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Using the Using the Using the Using the ssssystemystemystemystem    

    
 
 

Opening up Opening up Opening up Opening up CashCashCashCashfffflow Managerlow Managerlow Managerlow Manager    
 

    Logging Logging Logging Logging into the 
system for the first first first first 

timetimetimetime 

 
Open up your internet browser and type in  www.absa.smeasy.co.za  
 
Click on the LLLLoginoginoginogin    button which is in the top right-hand corner of the screen. 
 

    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    



 

| 4  

System System System System ooooverviewverviewverviewverview    

System overview 

 
The SSSSystem ystem ystem ystem OOOOverviewverviewverviewverview is displayed when a user logs in.  
 
The dashboard highlights, in graph format, your critical business information.  
 
Access to the dashboard can be restricted via the System System System System UUUUser ser ser ser AAAAccessccessccessccess button.  
 
Some of the displayed information can be expanded: 
 

• If you click on the number of unallocated transactions, you will be 
directed to the unallocated items in Bank Bank Bank Bank AAAAccountsccountsccountsccounts. 

• If you click on the Cash Cash Cash Cash FFFFlow low low low icon you will be directed to your cashflow 
report. 

• The CashflowCashflowCashflowCashflow graph shows the income and expenses for the current and 

prior two months and predicts cashflow for the following six months 

based on the prior two months’ figures. Hovering the mouse over each 

column in the graph will reveal the totals for that month. 

• InvInvInvInvoices oices oices oices oooowed to wed to wed to wed to yyyyouououou shows outstanding customer invoices in an aged 

format. Hovering the mouse over each bar in the graph will display the 

amount outstanding.  

• Bills you need to payBills you need to payBills you need to payBills you need to pay will reflect the total of supplier invoices 
outstanding. 

• In SSSSpendingpendingpendingpending you can change the date range. Refresh if you do so to 
update the data. 

• Clicking on each individual expense will delete that expense from the 
chart. To reinstate the expense, click on it again. 
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DashboardsDashboardsDashboardsDashboards    

Navigating Navigating Navigating Navigating around the 
system 

 
The system is divided into sections that we call dashboards. 
 
There are six dashboards: 
 

• Overview 
• Contacts 
• Staff 
• Finance 
• Reports 
• Accountant 

 
 

 

Back Back Back Back bbbbuttonuttonuttonutton    

 

 
At any place in the system, you can use the BBBBackackackack button; clicking this button will 
direct you to the previous screen on which you were working. This button will 
always be located on the right-hand side of the screen, towards the top. 
 

 

SupportSupportSupportSupport    
 
 
 
 
 
 
 
 
 
 
 
 
 
 

What to do if I need need need need 
helphelphelphelp???? 

 
The support link is located on the top left-hand side of the screen. Click on the 
SupportSupportSupportSupport    link and you will be directed to the support screen where you will have 
access to the following online assistance: 
 
Help Help Help Help VVVVideosideosideosideos    
    
Clicking the Help Help Help Help VVVVideoideoideoideossss    button will allow you to watch a complete set of training 
videos illustrating how to go about using your Cashflow Manager system. There 
is a video for each section of your Cashflow Manager system and these sections 
can be selected from a menu on the left-hand side of the screen. 
    
Email UsEmail UsEmail UsEmail Us    
    
Click on the Email Email Email Email UUUUssss    button and you can forward your query to us via email. One 
of our support centre consultants will be in touch to assist you.  
    
LiveLiveLiveLive    CCCChat hat hat hat     
    
Click on the    Live Chat Live Chat Live Chat Live Chat icon on the bottom right of the system to instantly 
message one of our support centre consultants.  
    
Support Support Support Support CCCCentreentreentreentre    
    
If you would like to talk to someone, phone our support centre on 087 057 9660, 
or email us at absasupport@smeasy.co.za. 
 
Please note the live chatPlease note the live chatPlease note the live chatPlease note the live chat, email, and , email, and , email, and , email, and phone support options are only available phone support options are only available phone support options are only available phone support options are only available 
during office hours (Monday to Friday from during office hours (Monday to Friday from during office hours (Monday to Friday from during office hours (Monday to Friday from 8888am to 4:30pm).am to 4:30pm).am to 4:30pm).am to 4:30pm).    
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ViewingViewingViewingViewing    

Quick ViewQuick ViewQuick ViewQuick View    
Whenever you see writing/text, with a line underneath it, it means you can click 
on it and quickly be taken to view that particular field/item.  

    

DeletingDeletingDeletingDeleting    

 

The white cross    in the grey box means that you can delete a field and/or item 
from the screen e.g. delete a pricelist item or a contact. 

When you click the delete crossdelete crossdelete crossdelete cross, a message will automatically appear asking you 
to confirm your decision to delete. If you are certain, you can click the YesYesYesYes button. 
Should you, however, no longer wish to delete the item, then click the NoNoNoNo button. 
 
 

    

Creating a PDFCreating a PDFCreating a PDFCreating a PDF    

 

Whenever you see this PDFPDFPDFPDF icon on the screen, it means you can create a PDF 
document from the system e.g. create a PDF version of a payslip. 

    

Converting a Converting a Converting a Converting a qqqquote to an uote to an uote to an uote to an iiiinvoicenvoicenvoicenvoice    

    

 
It’s possible to convert a quote to an invoice. On the QQQQuotesuotesuotesuotes page click on the 
Convert quote to an invoiceConvert quote to an invoiceConvert quote to an invoiceConvert quote to an invoice icon. 
 

    

PopPopPopPop----up up up up bbbboxesoxesoxesoxes    

    

 
Pop-up boxes appear in several situations in Cashflow Manager. These are 
designed to alert you to the consequences of the function you are about to 
perform. Always read these carefully, as once information has been saved it is not 
always possible to delete or amend this information.    

    
 

Closing the Closing the Closing the Closing the ssssystemystemystemystem    
 
How to logout logout logout logout of    the 

system 

 
When you have finished with the Cashflow Manager system, always remember to 
logout. You can do so by clicking the LLLLogoutogoutogoutogout    button on the top right-hand side of 
your screen. 
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SettingsSettingsSettingsSettings    

    

 

Company Company Company Company pppprofilerofilerofilerofile    

To update update update update your 
company detailscompany detailscompany detailscompany details  

 
Click on the Settings Settings Settings Settings link on the top of the screen. 
 
Click on the Company Company Company Company PPPProfilerofilerofilerofile button. 
 
Amend any details that may have changed. 
 
Click the SSSSaveaveaveave    button. 
 

  

System System System System uuuuser ser ser ser aaaaccessccessccessccess    

To add add add add a    useruseruseruser 

 
Click on the Settings Settings Settings Settings link on the top of the screen. 
 
Click on the System System System System UUUUser ser ser ser AAAAccess ccess ccess ccess button. 
 
Click on Add Add Add Add NNNNew.ew.ew.ew.    
 
Enter user details. 
 
Click the Save Save Save Save button. 
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To amendamendamendamend a user’s user’s user’s user’s 
permissionspermissionspermissionspermissions 

 
Click on the    Settings Settings Settings Settings link on the top of the screen. 
 
Click on the System System System System UUUUser ser ser ser AAAAccessccessccessccess    button. 
 
Click on the name of the user you wish to amend. 
 
Amend the relevant details. 
 
Click on the SaveSaveSaveSave    button. 
 

  

To deletedeletedeletedelete a useruseruseruser 

 
Click on the Settings Settings Settings Settings link on the top of the screen. 
 
Click on the System System System System UUUUser ser ser ser AAAAccessccessccessccess    button. 
 
Locate the user you wish to delete. 
 
Click on the white crosswhite crosswhite crosswhite cross    on the far-right column of the display table. A message 
will automatically pop up asking you to confirm your decision to delete. If you are 
certain, you can click the Yes Yes Yes Yes button. If you no longer want to delete the user, 
click the    No No No No button. 
 

    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    

To set upset upset upset up user user user user 
permissionspermissionspermissionspermissions 

 
Click on the Settings Settings Settings Settings link on the top of the screen. 
 
Click on the System System System System UUUUser ser ser ser AAAAccess ccess ccess ccess button. 
 
Click on the name of the user you wish to set up. 
 
