatically check this when the payment
amount + exchange gain/loss amount is greater or equal to the receipt amount. Applicable only to payments from
customer account only.

Disc: The sum of all the discount amounts. Applicable only to payments from customer account only.

Pmt: The sum of all the payment amounts. Applicable only to payments from customer account only.

Data Fields For Outstanding Invoices And Credit Memos

(Apply only to payment received from customer. The entries in the list are to allow you to knock off the invoices
or credit memos of the customer.)

Date: The date of the invoice or memo.

Type: The type of source documents. SI — Sales Invoice, CM — Credit Memo.
Ref: The reference number of the source document.

Total: The total amount of the source document.

Due Date: The due date of the source document. Applicable only to sales invoice.
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Amount Due: The outstanding amount of the source document.

Disc Date: The date on and before which discount will be given. Applicable only to sales invoices.

Disc %: The discount percentage. Applicable only to sales invoice.

Discount: The discount amount given to the associated source document.

D: OneStep will automatically fill in or clear the discount amount when you check and uncheck this field.
Payment: The amount paid or applied to the associated source document in this cash receipt.

P: OneStep will automatically fill in or clear the payment amount when you check and uncheck this field.

Data Fields For Distribution

(Apply only to payment received from other account. The entries in the list allow you to distribute the amount
received to various accounts.)

Account: A general ledger account.

Description: Description of the amount charged to the general ledger account.

Amount: The amount charged to the general ledger account.

If the general ledger account is a tax account, OneStep allows you to track the tax details using the Tax, Tax Type
and Taxable Total fields. It is important that you edit these fields accordingly if you want OneStep to track for you
all your taxable purchases and sales.

Tax: The associated tax item.

Tax Type: Either Sales or Purchase.

Taxable Total: The taxable total from which the tax amount is based.

Command Buttons

Add: Click this button to add the outstanding invoices and memos from a selection list.

Others—> Print Preview: Click this button to save the receipt and preview the printout.

Others—>Select Report Form: Click this button to bring up the Select Report Form dialog.

Others—> Custom Fields: Click this button to bring up the Custom Fields dialog to edit on the custom fields.

Print: Click this button to save and print the receipt.

6.2 Cash Disbursement

To record the payment you make to either your vendors for outstanding invoices or to other parties, you can use the
cash disbursement function in OneStep.

To work with cash disbursements, select Cash—>Cash Disbursements from either the menu or the tool bar.

6.2.1 Cash Disbursement List Form
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Below describes the components pertaining to the Cash Disbursement List Form. Please refer to “Working with
OneStep, List Form” for components not described here.

¥ Cash Disbursements i ] |
Search: I Search By: IDiShurse Mo vl Filter: I l
Disburse No Pay Tao
3 |DID0O01E/D3 Allison Pte Ltd £2 040,00
12/4/2003  DIOOO17A03 Califox Pte Ltd §21,23572
.
=

Hl - | > | Hl e | Edit | Delete | Refresh | j'LQIose |

Data Fields

Date: The date of the disbursement.
Disburse No: The reference number of the disbursement.
Pay To: The name of the company or person to which the disbursement is made.

Amount: The disbursement’s amount.

6.2.2 Cash Disbursement Record Form

When you make a payment, it could be to your vendor for settling the amount of your outstanding invoices or it
could be to some other parties. OneStep shows a slightly different record form for the different parties you are
making the payment to.

Below describes the components pertaining to the Cash Disbursement record form. Please refer to “Working with
OneStep, Record Form” for components not described here.

If you are paying to your vendor

¥ Cash Disbursement [ B
Ta Disbursement Ho
" Customer & “endor Others ‘ 10/4/2003 ~| |DIA00016/03
Account; IA”iSDn Pte Ltd j Balance:  $7,336.50
Amourt: | §2,940.00 Pt Method:ICheqUB 'l Pmt Ref. I555555
Pay To: IA”iSUn Pte Ltd Attanddrl Description: ICaSh Disbursement - Allison Pte Ltd
Pay From: IAEIC Bank j Discount Account: IPurchase Discount j Closed? T3
Qutstanding Invoices and debit mermos:
Date |Source|Ref |T0ta| |Due Date |Amt. [ue |Disc. Date|Disc. % |Discount |D |F'ayment |F' |;|
M|15/3/2003 PI 01023 $1,000.00 14/4/2003  §1,000.00 25/3/2003 3% $0.00/ 7 $1,000.00 &
31/3/2003 PI 01045 $2,000.00 30/4/2003  $2,000.00 10/4/2003 3% $60.00 M| §1940.00 ¥
Exch. Gain/Loss I j I $0.00 ‘ Add Dige: $&0.00 Prt: $2,940.00

Hl - | > | Hl + | —| ("l Others .. | Brint | Ok | Cancel | j'LQIosel

If you are paying to your customer
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* Cash Disbursement =] |
To Dishursement Mo
& Customer ¢ %endar ¢ Others ‘ 124442003 -
Account; IAPEX Pte Ltd j Balance:  §3,787.88
Amourt: | $200.00 Pmt Method:ICheqUE 'l Pmt Ref: |55555?
Pay To: IAPEX Pte Ltd Attn.-’Addrl Description: ICaSh Disburserment - Apex Pte Ltd
Pay From: IAEIC Bank j
Hl - | > | Hl + | —| ("l Others ... | Print | Cancel | ﬂglosel

If you are paying to other parties

¥ Cash Disbursement : -8 x|

To sement Mo
 Customer ¢ Yendor & Others 15/4/2003 ~ | |DI00018/03

Arnount: I $315.00 Pmt Method:ICheqUE 'l Pt Ref: I555558
Pay To: IJimmy Ananddrl Description: ICash Disbursement - Expense Claim For M Set All |

Pay From: IABC Bank j
Distribution:
Account |Descripti0n |Am0unt |Tax Tax Type |Taxable Total| ﬂ
¥ Transports Transport Claim For Mar 2003 $a00.00
|Phone & Fax Handphone Bill For Mar 2003 $300.00
: GST Receivable GST on handphaone bill $15.00 GST FPurchasze $300.00

|

Hl 4| 3 | Hl + | - | ("l Others ... | Print | Ok | Cancel | j'LQIosel

Data Fields

To: The type of account which the payment is made to.
Date: Date of the payment

Disbursement No: The reference number of the disbursement. If this field is left blank, OneStep will
automatically generate the next number for you.

Account: The account to which the payment is made. Applicable only to payment made to customer and vendor
account.

Pay To: The company/person this payment is paid to.

Addr/Attn: Click this button to view/edit the person to attention to and the address of the party that the payment is
paid to.

Balance: The balance of the account to which the payment is made.

Amount: The amount paid in this payment.
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Description: Description of the payment if any.

Payment Method: The method of payment. For example, cash or check, etc.

Payment Ref: The payment’s reference number. For example, the check number, the visa card number, etc.
Pay From: The account from which the money for the payment is withdrawn.

Discount Account: The account to which the discount is is to be posted. Applicable only for payment is made out
to vendor account.

Exch. Gain/ Loss : Allows you to specify the Exch. Gain/ Loss account and the corresponding Exch. Gain/ Loss
amount upon cash disbursement. Applicable only for payment is made out to vendor account.

Closed?: To indicate whether the disbursement amount is fully applied. OneStep will automatically check this
when the payment amount - exchange gain/loss amount is greater or equal to the disbursement amount.
Applicable only for payment is made out to vendor account.

Disc: The sum of all the cash discount amounts. Applicable only for payment is made out to vendor account.

Pmt: The sum of all the payment amounts. Applicable only for payment is made out to vendor account.

Data Fields For Outstanding Invoices And Debit Memos

(Apply only to payment made to vendor. The entries in the list are to allow you to knock off the invoices or debit
memos from the vendor.)

Date: The date of the invoice or memo.

Type: The type of source documents. PI — Purchase Invoice, DM — Debit Memo.

Ref: The reference number of the source document.

Total: The total amount of the source document.

Due Date: The due date of the source document. Applicable only to purchase invoice.

Amount Due: The outstanding amount of the source document.

Disc Date: The date on and before which a cash discount will be given. Applicable only to purchase invoice.
Disc %: The discount percentage. Applicable only to purchase invoice.

Discount: The discount amount given to the associated source document.

D: OneStep will automatically fill in or clear the discount amount when you check or uncheck this field.
Payment: The amount paid or applied to the associated source.

P: OneStep will automatically fill in or clear the payment amount when you check or uncheck this field.

Data Fields For Expense Distribution

(Apply only to payment made to other account. The entries in the list allow you to distribute the amount paid to
various accounts.)
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Account: A general ledger account.

Description: Description of the amount charged to the general ledger account.

Amount: The amount charged to the general ledger account.

If the general ledger account is a tax account, OneStep allows you to track the tax detail by using the Tax, Tax
Type and Taxable Total fields. . It is important that you edit these fields accordingly if you want OneStep to track
all your taxable purchases and sales.

Tax: The associated tax item.

Tax Type: Either Sales or Purchase.

Taxable Total: The taxable total from which the tax amount is based.

Command Buttons

Add: Click this button to add the outstanding invoices and memos from a selection list.

Others—>Print Preview: Click this button to save the disbursement and preview the printout.
Others—>Select Report Form: Click this button to bring up the Select Report Form dialog.

Others—> Custom Fields: Click this button to bring up the Custom Fields dialog to edit on the custom fields.

Print: Click this button to save and print the disbursement.
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7 Items Management

Items are services or products that you buy and sell. In OneStep, besides the item that you buy and sell, you can
also add items that represent discounts, subtotal, tax items and comments.

The items management functions in OneStep give you the ability to create new items, build/unbuild assemblies,
perform adjustment to the items’ inventory, set custom pricing, etc.

7.1 Item

You can create item records using the item function in OneStep. To work with item records, select Item—>Items
from either the menu or the tool bar.

7.1.1 Item List Form

Below describes the components pertaining to the Item list form. Please refer to “Working with OneStep, List
Form” for components not described here.

A Items -0l =
#

Search: I Search By: Iltem vl Filter: I I

Type ipti Balance ﬂ
|10 Percentage 10% Discount
|_|hp-e388 Inventory Product Eticson Handphone 388 30 §6,000.00
|| hp-eB55 Inventory Product Ericson Handphone 583 30 §4,500.00
| |hp-n5110 Inventory Product Mokia Handphone 5110 35 §3,750.00
|_|hp-n3110 Inventory Product Maokia Handphone 9110 30 §6,450.00
|_|hp-repair Service Handphone Repair
HE: Sub-Total Sub-total

|

r’l B | > | Hl Print Journall e | Edit | Delete | Refresh | j'LQIose |

Data Fields

Item: The name of the item.

