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Working with Smart Accountant

1.
2.
3.

Do not use “, please use double ‘ to replace

Do not use Enter to move from field to field. Use Tab or Arrows to move

Do not enter information in pull-down menus. Select options from pull-down
menus

May use Hot key (Alt + underline key) instead of mouse to operate. Press F4 to
select pull-down menus

Cannot delete User “admin” (allow to change password)

Record number cannot be edited once it is saved

Smart Accountant P.2
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Chapter 1 Smart Accountant Installation

1.1 Setup from CD
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e Insert Smart Accountant™ set up disk
in your CD ROM drive

e Locate set up file:

1.2 Installation initializes

PEGC N ifih

SmartAccountant”

)y

I .ahnl‘ hield v sard

Srnal Acrimadard Seba i ja ey the etk ek B wWieanl
wehich vl guichs youa thecaugh e 18l o th setp process. Plaass
st

Careel I

1.3 Click Next to continue

For Account edition: =
X:\1YYY\Account\Disk1\Setup.exe Recomiang T ot Wi o St
For Complete edition: e Toorimmc et
X:\W1YYY\Complete\Disk1\Setup.exe
Note:
X: is the CD ROM drive (usually D: or E:)
YYY is the version number (e.g. 153) (B _cwn |
e Double click Setup.exe 1.4 Click Yes to agree the License
Installation will run automatically Agreement to continue or No to quit
finstalchicid worard X
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1.5 Key in User Name, Company Name

and Serial Number.
finstalhiciwizard
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Note:

e Serial Number is a 10-digit number
given by Pegcon.

e  For 30-day demo version, type in demo
in the serial number field.

e Smart Accountant™ will not work with a

wrong serial number.

1.6 Click Next to continue
»  Choose Destination Folder by

clicking Browse

Note:

. Default Destination Folder is

C:\Program Files\Smart Accountant
e Unless it is necessary, user should not

change the default Destination Folder.

1.7 Click Next to continue
[instaihiciwirard

Select Piogsm Folder
Ploatn stioc! a oo ik

ki

!:?.x!!

by vl ik program icong o e Prograns Fokdies lfisd bekor Vo gy bypss & ressss ol
e, oF Labect o from the suwchng biden et Clck Riaed 10 conbrue.

Ercgpam Foidar:

1.8 Highlight Simplified Chinese or
Traditional Chinese to install simplified
or traditional Chinese version

respectively. Then, click Next
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1.9 Click Next 1.12 Start using Smart Accountant™
Insk aliShield Wirard 2 i i
r——— > Double click on the desktop icon
Firama sofrap e copprg e ¥
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1.10 Setup will run automatically

Inst alhield Warard Xl
Selup Slalus
o
[ 5 q
oo Irtalieg Pragram Files
LRy et St & —
| L5

1.11 After installation is completed, click

Finish to end the installation
[nst alihield Wirard

Trot ¥ b Wil Commgileien

&_ “pmp bt Frashad stalleng s Aocounisnl on pou
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»  Or click Start, point to Programs,

point to Smart Accountant and click

Smart Accountant

BBO TS G | frae | gortn | Pt |

<~ Default user: admin
< Default password: admin

Smart Accountant

P.5



PEGCCON#E&H#E®

Unit 5, 5/F., Sun Fung Centre, 88 Kwok Shui Rd., Tsuen Wan, N.T., Hong Kong
Tel: 852- 2757 1262 Fax: 852- 2798 9573 Email: pegcon@pegcon.com.hk

Chapter 2 System Management
2.1 System Setup

System Setup module can be found in System Management page
2.1.1) View Account Data Path (the database location)
»  Default path: C:\Program Files\Smart Accountant\smrtdata.peg
Account Data File:
212) Enter Company Name |C:\F‘rogram FileshSmart AccountanthS amplehSmitD ata.peg J

» this name is shown in all reports

Cormpary Marme:
|Smart Accountant

2.1.3) Attach Data: Use Dema Data

» Use Demo Data: press “Use Demo Data” -> demo data is attached

i ; : : Use Clear Dat
(you will get a new demo data every time you click this button) S e L

» Use Clear Data: press “Use Clear Data” -> clear data is attached (you will get a
clear data every time you click this button, thus you have to make a backup if
you want to keep the current data) Also, you can select to use Template Clear
data (with basic information).

»  Use your own data: click data file square button & browse to select data location

2.1.4) Use Log-in
- if you need to use user security & password to log-in Smart Accountant, you have
to click this box (need to restart Smart Accountant)

2.1.5) Use Backup W Use User Login Profile [~ Force Backup

» if you need to make backup, you have to click this box & press OK (need to
restart Smart Accountant)

» when Smart Accountant is exited, Database Utilities page is found

»  To Backup -> click “Backup” button -> “Backup In Process” message -> a zipped
backup file is created in the same folder & named SmartAccountant(Date).zip

»  To Restore -> click “Restore” button -> select a data file to replace the current
data & click “Open” -> press “Yes” to confirm overwrite -> Restore Complete

Smart Accountant P.6
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2.1.6) Billing Information & Delivery Information
- Company information will be used in Order Processing form