Click on the System System System System UUUUser ser ser ser PPPPermissionsermissionsermissionsermissions tab. 
 
To allow access to any dashboard or part of a dashboard, tick the relevant box. 
 
Click on the SSSSaveaveaveave    button at the bottom of the screen. 
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Import Import Import Import hhhhistorical istorical istorical istorical iiiinformationnformationnformationnformation    

 

 
 

Import Import Import Import ccccontact ontact ontact ontact ddddetailsetailsetailsetails    
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Import all Import all Import all Import all ccccustomer/ustomer/ustomer/ustomer/ssssupplier upplier upplier upplier oooorganisation rganisation rganisation rganisation ddddetailsetailsetailsetails    

 
 
 

To importimportimportimport 
customer/supplier 

organisation details    

 
You are able to import all of your existing customer and supplier details so that 
you don’t have to type all this information into the system manually.  
 
Click on the SettingsSettingsSettingsSettings link on the top of the screen. Click on the Import Import Import Import HHHHistorical istorical istorical istorical 
IIIInformation nformation nformation nformation button. Click on the Import Import Import Import CCCContact ontact ontact ontact DDDDetailsetailsetailsetails    button and then click 
on the IIIImportmportmportmport    aaaall customer/supplier organisation details ll customer/supplier organisation details ll customer/supplier organisation details ll customer/supplier organisation details button.  
 
Download and save the Excel template from the link (top right of the screen). 
 
Populate the template with your customer and supplier details. 
 
NB: You will also need to download the list of dropdown options, to use when you 
populate your Excel template as certain fields in the template have specific 
options that must be used.   
 
Save your populated Excel template (as a CSV file). 
 
Go back to the import screen in your system and click BrowseBrowseBrowseBrowse, then select your 
populated Excel template. 
 
Click the Save Save Save Save button and all your customer and supplier contact fields will now 
automatically be populated in your system. To view your customers and suppliers 
go to the Contacts Contacts Contacts Contacts dashboard. 

 
    

Import Import Import Import ddddetails for all etails for all etails for all etails for all ccccontact ontact ontact ontact ppppeople for each eople for each eople for each eople for each oooorganisationrganisationrganisationrganisation    

 
To import details for import details for import details for import details for 

all contact peopleall contact peopleall contact peopleall contact people 

 
You can import all the contact details of the people you deal with at each of your 
customer and supplier organisations. If you use the Excel template provided to 
do this, you won’t have to type this information into the system manually.  
 
Click on the Settings Settings Settings Settings link on the top of the screen. Click on the Import Import Import Import HHHHistorical istorical istorical istorical 
IIIInformation nformation nformation nformation button.    Click on the Import Import Import Import CCCContact ontact ontact ontact DDDDetailsetailsetailsetails button and then click 
on the Import Import Import Import AAAAllllllll    customer/supplier organisation details customer/supplier organisation details customer/supplier organisation details customer/supplier organisation details button. 
 
Download and save the Excel template from the link (top right of the screen). 
 
Populate the template with the contacts from each organisation. 
 
NB: You will also need to download the list of dropdown options, to use when you 
populate your Excel template as certain fields in the template have specific 
options that must be used.   
 
Save your populated Excel template (as a CSV file). 
 
Go back to the import screen in your system and click BrowseBrowseBrowseBrowse, then select your 
populated Excel template. 
 
Click the Save Save Save Save button and all your customer and suppliers’ contact details will 
now automatically be populated in your system. To view their details, go to the 
ContactsContactsContactsContacts dashboard.  
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Import Import Import Import hhhhistorical istorical istorical istorical bbbbank ank ank ank sssstatementstatementstatementstatements    

 
To import a historical import a historical import a historical import a historical 

bank statementbank statementbank statementbank statement    

 
Click on the Settings Settings Settings Settings link on the top of the screen. Click on the Import Import Import Import HHHHistorical istorical istorical istorical 
IIIInformation nformation nformation nformation button and then click on the Import Import Import Import HHHHistorical istorical istorical istorical BBBBank ank ank ank SSSStatementstatementstatementstatements    
button. 
 
You can import your historical (past months) bank statements  
 
Download and save the Excel template from the link (top right of the screen). 
 
Populate the template of the bank statement you want to import. 
 
Save your populated Excel template (as a CSV file). 
 
Go back to the import screen in your system and click BrowseBrowseBrowseBrowse, then select your 
populated Excel template. 
 
Select the correct bank account from the dropdown list. 
 
Select the date format that you have used in the Excel spreadsheet from the 
drop-down list.  
 
Click PreviewPreviewPreviewPreview to view the bank statement.  
 
You now have the option to Import & AllocateImport & AllocateImport & AllocateImport & Allocate or ImportImportImportImport.  
 
To allocate your imported bank statement go to the Finance Finance Finance Finance dashboard and click 
Bank Bank Bank Bank AAAAccountsccountsccountsccounts and then click AllocateAllocateAllocateAllocate. 

 
    

Import Import Import Import hhhhistorical istorical istorical istorical ccccustomer ustomer ustomer ustomer iiiinvoicesnvoicesnvoicesnvoices    

 
To import a historical import a historical import a historical import a historical 

customer invoicecustomer invoicecustomer invoicecustomer invoice    

 
Click on the Settings Settings Settings Settings link on the top of the screen. Click on the Import Import Import Import HHHHistorical istorical istorical istorical 
IIIInformation nformation nformation nformation button and then click on the Import Import Import Import HHHHistorical istorical istorical istorical CCCCustomer ustomer ustomer ustomer IIIInvoicesnvoicesnvoicesnvoices    
button. 
 
You can import all of your existing customer invoices so that you don’t have to 
enter all this information into the system manually.  
 
Download and save the Excel template from the link (top right of the screen). 
 
Populate the template with your customer invoices. 
 
NB: You will also need to download the list of drop-down options to use when 
you populate your Excel template as the “Item Type” field in the template has 
specific options that must be used.   
 
Save your populated Excel template (as a CSV file). 
 
Go back to the import screen in your system and click BrowseBrowseBrowseBrowse, then select your 
populated Excel template. 
 
Click the Save Save Save Save button and all your customer invoices will now automatically be 
populated in your system. To view your customer invoices, go to the Finance Finance Finance Finance 
dashboard.  
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ContactsContactsContactsContacts    
    

    
    

Customers/Customers/Customers/Customers/ssssuppliersuppliersuppliersuppliers    

To addaddaddadd a new 
customer/supplier customer/supplier customer/supplier customer/supplier in 

contacts 

 
Click on the Contacts Contacts Contacts Contacts dashboard. 
 
Click on the Customers/SuppliersCustomers/SuppliersCustomers/SuppliersCustomers/Suppliers button.   
 
Click on the Add NewAdd NewAdd NewAdd New link at top right of screen.  
 
Type in as many details as you have for that company. The Organisation NameOrganisation NameOrganisation NameOrganisation Name 
and Trading AsTrading AsTrading AsTrading As fields are required fields. 
 
 
Please NotePlease NotePlease NotePlease Note::::    

• It is important to select the correct relationship that you have with the 
Customer/Supplier as this will impact other dashboard functions. 

• Cashflow Manager will allow you to change an organisation from being a 
supplier to a customer or vice versa if there are no transactions linked to 
that Organisation e.g. quotes, invoices, credit notes. 

• The information that you enter in these fields will be pulled through to 
invoices and quotes, so it is important to fill these details in correctly. 
 

Once all the information has been entered click on the SAVESAVESAVESAVE    button. 
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To viewviewviewview existing 

customers/supplierscustomers/supplierscustomers/supplierscustomers/suppliers 
in contacts 

Click on the Contacts Contacts Contacts Contacts dashboard. 
 
Click on the CCCCustomersustomersustomersustomers/S/S/S/Suppliersuppliersuppliersuppliers button. 
 
Click on the Organisation Organisation Organisation Organisation that you want to view. 
 
View details of the organisation. 
 
View details of contacts connected with this company by clicking on the Contacts Contacts Contacts Contacts 
tab....    
    
View details of projects connected with this company by clicking on the Projects Projects Projects Projects 
tab....    
    
View details of invoices connected with this company by clicking on the Invoices Invoices Invoices Invoices 
tab    (customers only). 
 