Type: The item’s type.

Description: The description of the item.

On Hand: The quantity on-hand.

Balance: The dollar amount of the on-hand items.

Command Buttons

Print Account Journal: Click this button to bring up Print Account Journal window for printing of item account
journal.

7.1.2 Item Record Form

Below describes the components pertaining to the Item record form. Please refer to “Working with OneStep,
Record Form” for components not described here.
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S Item _ 0|
Marne: Ihp-eSBEi Active: v
Type: IInventory Product -

Itemn |Invent0ry | Accountl Stock Cardl Custarn Fieldsl

Description: Erizson Handphaone 333 1=

Sales Price: I £230.00
Cost Price: I $200.00

Taxable: v

Preferred Yendor: I j
Categary: [Handphane

Subcategory: IEriCSDn

qulblﬂl-l-l—l("l Ok | Caﬂcell ﬂglosel

Data Fields

Name: The name or code that uniquely identify the item.

Active: Indicates whether the item is still active. Inactive items will not appear in the item selection list for
purchases and sales.

Type: The item’s type. There are nine different types of items supported by OneStep.

Type Use For

Assembly Items that are made up of other items.

Comment A message.

Inventory Product Products that you track as inventory.

Non-Inventory Product Products that you do not track as inventory.

Other Items that do not belong to other categories.

Percentage Items that are calculated in percentage term like percentage discounts, etc.
Service Services you charge for or services you purchase.

Subtotal Calculate the sum of all amounts before this item.

Tax Items for tax purposes. Like GST, VAT, etc.

Under the 'Item' tab:

Description: The description of the item. What you enter here would appear under the description column of the
sales or purchases form when you sell or purchase the items. You can have multiple lines of description however
the total length of the description must not be more than 255 characters.

Sales Price: The value to be displayed as the unit price of this item for sales.

Cost Price: The value to be displayed as the unit price of the item for purchases. If the item is an assembly, then

the cost price is the sum of the cost prices of all the items it is made up of. This value will also be used to compute
the Cost of Goods in the event that you sell an item whose quantity is zero or negative.
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Percentage: The percentage value when the item type is Percentage or Tax. If you are creating a percentage
discount, remember to set the percentage value to a negative value.

Taxable: To indicate whether this is a taxable item. A taxable item is included for tax calculation in a sales or
purchase.

Preferred Vendor: The preferred vendor for this item.
Under the 'Inventory' tab:

Cost Method: The method for computing cost of goods when the item is sold. OneStep supports Average Cost,
First In First Out (FIFO) and Last In First Out (LIFO) methods.

Min Qty: The minimum quantity of the item to be maintained.

Reorder Qty: The economic order quantity you should reorder once the minimum quantity has been reached.
Qty On Hand: The quantity of the item on hand.

Under the 'Account' tab:

Control Account: The inventory account in general ledger to which the item should be grouped. Applicable only
to inventory Product.

Balance: The total dollar amount of the item on hand. Applicable only to inventory product.
Posting Account (Sales): The posting account for sales.

Posting Account (Sales Return): The posting account for sales return.

Posting Account (Purchase): The posting account for purchase.

Under the 'Bill of Material' tab:

Part Name: The name of the item to be included as part of the assembly.

Part Description: The description of the item to be included as part of the assembly.
Qty: The quantity of the part needed to build one assembly item.

Under the 'Stock Card' tab:

This tab displays the stock queue information in the order of older to newer stock. batch
Qty: The quantity of the stock batch

COG: The cost of the stock batch.

COG/QTY: The unit price of each item in the stock batch.. Unit Price = COG/QTY.
Under the 'Custom Fields' tab:

Field 1 to Field 5: These are the fields that you can use to record additional data required for the item

7.2 Inventory Adjustment
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Sometimes you need to make changes to the on-hand quantities of inventory items for damages, loss or other
reasons. To record for this, you can use the inventory adjustment function in OneStep.

To work with inventory adjustments, select Item—>Inventory Adjustments from either the menu or the tool bar.

7.2.1 Inventory Adjustment List Form

Below describes the components pertaining to the Inventory Adjustment list form. Please refer to “Working with
OneStep, List Form” for components not described here.

/‘ Inventory Adjustments

-

|

I'”l /l » | Hl ey | Edit | Delete | Refresh | j'LQIose |

Data Fields

Date: The date of the inventory adjustment.
Adjustment No: The adjustment’s reference number.
Description: The description of the adjustment.

7.2.2 Inventory Adjustment Record Form

Below describes the components pertaining to the Inventory Adjustment record form. Please refer to “Working
with OneStep, Record Form” for components not described here.

~ Inventory Adjustment (=]

Adjustrment MNo: IINDDDDHDB
Date: |31f3f2003 v[

Description |Opening Balances
Adjustment Account: IRetained Eamings j
ltem Qty |Cost Of Goods | ﬂ
M| hp-n5110 30 §7.500.00
[
(2] | = | > | Hl + | —| (!l Others .. | Print | Ok | Cancel | ﬁglosel
Data Fields

Adjustment No: The reference number of the adjustment. If this field is left blank, OneStep will automatically
generate the next number for you.
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Date: The date of the adjustment.

Description: A description for the adjustment.

Adjustment Account: The general ledger account to which to offset the inventory account adjustments.
Item: The item to be adjusted.

Qty: The quantity of the item to be adjusted. Enter a positive value to increase the on hand quantity of the item
else enter a negative value to decrease the on-hand quantity of the item.

Cost of Goods: The dollar amount of the adjusted items. If you are increasing the on-hand quantity of the item,
you have to provide this value. If you are decreasing the on-hand quantity of the item, you can either leave the
field as zero dollar or fill in a value. If you leave it as zero dollar, OneStep will use the cost method of the item to
decrease its inventory amount. If you fill in a value , OneStep will use the provided amount to decrease its
inventory amount.

Command Buttons

Others—>Print Preview: Click this button to save the memo and preview the printout.

Others—>Select Report Form: Click this button to bring up the Select Report form dialog.

7.3 Build / Unbuild Assembly

You can build and unbuild assemblies using the Build/Unbuild assembly function in OneStep. To work with build/
unbuild assembly, select Item->Build/Unbuild Assemblies from either the menu or the tool bar.

7.3.1 Build/Unbuild Assembly List Form

Below describes the components pertaining to the Build/Unbuild Assembly list form. Please refer to “Working
with OneStep, List Form” for components not described here.

/¥ Build/Unbuild Assembly List ' 1Ol x|

Search: I Search By: IEluiId Mo vl Filter: I l
Date |Eluild Mo Iltem IDescription |;|

12/4/2003  BADOOD1O3 | hp-e385-653

1542003 [BAn000203

Build hp-e356-658
Build hy

hp-e358-688

|

I“l - | L | Hl Mew | Edit | Delete | Refresh | j'LQIose |

Data Fields

Date: The date of the build/unbuild.
Build No: The reference number of the build/unbuild.

Item: The item in the build/unbuild.
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Description: The description of the build/unbuild.

7.3.2 Build/Unbuild Assembly Record Form

Below describes the components pertaining to the Build/Unbuild Assembly record form. Please refer to “Working
with OneStep, Record Form” for components not described here.

¥ Build /Unbuild Assembly B 1Ol x|

Build Mo: IEIA-'DDDDHDB
Date: |1 20442003 'l

Description IEluiId hp-e355-688
ltem [p-e386-588 =l
Oty I 2
H|4|b|H|+|—|e| Olhers...l Cancel | j'LQIosel
Data Fields

Build No: The reference number of the build/unbuild. If this field is left blank, OneStep will automatically
generate the next number for you.

Date: The date of the build/unbuild.

Description: A description for the build/unbuild.

Item: The item to be built or unbuilt.

Qty: The quantity of the item to be built or unbuilt. Enter a positive value to build and a negative value to unbuild.

Command Buttons

Others—>Print Preview: Click this button to save the memo and preview the printout.

Others—>Select Report Form: Click this button to bring up the Select Report Form dialog.

7.4 Price Group

OneStep allows you to set up custom pricing by assigning customers to different price groups and defining
different sales prices for these price groups in the Sales Price Tables.

To work with price groups, select Item—>Price Groups from either the menu or the tool bar.

7.4.1 Price Group List Form

Below describes the components pertaining to the Price Group list form. Please refer to “Working with OneStep,
List Form” for components not described here.
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¥ Price Groups :5- — o=l
Search: I Search By: IName vl

Description

Most important customers

B Regular customers

=

Hl - | - | Hl e | Edit | Delete | Reftesh | j'LQIose |

Data Fields

Name: The name of the price group.

Description: The description of the price group.

7.4.2 Price Group Record Form

Below describes the components pertaining to the Price Group record form. Please refer to “Working with
OneStep, Record Form” for components not described here.

¥ price Group =lolx|
Marme: Il&
Description: Muost important customers =]

H|4|b|H|+|—|¢'| Ok | Caﬂcell ﬂglosel

Data Fields

Name: The name of the price group.

Description: The description of the price group.

7.5 Price Table

OneStep lets you to set up custom pricing for your customers through the use of price tables and price groups. You
can assign your customers to different price groups and define different volume-based pricing for these price
groups in the price tables. OneStep allows you to edit up to 3 price tables only.

To work with price tables, select Item—>Price Tables from either the menu or the tool bar.

7.5.1 Price Table List Form

Below describes the components pertaining to the Price Table list form. Please refer to “Working with OneStep,
List Form” for components not described here.
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¥ sales Price Table List

Search: || Search By: IName vl

Data Fields

Description

March to June 2003

July to Sept 2003

Edit |

|

Refresh | j'LQIosel

Name: The name of the price table.

Description: The description of the price table.

7.5.2 Price Table Record Form

Below describes the components pertaining to the Price Table record form. Please refer to “Working with

OneStep, Record Form” for components not described here.

¥ Price Table — 18] x|
Mame: IA
Description:  ufarch to June 2003
Search: I Filter: IDefauIt IV;
ltem |F'rice Graup Sales Price |Min Qty |F'rice | ﬂ
| hp-e368 A, $230.00 1 §225.00
_|hp-e383 A, $230.00 20 $220.00
_|hp-e385 B $230.00 1 $228.00
_|hp-e385 B $230.00 20 $225.00
_|hp-eB85 A, $210.00 1 $205.00
_|hp-eB85 A, $210.00 20 $200.00
| |hp-eB58 B $210.00 1 $208.00 =

Selection Bar

| | » | »

Data Fields

chers...l Print | Befreshl Ok | Cancel | ﬂglosel

Name: The name of the price table.