* Smart Accountant has to be restarted after pressing “OK”

2.2 Security Setup

To define security, you have to determine which modules can be operated by a level.
Then you can add users & set the level for them. Also, you can set which reports

can be viewed by each users.
2.2.1) Security Level

>  click “Security Level Setup” et e =
S i .
» press “Add” & enter a “Level Name” O s = |
> select “Function Name” & enter Right = e e (]
. : [ Jo— e
Access Details (Read Only, Allow Edit, = _q_’ : : :
Allow Delete) i e —
»  press “Save” to save this record () %

5 Lhser Maintenance

2.2.2) User Name & Password

» click “User Maintenance” Lisar [admin
Pasgword |
»  press “Add” & enter “User”, “Password”, Pesswoed Confem |
“Password Confirm” & select “Access Level” pecesstoal - Jhminineo |
> user name & password should be within 8 d|g|t< )| g | oo | somes | ]
JA [ Rt M|

2.2.3) Report Security

> click “Report Security” Tl
» setalevel user report right or individual user
report right
» select “User” and click the reports they can
view
» if alevel user report right is set, “Save Level”
should be pressed; if individual user report
right is set, no need to press “Save Level” ="
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2.3 Company Setup

Company Setup is used for entering basic information such as Payment Terms, Sales
Person, Currency used in trading & accounting parts.
* Some information must be entered or you cannot operate the system

O | Dot g | B | b, By | ooy rma
2.3.1) Master Table Setting ‘--.:{1.\.,,.,,”_,, T
> Must enter: Payment Terms, Title, ' e[ Tiom o

Wizard Voucher Type

2.3.2) Inventory Table Setting (for ordering

processing part)
»  Must enter: UOM, Warehouse

2.3.4) Currency Settings
»  Must enter: Currency, Short

Name, Book Keeping rate (for
reference only), Transaction rate
& Default currency

2.3.5) Application Settings

» Basic Trading functions: only
Quotation, Sales Order, Invoice, PO & Vendor Invoice can be used
»  Basic Trading functions + Stock Management: Basic Trading functions +

Smart Accountant P.8
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Confirm Dispatch, Goods Receive, Stock-in, Stock-out & Stock Transfer
»  Basic Trading functions + Shipping Management: Basic Trading functions +
Shipment Activities & Packing List
»  Basic Trading functions+ Shipping Management + Stock Management: all
functions in Order Processing & Inventory Management
2.3.6) Others
»  Must enter: Country Code, Description, Currency
2.3.7) Default Settings (for default accounts & terms)
» Optional
» Message Setup (for Order Processing Remarks)
2.3.8) Port
»  Optional
»  Country Code, Port Code & Description
2.3.9) Misc. Settings
» SO to PO Wizard Setting: only selected suppliers will be shown in this
module for selection
» Voucher Generation Setting (not include in standard package): copy Iltem
category as Analysis Code 1 to invoice voucher or vendor invoice voucher
»  Stock In/ Stock Out generate voucher: generate vouchers when using
Stock In or Stock Out module. Stock account can be default in Default
Setting page
»  Stock Control in Shipment/Invoice: is Disable box is clicked, users are
allowed to create Shipment Record or Invoice even there is no stock in the
warehouse record
2.3.10) Tax Setting
»  Click “Enable Tax Calculation” to enable Tax calculation function in Invoice.
The Tax name should be entered in “Tax Description” table

2.4 Message Setup (For Order Processing part)

Messages should be entered in Company Setup Message Setup befor.
»  Used for defining Remarks in Order Processing
»  select message owner from the combo box, e.g. Invoice

» high-light the selected message source
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»  press “Copy” or double click the selected message
>  press “OK” to confirm or “Cancel” to leave
»  “Setup” is a short cut back to Company Setup Message Setup pool

2.5 Account Setup

2.5.1) Ledger Setup

» view data path

» change data path by clicking the square button

» click OK to confirm the new data path or click Cancel to leave
* this function is the same as System Setup Account Data Path

2.5.2) Analysis Code Setup (not include in Standard package)
set maximum 10 analysis code

unlimited details

click “Edit” to add analysis code

click “Save” and “Exit” to leave

YV V. V V V

click Exit to leave details
* no analysis code report in standard package

2.5.3) Period Master Setup
» set financial period (1-12)
»  must enter correct date or you cannot leave

* period information is for reference only

2.5.4) Budget Master Setup

» “Add Set” & enter Set #

» select account in the Account Code combo box

»  enter the budget for each period & press “Save” button to commit
» if you need to edit or delete, press “Edit” or “Delete”

2.5.5) Batch Master Setup
»  set batch for Voucher
» click “Add” to add a new batch (000001 to 99999) -> select correct Period ->

Smart Accountant P. 10
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>
>
>

enter Remarks for reference -> click “Save” to save the batch

click Batch combo box for selecting batch

click Delete to delete batch (cannot delete posted batch)

click “Exit” to leave

* Batch function is found in Journal Voucher module

Period End and Year End will be discussed in Session 4.8
2.6 Chart of Account

2.6.1) Define Group type first

Chan of Accounts

» may refer to your Balance Sheet & Profit & Moy ] emes | s | oeows | o
Loss Account of last year - — ;. . ==