    

To export export export export 
customer/supplier 

data 

 
Click on the Contacts Contacts Contacts Contacts button and then on Customers/Suppliers Customers/Suppliers Customers/Suppliers Customers/Suppliers button. 
 
Click on Export Export Export Export button and save the file in your documents. 
    

    

To editediteditedit an existing 
organisationorganisationorganisationorganisation 

    
Select Select Select Select the existing organisation that you want to edit (see above). 
 
Edit any of the information by retyping the specific field/s that you want to edit. 
 
Click on the SSSSaveaveaveave    button. 
 

 

To addaddaddadd a contactcontactcontactcontact to an 
organisationorganisationorganisationorganisation 

    
SelectSelectSelectSelect the existing organisation that you want to edit (see above). 
 
Click on the Contacts Contacts Contacts Contacts tab at the top of the screen. 
 
Click on Add Add Add Add NNNNewewewew....    
 
Type in all the relevant information in the fields. Please note that the First First First First NNNName, ame, ame, ame, 
Last Last Last Last NNNName ame ame ame and    Contact Contact Contact Contact TTTTypeypeypeype are compulsory fields. 
 
Click on the SSSSaveaveaveave    button. 
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To addaddaddadd a projectprojectprojectproject to an 
organisationorganisationorganisationorganisation 

    
SelectSelectSelectSelect the existing organisation that you want to edit (see above). 
 
Click on the Projects Projects Projects Projects tab at the top of the screen. 
 
Click on Add Add Add Add NNNNewewewew....    
 
Type in all the relevant information in the fields. 
 
Click on the SSSSaveaveaveave    button. 
 

 

To viewviewviewview an invoiceinvoiceinvoiceinvoice for 
an organisationorganisationorganisationorganisation 
(customers only) 

    
Select Select Select Select the existing organisation that you want to view an invoice (see above). 
 
Click on the Invoices Invoices Invoices Invoices tab at the top of the screen. 
 
View invoices in the display table. The invoice number, date of the invoice, 
amount of the invoice and whether it is paid or unpaid will be displayed. This is a 
view only function. To view an invoice, click under the relevant invoice. 
 

 

 
To search search search search for an 

existing organisationorganisationorganisationorganisation 

 
Click on the Contacts Contacts Contacts Contacts dashboard. 
 
Click on the CCCCustomersustomersustomersustomers/S/S/S/Suppliersuppliersuppliersuppliers button. 
 
Type in the name of the organisation, or the first few letters of the organisation’s 
name in the search field at the top of the screen. 
    
Or 
 
Use the AlphabetAlphabetAlphabetAlphabet    SSSSearch earch earch earch option by clicking on the letter (A, B, C etc.) that 
corresponds with the first letter of the organisation for which you are searching. 
 

 

To deletedeletedeletedelete an 
organisationorganisationorganisationorganisation 

 
Select the organisation (see above) that you wish to delete. 
 
Use the white cross white cross white cross white cross on the far-right column of the display table to delete the 
organisation. A message will automatically pop up asking for confirmation of your 
decision. If you are certain, click the Yes Yes Yes Yes button. If you do not want to delete, then 
click the No No No No button.  
 
You can only delete aYou can only delete aYou can only delete aYou can only delete an organisation that is not yet linked to an invoice or n organisation that is not yet linked to an invoice or n organisation that is not yet linked to an invoice or n organisation that is not yet linked to an invoice or 
quotequotequotequote....    
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Sales Sales Sales Sales lllleadseadseadseads    

To addaddaddadd a new sales sales sales sales 
leadleadleadlead 

 
Click on the Contacts Contacts Contacts Contacts dashboard. 
 
Click on the Sales Sales Sales Sales LLLLeadseadseadseads button. 
 
Click on the Add Add Add Add NNNNewewewew link at top right of screen. 
 
Type in as many details as you have for the lead. The first and last name fields 
are compulsory. 
 
Click on the SSSSaveaveaveave    button. 
 

 

To view view view view an existing 
sales leadsales leadsales leadsales lead in contacts 

Click on the Contacts Contacts Contacts Contacts dashboard. 
 
Click on the Sales Sales Sales Sales LLLLeadseadseadseads    button. 
 
Type in the name or the first few letters of their name in the Search Search Search Search FFFFieldieldieldield. 
 
Or 
    
Use the AAAAlphabet lphabet lphabet lphabet SSSSearchearchearchearch option by clicking on the letter (A, B, C etc.) that 
corresponds with the first letter of the name.  
 
Click on the Full Full Full Full NNNNameameameame (first column of display table) of the sales lead that you 
want to view. 
 
View details of that sales lead. 

 

To editediteditedit an existing 
sales leadsales leadsales leadsales lead 

    
View the existing sales lead that you want to edit (see above). 
 
Edit any of the information by retyping the specific field/s that you want to edit. 
 
Click on the SSSSaveaveaveave    button. 
 

 

To deletedeletedeletedelete a sales lead 
 

 
Select the individual (see above) that you wish to delete. 
 
Use the white crosswhite crosswhite crosswhite cross on the far right of the display table to delete the sales lead. 
A message will automatically pop-up asking you to confirm your decision to 
delete that specific name. If you are certain, you can click the Yes Yes Yes Yes button. If you 
no longer wish to delete the sales lead, click the No No No No button. 
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StaffStaffStaffStaff    

    

    
    

Staff Staff Staff Staff ddddetailsetailsetailsetails    

To addaddaddadd a new staff staff staff staff 
membermembermembermember  

 
Click on the Staff Staff Staff Staff dashboard. 
 
Click on the Staff Staff Staff Staff DDDDetails etails etails etails button. 
 
Click on Add Add Add Add NNNNewewewew link at top right of screen. 
 
Complete as many details as you have for that staff member. The FFFFirst irst irst irst and LLLLast ast ast ast 
name fields, name fields, name fields, name fields, Employment Status, Pay Package Type and Staff Type are 
compulsory. 
 
Click on the SSSSaveaveaveave    button. 
 
Then click on the Package Package Package Package DDDDetails etails etails etails tab. 
 
Complete all the details for the salary package that you have for the staff 
member. 
 
Click on the SSSSaveaveaveave button. 
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To editediteditedit a staff staff staff staff 
member’smember’smember’smember’s details 

 
Click on the Staff Staff Staff Staff DDDDetailsetailsetailsetails button. 
 
In the Search Search Search Search FFFFieldieldieldield type in the staff member’s full name or the first few letters 
of their name. 
 
Or 
 
Use the AAAAlphabet lphabet lphabet lphabet SSSSearchearchearchearch option by clicking on the letter (A, B, C etc.) that 
corresponds with the first letter of the staff member’s name. 
 
Click on the Full Full Full Full NNNNameameameame of the staff member whose details you wish to edit (first 
column of the display table). 
 
Edit the details on Staff Staff Staff Staff and/or Package Package Package Package DDDDetails etails etails etails tabs.    
    
Click on the SSSSaveaveaveave    button. 
 

 

To deletedeletedeletedelete a staff staff staff staff 
membermembermembermember 

 
Select the staff member (see above) that you wish to delete  
 
Use the white crosswhite crosswhite crosswhite cross in the far-right column of the display table to delete the staff 
member. Please note that you are unable to delete a staff member if payslips Please note that you are unable to delete a staff member if payslips Please note that you are unable to delete a staff member if payslips Please note that you are unable to delete a staff member if payslips 
have been created.have been created.have been created.have been created. A pop-up box will appear and ask if you are sure that you 
wish to delete the staff member. If you wish to do so, click on the Yes Yes Yes Yes button. If 
you no longer wish to do so, click the No No No No button.   
 

    

PayslipsPayslipsPayslipsPayslips    

To createcreatecreatecreate a new 
payslippayslippayslippayslip    

 
Click on the Staff Staff Staff Staff dashboard. 
 
Click on the PPPPayslipsayslipsayslipsayslips    button. 
 
Click on the Add Add Add Add NNNNewewewew link at top right of the screen. 
 
Select the correct staff member by clicking on the Staff Staff Staff Staff MMMMember ember ember ember drop-down 
menu and finding their name. 
 
Select the pay period dates (FFFFromromromrom and TTTToooo) using the calendar options. 
 
Edit other fields where necessary. 
 