Description: The description of the price table

Item: The name of the item.

Price Group: The name of the price group.

Sales Price: The sales price of the item. OneStep will automatically fill in the field with the sales price from the

item record once you complete the Item field.

Min Qty: The minimum purchase quantity required to qualify for the custom price.
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Price: The custom item’s price

Selection Bar

Search: Type in the first few character of the product that you want to locate and OneStep will locate the record for
you.

Filter: Click here to call up a filter form for you to restrict the records that appear. Please see “Working with
OneStep, Filter Form” for more information.

Command Buttons
Print: Click this button to print the price table.
Print Preview: Click this button to preview the printing of the price table.

Refresh: Click this button to refresh the data of the price table.
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8 General Ledger

The general ledger functions let you set up your general ledger accounts, enter general journal entries as well as
perform reconciliations for bank accounts.

8.1 General Journal

When you need to record transactions that are not supported by any other documents in OneStep, you can use the
general journal.

To work with general journal entries, select GL-General Journal from either the menu or the tool bar.

8.1.1 General Journal Entry List Form

Below describes the components pertaining to the General Journal Entry list form. Please refer to “Working with
OneStep, List Form” for components not described here.

o
/™ General Journal

-

|

IS | /l > | Hl Mew | Edit | Delete | Reftash | j'LQIose |

Data Fields

Date: The date of the journal entry.
GJ No: The journal entry’s reference number.

Description: The description of the journal entry.

8.1.2 General Journal Entry Record Form

Below describes the components pertaining to the General Journal Entry record form. Please refer to “Working
with OneStep, Record Form” for components not described here.
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 General Journal Entry 18] x|

GJ Mo: |mean1m3
Date: |31f3f2003 v[

Description IOpening Balances Set All |

Account Type |Account |Descripti0n Dehit |Credit |Tax |Tax Type |TaxahIeT0taI| -l
P General Ledger | Office Equipment (Cost) Opening Balances $20,000.00
_|General Ledger | Ofiice Equipment {(Accu. Opening Balances §10,000.00
_|General Ledger | Cash On Hand Opening Balances $3,000.00 _I
_|General Ledger ABC Bank Opening Balances $90,000.00
_|General Ledger | GST Receivable Opening Balances §1,000.00
| |General Ledger GST Payable Opening Balances $2,000.00
=
Tatal Debit: §141,000.00 Tatal Credit: $141,000.00

r/l = | - | > | + | —| ("l Others ... | Print | Ok | Cancel | ﬁglosel

Data Fields

GJ No: The reference number of the journal entry. If this field is left blank, OneStep will automatically generate
the next number for you.

Date: The date of the journal entry.

Description: The description of the journal entry.

Account Type: The type of account.

Account: The name of the account.

Description (Line): The description of the entry line.

Debit: The debit amount.

Credit: The credit amount.

If the general ledger account is a tax account, OneStep allows you to track the tax detail using the Tax, Tax Type
and Taxable Total fields. It is important that you edit these fields accordingly if you want OneStep to track for
you all your taxable purchases and sales.

Tax: The associated tax item.

Tax Type: Either Sales or Purchase.

Taxable Total: The taxable total from which the tax amount is based.

Command Buttons

Set All: Click this button to set all the lines’ descriptions to be the same as the journal entry’s description.

Ok: Click this button to save the general journal entry. OneStep will make sure that the sum of the debit amounts
equals to the sum of the credit amounts before you are allowed to save the entry.

Others—>Print Preview: Click this button to save the memo and preview the printout.

Others—>Select Report Form: Click this button to bring up the Select Report Form dialog.

General Ledger 101



8.2 General Ledger Account
In OneStep, you manage your general ledger account using the general ledger functions.

To work with general ledger accounts, select GL->General Ledger from either the menu or the tool bar.

8.2.1 General Account List Form

Below describes the components pertaining to the General Account list form. Please refer to “Working with
OneStep, List Form” for components not described here.

M General Ledger =1al=|
Search: I— Search By: Im
Marne Balance ﬂ
|4 Assets $147,628.28
|| Fixed Assets $10,000.00
L Office Equipment $10,000.00
Office Equipment (Cost) $20,000.00
: Office Eguipment {Accu. Deprn) -$10,000.00
Funiture & Fittings $0.00
| Funiture & Fittings (Cost) $0.00
L Funiture & Fittings (Accu. Deprn) $0.00
Current Assets $137,628.28
L Cash On Hand $3.924.00 LI

r/l = | > | Hl Brint Journall Mew | Edit | Delete Refresh | j'LQIose |

8.2.2 Data Fields

Name: The name of the account or account group.

Balance: The balance amount of the account or account group.

Command Buttons

Print Account Journal: Click this button to bring up Print Account Journal window for printing of general ledger
account journal.

8.2.3 General Account Record Form

Below describes the components pertaining to the General Account record form. Please refer to “Working with
OneStep, Record Form” for components not described here.
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) General Ledger Account

S [=]

Name I :IA MNarne: IAEIC Bank
L Funiture & Fittings (Accu. Depl
Current Assets Description: I
L Cash On Hand
» ABC Bank Is Group? ‘ ) ¥es o ‘
Trade Debtors
B Sub-A t of: Current Assets -
| GST Receivable Moo | [
|| Imventory - Pasitian: 2=
Liabilities
| | Trade Creditors Tt IElank j
| | GSTPayable
|_|Equity
Share Capital Balance: $99 059.52
Retained Earmings LI
qulblnl-l-l—l('l Ok | Caﬂcell ﬂglosel

Account List

On the left-hand side of the form is a list showing all the general accounts. As an alternative to the navigator at the
bottom of the form, you can use the list to move from record to record.

Data Fields

Name: The name of the general ledger account.

Description: The description of the account.

Is Group: Select ‘Yes’, if you are creating an account group.

Sub-Account Of: Set this field to the account group under which you want to group this account.

Position: The position of this account under its account group. The position for the account will affect the order in
which the account appears in the account list under the account group among the other accounts under the same

group.

Type: This field represents the account type for the account. Normally, you do not need to set the field because it
is filled automatically according to the account group the account belongs to. However in the case where you want
to change it to other account type (e.g. to define an account receivable account), you can change this field to use the

appropriate type.

Below is a list of the available account types and their uses.

Type Used For

Asset Accounts under the Assets heading of a balance sheet. Usually used for keeping
track of the assets owned by the company.

Liability Accounts under the Liabilities heading of a balance sheet. Usually used for keeping
track of the debts and obligations the company.

Equity Accounts under the Equity heading of a balance sheet. Usually used for keeping
track of the owners’ claim of the assets of the company. It is the difference between
the company’s liabilities and assets

Income Accounts under the Income heading of a profit and loss statement. Usually used for
keeping track of the company’s earnings

Cost of Sales Accounts under the Cost of Sales heading of a profit and loss statement. Usually

used for keeping track of the cost of goods sold to produce sales.
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Expense Accounts under the Expenses heading of a profit and loss statement. Usually used
for keeping track of the operating expenses.

Other Income Accounts under the Other Incomes heading of a profit and loss statement. Usually
used for keeping track of revenues earned from non-operating transaction.

Other Expense Accounts under the Other Expenses heading of a profit and loss statement. Usually
used for keeping track of expenses incurred from non-operating transactions.

Account Receivable Control accounts for customers
Account Payable Control accounts for vendors
Inventory Control accounts for inventory items.

Bank Bank accounts of the company. Similar to asset accounts except OneStep provides
with a function for you to reconcile the transaction records of these accounts with
the records you obtained from the banks.

8.3 Reconciliation

OneStep allows you to reconcile your banks’ statements with the records in OneStep.
To reconcile your bank account’s records, select GL->Reconciliation from either the menu or the tool bar.

Below describes the components on the Reconciliation form.

/¥ Reconciliation - 10l =|

Bank Name: |ABC Bank - Opening Balance: $90,000.00
Ending Balance: I $99 569 52

Date |Remark |Receipt |F'ayment |C|r | N
3442003 Cheqgue WB123234 §1,955.00 Vv
3/4/2003 Cheque CE1231231 $462.00 v
8/4/2003 Chegque ABC123121 $2,197.13 W
9/4/2003  Cheque ABC123125 §131250
10/4/2003 Chegue 566555 $2.840.00
10/4/2003  Chegque SF1232211 §4 837 .87 v
12/4/2003  Chegue 566556 §2123572 &
P|12/4/2003  Chegue PE100222 $30,000.00
15/4/2003  Cheque 566558 §500.00 0
=
Arnount Cleared: $9,565.52
Select All Unselect All )
Difference $0.00
Refresh | Qe | Cancel |
Data Fields

Bank Name: The name of your bank account.

Opening Balance: The sum of all previously cleared entries. OneStep will automatically compute this amount.
Ending Balance: Enter the ending balance shown on your bank statement here.

Amount Cleared: The sum of all entries cleared in this reconciliation.

Difference: Equals to Ending Balance — (Opening Balance + Amount Cleared). When the difference is 0.00, you
have reconciled the account.

Date: Date of the receipt or payment.
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Remark: A remark of the receipt or payment. Usually shows the payment method and the payment reference
number.

Receipt: The amount received.
Payment: The amount paid.

Clr: Click here to reconcile (a.k.a. clear) the receipt or payment.

Command Buttons

Select All: Click this button to check (a.k.a. clear) all the entries in the list.
Unselect All: Click this button to uncheck all the entries in the list.
Refresh: Click this button to reload the data.

Ok: Click this button to save the reconciliation. You can only save the reconciliation when the Difference field is
equal to $0.00.

Cancel: Click this button to cancel the changes and close the form.
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9 Reports

Below describes the various types of reports available in OneStep.

9.1 Trial Balance

A trial balance is a list of general ledger accounts and their balances at a given time.

To view the trial balance, select Report->Trial Balance from either the menu or the tool bar and click on the
Compute button of the Trial Balance window.

Below describes the selection fields and the command buttons on the Trial Balance window.

¥ Trial Balance =1ox]
As Of: ICustom vl Date: |15f4f2003 vl
Debit Credit -~
Assets
Fixed Assets
Office Equipment
Office Eguipment (Cost) $20,000.00
Office Equipment (Accu. Deprn) $10,000.00
Furniture & Fittings
Furniture & Fittings (Cost) $0.00
Furniture & Fittings (Accu. Deprn) $0.00
Current Assets
Cash On Hand $3.924.00
ABC Bank §97 70037
Trade Debtors $10,717.88
GST Receivable $2.791.13
Inventory $30,600.00
Liabilities
Trade Creditors $11,896.50
GST Payable §2.762.13
Equity
Share Capital $50,000.00
Retained Earnings $67 500.00 hd
Brint Preview | Cormpute i'LQIose

Selection Fields

As Of: This field lets you select the ‘As Of” date for the trial balance from a set of pre-defined dates.