>  click “ Group Type” -

>  select “Account Type” from the combo box | -:'

» enter Group Type e.g.a, b, c ... _

» enter Group Name e.g. Fixed Assets, I
Current Assets ... e

»  press “Exit” to save & leave

2.6.2) Add New account

Asrnust Type

»  press “New Account” Aesisest Datsilion

»  enter Account Type, Account Description :T ,mm—| Bequesca [
(50), Account Number, Group, Sequence, | = | B
Parent Account and Beginning Balance Bugimaing falunce (577
(must use Default currency) il

>  click “OK” to save S U e

>  you must enter a parent account before | - ﬁé’jﬂ - ﬁ%a
adding a child account s AT

> no need to enter balance for a parent = s
account. The balance will be added up from its child account

»  parent account will not be used in voucher

Smart Accountant P. 11
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2.6.3) Edit Account information

»  High light the account & double click to amend the account information

»  cannot edit Account Number

» cannot edit accounts with transactions (vouchers should be deleted before
editing the account information)

2.6.4) Delete Account information

»  High light the account & press “Delete” to delete the account information

» cannot delete account with transactions (voucher should be deleted before
deleting the account)

»  cannot delete account with Beginning Balance (you can delete the Beginning

Balance before deleting the account)

2.6.5) Refresh Chart of Account information
»  Click “Refresh” to update Chart of Account information (for multi-user only)

Smart Accountant

P. 12



PEGCCON#E&H#E®

Unit 5, 5/F., Sun Fung Centre, 88 Kwok Shui Rd., Tsuen Wan, N.T., Hong Kong
Tel: 852- 2757 1262 Fax: 852- 2798 9573 Email: pegcon@pegcon.com.hk

Chapter 3 Data Entry

To operate the system, you have to enter basic information such as Customer ,
Supplier, AR & AP balance details and item information.

* you have to press “Edit” before amending any information. Also, you have to press
“Save” or “Commit” to confirm

3.1 Customer

»  press "Add” & enter information

» must enter: Customer No.
(cannot duplicate with Supplier
No.), Contact Person, Company

Name, Country, Account and __
Currency (press “Save” before o b b o

going to next page)

» information: Company, Contact i -

Person, Address, Tel., Fax, Sales —— ===
Person, Payment Terms & Selling Terms will be used in Order Processing
»  other contact person information can be entered in “Contact Person” page and
this information can be used in Order Processing
»  Other information is for reference
»  Customer AR account cannot be edited if records are generated such as Invoice,
Debit Note or Credit Note. You must check carefully before generating any order
»  Customized fields (Text, Memo, Date, Yes/No) for entering reference information

3.2 Supplier

»  press "Add” & enter information

» must enter: Customer No.
(cannot duplicate with Supplier
No.), Contact Person, Company

Name, Country, Account and

Currency (press “Save” before

Smart Accountant P. 13
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going to next page

» information: Company, Contact Person, Address, Tel., Fax, Sales Person,
Payment Terms & Selling Terms will be used in Order Processing

»  other contact person information can be entered in “Contact Person” page and
this information can be used in Order Processing

»  Other information is for reference

»  Supplier AP account cannot be edited if records are generated such as Vendor
Invoice, Debit Note or Credit Note. You must check carefully before generating
any order

»  Customized fields (Text, Memo, Date, Yes/No) for entering reference information

3.3 AR/AP Adjustment

It's used for entering customers and suppliers outstanding balance details. This

balance should be matched with the beginning balance in the Chart of Account.

»  click Utility, AR/AP adjustment with admin password

» enter: Ref. No. (Invoice #, Vendor Invoice #, Credit Note # & Debit Note #), Ref.
Date, Date, Amount, CurUsed, AmtPaid, Due Date, Order Source (Billing,
Invoice, Overpayment, Debit Note, Credit Note

» Reference No. must not be duplicated

3.4 Inventory Management

* if you want to operate Order Processing, you have to enter item information

3.4.1) General Info

»  press “New” & enter information @ - S oy — 11
»  Must Enter: Item No., Description, | «= J

Sales Account & Base Unit e tceaee __m_|®

>  other information is optional G :
» divide items into different éD =
category & sub-category (define i

in company setup)
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»  Price (Selling price) & Cost (Purchase price) can be changed in Order
Processing

»  Class: Stock & Service Stock can be shipped & stored in warehouse but Service
is an invisible item & not for shipping or storing

» Information showed in Order Processing: Size, Colour, Packing Description,
In-Pack Description & Out-Pack Description, Measurement, etc.