Click on the SSSSaveaveaveave    button. 
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To search search search search and viewviewviewview a 
payslippayslippayslippayslip 

 
Click on the Staff Staff Staff Staff dashboard. 
 
Click on the PPPPayslipsayslipsayslipsayslips    button. 
 
In the Search Search Search Search field type in the staff member’s full name or the first few letters of 
their name and/or enter a From From From From and To To To To date range    using the calendar calendar calendar calendar options.  
 
Or 
 
Use the Alphabet Alphabet Alphabet Alphabet SSSSearch earch earch earch option by clicking on the letter (A, B, C etc.) that 
corresponds with the first letter of the staff member’s name. 
 
Click on the Full NameFull NameFull NameFull Name of the staff member whose payslip you wish to view. 
 

  

To PDF,PDF,PDF,PDF, print print print print and 
save save save save a    payslippayslippayslippayslip 

    
SearchSearchSearchSearch for the payslip (see above). 
 
Click on the Full Full Full Full NNNNameameameame of the payslip that you want to PDF. 
 
Click on the PDFPDFPDFPDF button. The payslip will appear in PDF format. 
 
You can now print or save the schedule in PDF format by clicking the                  
appropriate icon on the tool bar. 
 
To save, click on the SSSSaveaveaveave    icon on the toolbar. 
 

  

To email a ppppayslipayslipayslipayslip 
 

 
Search for the payslip (see above). 
 
Click on the full name of the payslip you want to email. 
 
Click on the email icon. 
 
Check the details and then click the send button. 
    

 

Salary Salary Salary Salary sssscheduleschedulescheduleschedules    

To view view view view a company company company company 
salary schedule salary schedule salary schedule salary schedule  

 
Click on the Staff Staff Staff Staff dashboard. 
 
Click on the Salary Salary Salary Salary SSSScheduleschedulescheduleschedules    button. 
 
To view the salary schedule for all staff members for a particular time period, 
select the From From From From and To To To To dates using the    calendar calendar calendar calendar icons. 
 
Click on the PDFPDFPDFPDF button. 
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To view view view view a salary salary salary salary 
schedule schedule schedule schedule for    one staff one staff one staff one staff 

membermembermembermember 

 
Click on    the    Staff Staff Staff Staff dashboard. 
 
Click on the Salary Salary Salary Salary SSSScheduleschedulescheduleschedules    button. 
 
Click on the Individual Individual Individual Individual SSSSalary alary alary alary SSSSchedule chedule chedule chedule tab at the top of the screen. 
 
Select the correct staff member by clicking in the Staff Staff Staff Staff MMMMemberemberemberember drop-down 
menu    and finding their name. 
 
Select the year that you wish to view from the Tax Tax Tax Tax YYYYear ear ear ear drop-down menu. 
 
Click on the PDFPDFPDFPDF button. 
 

 

FinanceFinanceFinanceFinance    
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QuotesQuotesQuotesQuotes    

AddAddAddAdd a new quotequotequotequote 

 

Click on the Finance dashboardFinance dashboardFinance dashboardFinance dashboard. 
 
Click on the QQQQuotesuotesuotesuotes button and then the QQQQuotesuotesuotesuotes    button again. 
 
Click on Add Add Add Add NNNNew ew ew ew button at the top right of the screen. 
 
Select the Customer Customer Customer Customer from the Select Customer Select Customer Select Customer Select Customer drop-down menu, add a date, 
order number (if available), a project (if available). The    Attention Attention Attention Attention FFFFieldieldieldield will 
automatically populate with the first contact linked to this customer. If this isn’t 
the correct contact, you can change it by using the drop-down menu.     
 
Insert a sales item by clicking on the Sales Sales Sales Sales IIIItem tem tem tem button on the right side of the 
screen.... Enter a letter or part description of the product or service in the 
description field and then select the product description from the drop-down 
menu or write in the description and then select the quantity. When complete 
click the Save Save Save Save button on the right side of the screen. 
 
Should you wish to edit or amend the line item in any way click on the description 
and edit the line where necessary. Click on the Save Save Save Save icon on the right side of the 
screen. 
 
Repeat this process for additional sale items. 
 
Click the    SSSSaaaaveveveve    button on the bottom of the screen when your quote is complete. 
 

 

Search Search Search Search and    view view view view an 
existing quoteexisting quoteexisting quoteexisting quote 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the QQQQuotesuotesuotesuotes    button and then the Quotes Quotes Quotes Quotes button again. 
 
Select a From From From From date    and To To To To date    using the Calendar Calendar Calendar Calendar icons and click RefreshRefreshRefreshRefresh or 
enter a quote number or company in the search field.    
 
Or 
 
Use the AAAAlphabet lphabet lphabet lphabet SSSSearch earch earch earch option by clicking on the letter (A, B, C etc.) that 
corresponds with the first letter of the organisation. 
 
Click on the QQQQuote uote uote uote NNNNumberumberumberumber to view the specific quote. 
 

 
 
 
 

To edit edit edit edit an existing 
quotequotequotequote 

 
Search for the    quote    (see above). 
 
Click on the QQQQuote uote uote uote NNNNumberumberumberumber to view the quote. 
 
Edit any of the information as required. 
 
Click on the SSSSaveaveaveave    button. 
 

 



 

| 21  

 
 
 

To convert a quote convert a quote convert a quote convert a quote to 
an InvoiceInvoiceInvoiceInvoice 

 
Search for the existing quote (see above). 
 
Click on the Convert Convert Convert Convert this qthis qthis qthis quote uote uote uote tttto o o o aaaan n n n iiiinvoicenvoicenvoicenvoice icon in the far-right column (first 
icon). A pop-up message will appear asking you to confirm whether you want to 
convert the quote. If you are sure click the Yes Yes Yes Yes button. If you no longer want to 
convert it, click the No No No No button. If you click the    YesYesYesYes button an invoice will be 
created.  
 
Check that all the details are correct and amend the date if necessary. Click on 
the Save Save Save Save button. 
 
Your invoice will now appear in your list of invoices. 
 

To finalise the invoice tick the first icon on the right of the screen (the box with 
the arrow) and a pop up message will appear asking if you are sure you want to 
finalise the invoice. 
 

If you are sure click the Yes Yes Yes Yes button. If you no longer wish to finalise click the No No No No 
button. Your finalised invoice will now have an automatically generated invoice 
number. 
 

 
 
 

To PDF, printPDF, printPDF, printPDF, print or save save save save a 
quotequotequotequote 

 
Search for the quote (see above) that you wish to PDF or save. 
 

Click on the PDFPDFPDFPDF icon on the far right of the display table. Your quote in PDF 
format will open in a new window. It can now be printed or saved by clicking on 
the appropriate icon in the toolbar. 
 

 
 
 

To deletedeletedeletedelete a quotequotequotequote 

 
Search for the quote (see above) you want to delete. 
 

Click on the white cross white cross white cross white cross on the far right of the display table. A message will pop 
up asking you to confirm your decision to delete. If you are certain you can click 
the    Yes Yes Yes Yes button. If you no longer wish to delete, click the No No No No button. 
 

    

Price Price Price Price llllistististist    

To add add add add a product to a 
price listprice listprice listprice list 

 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the Quotes Quotes Quotes Quotes button and then on the Price Price Price Price LLLList ist ist ist button. 
 
Click on the Add NewAdd NewAdd NewAdd New    button at the top-right of the screen. 
 
Type in the details of the product you want to add. 
 
Click the Save Save Save Save button. 
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To search search search search for a product 
on the price listprice listprice listprice list 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the Quotes Quotes Quotes Quotes button and then on the Price List Price List Price List Price List button. 
 
Type in the price list code, product name or description in the search field or use 
the AAAAlphabet lphabet lphabet lphabet SSSSearchearchearchearch option by clicking on the letter (A, B, C etc.) that 
corresponds with the first letter of the product. 
 

 

To edit edit edit edit a product on 
the price listprice listprice listprice list 

 
Find the existing product (see above). 
 
Click on the product name of the product you want to edit (first column of the 
display table). 
 
Edit any of the details by retyping the specific fields that you want to change. 
 
Click the Save Save Save Save button. 
 

 

To delete delete delete delete a product on 
the price listprice listprice listprice list 

 
Find the existing product (see above) that you want to delete. 
 