Date: The actual ‘As Of” date for the trial balance. You can set this field to any date you want to have a snapshot
of your general ledger accounts balances.

Command Buttons

Print: Click this button to print the report.

Preview: Click this button to preview the printing of the report.
Compute: Click this button to compute the report.

Close: Click this button to close the form.
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9.2 Profit and Loss Statement

The profit and loss statement shows you whether your company is making a profit or not over a specific period of
time.

To view the profit and loss statement, select Report=>Profit & Loss from either the menu or the tool bar and click
on the Compute button of the Profit and Loss Statement window.

Below describes the selection fields and the command buttons on the Profit and Loss Statement window.

/‘ Profit and Loss Statement =8 ll

First Calurn: ICustom vl From: I1f1a"2003 vl Ta: |15f4f2003 vl
Second Column I% of Incarme vl

1/1/2003 to 15/4/2003 % of Income -
income
Sales §47 355.00 103.94%
Sales Discount -8 79713 -3.94%
Total Income $45 597 87 100.00%
Cost Of Sales
Cost of Goods Sold $28 055.00 B1.63%
Purchase Discount -51 94925 -4 27 %
Total Cost Of Sales $26,105.72 o7.25%
Gross Profit $19.452.15 42.75%
Expenses
Depreciation $0.00 0.00%
Medical $150.00 0.33%
Phone & Fax §700.00 1.54%
Rental $3 500.00 7.90%
Transports $350.00 0.77%
Utilities 1 500 00 3 29%, h
PBrint Preview | Compute ﬁglose

Selection Fields

First Column: This field lets you select a specific period for the generation of the profit and loss statement from a
set of pre-defined periods.

From Date: This field lets you specify the starting date of a specific period for the generation of the profit and loss
statement.

To Date: This field lets you specify the ending date of a specific period for the generation of the profit and loss
statement.

Second Column: This field lets you select the data to be displayed on the second column of the profit and loss
statement, usually serve as a comparison to the first column.

Command Buttons

Print: Click this button to print the report.

Preview: Click this button to preview the printing of the report.
Compute: Click this button to compute the report.

Close: Click this button to close the form.
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9.3 Balance Sheet

Balance Sheet is a statement that summarizes the financial position of a business. It shows the value of the
business’ assets, liabilities, and equity as of a date.

To view the balance sheet statement, select Report->Balance Sheet from either the menu or the tool bar and click
on the Compute button of the Balance Sheet window.

Below describes the selection fields and the command buttons on the Balance Sheet window.

* Balance Sheet iy
P

First Colurn: ICustom vl As OF |15,":1f2003 vl
Second Column INone vl As Of I vl

As of 15/4/2003 -
Assets
Fixed Assets
Office Equipment
Office Equipment {Cost) $20,000.00
Office Equipment {Accu. Deprn) -$10,000.00
Total Office Equipment $10,000.00
Furniture & Fittings
Furniture & Fittings (Cost) $0.00
Furniture & Fittings (Accu. Deprn) $0.00
Total Furniture & Fittings $0.00
Total Fixed Assets $10,000.00
Current Assets
Cash On Hand $3.924.00
ABC Bank §97 70037
Trade Debtors $10.717.88
GST Receivable $2791.13 _ILI
L »
Erint Preview | Compute j-'Lglose |

Selection Fields

First Column: This field lets you select the ‘As Of” date for the first column of the balance sheet from a set of pre-
defined dates.

Second Column: This field lets you select the ‘As Of” date for the second column of the balance sheet from a set
of pre-defined dates.

As Of: The actual ‘As Of” date for first and second column of the balance sheet.

Command Buttons

Print: Click this button to print the report.
Preview: Click this button to preview the printing of the report.
Compute: Click this button to compute the report.

Close: Click this button to close the form.

9.4 Taxable Journal
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The taxable journal lists all the sales and purchases tax over a period of time you specify. It also shows you the

taxable total and the tax total for the period.

To view the taxable journal, select Report->Taxable Journal from either the menu or the tool bar and click on the

Refresh button of the Taxable Journal window after specifying the required date range..

Below describes the components on the Taxable Journal window.

/¥ Taxable Journal

From: 142008 ~|  To [1542003  +| Tax  [GST | Type:

=Tk

ISaIes vl

Src Ref Description ﬂ
SIA00031/03 Sales Invoice - Bonka Pte Ltd $4 750.00 ]
[ 50000103 Cash Sales - Bryan §440.00 §22.00
ol SI0003203 Sales Invoice - Genplus Pte Ltd $3.350.00 $167 .50
[ 500002403 Cash Sales - Wendy $830.00 §44.00
Sl SI0003303 Sales Invoice - Apex Pte Ltd $4 B57 50 §232.88
Ch 0000103 Cradit Memo - Bonka Pte Ltd -§1,035.00 -$51.75
Ch ChD0002/03 Cradit Memo - Apex Pte Ltd -§1,050.00 -$52.50
=
Taxable Total:  §11,992.50 Tax Total:  $599.63
L S B R e Cthers ... Erint

Selection Fields

Dates: This field lets you select the date range of the transactions that you are interested in.

From Date: The starting date of the date range.
To Date: The ending date of the date range.
Tax: The tax item you are interested in.

Type: The tax type, either Sales or Purchase.

Data Fields

Date: The date of the transaction.

Source: The source document’s type of the transaction.
Ref: The source document’s reference number.
Description: The description of the transaction.
Taxable: The taxable amount.

Tax: The taxed amount.

Summary

Taxable Total: The sum of all the taxable amounts.

Tax Total: The sum of all the taxed amounts.
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Command Buttons

Print: Click this button to print the journal.
Preview: Click this button to preview the printing of the journal.
Refresh: Click this button to re-fetch the data.

Close: Click this button to close the form.

9.5 Transactions Log

This report shows you the transactions recorded by OneStep.

To view the transactions log, select Report->Transactions from either the menu or the tool bar and click on the
Refresh button of the Transactions Log window after specifying the required date range...

Below describes the components on the Transactions window.

¥ Transactions -3l x|
Dates: |Custom =] From: ft2m03 o] T [1sM200s ¢ Show Currert Only: @
Transactions:
Yer|Status  |Last Modified
] 3| 1|Current 3 11:08:08 3 0 rchase In ] ifox Pte Ltd

34452003 4 3 Current  |BA5£2003 3:06:43 PM Sales Invoice 510003103 Sales Invoice - Bonka Pte Ltd
| |3/4/2003 9 2 Current |8/45£2003 12:14:17 AM  Cash Sales C5/0000102 Cash Sales - Bryan
|_|3/4/2003 12 2 Current  8/5/2003 3:36:56 AW Debit Merma ChA0132 Debit Memo - Califox Pte Ltd
| |3/4/2003 160 1 Current  8/5/2003 2:48:20 PM  Cash Receipt REAO0010Z Cash Receipt - Apex Pte Ltd
<1 | LlJ

Details:

Account ZSub Account Description |Debit |Credit |Remar\ﬂ
: Trade Creditors Califox Pte Ltd Purchase Invoice - Califox Pte Ltd $25 67280
|_|Inventary hp-e685 Purchase Invoice - Califox Pte Ltd $5,000.00
|_|Inventary hp-ng110 Purchase Invoice - Califox Pte Ltd $6,450.00
|_|Inventory hp-e355 Purchase Invoice - Califox Pte Ltd §10,000.00
a G5T Receivable Purchase Invoice - Califox Pte Ltd $1.222.80
<1 | LlJ

Ll (Rl [ [ Others .. Brint fLQIose |

Selection Fields

Dates: This field lets you select the relevant range of dates for the transactions that you are interested in.
From Date: The starting date of the date range.

To Date: The ending date of the date range.

Show Current Only: Check this to see only the current transactions.

Transactions

This is a list of transactions that have taken place in the period you specified. To view the source document of a
transaction, double click on the transaction itself or right click on the transaction and select the Source Document
command.

Date: The date of the transaction.
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Id: The transaction’s id number. Each transaction has a unique id number.

Ver: The transaction’s version number. Every time a transaction is updated, its version number will be
incremented.

Status: Indicates whether the transaction is a current, previous or deleted record.
Last Modified: The date when the transaction is updated.

Source Type: The type of the source document of this transaction.

Source Ref: The reference number of the source document of this transaction.
Description: The description of the transaction.

User Id: The user id of the user who perform this transaction.

Details

This shows you the details of the transaction highlighted in the transaction list.
Account: The name of a general ledger account.

Sub Account: The name of a customer, vendor, or item account. Applies only when the value of the Account field
is a control account.

Debit: The debit amount.

Credit: The credit amount.

Description: The description of the transaction detail.

Remark: Some remarks of the entry. For example, the cheque number of a payment, etc.

Command Buttons

Others—> Print Preview: Click this button to preview the printout.

Others—>Select Report Form: Click this button to bring up the Select Report Form dialog.
Print: Click this button to print the transactions.

Refresh: Click this button to refresh the data.

Close: Click this button to close the form.

9.6 Account Receivable Aging Report

This report shows you who are the customers that owe you money and how long they have owed it to you.

To view the account receivable aging report, select Report-> AR Aging from either the menu or the tool bar and
click on the Refresh button of the AR Aging Report window.

Below describes the selection fields and command buttons on the Account Receivable Aging Report form.
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¥ AR Aging i - 18] x|

Ag of: |1 5/4/2003 - l

Summary

Customer B1-90 days |[= 90 days -
2 Apex Pte Ltd §3,767 .86 $0.00 §3,757 88
Genplus Pte Ltd $3,517.50 $0.00 $0.00 $0.000  $3.517.50
Total $7,305.38 $0.00 $0.00 $0.00  $7,305.38
=
Details & [0-30 " 31-60  61-90 =90 Al
Date Due Date | Customer Source Ref |T0ta| |Am0unt Due IDayS |ﬂ
P|7/4/2003 74572003 Apex Pte Ltd = 210003303 $4,890.38  $4,890.35 &
| |9/4/2003 Apex Pte Ltd Chd Ch100002/03 -$1,10250 -§1,102.60 B
=
Print Preview j'LQIose |

Selection Fields

As Of: The reference date on which the aging report is computed.

Summary

The summary shows you who are the customers that owe you money and how long they have owed it to you.
Customer: The name of the customer.

0 — 30 days: The amount this customer still owes you after 0 to 30 days has/have elapsed.

31 - 60 days: The amount this customer still owes you after 31 to 60 days have elapsed.