» “Define” is a shortcut to Company Setup

A\

press “Commit” to save the record; you can press “Edit” to amend the record
»  press “Stock-in” to record beginning balance

3.4.2) Warehouse & Stock

»  For viewing stock existing stock quantity of each warehouse

» Warehouse, Stock Free, existing Stock information (Warehouse No., Log No.,
Free Stock & Cost), Weighted Average Cost & Safety Stock

3.4.3) Others Info

» UOM Setting: can use Define Template to set UOM & Ratio

»  Allow to change UOM in Order Processing

»  Foreign Currency: can apply in Quotation, SO & Invoice

»  Map Iltem #: map same item but with different item # or description

3.4.4) Packing Method

»  For reference only

»  press “Define” to add Packing method

»  Enter Packing Method & Description & select Packing Material (must enter
material in Item first or you cannot select)

> press “Save” & “Exit” if information has been entered

»  allow to enter more than one packing

T | e b I By £ [ g b | [T

method
3.4.5) BOM e —_—= 2
> for enter Bill of Materials of finished ;"'___-. ' : .
>  when stock-in finished goods, related jmm_‘ !
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components will be stock-out; or apply in SO-PO wizard function
» must enter component before entering BOM

» enter BOM Maintenance: Item #, Qty, Unit Cost & Currency -> Total BOM Cost

»  BOM information will be copied to BOM Details
* enter opening stock before entering BOM

3.4.6) Custom Duty
» Record Custom Duty for reference

3.4.7) Sales

»  for entering customer item no. information

» set different price for each customer

»  enter Customer No., Customer Item No., Min. Order Qty & Unit Price

3.4.8) Purchase

»  for entering Supplier Item No. information

»  set different purchase price for each supplier

»  enter Supplier No., Supplier Item No., Min. Order Qty. & Unit Price

3.4.9) Pricing Method
» Range Pricing: enter Low Qty, High Qty & Price

Fange Pricing

Lo Clty HighCity Frice

1 100 $300.00
M 200 $200.00

201 300 $100.00
»  Code Pricing: enter Code & Price
Code Pricing

Code Price

a $100.00
1] $200.00

C $300.00

» must set Pricing Method in Customer

3.4.10) Customized Fields

»  Text, Memo, OLE, Date & Yes/No for entering extra information for reference

P. 16
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Chapter 4 Accounting

* if you want to view AR & AP details or print Customer Statement, you have to use

Invoice, Vendor Invoice, Credit Note, Debit Note, AR & AP. You cannot enter AR or

AP vouchers directly in JV

* all the AR or AP vouchers have to be made in JV Wizard

4.1 Debit Note/Credit Note

»  for both customer & supplier

A\

»  press “New” to add record -> select customer

or supplier -> enter DN#/ CN #, Date,

1.By RefMo. 2By Company| 3By MName |

[

Ref Mo

CEO1

Company MName

BLUE Sk CO BEMNMNY CHAMN

CE02

BEAUTY CO.LTD. |BILL'WONG

used for Sales Returns or Purchase Returns amount

CEOD3

BUTTON CO.LTD. BETTY CHAN

CCnl

CHAM KEE GRACE CHEUNG

ccoz

CUPMAKERLTD. | CANDY

CDEBTOR

DEETOR DEETOR

CED1

EASY SUCCESE |REBECCA CHI

Diebit Account

Account

[ Act Dossenpion [Fnasun |

Dt |

*

Account
0

Payment Term, Due Date -> enter Currency s

. . Lo [}
and rate -> select accounts to credit/ debit ->

enter Reason (information will be copied to i

mmn

oo
i

130

Account Dascription

FROY. FOR DEPR. - DFFICE EQUIPMENT
| FURNITURE AND FITTINGS

[EROV FORDERR -F & F

HIF, BANK - 574

I, BANK - YA

[HKBANE - USD

[CASH

voucher) & Amount -> press “Commit” to save

record -> transferred to AR/AP and JV wizard

»  Voucher information includes: customer

(supplier) number, company & Debit note/ Credit note number

»  press Edit to make change (DN/CN No. cannot be edited once saved)

» record cannot be edited or deleted when the voucher is generated or payment is

settled

»  if you want to edit the information, you have to delete the voucher or undo the

payment record

4.2 AR/AP

» view AR (AP) details (records
are generated from
Invoice/Vendor Invoice, Credit
Note, Debit Note and AR/AP
Adjustment)

»  select customer -> change

Smart Accountant
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Date if necessary -> select accounts and enter amount to settle -> enter correct
Currency and Rate -> enter Cheque # and Date if necessary -> allocate amount
to outstanding records in Allocated Amount (Auto or by hand) -> press “Apply
Payment” when Remain Amt = 0

* Auto-Allocate must be applied to same currency

>
>

you can select “Misc. Dr” or “Misc. Cr” to handle other entries in the payment
settled records will be transferred to Receipt (Payment History) and Receipt
(Payment) JV Wizard

Voucher information includes customer (supplier) number, company, cheque # &
record #

undo function (discuss in Receipt/ Payment History part) can be found in
Receipt/ Payment History

Other cases: Foreign currency, Exchange Gain/Loss, overpayment, negative
records settlement

You can group multiple payments to one voucher by entering same “Group No.”
in each payment