Use the white cross white cross white cross white cross on the far-right column of the display table to delete the 
product. A message will automatically pop up asking you to confirm your 
decision to delete the product. If you are certain, you can click the Yes Yes Yes Yes button. If 
you no longer wish to delete, then click the No No No No button. 
 

 
To PDF or print PDF or print PDF or print PDF or print your 

price list      
    

Click on the PDFPDFPDFPDF icon on the top right of your screen.             
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Business Business Business Business ccccashashashash    

To add add add add an entry to 
business cashbusiness cashbusiness cashbusiness cash 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the Business Business Business Business CCCCash ash ash ash button. 
 
Click on the Add New Add New Add New Add New button at the top right of the screen. 
 

If you are recording an entry of money going into business cash, click on the 
green Money Money Money Money IIIIn n n n button. 
 

Or 
 
If you are recording an entry going out of business cash, click on the red Money Money Money Money 
Out Out Out Out button. 
 

Fill in all the details. 
 

Click on the SSSSaveaveaveave    button. 
 

 
 
 
 
 
 

To splitsplitsplitsplit a business business business business 
cash itemcash itemcash itemcash item 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the Business CashBusiness CashBusiness CashBusiness Cash button. 
 
Click on the Add Add Add Add NNNNew ew ew ew button at the top right of the screen. 
 
Follow the steps above. 
 
Tick the Split ItemSplit ItemSplit ItemSplit Item    box. 
 
Enter the details. 
 
Click on the SSSSaveaveaveave    button. 
 

 

To printprintprintprint or save save save save the 
business cashbusiness cashbusiness cashbusiness cash 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the Business Business Business Business CCCCash ash ash ash button. 
 
Select the month you require from the drop-down menu. 
 
Click on the PDF PDF PDF PDF icon on the top right of the screen. 
 
You can now print or save the report by clicking on the appropriate icon on the 
screen. 
 

 

 
 

To deletedeletedeletedelete an entryentryentryentry in 
business cashbusiness cashbusiness cashbusiness cash 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the Business Business Business Business CCCCash ash ash ash button. 
 
Search for the entry by using the monthmonthmonthmonth filter. 
 
Use the white crosswhite crosswhite crosswhite cross on the far-right column of the display table to delete the 
individual entry.  A message will automatically pop up asking you to confirm your 
decision to delete the specific entry. If you are certain, you can click the    YesYesYesYes 
button. If you no longer wish to delete, then click the No No No No button. 
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Owner’s Owner’s Owner’s Owner’s mmmmoney oney oney oney ––––    lllloan oan oan oan aaaaccountccountccountccount    

AddAddAddAdd owner’s accountaccountaccountaccount 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the Owners Money LoanOwners Money LoanOwners Money LoanOwners Money Loan    Account Account Account Account button. 
 
Click on the button with the button with the button with the button with the orangeorangeorangeorange    cross cross cross cross in the middle of the screen. 
 
Fill in the loan account name. 
 
Click the OOOOkkkk    button. 
 

 

To edit edit edit edit an owner’s owner’s owner’s owner’s 
money account namemoney account namemoney account namemoney account name 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the OwnerOwnerOwnerOwner’’’’s s s s MMMMoney oney oney oney LLLLoan oan oan oan AAAAccountccountccountccount    button. 
 
Select the owner’s money account you want to edit from the drop-down menu. 
 
Click on the Pencil Pencil Pencil Pencil icon to the right of the drop-down menu. 
 
Edit the details. 
 
Click the OOOOkkkk    button. 
 

 

To record transactions record transactions record transactions record transactions  
made with owner’s 

money 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the OwnerOwnerOwnerOwner’’’’s s s s MMMMoney oney oney oney LLLLoan oan oan oan AAAAccountccountccountccount    button. 
 
Select the correct owner’s money account from the drop-down menu. 
 
Click on the Add Add Add Add NNNNewewewew    button at the top of the screen. 
 
Fill in all the details. 
 
Click on the OOOOkkkk    button. 
 

 
 
 
 
 

To printprintprintprint an owner’s owner’s owner’s owner’s 
money reportmoney reportmoney reportmoney report    

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the OwnerOwnerOwnerOwner’’’’s s s s MMMMoney oney oney oney LLLLoan oan oan oan AAAAccountccountccountccount    button. 
 
Select the owner’s money account and the month from the drop-down menu. 
 
Click on the PDF PDF PDF PDF icon on the top right of the screen. 
 
A print preview will pop up. If you want to print, click the PPPPrint rint rint rint icon on the screen. 
Otherwise click the cross cross cross cross to close the screen. 
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Delete Delete Delete Delete an    entry entry entry entry in 
owner’s money 

 
Click on the FinanceFinanceFinanceFinance dashboard. 
 
Click on the OwnerOwnerOwnerOwner’’’’s s s s MMMMoney oney oney oney LLLLoan oan oan oan AAAAccountccountccountccount button. 
 
Search for the correct owner’s money account from the drop-down menu and 
select the relevant month. 
 
Use the    white crosswhite crosswhite crosswhite cross on the far-right column of the display table to delete the 
individual entry.  A message will automatically pop up asking you to confirm your 
decision to delete the entry. If you are certain, you can click the Yes Yes Yes Yes button. If 
you no longer wish to delete, then click the No No No No button. 
 

    

        Customer Customer Customer Customer iiiinvoice nvoice nvoice nvoice ----    ddddebtorsebtorsebtorsebtors    

To add add add add an invoiceinvoiceinvoiceinvoice 

 

Click on the Finance Finance Finance Finance dashboard. 
 

Click on the IIIInvoicingnvoicingnvoicingnvoicing    button and then on the Customer Customer Customer Customer IIIInvoicenvoicenvoicenvoice    button. 
 

Click on the Add Add Add Add NNNNew ew ew ew button at the top-right of the screen. 
 

Select the CCCCustomerustomerustomerustomer    from the Select Select Select Select CCCCustomerustomerustomerustomer    drop-down menu, add an invoice 
date, order number and project if available. The    AttentionAttentionAttentionAttention    FFFFieldieldieldield will 
automatically populate with the first contact linked to this customer. If this isn’t 
the correct contact, you can change it by using the drop-down menu. 
 

Insert a sales item by clicking on the Sales Sales Sales Sales IIIItem tem tem tem button on the right side of the 
screen.... Enter a letter or part description of the product or service in the 
description field and then select the product description from the drop-down 
menu or write in the description and then select the quantity. When complete 
click the Save Save Save Save button on the right side of the screen. 
 
Should you wish to edit or amend the line item in any way click on the description 
and edit the line where necessary. Click on the SaveSaveSaveSave icon on the right side of the 
screen. 
 
Repeat the process for additional sale items. Follow the same steps to insert a 
Discount Discount Discount Discount IIIItemtemtemtem and/or Interest Interest Interest Interest IIIItemtemtemtem....    
    

Click the SSSSaveaveaveave    button at the bottom of the screen when the invoice is complete. 
 

To finalise the invoice, tick the blue finalise boxfinalise boxfinalise boxfinalise box and a message will appear 
asking you to confirm whether you wish to finalise the invoice. If you are certain, 
you can click the Yes Yes Yes Yes button. If you no longer wish to finalise the invoice, then 
click the No No No No button. 
 

If you did finalise your invoice it will now have an automatically generated invoice 
number. 
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To searchsearchsearchsearch and viewviewviewview an 
existing invoiceexisting invoiceexisting invoiceexisting invoice 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the IIIInvoicingnvoicingnvoicingnvoicing    button and then on the Customer Customer Customer Customer IIIInvoicenvoicenvoicenvoice    button. 
 
Select a From From From From date    and To To To To date    using the CCCCalendalendalendalendaaaarrrr    icons or enter an Invoice 
number or company name.    
 
Or 
 
Use the Alphabet Alphabet Alphabet Alphabet SSSSearchearchearchearch    option by clicking on the letter (A, B, C etc.) that 
corresponds with the first letter of the organisation. 
 
Or 
 
Click on the IIIInvoice nvoice nvoice nvoice NNNNumberumberumberumber to view the specific invoice. 
 

  

To PDF, printPDF, printPDF, printPDF, print or save save save save 
an     invoiceinvoiceinvoiceinvoice 

 
Search for the invoice (see above) that you wish to PDF or save. 
 