61 — 90 days: The amount this customer still owes you after 61 to 90 days have elapsed.

90 days: The amount this customer still owes you after more than 90 days have elapsed.

All: The total amount this customer owes you.

Details

The shows you a list of outstanding invoices of a particular customer divided into different aging periods. To view
the invoice document, double click on the invoice itself or right click on the invoice and select the Source
Document command.

Date: The date of the source document.

Due Date: The invoice’s due date. Applicable only when the source document is an invoice.

Customer: The name of the customer.

Source: The type of source document. This can be an invoice or a credit memo.

Ref: The reference number of the source document.

Total: The total amount involved.

Amount Due: The amount still outstanding.
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Days: The number of days has elapsed starting from the source document’s date.

Command Buttons

Print->Summary: Click this button to print the summary report.

Print->Details: Click this button to print the detailed report.

Preview—>Summary: Click this button to preview the printing of the summary report.
Preview—>Details: Click this button to preview the printing of the detailed report.
Refresh: Click this button to regenerate the report.

Close: Click this button to close the form.

9.7 Account Payable Aging Report

This report shows you which vendors you owe money to and how long you have owed it to them.

To view the account payable aging report, select Report-> AP Aging from either the menu or the tool bar and click
on the Refresh button of the AP Aging Report window.

Below describes the components on the “Account Payable Aging Report” form.

A ap Aging =101 x|
Ag of |15f4f2003 vl
Sumrmary
“endor - 31 - 60 days 61 - 90 days |= 90 days =
4 Allisan Pte Ltd 0 $0.00 %4 336.50
Total $4,336.5 $0.00 $0.00 $0.00  $4,336.50
=
Dietails 030 " 31-60  51-50 =00 Al
Date Due Date  |WendMName Source Ref |T0ta| |Am0unt Due |Days Iﬂ
#|10/4/2003  10/5/2003 | Allison Pte Ltd P INY0E22 209280 §5,092.50 5
120472003 Allizon Pte Ltd ]} CHOZ10 -$756.00 -§756.00 3
|

Brint Preview

j'LQIose |

Selection Fields

As Of: The reference date on which the aging report is computed.

Summary

The summary shows you which vendor you owe money to and how long you have owed it to them.
Vendor: The name of the vendor.

0 — 30 days: The amount you still owe this vendor after 0 to 30 days has/have elapsed.

31 - 60 days: The amount you still owe this vendor after 31 to 60 days have elapsed.

Reports 113



61 — 90 days: The amount you still owe this vendor after 61 to 90 days have elapsed.
90 days: The amount you still owe this vendor after more than 90 days have elapsed.
All: The total amount you owe this vendor.

Details

The shows you a list of outstanding invoices of a particular vendor divided into different aging periods. To view
the invoice document, double click on the invoice itself or right click on the invoice and select the Source
Document command.

Date: The date of the source document.

Due Date: The invoice’s due date. Applicable only when the source document is an invoice.

Vendor: The name of the vendor.

Source: The type of source document. This can be an invoice or a debit memo.

Ref: The reference number of the source document.

Total: The total amount involved.

Command Buttons

Print->Summary: Click this button to print the summary report.

Print—> Details: Click this button to print the detailed report.

Preview—>Summary: Click this button to preview the printing of the summary report.
Preview—> Details: Click this button to preview the printing of the detailed report.
Refresh: Click this button to regenerate the report.

Close: Click this button to close the form.

9.8 Report Explorer

Report Explorer is powerful reporting tool that lets you design your own reports based on the data stored in
OneStep. As you are able to access almost all the business transaction data OneStep has captured for you, you
would be able to design all kind of management reports you may want. OneStep has already predefined 130+
reports in Report Explorer which you can use immediately.

To access the Report Explore, select Report—=>Report Explore from either the menu or the tool bar

Below describes the various component on the Report Explorer window.
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' Report Explorer =]
File Wiew Help
e 0O &l X
Al Folders Contents of SalesiSales Invoice
=43 All Folders Name [z > a) | Size | Tupe
(3 Cash Sales Invoices (Open) 21KE  Report
~( General Ledger Sales Invoices [Detall, Order By Date) 22KB  Report
~(3 ltem Sales Invoice Analysis By ltem Sub-Category [Summary, Order By Sub-Cateq... 16KE  Report
- Puchase Sales Invoice Analysis By ltem Sub-Category [Summary, Order By Profit] 16KE  Report
Sales Invoice Analysis By ltem Category [Summary, Order By Profit) 15KE  Report
Sales Invoice Analysis By ltem Category [Summary, Order By Category] 14KE  Report
Sales Invoice Analysis By ltem Category [Detail, Order By Profit] 21KB  Report
Sales Invoice Analysis By ltem Category [Detail, Order By ltem] 20KE  Report
5 . TE ' |temn By Customer [Sumnmary, Order By Profit] 21KE Report
Sales Invoice Analysis By ltem By Customer [Summary, Order By Customer) 21KB  Report
Sales Invoice Analysis By ltem [Summary, Order By Profit) 17KE  Report
----- @ Fecycle Bin Sales Invoice Analysis By ltem [Summary, Order By Item) 16KE  Report
Sales Invoice Analysiz By ltem [Detail, Order By Date) 21KE Report
Sales Invoice Analysis By Date [Summary, Order By Date] 22KB  Report
Sales Imvoice Analysiz By Custarmer [Summary, Order By Toatal) 15KB  Report
Sales Invoice Analysis By Custamer [Summary, Order By Profit] 15KE  Report
Sales Invoice Analysiz By Custamer [Summarny, Order By Customer) 15KB  Report
Sales Invoice Analysis By Customer [Detail, QOrder By Date) 18KE  Report
«| i
|1 itemis) selected Z1KE v
Buttons on the tool bar.
Button Icon Description
Up One Level When a folder is selected, use this button to select the parent folder.
New Folder cF Creates a new folder within the currently selected folder.
New Report 0O Creates a new report and displays the report designer.
Print E Prints the currently selected report.
Print Preview [d Opens the currently selected report and displays it in the print preview
window.
Delete > Sends the currently selected item or items to the recycle bin. If the items are
already in the recycle bin, deletes them.
List s Sets the list to display in columns and show the item name only.
Details Shows one item per row, lists meta data about items: item type, item size

and date last modified.

To print or preview a report: Select the report on the right pane and click on the print or preview button on the

tool bar.

To Edit the Report Layout: Double click on the report which you want to edit on the right pane.
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10 Administration

10.1 Company

OneStep lets you set up your company information using the company function in OneStep. To work with the
company inform, select Admin=>Company from either the menu or the tool bar

Below describes the data fields and the command buttons on the Company record form.

¥ Company i ] |
Marme: |AEIC Pte Ltd
Address: 33 River Walk =]
5(23423)
E
ST 33 River Walk =]
5(23423)
Copy = |
=
Tax Reg No: [M2-1234567-1
Ok | Cancel | ﬁglose |
Data Fields

Name: Your Company’s name.

Address: Your Company’s address.

Ship To: The address where you want your vendor to ship the goods you purchased to.
Tax Reg No: Your Company’s tax registration or ID number.

Command Buttons

Please refer to "Working with OneStep, Record Form'.

10.2 Employee

OneStep lets you set up your employee information using the employee function in OneStep. To work with the
employee inform, select Admin—>Employees from either the menu or the tool bar

10.2.1 Employee List Form

Below describes the components pertaining to the Employee list form. Please refer to “Working with OneStep,
List Form” for components not described here.
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A Employees

[

Wendy 1231232

il

Hl - | » | Hl Mew | Edit | Delete Refresh j'LQIose |

Data Fields

Name: The name of the employee.
Initial: The initial of the employee.
Phone: The employee’s phone number.

10.2.2 Employee Record Form

Below describes the components pertaining to the Employee record form. Please refer to “Working with OneStep,
Record Form” for components not described here.

A Employee I =10 x|
Narme: IJanet
Initial: IJanet
Phone: 1231231
Active: v

H|4|b|H|+|—|("| Ok | Caﬂcell ﬂglosel

Data Fields

Name: The name of your employee.
Initial: A short name for this employee.
Phone: The phone number for this employee.

Active: Check this if you want this employee to appear in the sales representative selection.

10.3 Terms

You can set up credit terms information using the Terms function in OneStep. To work with credit terms, select
Admin—>Terms from either the menu or the tool bar.

Administration 117



10.3.1 Terms List Form

Below describes the components pertaining to the Terms list form. Please refer to “Working with OneStep, List
Form” for components not described here.

A Terms

F”l /l > | Hl Tenw | Edit | Delete | Refresh | j'LQIose |

Data Fields

Name: The name of the credit terms.
Description: The description of the credit terms.

10.3.2 Terms Record Form

Below describes the components pertaining to the Terms record form. Please refer to “Working with OneStep,
Record Form” for components not described here.

=10l ]

Marme: |B% 10 net 30

Description: 3% discount if customer pays within 10 =
days, net amt due in 30 days
[

Type: IDue in nurmber of days j

Discount % I 3.00
Discount in I 10 :l days
Met due in I 30 :l days

r/|/|>|H|+|—|('| Ok | Caﬂcell ﬂglosel

Data Fields

Name: The name of the payment terms.
Description: The description of the payment terms.

Type: The type of payment terms. OneStep supports four different types of payment terms.

Type Used For
Cash On Delivery Payment is collected immediately upon delivery.
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Due in number of days Payment is due in number of days specified.
Due on day of month Payment is due on a specific date of this month.

Due on day of next month | Payment is due on a specific date of next month.

Discount %: The percentage discount the debtor gets if he settle the payment before the discount date.
Discount In: The number of days by which payment must be received to qualify for the discount
Discount By: The date of the month by which payment must be received to qualify for the discount
Net Due In: The number of day in which the payment is due.

Due On The: The date on which the payment is due.

10.4 Payment Method

You can set up payment method information using the payment methods function in OneStep. To work with
payment method, select Admin—>Payment Methods from either the menu or the tool bar.

10.4.1 Payment Method List Form

Below describes the components pertaining to the Payment Method list form. Please refer to “Working with
OneStep, List Form” for components not described here.

# pPayment Methods -0 x
P

Search: I Search By: IName vl

||

I"’l "'l > | Hl Mew | Edit | Delete | Refresh | j'LQIose |

Data Fields

Name: The name of the payment method.
Description: The description of the payment method.

10.4.2 Payment Method Record Form

Below describes the components pertaining to the Payment Method record form. Please refer to “Working with
OneStep, Record Form” for components not described here.
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¥ Payment Method - 18] x|

Mame: ICash

Description: Pay by Cash =]
E

Default Posting Account: ICaSh On Hand j

r/l/lhlwl-l-l—l('l Ok | Caﬂcellﬂglosel

Data Fields

Name: The name of the payment method.
Description: The description of the payment method.