Receipt No. (Payment No.) is auto-generated by the system or you can enter by

manually

4.3 Receipt /Payment History S el e
=T I ._ ':H-d:.m' =
_|
Covmaliat | et TR Batdew
»  press “Search” to select record to nivace: [
Hresimbta 15 [RITINNG § Pl s
view - - o] st —r
»  view receipt (payment history) = s * o ; '
records on screen
»  press “Print” to print receipt for
customer (no print function in — e
Payment History)
»  press “Edit” to change ——
Acrounl | Descrgton | Biason Dt [ Contit AFNo
Customer |nf0rmat|on & press 1o HE DAME - 5 /4 FD_‘.:II;‘:IU.E];:?%UC]D L;'gZ]Z]ODUEIUE £10.500.00  %0.00 ARMZO00OTOO01
1
“Save” to Save the Changes T200A0T | AR-ASK GO LTD ;jup\lllma\l;\?laé]ll LTD 20000705 soon $1050000 | ARNZODIODOT
> press “Undo” to reverse the | |

receipt record & go back to
AR/AP to settle again (cannot
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undo the receipt if voucher is generated)

»  press Receipt (Payment) Details to view the whole double entries

» if you need to undo the receipt record, you have to delete the related voucher
first

4.4 JV Wizards
There are four voucher wizards for generating vouchers. They are Debit Note +
Invoice JV Wizard, Credit Note & Vendor Invoice JV Wizard, Receipt (AR) and

Payment (AP)

» Records generated vouchers are not shown in JV Wizards
high light to select records to generate voucher -> press Down Arrow -> select

¥ o wipl - Tascher Witard

Voucher Type (need not to choose

Voucher Type for Invoice and

Vendor Invoice voucher) -> click

Next to select batch -> click Next to

view information -> click Finish to
generate vouchers
> New JV ID is shown at the last

column Select the Voucher Type :
>  You can delete the vouchers & -
A | Woucher Type [rescription -
generate again |
CR CREDIT NOTE
l JOURMNAL
4.5 Journal Voucher
R RECEIPT M
451) BatCh E [Baich Header
> all vouchers are put into different =l
. o] -
batches (00001 to 99999) ST ]
AccountPenad | |
> users can define what kind of Dwmes e
vouchers to be stored in each batch. e e
e.g. Batch 1 is used for storing
vouchers of Jan 03 _— S
»  create new batch: press “Add” & the | |
fidd e
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batch number jumps -> select “Account Period” -> enter “Remark” for reference
-> press “Save” to save the batch

»  Status of Batch: OPEN (can edit or delete), POST (cannot edit or delete) &
CLOSE (cannot edit or delete)

Journal Voucher et b NN Vowteen e I —

4.5.2) Voucher : P O
e | N Crmsiei By - —
»  create voucher: select Batch & 8 T T T . e B

A3 IS ¢ ! ¥ | I
I [ Ay C18 ' [

click “OK” -> click “Add” -> select ) 1
“Voucher Type” & “Sub Type” if
necessary -> change “Date” or

_ e ——
enter “Voucher Number” if L— e e Loond Toka
necessary -> select accounts in e

“Account ID” column -> enter

“Reason” if necessary -> enter SRR LM

dgs [ i — e A b

“Foreign Debit” & “Foreign Credit”
-> change “Currency” & “Rate” if necessary -> press “Save” to save the record
»  Debit Amount must equal to Credit Amount or you cannot save the record
»  press “Print’ to print this voucher (go to Report Generator to print voucher by
date range)

>  press “Search” to search voucher

Account | scription
13 i+ 13 ” 13 el * ( )
> press Edlt 1 Delete or Delete ROW to Account VAccountDescnphon IsBank |~
u
make changes 1005 PROY. FOR DEPR. - OFFICE r
. . 1010 FURNITURE AMD FITTINGS C
»  press “Cancel” to cancel the action or “Exit” 1015 FROV.FORDEPR.-F & F r
1100 HE BANK - S/ F
to leave 110 HK BANK - G/ "
1120 HK BANK - USD "
1130 CASH e

>  you can view Balance Sheet, Trial Balance, '*!
Profit & Loss and GL (Before Posting)
report after making voucher

= - Haizh Pmiing Wirard

4.6. Batch Posting & Batch Unposting

N Bamnpm o | e Watbasd
T By Mok Mla
iy Pl
» Batch Posting function is used for B P R
posting vouchers to General Ledger

» click “Batch Posting” button -> select

batch(s) you want to post (you cannot
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post a batch without vouchers) & press “Next” -> press “Finish” & the batch(s) is
posted

» you cannot edit or delete a posted batch

» Batch Unposting makes reverse entries for the transactions to reconcile the old
ones, so that you can see the old transactions & the reverse entries (you can
make adjustment to prevent extra transactions)

» if you want to upost batch(s), press “Batch Unposting” button -> select batch(s)
you want to unpost & press “Next” -> press “Finish” & the batch(s) is unposted
(batches cannot be unposted if period end is finished)

4.7. General Ledger

» use for viewing transactions of each

accounts e——

.-:. | —ér e v S r ] - v [-are [Lae -
> vouchers must be posted or you cannot e e e s -

view transactions in GL (before posting

reports can be viewed in Report

Generator) O e T e
> enter “Date Range” to filter transactionsto | ~ e VA =
view

» 0o to Report Generator if you need to print GL reports
» click the “Details” column to view the whole double entries