Click on the PDF PDF PDF PDF icon in the far-right column (on the left) of the display table. 
Your invoice in PDF format will then open in a new window. It can now be printed 
or saved by clicking on the appropriate icon on the screen. 
 

  

To deletedeletedeletedelete an 
unfinalised invoiceunfinalised invoiceunfinalised invoiceunfinalised invoice 

    
Please note that you are Please note that you are Please note that you are Please note that you are unable to delete a finalised invoiceunable to delete a finalised invoiceunable to delete a finalised invoiceunable to delete a finalised invoice....    
 
You can only delete an invoice that has been saved but not finalised. Search for 
the unfinalised invoice (see above) that you wish to delete. 
 
Click on the white crosswhite crosswhite crosswhite cross in the far-right column of the display table. A message 
will appear asking you to confirm your decision to delete that specific invoice. If 
you are certain, you can click the    Yes Yes Yes Yes button. If you no longer wish to delete, 
then click the No No No No button. 
 

    

Credit Credit Credit Credit nnnnoteoteoteote    

To addaddaddadd a credit notecredit notecredit notecredit note 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the Invoicing Invoicing Invoicing Invoicing button and then on the CCCCredit redit redit redit NNNNote ote ote ote button. 
 
Click on the Add Add Add Add NNNNew ew ew ew button at the top right of the screen. 
 
Select the invoice you wish to credit from the drop-down menu. 
 
Click on the OOOOkkkk    button. 
 
Insert a credit item    by clicking on the orange box orange box orange box orange box with the with the with the with the white crosswhite crosswhite crosswhite cross. In the 
pop-up box, change the quantity or select all, click the OOOOkkkk    button. 
 
Repeat this process for additional credit items. 
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To    search andsearch andsearch andsearch and view view view view an 
existing credit notecredit notecredit notecredit note 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the IIIInvoicingnvoicingnvoicingnvoicing    button and then on the Credit Credit Credit Credit NNNNoteoteoteote    button. 
 
Select a FFFFromromromrom    date    and TTTToooo    date    using the CalendarCalendarCalendarCalendar icons or enter a credit note 
into the search field.    
 
Or 
 
Use the AAAAlphabet lphabet lphabet lphabet SSSSearch earch earch earch option by clicking on the letter (A, B, C etc.) that 
corresponds with the first letter of the organisation. 
 

  

To PDF, print PDF, print PDF, print PDF, print or save save save save a 
credit notecredit notecredit notecredit note 

 
Search for the credit note (see above) that you want to PDF. 
 
Click on the    PDF PDF PDF PDF icon on the far-right column of the display table. Your credit 
note in PDF format will open in a new pop up box. 
 
You can now print or save the credit note by clicking on the appropriate icon on 
the screen. 
 

 

Supplier Supplier Supplier Supplier iiiinvoices nvoices nvoices nvoices ----    ccccreditorsreditorsreditorsreditors    

To addaddaddadd a supplier supplier supplier supplier 
invoiceinvoiceinvoiceinvoice 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the InvoicingInvoicingInvoicingInvoicing button and then on the Supplier InvoiceSupplier InvoiceSupplier InvoiceSupplier Invoice button. 
 
Click on the Add New Add New Add New Add New button at the top right of the screen. 
 
Select the supplier from the select supplier drop down menu. Fill in the rest of 
the details. Please note that the invoice number, invoice date, reference and pay 
by date fields are all compulsory. 
 
Insert an item by clicking on the AccountAccountAccountAccount    Item Item Item Item button. Select a category, then 
enter a description and an amount. Once your information is entered click on the 
OOOOkkkk    button. 
 
Follow the same steps to insert an Interest itemInterest itemInterest itemInterest item and/or Discount Discount Discount Discount IIIItemtemtemtem....    
    

Click the SSSSaveaveaveave    button when the invoice is complete. 
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To search search search search and    view view view view an 
existing invoiceexisting invoiceexisting invoiceexisting invoice 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the InvoicingInvoicingInvoicingInvoicing button and then on the Supplier Supplier Supplier Supplier IIIInvoicenvoicenvoicenvoice button. 
 
Select a FFFFromromromrom    datedatedatedate    and TTTToooo    datedatedatedate    using the CalendarCalendarCalendarCalendar    iconsiconsiconsicons or enter an invoice 
number or company into the search field.     
    
Or 
 
Use the alphabet search alphabet search alphabet search alphabet search option by clicking on the letter (A, B, C etc.) that 
corresponds with the first letter of the organisation.  
 
Click on the invoice number to view the specific invoice. 
 

 

To deletedeletedeletedelete an invoiceinvoiceinvoiceinvoice 

 
Search for the invoice (see above). 
 
Click on the white crosswhite crosswhite crosswhite cross in the far-right column of the display table. A message 
will appear asking you to confirm your decision to delete that specific invoice. If 
you are certain, you can click the    Yes Yes Yes Yes button. If you no longer wish to delete, 
then click the No No No No button. 
 
Should any payments have been made against an invoice, the invoice cannot Should any payments have been made against an invoice, the invoice cannot Should any payments have been made against an invoice, the invoice cannot Should any payments have been made against an invoice, the invoice cannot 
be deletedbe deletedbe deletedbe deleted....    
 

    

Bank Bank Bank Bank aaaaccountsccountsccountsccounts    

To import import import import a new bank bank bank bank 
statementstatementstatementstatement 

 
Before you Before you Before you Before you cancancancan    import your bank statement you will need to download this import your bank statement you will need to download this import your bank statement you will need to download this import your bank statement you will need to download this 
statement from your internet banking platform in CSV or OFX format and statement from your internet banking platform in CSV or OFX format and statement from your internet banking platform in CSV or OFX format and statement from your internet banking platform in CSV or OFX format and 
save it on your computersave it on your computersave it on your computersave it on your computer....    
 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the Bank AccountsBank AccountsBank AccountsBank Accounts button and then on the Import Import Import Import NNNNew ew ew ew BBBBank ank ank ank 
SSSStatementtatementtatementtatement    button. 
 
Select the bank account from the account name drop-down menu. 
 
Select the statement you want to allocate by clicking on the name. 
 
Fill in the details of the bank account allocations. It is possible to split an entry 
over two or more allocations. To do this click on the box labelled    SSSSplitplitplitplit....    
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To allocateallocateallocateallocate 
transactions on an 

already    importedimportedimportedimported bank bank bank bank 
statementstatementstatementstatement 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the Bank AccountsBank AccountsBank AccountsBank Accounts, then the Bank Bank Bank Bank SSSStatement tatement tatement tatement button and click on the 
AAAAllocatellocatellocatellocate    button. 
 
Select the bank account from the Account Account Account Account NNNNameameameame drop-down menu. 
 
Select the statement you want to allocate by clicking on the upload name.  
 
Fill in the details on the bank account allocations. It is possible to split an entry 
over two or more allocations. Tick the box labelled SplitSplitSplitSplit....    
    
Click on the SSSSaveaveaveave    button. 
 

 
 
 

To view saved bank view saved bank view saved bank view saved bank 
statementsstatementsstatementsstatements 

 
Click on the Finance Finance Finance Finance dashboard. 
 

Click on the Bank AccountsBank AccountsBank AccountsBank Accounts, then the Bank Bank Bank Bank SSSStatements tatements tatements tatements SSSSavedavedavedaved    button. Choose 
either View View View View BBBBy y y y MMMMonth onth onth onth or View View View View BBBBy y y y UUUUpload pload pload pload and select the bank account from the 
drop-down menu. 
 
Your saved bank statement will be displayed. 
 

    

Business Business Business Business lllloansoansoansoans    

To add a new business new business new business new business 
loanloanloanloan 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the Business Business Business Business LLLLoans oans oans oans button. 
 
Click on the button with the button with the button with the button with the orangeorangeorangeorange    cross cross cross cross in the middle of the screen. 
 
Fill in the loan account name. 
 
Click on the OOOOkkkk    button. 
 

 

 
To edit edit edit edit a business business business business 
loan account nameloan account nameloan account nameloan account name    

 

 
Click on the Finance Finance Finance Finance dashboard. 
 

Click on the Business Business Business Business LLLLoansoansoansoans    button. 
 