Default Posting Account: The default posting account for this payment method.

10.5 User (Available In Professional Edition Only)

The user and user group functions in OneStep enables you to control the user access to all the functions in OneStep.
To set up a user account in OneStep, select Admin—>Users from either the menu or tool bar.

10.5.1 User List Form

Below describes the components pertaining to the User list form. Please refer to “Working with OneStep, List
Form” for components not described here.

-

Super User

wendy Wendy

||

) | /l > | Hl Temy | Edit I Delete | Refresh | j'LQIose |

Data Fields

User Id: The user id of the user.

Name: The name of the user.

10.5.2 User Record Form

Below describes the components pertaining to the User record form. Please refer to “Working with OneStep,
Record Form” for components not described here.
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I (=13

User Id: Ijanet Active I~

Mame: IJanet
Super User: [~
Remark: | ;I
|
Assign ta Groups |Additi0nal Rightsl F'asswordl
Groups Available: Groups User Assigned To:
j Sales
B
B
=
r/l—’lhlbll-l-l—l('l Ok Caﬂcell ﬂglosel

Data Fields

User Id: The user id of the user. When a user login to OneStep, he needs to enter the user id as well as the
password.

Name: The name of the user.

Super User: Check this field if this is a super user. A super user in OneStep has the rights to perform any function
and access any data in the system.

Active: When a user is inactive, he will be prohibited to login and to access any functions in OneStep.
Remark: Some comments on the user.
Under the 'Assign to Group' tab:

OneStep uses the concept of user group to assign access rights to a group of user. When you assign a user to a
particular group, the user will be given all the access rights given to this particular group.

Groups Available: A list of the user groups available.

Groups User Assigned To: A list of user groups to which the user has been assigned.

Under the 'Additional Rights' tab:

You can use this tab page to add access rights to a user on top of assigning him to a user group.
Item: A list of items whose access is controlled by OneStep.

Right: A list of access rights associated with the item selected in the item list. Check the checkbox against the
right to grant the user group the right to the associated function.

Under the 'Password' tab:
The tab page allows you to set or change the password of a particular user.
Password: Set the user password here.

Verify Password: Enter the user password again here to confirm the password set in the password field.
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Command Buttons

Under the 'Additional Rights' tab
Clear All: To uncheck all the rights in the list.

Select All: To check all the rights in the list.

10.6 User Group (Available In Professional Edition Only)

OneStep allows you to assign access rights to a group of user using the user group. To work with user group, select
Admin—>User Group from the menu or the tool bar.

10.6.1 User Group List Form

Below describes the components pertaining to the User Group list form. Please refer to “Working with OneStep,
List Form” for components not described here.

M User Groups -3l x|

Search: I Search By: IName vl

MNarme ﬂ
4

il

F”l <l | » | Hl e | Edit | Delete Refresh | j'LQIose |

Data Fields

Name: The name of the user group.

10.6.2 User Group Record Form

Below describes the components pertaining to the User Group record form. Please refer to “Working with
OneStep, Record Form” for components not described here.
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¥ User Group

I [=] 3

Marne: ISa|eS
Description: il
=l

Right

[mErT
Balance Sheet
Build/Unbuild Assembly
Cash Disbursement
Cash Purchase 4|

Clear Al | Select il |

r/l/lhlbll-l-l—l('l Ok | Caﬂcellﬂglosel

Date Fields

Name: The name of the user group.

Description: The description of the user group.

Item: A list of items whose access is controlled by OneStep.

Right: A list of access rights associated with the item selected in the item list. Check the checkbox against the

right to grant the user group the right to the associated function.

Command Buttons

Clear All: To uncheck all the rights in the list.

Select All: To check all the rights in the list.

10.7 Preference

There are a number of system preferences that you need to set up before starting out with OneStep. To set up these
parameters, select Administration>Preference from the menu bar. The Preferences function also lets you set up
values that are frequently used so that these values would appear as the default values wherever they are needed.

Below describes the data fields and the command buttons on the Preference form.

 Preferences

| Fregquently Used Yalues |

General | Posting Accounts |

Use Audit Trail:

Allow Inventory To Go Megative:

Sales Price Table:

=10l

Ok | Cancel | ﬁglosel

Administration 123



Data Fields

Under the 'System / General' tab:
Use Audit Trail: Check this if you want OneStep to keep track of the changes made to a transaction.

Allow Inventory To Go Negative: Check this if you want OneStep to allow the quantity value of an item to go
negative.

Sales Price Table: This field lets you set the sales price table to use for customized pricing.

Under the 'System / Posting Account' tab:

Retained Earnings Account: The general ledger account designated as the retained earnings account.
Under the 'Frequently Used Values / General' tab:

Payment Method: The payment method that is frequently used.

Early Payment Discount Account for Sales: The general ledger account to which the discount for early payment
for sales is posted.

Early Payment Discount Account for Purchase: The general ledger account to which the discount for early
payment for purchase is posted.

Under the 'Frequently Used Values / Item' tab:

Sales Account: The general ledger account to which sales amount is posted.

Sales Return Account: The general ledger account to which sales return amount is posted.

Purchase Account: The general ledger account to which purchase for non-inventory item and services are posted.
Control Account: The default control account when creating a new item account.

Cost of Goods Sold Account: The general ledger account to which the cost of goods sold amount is posted.
Cost Method: The default cost method when creating a new item account.

Under the 'Frequently Used Values / Customer' tab:

Control Account: The default control account used when adding a new customer account.

Terms: The default payment terms used when adding a new customer account.

Credit Limit: The default credit limit used when adding a new customer account.

Tax Items: The default tax items used when adding a new customer account.

Calc. Tax After Discount : Check this if you want to calculate the tax amount based on the total amount less early
payment discount

Under the 'Frequently Used Values / Vendor' tab:
Control Account: The default control account used when creating a new vendor account.

Terms: The default payment terms used when creating a new vendor account.
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Credit Limit: The default credit limit used when creating a new vendor account.
Tax Items: The default tax items used when creating a new vendor account.

Calc. Tax After Discount: Check this if you want to calculate the tax amount based on the total amount less early
payment discount

Command Buttons

Please refer to “Working with OneStep, Record Form”.

10.8 Document Reference

OneStep lets you set up how you want it to generate reference numbers. All generated reference numbers have a
format as follow.

Prefix + Running Number + Suffix
To set up the reference number, select Preference>Document Preferences from the menu bar.

Below describes the data fields and the command buttons on the Document Preferences form.

/¥ Document References =laixl

Document Prefix Last No |Digits |Suf‘ﬁx | ﬂ
PiBuild Assembly =1 0 5
Cash Disbursement bl 0 =3
Cash Receipt RE/ 0 =3
Cash Sales s/ 1] 5
Credit Memo G/ 0 =3
Delivery Qrder Do/ 0 =3
General Journal GJ/ 1 =3
Inventory Adjustrment 1A/ 1 =3
Furchase Order PO/ 1] ]
Sales Quotation S0/ 0 =3
Sales Invoice =il 0 5
Sales Order S0/ 0 =3

=

Ok | Cancel | j'L Close |
Data Fields

Document: The name of the document.
Prefix: The prefix string.
Last No: The last-used running number.

Digits: The minimum number of digits for the running number. '0' will be padded in front of the running number
where necessary.

Suffix: The suffix string.

Command Buttons

Please refer to “Working with OneStep, Record Form”.
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10.9 Data Protection (Available In Professional Edition Only)

You can protect the documents you have entered into the system using a protection date. With this protection,
users who do not have the right to modify protected documents are not allowed to add, edit and delete the
documents whose document date is on or before the protection date.

OneStep allows you to divide documents into different protection groups (max. 3 groups) and assign each group
with a different protection date. To set up the protection dates, Select Admin->Data Protection from the menu bar.

Below describe the data fields and the command buttons on the Data Protection form.

/¥ Protection Dates i =100 x|
Protection Categories A |5;4,QDD3 j B: |12,f4;2ma j C: |19;4,r2003 j
Document Category Document Category Document Category

Build/Unbuild: IEl 'I Delivery Order: IA vl Sales Order: IA vl
Cash Disbursement: IEI vl [eAR IEI vl Sales Invoice: IEI vl
Cash Purchase: IEI vl GRM: IA vl
Cash Receipt: IEl 'I Inverntory Adjustment: IEI vl
Cash Sales IEI vl Purchase Invoice:

Credit Mermo: IEI vl Purchase Order:

Ciebit Mema: IEI vl Quotation:

Cancel | ﬂglosel

Data Fields

A: The protection date for documents assigned to categories A.

B: The protection date for documents assigned to categories B.

C: The protection date for documents assigned to categories C.
Document: The name of the document.

Category: The category to which the associated document is assigned.

Command Buttons

Please refer to “Working with OneStep, Record Form”.

10.10 Freeze Data

In addition to the data protection function, OneStep also allows you to set a freeze date, such that no one can
modify those documents entered on or before this date. To set the freeze date, select Admin—>Freeze Date from the
menu bar.

Below shows the dialog box that prompts you for a new freeze date when you click on the Freeze Date command.

Change Freeze Date

Prevailing Freeze Date:  31/3/2003
INew Freeze Date: || 'l

Ok | Cancel |
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Prevailing Freeze Date: The freeze date that is currently used by the system.
New Freeze Date: Enter a new date here to change the freeze date. You can enter a date before or after the

prevailing freeze date.

10.11 Year End Closing

At the end of the year, very often you will need to compute the profits (or losses) you made in the year and also to
reset the income and expense accounts to zero balance. The year-end-closing function in OneStep does exactly that
for you. It generates a general journal entry that zeros the balances for your profit and loss statement’s accounts, i.
e., closes all your income, cost of sales, expense, other income and other expense accounts and transfers the profit
or loss to the retained earnings account.

To run the year-end closing function, select Admin—>Year End Closing from the menu bar.

Below shows the dialog box that prompts you for a closing date when you click on the Year-End Closing function.

Closing Date: I31f12f2003 vl
GJ No: |
Qeneratel :

Closing Date: Specify the year-end closing date here.

GJ No: The reference number of the general journal entry that the closing function is going to generate. If this
field is left blank, OneStep will automatically fill it with the next GJ number.

10.12 Condense Data

When you find that some of the historical data in OneStep are too old and are no longer needed for future
reference, you can use the Condense Data function to remove these data and save you some disk space. What
OneStep does is to consolidate all transactions on and before the date you specify and substitute them with one GJ
entry and one inventory adjustment. Be aware that this function will remove all data before the specified date and
you will no longer be able to access these data.