4.8 Period End & Year End Fi Poriad End
Feriod End
. Comrer Fgnod 1
4.8.1) Period End S— )

»  you have to post all the vouchers before
processing Period End

»  press “Period End” to process or “Exit” to
leave

> Press “Yes” to confirm

4.8.2) Year End
»  To process Year End, you have to process Period End first
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i) Step 1: click next to start

i) Step 2: select data path for backup

iii) Step 3: click next to continue

iv) Step 4: select an Equity account to record the Profit or Loss for the

period (Retained Earnings)
V) 5: print reports if you need
Vi) Finish Step: click Finish to finish the Year End process
*  After year end, all vouchers are deleted. Also, Batch 1 (Period 13) is
created for entering adjustment. The beginning balance (Assets, Liabilities &
Equity) will be updated when Batch 1 is posted
* you can attached backup to view old transactions
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Chapter 5 Order Processing

* users have to enter Customer, Supplier & Inventory Master information before

using Order Processing functions

* if you need to issue Delivery Note, Packing List or process partial & multiple

shipment, you have to create Sales Order and use Shipment Activities (Sales

Processing A)

* select suitable application of your company in Company Setup

5.1 Quotation

5.1.1) Add Quotation

»  Press “Add” button s

»  select “Customer” in Customer
Information page

»  change the Quotation information page
such as Quotation No., Date if necessary

» change Attn or Ship To page of necessary

» enter Remarks yourself or by “Get Message” or

select message by “Define message
» use Customized fields to enter information for
reference

»  enter Item Details: Item No., Qty & Unit Price etc.

>  press “Save” to confirm this record

5.1.2) Other functions

press “Delete” to delete the whole record
press “Delete Row” to delete a line item

press “View History” to view the old versions
press “Search” to search records

YV V.V V VYV V VY

press “Print” to print record

1ByRefMo. 2By Company M

El

Fief. No

CEO1

Company MName

BLUE 5Ky CO BENNY CHAM

CBi2

BEAUTY CO.LTD. | BILLWONG

CB03

BUTTON CO.LTD. | BETTY CHAN

CCot

CHAN KEE GRACE CHEUNG

CCoz

CUP MAKER LTD. | CANDY

CDEBTOR

DEETOR DEBTOR:

CED1

EASY SUCCESS | REBECCA CHI

Quatation Details

Mz Moy

[ Demnenpstion

[y Tuom [ Uit Prce

[ois 2

#

[ []

ftern Mo

CO-ROMATN
CO-ROMSI=0

CRLUAAN
CRLI700
4l cruzsn
HODA00!
HOD7501

Dlescription
M TOWER CAEE
CTx A8 | CI-ROM

| ASUS BIX LILTFA DMA CD-FiOM (INTERNAL)

[BNTEL Pl 700 CPL

AMAD KE-2/500 CPU

NTEL Pl 750 CPU

[IBM DESKSTAR 406GV HDD

B8 DESKSTAR 75GHP HOD

;J

press “Revise” to change information & version # jumps

press “Edit” to change information & press “Save” to commit
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»  press “Copy” to copy this quotation information to make a new one
»  press “Sales Order” to create Sales Order
»  press “Invoice” to create Invoice
»  press “Exit” to leave
e ]
5.2 Sales Order b b SEvwRR

»  the operation is the same as
Quotation
» save SO -> record can be found in

Shipment Activities & SO->PO (EfEm
Wizard
»  Shipment Schedule for entering

shipment planning, not actual

shipment gty (press: “Ship Sch.” -> high-light the items -> enter Start Date, End
Date and Ship Qty -> press “Append”)
»  press “Invoice” to copy information to Invoice

. . - ]

» must use SO if you want to view Ty e T e e —— ]
shipment reports  ———
|..' [ v :::... "I‘-‘.':a | |

5.3 Shipment Activities i
5.3.1) Add a new shipment record |
» must enter SO before processing W&o O
> click “Add” & select customer === ———— —
» change Shipment Information page T T e e ]

|nf0rmat|0n If necessary (you can CI|Ck S.luuul.lre'usuIUlle:IIuwillla\sDumed sales coder
Salesorgee: [ =]

S0 fia
ULLLLS I g

square button to get Delivery Note # &

enter Remarks for Delivery Note)

» select SO from Filling Shipment

5.0.No. [ern Mo [Description [ Ship cty EE

Details page if the whole SO ship or S 500w [Subject

gf1/z000

enter Shipment Details if shipment is
partial or multiple shipment
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»  enter “Customized Fields” if necessary

A\

press “Save” to confirm this record

»  save Ship Act -> records are shown in Confirm Dispatch for stock out (must
select Shipment function in Company Setup Application Settings)

5.3.2) Other functions

»  press “Edit", “Delete”, “Delete Row” & “Search” to amend information

* if the shipment record is dispatched, this shipment record cannot be edited

»  press “Print D.N.” to print Delivery Note

»  press “Invoice” to copy information to Invoice

»  press “Packing List” to coy information to Packing List
»  press “Exit” to leave

5.4 Invoice

5.4.1) Add an invoice

. . S|
>  create invoice from Quotation, Sales i | o e | 4. | ~=~|q. .