Select the loan account you want to edit from the drop-down menu.  
 
Click on the PPPPencil encil encil encil icon to the right of the drop-down menu.  
 

Edit the details. 
 

Click on the OOOOkkkk    button. 
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To record transactionsrecord transactionsrecord transactionsrecord transactions 
made with the 
business loanbusiness loanbusiness loanbusiness loan    

 

 
Click on the Finance Finance Finance Finance dashboard. 
 
Click on the Business Business Business Business LLLLoansoansoansoans    button. 
 

Select the correct Loan AccountLoan AccountLoan AccountLoan Account from the drop-down menu and select the 
relevant MMMMonthonthonthonth. 
 

Click on the Add Add Add Add NNNNewewewew button at the top-right of the screen. 
    

Fill in all the details. Interest amounts are the only entries that will be recorded Interest amounts are the only entries that will be recorded Interest amounts are the only entries that will be recorded Interest amounts are the only entries that will be recorded 
in business loans. The business loan amount in business loans. The business loan amount in business loans. The business loan amount in business loans. The business loan amount received,received,received,received,    and monthly and monthly and monthly and monthly 
repayments will be recorded via the bank statementrepayments will be recorded via the bank statementrepayments will be recorded via the bank statementrepayments will be recorded via the bank statement....    
 

Click on the OOOOkkkk    button. 
 

 

To print or PDF print or PDF print or PDF print or PDF a 
business loanbusiness loanbusiness loanbusiness loan 

 
Click on the Finance dashboardFinance dashboardFinance dashboardFinance dashboard. 
 
Click on the Business Business Business Business LLLLoansoansoansoans    button. 
 
Select the Loan AccountLoan AccountLoan AccountLoan Account and    MMMMonthonthonthonth you wish to print from the drop-down 
menus. 
 
Click on the PDF PDF PDF PDF icon on the top right of the screen. 
 
Your business loan statement will open in a new pop up box. You can now print 
or save it as a PDF document by selecting the appropriate icon in the toolbar. 
 

 

ReportsReportsReportsReports    
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Who Who Who Who oooowes wes wes wes yyyyou ou ou ou ––––        ccccustomer ustomer ustomer ustomer iiiinvoices nvoices nvoices nvoices ddddueueueue    

To view, PDF view, PDF view, PDF view, PDF or printprintprintprint 
the customer invoices customer invoices customer invoices customer invoices 

due reportdue reportdue reportdue report 

 

Click on the Reports Reports Reports Reports dashboard. 
 
Click on the Who Who Who Who OOOOwes wes wes wes YYYYou ou ou ou ––––    CCCCustomersustomersustomersustomers    (Debtors)(Debtors)(Debtors)(Debtors)    button. 
 
Click on the PDFPDFPDFPDF icon on the right of the screen. Your report will now open in a 
new pop up box. 
 
You can now print or PDF the report by clicking on the relevant icon from the 
toolbar. 
 

 

Who Who Who Who oooowes wes wes wes yyyyou ou ou ou ----    pppper er er er ccccustomer ustomer ustomer ustomer     

To view, PDF view, PDF view, PDF view, PDF or pppprintrintrintrint 
the Per Per Per Per ccccustomer ustomer ustomer ustomer 

reportreportreportreport 

 

Click on the Reports Reports Reports Reports dashboard. 
 

Click on the Who Who Who Who OOOOwes wes wes wes YYYYoooou, u, u, u, then the    All Transactions All Transactions All Transactions All Transactions PPPPer er er er CCCCustomerustomerustomerustomer    tab. 
 

Bear in mind that this report only shows customers with outstanding balances.  
 

Select the customer from the drop-down menu. 
 

Click on the PDFPDFPDFPDF icon on the right of the screen. Your report will now open in a 
new pop up box. 
 
You can now print or PDF the report by clicking on the relevant icon from the 
toolbar. 
 

    

Customer Customer Customer Customer aaaage ge ge ge aaaanalysisnalysisnalysisnalysis    

To view, PDF view, PDF view, PDF view, PDF or pppprintrintrintrint 
the customer age customer age customer age customer age 

analysis reportanalysis reportanalysis reportanalysis report   

 
Click on the    Reports Reports Reports Reports dashboard. 
 
Click on the    Who Who Who Who OOOOwes wes wes wes YYYYou ou ou ou ----    CCCCustomersustomersustomersustomers    (Debtors) (Debtors) (Debtors) (Debtors) button. 
 
Click on the Customer Customer Customer Customer AAAAge ge ge ge AAAAnalysisnalysisnalysisnalysis    tab. 
 
Select the date for the age analysis from the CCCCalendaralendaralendaralendar icon. Click on the PDFPDFPDFPDF 
button. 
 
You can now print or PDF the report by clicking on the relevant icon from the 
toolbar. 
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Customer Customer Customer Customer sssstatement tatement tatement tatement rrrreporteporteporteport 

To view, PDF view, PDF view, PDF view, PDF or pppprintrintrintrint 
the customer customer customer customer 

statement reportstatement reportstatement reportstatement report 

 
Click on the    Reports Reports Reports Reports dashboard. 
 
Click on the    Who Who Who Who OOOOwes wes wes wes YYYYou ou ou ou ----    CCCCustomersustomersustomersustomers    (Debtors) (Debtors) (Debtors) (Debtors) button. 
 
Click on the Customer Customer Customer Customer SSSStatementtatementtatementtatementssss    tab. 
 
Select the date range for the customer statement using the CCCCalendaralendaralendaralendar icons. 
Select the BBBBank ank ank ank AAAAccountccountccountccount and the CCCCustomerustomerustomerustomer. The Notes box can be used to 
convey specific information to your customer. Click on the PDFPDFPDFPDF button. 
 
You can now print or PDF the report by clicking on the relevant icon from the 
toolbar. 
 

    

Who Who Who Who yyyyou ou ou ou oooowe we we we ––––    ssssuppliers (uppliers (uppliers (uppliers (ccccreditors)reditors)reditors)reditors) 

To view, PDF view, PDF view, PDF view, PDF or pppprintrintrintrint 
the     supplier invoices supplier invoices supplier invoices supplier invoices 

owed reportowed reportowed reportowed report 

 
Click on the    Reports Reports Reports Reports dashboard. 
 
Click on the Who Who Who Who YYYYou ou ou ou OOOOwe we we we ----    SSSSuppliersuppliersuppliersuppliers    (Creditors) (Creditors) (Creditors) (Creditors) button. 
 
Click on the PDFPDFPDFPDF icon on the right of the screen. Your report will now open in a 
new pop up box. 
 
You can now print or PDF the report by clicking on the relevant icon from the 
toolbar. 
 

 

Supplier Supplier Supplier Supplier aaaage ge ge ge aaaanalysisnalysisnalysisnalysis    

To view, PDF view, PDF view, PDF view, PDF or pppprintrintrintrint 
the     supplier age supplier age supplier age supplier age 
analysis reportanalysis reportanalysis reportanalysis report 

 
Click on the    Reports Reports Reports Reports dashboard. 
 
Click on the Who Who Who Who YYYYou ou ou ou OOOOwe we we we ----    SSSSuppliersuppliersuppliersuppliers    (Creditors) (Creditors) (Creditors) (Creditors) button. 
 
Click on the Supplier Age Analysis Supplier Age Analysis Supplier Age Analysis Supplier Age Analysis tab. 
 
Select the date for the age analysis from the calendar icon. Click on the PDFPDFPDFPDF 
button. 
 
You can now print or PDF the report by clicking on the relevant icon from the 
toolbar. 
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Cash Cash Cash Cash fffflow low low low rrrreporteporteporteport    

To    viewviewviewview or print print print print the 
cash flow reportcash flow reportcash flow reportcash flow report    

 

Click on the    Reports Reports Reports Reports dashboard. 
 
Click on the Cash Cash Cash Cash FFFFlow low low low MMMManagementanagementanagementanagement    button. 
 
The first three months will be actual figures according to the transactions you 
have entered into the system for those three months; the current month will be 
in column three, and the figures for the following six months will be estimated 
figures based on the average of the first two months.  
 
It will show cashflow figures as at the current date. 
 