To perform the Condense Data function, select Admin—>Condense Data.

Below shows the dialog box that prompts you for a cut off date when you click on the Condense Data function.

Condense Data On 10/52003 -
and Befare:

G Mo I

Ivantory Adj. Mo I

Cancel |

Condense Data On and Before Date: Enter the date on and before which all the transactions are be condensed.

GJ No: The reference number of the general journal entry that the Condense Data function is going to generate. If
this field is left blank, OneStep will automatically fill it with the next GJ number.
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Inventory Adj No: The reference number of the inventory adjustment entry that the Condense Data function is
going to generate. If this field is left blank, OneStep will automatically fill it with the next Inventory Adjustment
number.

10.13 Purge Transaction History

If you make any changes to a transaction with the Use Audit Trail in Preferences turned on, the details of the old
transaction will be kept by the system so as to maintain a trail on the changes to the transaction. To remove this
trail, you can use the purge transaction history function.

Below shows the dialog box that prompts you for a cut off date when you click on the Purge Transaction History
function.

Purge Transaction History |15mf2003 vl

On and Befare:
Cancel |

Purge Transaction History On and Before: Enter the date on and before which all the transaction history are to be
purged.
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11 Others

11.1 Login

Before you can access the data and functions in OneStep, you need to first log in to the system. To log in to the
system, select File>Login from the menu bar.

Below shows the dialog box you will see when you run function.

User Id: Isuper
Password: I

QK | Cancel |

User Id: Enter your user id here.

Password: Enter your password here.

11.2 Logout

To log off from OneStep, select File>Logout from the menu bar. Once you have logged off, you have to log in
again in order to access the data and functions in OneStep.

11.3 Change Password

You can change your password by using the Change Password function. To change password, select File=>Change
Password from the menu bar.

Below shows the dialog box you will see when you run function.

¥ Change Password i 1Ol =]

Old Password: ||
MNew Password: I
Werify Passward: I

QK | Cancel |

Old Password: Enter your existing password here.
New Password: Enter the new password that you want to change to here.

Verify Password: Enter you new password again.

11.4 Create a New Company

To create a new data file for your company, select File>New Company from the menu bar.
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When prompted, enter a name for the data file (for example, c:\enable computing\onestep\data\abc, assuming abc is
your company name) where your company's data will be stored and click Ok.

x
File Mame: |C:\enah|e computingtanestepidatatabe| @I

Ok I Cancel |

After the new company has been created, select File->Login to log in. The user id to use is super with no
password.

11.5 Open an Existing Company

To open the data file of an existing company, select File>Open Company from the menu bar. When prompted,
select the data file you want and click Open.

Open Data File 21x|
Loak jr: IE} Data j - £k Ea-
abec.agdb

File name: Isample.gdb j Open I
Files of type: Ilnterbase Files [*.gdb) 4| Cancel |

11.6 Backup Data

It is important to backup your data on a regular basis so that in case your data is accidentally deleted or corrupted,
you will have the backup to restore them.

To backup your data in OneStep, select File>Backup from the menu bar.

2]
File name: Isample-DSDE‘I 0.gbk j DOpen I
Files of tupe: Igbk File [*.gbk] j Cancel |

7
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When prompt, either use the system generated file name or enter a file name at the File Name field and click on the
Open button. Your should try to save your backup file to a secondary storage (e.g. Your zip drive or cdrom), so
that in the event that you hard disk is giving you problem you would be able to restore the data file from your
secondary storage.

11.7 Restore Data

To restore your data from a backup file, select File->Restore from the menu bar.

x
Fram: |C:\F'r0gram Files'Enable Computing\OneStep\Bz@l

Festare ta: |C:\F'r0gram Files\Enable ComputingOneStep\De =]

Ok Cancel |

When prompt, enter the file name of your last backup file at the From field and a file name for the to be restored
file at the Restore To field and click on the Ok button.
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12 Transaction Examples

This chapter shows some examples of the common transactions in OneStep.

12.1 Invoicing Your Customers

Below shows the steps on how you can create an invoice to bill your customer for products delivered or services

9/4/2003 -

3, Henderson Road

|
i

Lo

:

rendered,
1. Select Sales>Invoices from either the menu or the tool bar.
2. Click on the New button in the Sales Invoice List Form.
3. Click on the Customer
Account drop-down box /! Sales Invoice
Customer Account £ Name
to select a customer. Sonica Fo Lid
. Bonka Ple QA"
4. Click on the Date drop- JEorka P An
down box to select the 3, Hendersaon Road -
invoice date. Sk
5. Click on the Terms drop- |
down box to select the Item |Descripti0n |Qty
credit terms. hpe388 Ericson Handphone 388 _ §115000
- PFricson Handphane 588 §210.00
6. Click on the Item drop-
down box to select the ‘ Tax: [GST Aol 5%
: Total:
product or service that you
are blllll’lg fOI'. Hl - | > | » | + | —Nl Cthers ... | Erint | @k | Cancel | j'LQIose
7. Tab to the Qty column,
and enter the quantity
value.
8. To add another item, either press the Down Arrow key to go to the next line or press the Tab key to move past
the last column to go to the next line.
9. To delete an item, press Ctrl+Del (i.e. Pressing the Ctrl and Del keys together).

10.Repeat Step 6 to 8 until all the items to be invoiced are entered.

11.Click on the Ok button to save the invoice or the Print button to save and print the invoice.

12.2 Recording Payments From Customers

Below shows the steps on how you can record a payment from your customer for one or more invoices.
1.
2.
3.

4.

Select Cash->Receipts from either the menu or the tool bar.

Click on the New button in the Cash Receipt List Form.

Select Customer as the From value to indicate that the payment is from a customer.

Click on the Date drop-down box to select the receipt date.
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5. Click on the Account
drop-down box to
select the customer
account from whom A Cash Receipt
the payment is
received.

Step 6 || Step 7

6. Enter the amount

Balance: §3.412.50
Prit Metho Pt Ref. B 133234

received. Recy'd From:IElgnka Pte Ltd AttanddrlDescription: ICash Receipt - Bonka Pte Ltd
7. Click on the Pmt Deposit To: IAEIC Bank j Discount Account: ISaIes Discount j Cloged? ol
Method dI'Op—dOWl’l Outstanding Invoices and Credit Memaos:
box to indicate the Date |Type|Ref |Tota| |Due Date |Amt. Due |Disc. Date|Disc. % |Discount |D |F‘ayment |E'_| -l
194442003 S 510003403 $3,412.50 9/5/2003  $3 412,50 19/4/2003 3% $102.38 $3.310.124 ™ [
payment method.
=
8. If the payment is made Exch. GainfLoss | =l $0.00 ‘ Add | Disc. $1p2.38 Prt: $3310.12
by cheque, enter the =
cheque number in the A =] e overs . | _em_|[ A Cancel | cloce |
Pmt Ref field.
Step 12
9. Click on the Add Step 11
button to bring up the

Open Invoices and Credit Memos dialog.

10.Select the invoice(s) against which the
payment is made and click on the add
button from the Open Invoices and
Credit Memos dialog to add the invoice
(s) to the Cash Receipt..

/¥ Open Invoices and Credit Memos i =101 x|

Open Invoices | Open Credit Memos

Irvoice Mo
S0 03

11.Click on the D checkbox if early
payment discount is given for the
invoice. Alternatively, you can key in
the discount amount directly into the
discount column.

|

12.Click on the P checkbox to let OneStep
fills in the payment amount for the
invoice for you. Alternatively, you can
key in the payment amount directly into
the payment column.

gelectAlll Add | Cancel |

13.Click on the Ok button to save the receipt.

Please note:

a) When an invoice amount is fully paid, OneStep will automatically set the invoice to Closed.

b) If the receipt's amount is equal to the sum of the payment amounts of all the invoices and credit memos in the

receipt, the Closed status of the receipt is automatically set.

12.3 Recording Bills From Vendors

Below shows the steps on how you can record a bill from your vendor.
1. Select Purchase=>Invoices from either the menu or the tool bar.

2. Click on the New button in the Sales Invoice List Form.
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3. Click on the Vendor
Account drop-down box to
select a vendor.

/¥ Purchase Invoice

4. Click on the Date drop-

down box to select the
invoice date.

Califox Pte Ltd

3, Holland Drive

=10l x|

Invoice Mo

5. Enter the invoice reference i | =l
number. m OurRef | “P
M2-4323433 \5% 10 net 30 g
6. Click on the Terms drop— ltem |Descripti0n |Qty |Un|t Price |Am0unt |Tax |;|
down box to select the _|hp-e335 Eticson Handphone 3 b §4,000.00 K
. Eticson Handphone 65 | $3,200.00 &
credit terms. —
¢ -
7. Click on the Item drop- Ta: |G/5T ey 5% | 538000
Total: §7 560.00

down box to select the

product or service that you

Y

|~|+|-|°|

are billed for. - | . |

8. Tab to the Qty column, and

enter the quantity value.

Jrint | Ok ] Cancel | j'LQIosel

| Step 6

o=

9. Tab to the Unit Price column, and enter the unit price of the item if it is different from the default.

10.To add another item, either press the Down Arrow key to go to the next line or press the Tab key to move past

the last column to go to the next line.

11.To delete an item, press Ctrl+Del (i.e. Pressing the Ctrl and Del keys together).

12.Repeat Step 7 to 10 until all the items are entered.

13.Click on the Ok button to save the invoice.

12.4 Recording Payments To Vendors

Below shows the steps on
how you can record a

payment to your vendor
for one or more invoices.

1. Select
Cash=>Disbursements Account: ' 3
from either the menu e
or the tool bar. Pay To: |Califox Pte Ltd

Pay From: IAEIC Bank

2. Click on the New
button in the Cash

=

Qutstanding Invoices and dehit mermos:

Balance: §7 560.00

Pmt hethod: @

\

-
S

Attanddrl Description: ICaSh Disbursement - Califox Pte Ltd

Discount Account: IPurchase Discount

Closed? v

=

Disbursement List Date |Source|Ref |T0ta| |Due Date |Amt. Due |Disc. Date |Disc. Yo |Discount |EL|F'ayment P |~
15/4/2003 PI INY 021129 %7 560.00 15/45/2003  $7 ,560.00 25/4/2003 3% F226.800v ) §7 333208 v
Form I 2 0t |
]
3. Select Vendor as the Exch. GainlLoss | =l $0.00 ‘ Add Disc: $2260 Pmt: §7 335.20
To value to indicate =
that the payment iS [ | - | > | » | + | - | o | Others ... | Print | 0] Cancel | N Llose |

made to a vendor.
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4. Click on the Date drop-down box to A Open Invoices and Debit Memos (o] x|
select the disbursement date. Open Invaices | Open Debit Memos

Invaice Mo _ ﬂ
5. Click on the Account drop-down box to 1NV 021129 - 25/4/2003 7 7
select the vendor account to whom the
payment is made.