Order, Shipment Activities or Invoice
» Invoice information is passed to

Account Receivables & JV Wizard

»  Discount & Other charges can be
entered but a relative account should
be select for generating voucher

» cannot be edited if payment is settled or voucher is generated (you can undo the
Receipt record or delete the vouchers to release the invoice record for

amendment)

5.5 Packing List TT—

»  Shipment Activities record mustbe |F——— —— — ==
made before generating Packing S —
List |

> Make Packing List from Shipment s oL A N .... 1

Activities or Packing List

»  enter packing information if
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necessary
» editing packing information is allowed but the packed items must be the same as
shipment record

5.6 Purchase Order
5.6.1) Add a Purchase Order

> create PO from SO-PO Wizard or Purchase Order
»  press “Add” and select “Supplier” in Supplier

18y Retio. 2By Company] 1By Name

Information page

» change the Purchase Order Information if necessary =~ = TNOUTD Jud
»  change Attn or Ship To page if necessary
>  enter Remarks by “Get Message” [T=w= o T o o koo i e |

or select message by “Define

CO-ROMAENDT

E CO-ROM

CO-SOMEED] A DA CO-ROM INTERNAL)

Message”

|| CPuig

U
P
7 U

> enter Custom|zed F|e|ds |f FoDan0T BM DESXS TAR 41GV HOD

HODTE01 M DESFETAR: 756G HOD

necessary (for reference only)
» enter Item Details: Item No., Qty & Unit Price etc.

A\

press “Save” to save this record
» save PO -> Goods Receive

5.6.2) Other functions

» use Edit, Delete, Delete Row, Revise, View History, Search for amendment

»  Shipment Schedule for entering shipment planning, not actual shipment gty
(press “Ship Sch.” -> high-light the items -> enter Start Date, End Date and Ship
Qty -> press “Append”

» you can press “Ven. Inv.” to copy information to Vendor Invoice

»  press “Exit” to leave

5.8 Vendor Invoice
» create from PO, Goods Receive or Vendor Invoice

»  Vendor Invoice information is transferred to Account Payables and JV Wizard
> same as PO but need to select relative account for Purchase or other charges
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5.9 Order Processing Wizard

5.9.1) SO-PO wizard | A

>

>
>

(you may set default account in
Company Setup)

cannot be edited if payment is
settled or voucher is generated

(you can undo the Payment
History record or delete the
vouchers to release the record for amendment)

used for creating Purchase Order
for Sales Order — = i = I

select Customer & Sales Order No. |
will be displayed if there is any
select the Sales Order & the items

you want to make Purchase Order

(if you make BOM PO, you have to entered BOM in Inventory Management &
click the BOM box)

press “Next”

you can select different suppliers for different items or you can select "Select all”
& “Supplier”, then all items will be ordered through the selected supplier.
Furthermore, you can default
supplier in Inventory Management

and define to use “Limited
Suppliers by items” in Misc. : = a
Setting page of Company Setup. R
So that you do not need to define

supplier every time. One PO is

generated for one supplier.

Press “Finish” to complete
you can click PO number to view the PO & press “Edit” to amend

* SO which is generated PO will not be shown in this wizard

Smart Accountant P. 27



PEGCC N#E#H#E

Unit 5, 5/F., Sun Fung Centre, 88 Kwok Shui Rd., Tsuen Wan, N.T., Hong Kong
Tel: 852- 2757 1262 Fax: 852- 2798 9573 Email: pegcon@pegcon.com.hk

5.9.2) G.R. to Shipment Activities wizard

Use Goods Receive information to generate Shipment Activities records
Users have to process SO to PO wizard before using this wizard

Select “Supplier” & “Goods Receive” record & press right arrow

Select items & press down arrow & then press “Next”

Press “Finish’ to complete

YV V.V V VYV V

You can click the Shipment Activities number to view & edit the shipment
activities record
* GR which is generated to Shipment Activities will not be shown in this wizard

5.9.3) G.R. to V.Inv. Wizard

»  If you receive one vendor invoice for more than one Goods Receive record, you
can use this wizard to generate

»  Select “Supplier” & “Goods Receive” & press right arrow

A\

Press “Next” & “Finish” to complete
>  You can check & edit the vendor invoice information

5.9.4) S.A. to Inv. Wizard

» If you issue one invoice for more than one shipment, you can use this wizard to
generate

»  Select “Customer” & “Shipment Activities” record & press right arrow

A\

Press “Next” & “Finish” to complete
> You can view & edit the invoice
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Chapter 6 Inventory Management

Users have to operate with Inventory Management if they want to view the stock

movement.