By ticking the Show all categoriesShow all categoriesShow all categoriesShow all categories    box, which is in the top left-hand corner, the 
system will show all the categories the cash flow can provide, even those 
without any transactions. 
 
To print click on the PDPDPDPDF F F F icon on the top right-hand side of the screen. 
 
You can then print or PDF the report by clicking on the relevant icon from the 
toolbar. 

 

VAT VAT VAT VAT rrrreporteporteporteport 

To view view view view or    print print print print the    
VAT reportVAT reportVAT reportVAT report 

 
Click on the Reports Reports Reports Reports dashboard. 
 
Click on the VAT VAT VAT VAT button. 
 
Select the From From From From date    and To To To To date using the    CalendCalendCalendCalendaaaarrrr    icons and click the Refresh Refresh Refresh Refresh 
button. button. button. button. The system will automatically calculate the VAT VAT VAT VAT OutputOutputOutputOutput, VAT , VAT , VAT , VAT InputInputInputInput    and 
it will reflect if you must make a payment or if you will be receiving a refund from 
SARS. 
 
Click the PDF PDF PDF PDF icon on the top right of the screen. 
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AccountantAccountantAccountantAccountant    

    

    
    

General General General General lllledgeredgeredgeredger    

To generate generate generate generate and print print print print 
a general ledgergeneral ledgergeneral ledgergeneral ledger    

 

 
Click on the Accountant Accountant Accountant Accountant dashboard. 
 
Click on the General General General General LLLLedgeredgeredgeredger    button. 
 
You can generate a general ledger showing a snapshot of a particular period in 
your business. Select a start date and an end date and click on the PDF PDF PDF PDF button. 
 
Or 
 
You can generate a complete general ledger from the start of your business 
(which will include take on balances). Do not enter any dates. Click on the 
Request GL Request GL Request GL Request GL button. 
 
Your request status will show as Queued. Click the Refresh Refresh Refresh Refresh button and your 
request status will change to Processing. Wait a short while and Refresh again.  
The status will have changed to SucceededSucceededSucceededSucceeded and you will be able to download the 
generated general ledger. You can print or save a copy of the ledger by clicking 
on the relevant icon from the toolbar. 
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Trial Trial Trial Trial bbbbalancealancealancealance 

To generate,generate,generate,generate, print print print print and 
save save save save a trial balancetrial balancetrial balancetrial balance    

 

 

Click on the Accountant Accountant Accountant Accountant dashboard. 
 

Click on the TrTrTrTrialialialial    BBBBalancealancealancealance    button. 
 

Enter the endendendend date using the CCCCalendar alendar alendar alendar icon. 
 

Click the PDF PDF PDF PDF button. 
 

A new pop up box will open with the generated trial balance. You can print or 
save a copy by clicking on the relevant icon from the toolbar. 
 

    

Export Export Export Export ddddataataataata 

To export dataexport dataexport dataexport data 

 
Click on the    Accountant Accountant Accountant Accountant dashboard. 
 
Click on the Export Export Export Export DDDData ata ata ata button. 
 
Select the EEEExport xport xport xport TTTTypeypeypeype from the drop-down menu. 
 
Select the startstartstartstart date and endendendend date using the CCCCalendar alendar alendar alendar icons. 
 
Click the DownloadDownloadDownloadDownload    button. 
 
Click the Save Save Save Save FFFFileileileile    button. 
 
Name the file and save it on your computer. 
 

    

Income Income Income Income sssstatement tatement tatement tatement  

To generate, print generate, print generate, print generate, print and    
save save save save an    income income income income 

statementstatementstatementstatement 

 
Click on the    Accountant Accountant Accountant Accountant dashboard. 
 
Click on the Income Income Income Income SSSStatementtatementtatementtatement    Profit or Loss Profit or Loss Profit or Loss Profit or Loss button. 
 
Enter the startstartstartstart date and fromfromfromfrom date using the CCCCalendar alendar alendar alendar icons. 
 
Click the PDF PDF PDF PDF button. 
 
A new pop up box will open with the generated income statement. You can print 
or save a copy by clicking on the relevant icon from the toolbar. 
 

    

Balance Balance Balance Balance ssssheetheetheetheet 

To generate, print generate, print generate, print generate, print and 
save save save save a    balance sheetbalance sheetbalance sheetbalance sheet 

 
Click on the Accountant Accountant Accountant Accountant dashboard. 
 
Click on the Balance Balance Balance Balance SSSSheetheetheetheet    button. 
 
Enter the endendendend date    using the CCCCalendar alendar alendar alendar icon and click the PDF PDF PDF PDF button. 
 
A new pop up box will open with the generated balance sheet. You can print or 
save a copy by clicking on the relevant icon from the toolbar. 
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AdjustmentsAdjustmentsAdjustmentsAdjustments 

To add add add add an adjustmentadjustmentadjustmentadjustment 

 
It is recommended that your accountant completes this processIt is recommended that your accountant completes this processIt is recommended that your accountant completes this processIt is recommended that your accountant completes this process....    
 
Click on the Accountant Accountant Accountant Accountant dashboard. 
 
Click on the Adjustments Adjustments Adjustments Adjustments button. 
 
Click on the Add Add Add Add NNNNewewewew    button on the top right of the screen. 
 
Fill in details of the Adjustment. 
 
Click the    SSSSaveaveaveave    button. 
 

  

To print print print print an adjustmentadjustmentadjustmentadjustment 

 
Click on the Accountant Accountant Accountant Accountant dashboard. 
 
Click on the AAAAdjustmentsdjustmentsdjustmentsdjustments    button. 
 
Click on the    PDF PDF PDF PDF icon    on the top right of the screen. 
 
A new pop up box will open with the generated balance sheet. You can print or 
save a copy by clicking on the relevant icon from the toolbar. 
 

    

SetSetSetSet    upupupup    ttttake ake ake ake oooon n n n bbbbalancesalancesalancesalances 

To setsetsetset    up take on up take on up take on up take on 
balancesbalancesbalancesbalances 

 
Click on the Accountant Accountant Accountant Accountant dashboard. 
 
Click on the Setup Setup Setup Setup TTTTake ake ake ake OOOOn n n n BBBBalancesalancesalancesalances    button. 
 
Brought forward balances from your previous financial year end will be entered 
here. 
 
You will need to have completed all your details on the previous dashboards to 
ensure that all accounts are existing in order to setup take on balances. 
 
It is preferred and recommended that your accountant completes this It is preferred and recommended that your accountant completes this It is preferred and recommended that your accountant completes this It is preferred and recommended that your accountant completes this 
processprocessprocessprocess    as amounts entered and saved cannot be changedas amounts entered and saved cannot be changedas amounts entered and saved cannot be changedas amounts entered and saved cannot be changed....    
    

    

Query Query Query Query ––––    aaaask sk sk sk mmmmy y y y aaaaccountantccountantccountantccountant 

To pass pass pass pass an adjusting 
entry to ask my ask my ask my ask my 

accountantaccountantaccountantaccountant 

 
It is recommended that your accountant completes this processIt is recommended that your accountant completes this processIt is recommended that your accountant completes this processIt is recommended that your accountant completes this process....    

 
See above – To add an adjustment. 
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Custom Custom Custom Custom lllledger edger edger edger aaaaccountsccountsccountsccounts 

To add add add add a    custom custom custom custom 
ledger accountledger accountledger accountledger account 

 
It is recommended that your accountant completes this processIt is recommended that your accountant completes this processIt is recommended that your accountant completes this processIt is recommended that your accountant completes this process....    
 
Click on the Accountant Accountant Accountant Accountant dashboard. 

 
Click on the Custom Custom Custom Custom LLLLedger edger edger edger AAAAccounts ccounts ccounts ccounts button. 

 
Click on the Add Add Add Add NNNNewewewew    button. 
 
Complete all the details regarding your custom ledger accounts. 
 
Click the SSSSaveaveaveave    button. 
 
The custom account you created will now appear in the custom ledger account 
list. 
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Copyright NoticeCopyright NoticeCopyright NoticeCopyright Notice    
This training manual is copyrighted and all rights are reserved by SMEasy. 

No part of this publication may be reproduced, transmitted, transcribed, stored or 

translated into any language or computer language, in any form or by any means, 

electronic, manual or otherwise, without the prior written permission of SMEasy. 

 