6. Enter the amount paid.

7. Click on the Pmt Method drop-down
box to indicate the payment method.

=

§electAII| Add | ancell

8. If the payment is made by cheque, enter
the cheque number in the Pmt Ref field.

9. Click on the Add button to bring up the
Open Invoices and Debit Memos dialog.

10.Select the invoice(s) against which the payment is made and click on the add button from the Open Invoices and
Debit Memos dialog to add the invoice(s) to the Cash Disbursement.

11.Click on the D checkbox if early payment discount is given for the invoice. Alternatively, you can key in the
discount amount directly into the discount column.

12.Click on the P checkbox to let OneStep fills in the payment amount for the invoice for you. Alternatively, you
can key in the payment amount directly into the payment column.

13.Repeat Step 11 to 12 until the discount and payment amounts for all the selected invoices are entered.
14.Click on the Ok button to save the disbursement.

15.Additionally, you can print a remittance advice or print a cheque using the Others—> Select Report Form
function.

Please note:

a) In order for OneStep to print your cheque correctly, you would need to use the Report Designer to customize the
layout of the cheque printing report form.

b) When an invoice amount is fully paid, OneStep will automatically set the invoice to Closed.
c¢) If the disbursement's amount is equal to the sum of the payment amounts of all the invoices and debit memos in

the disbursement, the Closed status of the disbursement is automatically set.

12.5 Recording Expenses

Below shows the steps on how you can record an expense claim from one of your employees.
1. Select Cash->Disbursements from either the menu or the tool bar.

2. Click on the New button in the Cash Disbursement List Form.

3. Select Others as the To value.

4. Click on the Date drop-down box to select the disbursement date.

5. Enter the total amount of the claim.
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6. Click on the Pmt Method drop-down box to indicate the payment method.

7. If the payment is made

Step 8
by cheque, enter the Step 3 Step 5 P Step 9
cheque number in the
Pmt Ref field. o :
8. Enter the employee Customer ¢ afendor & Othdrs W
?atllzle to the Pay To Aot e Prot MathaddChen S Prit Ref((556558
teld. Pay Tao: immy Attanddrl Description: Cash Disbursement - Expense Claim For Set Al |
9. Enter a description for Pay From: |ABC Bank =l
the payment. Expenses Distribution:
Account |Descripti0n Amount Tax |Tax Type |Taxah|e Total| ﬂ
For each claim item, P|Transports Transport Claim For Mar 2003 $500.00
_|Phane & Fax Handphone Bill For har 2003 $300.00
. . GET Receivable GET an handphone hill $15.00 GST Purchase $300.00
10.Under the distribution, —
select the account to
charge. =
Hl 4| h|H|+|—|("| Cthers ... | Print | : Cancel | j'LQIosel

11.Enter a description for
the claim.

12.Enter the amount of
the claim. Ifthe claim includes a tax amount and you want to claim input tax on the tax amount, you would
enter the amount as the total claim amount less the tax amount. In our example, the total handphone bill was
$315. However, because there a $15 tax amount, we would split the claim into two rows, one for recording the
Phone & Fax expense ($300) and one for recording the tax amount ($15).

13.Tab to the Tax column to select the tax item if you are recording a tax amount.

14.Tab to the Tax Type column to select the tax type if you are recording a tax amount.

15.Edit the taxable total if necessary when you are recording a tax amount.

16.Repeat Step 10 to 15 until all the claim items are entered.

17.Click on the Ok button to save the disbursement.

18.Additionally, you can print a payment voucher or print a cheque using the Others 2 Select Report Form
function.

Please note:
a) In order for OneStep to print your cheque correctly, you would need to use the Report Designer to customize the

layout of the cheque printing report form.

12.6 Recording Inventory Adjustments

Below shows the steps on how you can record an inventory adjustment for damaged stock items.
1. Select Item—>Inventory Adjustments from either the menu or the tool bar.

2. Click on the New button in the Inventory Adjustment List Form.

3. Click on the Date drop-down box to select the date for the inventory adjustment.

4. Enter a description for the inventory adjustment.
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9.

. Click on the Adjustment Account

drop-down box to select the account
to which the inventory adjustment
amount should be posted.

. Click on the Item drop-down box to

select the inventory product that you
to adjust for.

. Tab to the Qty field to enter the

quantity to be adjusted. Enter a
positive value to increase the on
hand quantity of the item else enter
a negative value to decrease the on-
hand quantity of the item.

Tab to the Cost Of Good field to
enter the dollar amount of the
adjusted items. If you are
increasing the on-hand quantity of

~=1al x|
Adjustrment Mao:
Date:
Description
Adjustment Account:
ltem |Qty Cost Of Goods | d
-2 §0.00
-1 $0.00
d
=

Brint | Ok | Cancel | j'LQIosel

qulblul-l-l—l(-l Olhers...l

the item, you have to provide this value. If you are reducing the the on-hand quantity of the item, you can either
leave the field as zero dollar or fill in a value. If you leave it as zero dollar, OneStep will use the cost method of
the item to decrease its inventory amount. If you fill in a value , OneStep will use the provided amount to
decrease its inventory amount. In our example, we leave this field as zero dollar so that OneStep will base on
the selected cost method for this item to calculate the inventory cost for us.

Repeat Step 6 to 8 until all the items to be adjusted are entered.

10.Click on the Ok button to save the inventory adjustment.
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Appendix A: Business Documents, Transactions and Accounts

Each day in the life of a business, sales orders are received, purchase orders are sent, goods and services are
purchased and sold, credits are extended to customers, debts are incurred and cash is received and paid out. Each
of these activities must be recorded and tracked. Some of these activities have direct bearing on the financial
positions of a business. When cash is paid out, the cash-on-hand of a business is decreased or when a sale is made,
the various records for keeping track of the accumulated sales, sales tax, customer credit amounts, etc are increased
or decreased.

OneStep identifies these activities and captures the processing of these activities using three components.

Business Documents

Business documents are used to record the occurrences the business activities. For example, when a credit sale is
made, a document called the sales invoice is created to record the sale.

Transactions

For any business activity that involves a change in the financial position of a business, a transaction record captures
the changes. For example, when a credit sale is made, changes to the customer accounts, the sales account, the
sales tax account, the inventory account and the cost of goods sold account are captured in a transaction record.

Accounts

Accounts are the records that keep track of the accumulated effects of all the transactions have on the financial
positions of a business.

The diagram below depicts the relationship of these components.

changes the
generates balance of

Business Document p Transaction P Accounts
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Appendix B: Security

It is very important that you protect your data from illegal access from unauthorized persons. In OneStep, there are
several levels of protection to help you prevent for illegal access.

User Access Security

Before anyone can access the data or run any functions in OneStep, he needs to first log on to OneStep. In
OneStep, what a user is allowed to access is restricted by the access rights granted to him or her. You can use the
User and User Group functions in OneStep to grant access rights to a user or a group of user.

Data Access Protection

Almost all the data in OneStep are protected by four types of access rights, that is, the View, Add, Update and
Delete rights. The View access right gives the users the right to view the data, the Add access right gives the users
the right to add new data, the Update access right gives the users the right to Update the data and the Delete access
right gives the user the right to delete the data.

Function Access Protection

Many functions in OneStep are protected by the access right to run the function. For example, for a user to run a
trial balance report, he must be first granted with the right to run it.

Date Protection

On top of the data access protection, OneStep also allows you to protect your business documents (like the sales
orders, invoices, cash receipts, etc) using a protection date. With a protection date, documents dated on or before
the protection date are protected and only user with the appropriate right to update date protected documents can
modify them. Please see the “Administration, Data Protection” section for more information.

Freeze Date Protection

After you have generated your financial reports and you do not want anyone to make changes to the data
constituted to these reports, you can use the Freeze Date function in OneStep to protect these data. The Freeze Date
function prevents anyone from changing those business documents dated on or before the freeze date. Please see
the “Administration, Freeze Date” section for more information.

Security 139



Appendix C: Using OneStep as a Point of Sales system

You can turn OneStep Accounting into a Point of Sales system by connecting your PC with a cash drawer and a
receipt printer.

OneStep lets you control the opening and closing of the cash drawer of the cutting of the paper on a receipt printer
using some key values defined in the window registry. You can find these keys under
HKEY LOCAL MACHINE\Software\Enable Computing\OneStep\4.0\Cash Sales and the values you can defined
are:

Before Print Device: Enter the device name to which the “Before Print” string should be sent.

Before Print: Enter the string to be sent before the actual printing of a receipt. Usually used for sending the
control codes to open the cash drawer.

After Print Device: Enter the device name to which the “After Print” string should be sent.

After Print: Enter the string to be sent after the actual printing of a receipt. Usually used for sending the control
codes to cut the receipt’s paper.

POS: Enter “T” to use a simplified cash sales screen tailored for a Point of Sale. When in simplified mode, you
are able to move out from the line item’s table to the 'Pay To' field by pressing the F12 key.

Just to give you an example, if you are using Citizen idp-3541 impact printer and a compatible cash drawer you can
set the keys as follows:

Before Print Device: LPT1
Before Print: 28

After Print Device: LPT1
After Print: 27,80,00

POS: T
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Appendix D: Switching To Professional Edition From Standard Edition

To switch to OneStep Accounting Professional Edition 4.0 from OneStep Accounting Standard Edition, simply
uninstall the Standard Edition and follow by installing the Professional Edition. Just make sure that while
uninstalling the Standard Edition you do not accidentally delete away the OneStep data file of your company. You
should try to backup the data file before uninstalling the Standard Edition. After you have uninstalled the Standard
Edition and installed the Professional Edition, you can open the OneStep data file of your company from the
Professional Edition. Alternative if you have backup your data file, you can use the restore function from the
Professional Edition to restore the data file.
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Appendix E: Documents’ Abbreviations

Below is a list of the types of documents in OneStep and their abbreviations.

Document Abbreviation
General Journal GJ
Sales Invoice SI
Purchase Invoice PI
Cash Receipt RE
Cash Disbursement DI
Cash Sales CS
Credit Memo CM
Cash Purchase CP
Debit Memo DM
Sales Order SO
Purchase Order PO
Inventory Adjustment 1A
Build Assembly BA
Sales Quotation SQ
Delivery Order DO
Goods Received Note GRN
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