Caniivm [Hapatcis

6.1 Confirm Dispatch
>
>

Used for dispatch shipped or sold stock

Shipment Activities record will be
dispatched if “Shipping Management”
setting in Company Setup Application page

is using

LT

If “Stock Management” is using, invoice
records will be dispatched

(T

If both “Stock & Shipping Management” are

using, shipment activities records will be
dispatched

Select records & press “Dispatch”

the stock will be deducted from the warehouse
deducted records will not be shown in Confirm Dispatch

YV V VYV V

dispatched shipment or invoice records can't be edited. Users can use
Stock-in or stock-out modules to adjust stock

If there is not enough stock in
warehouse, stock can’'t be deducted.
Users can dispatch the records

again when there is enough stock in

warehouse

6.2
»  Used for receiving stock from PO
6.2.1) Add a new GR

Goods Receive ,

»  Press "Add” & select “Supplier”
> Users can change GR page information & add M%
Remarks Ref. No. Company Name <
S5B01 BIG'WORLD CO MARCO CHEUNG
> fillin items details so Goms 0 Lo o

SHO3

HOPE CO.LTD

JOE TONG

som

OPTION SHOP

MABLE CHU

Ss01

SCALE TARDING

KEN TSANG

ST01

TINNY CO.LTD

LAM
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Goods Receray Dotads

» enter Received Qty & Stock
F.0.No [hem Na [ Description [Received Gty | Stackin Gty |UOM |LotNa
In Qty = = Subpect

f20000 KEYBOARD

» Lot no. is generated (can be 2T T

amended)

» If multi-warehouse is using, users must select warehouse

»  Press “Save” to commit record

»  press “Stock-in” to update warehouse

6.2.2) Other functions

» users can edit, delete, delete row & search to amend information

» updated records to warehouse cannot be edit or deleted. Users can use
Stock-In or Stock-Out to adjust quantity

»  press “Vendor Invoice” & information will be passed to vendor invoice

6.3 Stock-In
»  Stock-In module is used for -
handling stock returns or stock etk s

adjustment. Purchased = ————1

- | s [F | .-.
3] O = i T] . 1

goods should be received in
Goods Receive
6.3.1) Add records
» press “Add” & enter Stock-In
No. or Date if necessary
» select itemin Item No. & enter
Qty & Cost
lot no. will be shown but you can change it

if multi-warehouse is applied, users must select warehouse

press “Save” to confirm record

press “Stock-In” to update Inventory Management gty

.3.2) Other functions

use Edit, Delete, Delete Row & Search to help for amending information

© 'V V V V

if the record is stock-in to warehouse, it can’'t be edited or deleted

YV V V

if a finished goods with a BOM is stock-in, the BOM information will be shown
for deduction. However, if there is not enough BOM for deduction, the item
can’t be stock-in

Smart Accountant P. 30



PEGCCNi{#E&HH#E®

Unit 5, 5/F., Sun Fung Centre, 88 Kwok Shui Rd., Tsuen Wan, N.T., Hong Kong
Tel: 852- 2757 1262 Fax: 852- 2798 9573 Email: pegcon@pegcon.com.hk

6.4 Stock-Out
»  Stock-Out is used for reducing stock,

e.g. stock defect, sales returns, - N

materials exhausted, etc. However, | = O = _ !
stock delivery should be processed
in Shipment Activities.
6.4.1) Add a new stock-out record
»  Press “Add” & users can edit
stock-out number or date if needed

> selectitem in Item No. field & enter s - —

Qty & Reason (only display items with stock)
»  If multi-warehouse is activated, warehouse must be selected
»  Press “Save” to store this record
»  Press “Stock-out” to update warehouse
6.4.2) Other functions
» Use “Edit", “Delete”, “Delete Row” & “Search” for amending record
» If the records is marked “Stock-Out”, it cannot be edit or deleted

6.5 Stock Transfer O .
»  Transfer stock from one warehouse to i (T -

another warehouse e

I H ” . . ..'.Ik' "' T . ; -
»  “Mutli-warehouse” application must be

selected in Company Setup
6.5.1) Add a new record
» Press "Add” & users can edit
Stock-Transfer number or date if
needed e sl e e
» select item in Item Number field & the o
destination warehouse & enter the transferred Qty
»  Press “Save” to store the record
»  Press “Transfer” to update warehouse
6.5.2) Other Functions
» Use “Edit", “Delete”, “Delete Row” & “Search” for amending record
» If the records is marked “Stock-Out”, it cannot be edit or deleted
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Flow Chart

Smart Accountant- Sales Processing A

4{

Quotation

Sales Order

}7

——— SO -> PO Wizard |
4% Shipment Schedule ‘

Shipment Activities }—

Packing List ‘

4,1

Delivery Note ‘

.|

Invoice

v

L

Dispatch ‘

AR & Voucher
Wizard

Decrease in Stock

h 4

Inventory ‘

Smart Accountant- Sales Processing B

4

Quotation

Sales Order

———— SO ->PO Wizard |
4% Shipment Schedule ‘

o

Dispatch ‘

Decrease in Stock

A 4

AR & Voucher
Wizard

Inventory ‘
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Smart Accountant- Purchase Processing

—{ Purchase Order }7
4-{ Purchase Schedule ‘
A 4

‘ Good Receive I -} Stock In ‘

Increase in Stock

v

A 4
—»{ Vendor Invoice Inventory ‘

AP & Voucher
Wizard

Inventory

Dispatch
Inventory
Management

Stoclk In Stock Out

Goods Receive

‘ Stock Transfer ‘
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