o~

\B)Business Sensor ERP

USER GUIDE

ACCOUNT REPORT MANUAL

Everything you need to know about account report




TABLE OF CONTENTS

TABLE OF CONTENTS 1
Business Sensor Accounting Report 3
Balance Sheet Till Date 3
Balance Sheet (Compare) 4
IPSA Financial Position 5
Paid Bills 7
Unpaid Bills Report 8
Customer Purchases 9
Item Category Sales 10
Item Sales By Customer 11
Inventory Initialization 13
Inventory Consumption 14
Inventory Summary 15
Profit or Loss with Departmental Trading Gross Only 16
Profit Or Loss Report With Departmental Trading Profit or Loss 18
General Trading Profit or Loss Report 20
Departmental Profit Or Loss Listing 21
Room Based Profit Or Loss Listing. 23
Profit Or Loss With Compare 25
Sales By Item Summary 27
Departmental Sales By Item Summary 29
Cancelled POS Order Listing 30
Fund Transfer Report 32
General Journal Listing 33
General Ledger Based Expenses 34
Goods Returned Inwards 35

I|Page



Goods Returned Outwards

Purchase Listing

Receipt Listing

Sales Invoice Report

Sales Order Listing Report

Stock Transfer across Stores, Depots or Departments
Trial Balance (Dr, Cr, Bal)

Trial Balance (Compare)

Client Journal Listing

Sales by Client Report

Departmental Sales By Clients

Working with Grid Report.

How to work with grid report
Grouping and Filtering the Grid Report
Daily Summary Report

General Ledger

Client Ledger

Employee Ledger

Vendor Ledger

37
38
39
41
42
44
45
47
48
50
51
53
53
56
57
59
61
63

64

2|Page



Business Sensor Accounting Report

Business Sensor account report is a comprehensive document summarizing key financial
information related to a specific account. It typically includes details such as account balances,
transaction history, and other pertinent financial data. Account reports serve as valuable tools

for individuals and businesses to track and analyze their financial activities.

Balance Sheet Till Date

This report provides an overview of a business or organization's assets, liabilities, and capital
at a specific moment in time. It outlines the balance between income and expenditure over the
previous period. To access this report, follow these steps:

Step 1.

Go to the Account Report menu and select Balance Sheet from the drop-down options.

Choose Balance Sheet Till Date to access the specific report.

Reservation and Complete ACcounting System - For Holydty Hotel - Logged in as Adminstrator

Step 2.
Select "Date Range", Modify the date by using the dropdown for preset dates or choose

"Custom" to input specific dates manually. Click "Submit" to load the page with the selected

date range.
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Balance Sheet (Compare)

This report presents a comparative view of a business or organization's assets, liabilities, and

capital at a specific point in time, highlighting the balance between income and expenditure

over the preceding period. To access this report, follow these steps.

Step 1.

Open the Account Report menu, choose Balance Sheet, and then select Balance Sheet

(Compare) from the dropdown options.

Step 2
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Click on 'Set Date List' to access the date panel.

The default mode is 'Till Specific End Date' in the time range mode.
In the 'Time Interval Mode,' choose your preferred interval.

Select the specific 'Starting From' month and year.

Choose the 'Number of Time Interval' you desire.

Click the 'Generate Time' button to load the selected time interval.
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Step 3.

In Selected Period List, the selected date and the period or interval will be displayed, which

you can customize if you want. Then click on OK button to load the report.

BalanceSheet - Reservation and Complete Accounting System - For Holycity Hotel - Logged in as Administrator
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Step 4.
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Once loaded, the report from the selected date will appear, showing any variances. To print or

export to Excel, use the 'Print' or 'Export to Excel' button respectively.

IPSA Financial Position

This is International Public Sector Accounting Standard (IPSAS) report which shows the

financial statement from specific period of time. To view this report, follow these steps:

Step 1.

Click on Account Report menu, navigate to Balance Sheet and click to access the drop-down,

and then select IPSA Financial Position
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e Open the date panel by selecting 'Set Date List.'

e Choose your desired interval in the 'Time Interval Mode.'

e Select the starting month and year from which you want to begin.

e Specify the number of time intervals you require.

e Click the 'Generate Time' button to load the selected time interval.

FinancialPosition - Reservation and Complete Accounting System with KeyCard Annalyzer - For DEMO ACCOUNT - L
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Step 3.

When it loads, then you will see the report from selected date, with the variance. Then click
the Okay button.

Print or export to excel by clicking the button Print or Export to Excel respectively
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Paid Bills

This report displays all bills that have been paid within a specified period. Follow these steps
to view the report:

Step 1.

Access the Account Report menu, choose 'Bills' from the dropdown, select 'Paid Bills'.

Reservation and Complete Accounting System - For RESERVATION COMPANY - Logged in as Adminstrator

Unpaid Bills |

Step 2.
Open the date panel by selecting 'Set Date Period'. you can adjust it by clicking on the field
or using the small arrow to choose from preset dates.
You also have the option to select 'Custom', to manually input the date before clicking 'Set
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Step 3.

Once the page finishes loading, navigate to the sidebar and select the Print button to either print

or export the list.

Paid Bl - Reservation and Complete Accountig System wih KeyCard Annalyzer - For DEMO ACCOUNT - Logged i as Admnistrator
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Unpaid Bills Report

This report displays all bills that remain unpaid within a specified period. Follow these steps
to view the report.

Step 1.
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Step 2.
e Open the date panel by clicking ‘Set Date Period’.
e Modify the date by selecting the field or using the small arrow to view preset date
options.
e Optionally, choose 'Custom' to manually input the date.

e Click 'Set' to apply the selected date configuration.
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Step 3.
After loading, you have the option to sort, group, or filter the data before printing.
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Note: To perform sorting, grouping, or filtering, refers to the instructions in "How To Work

with Grid Report."
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Customer Purchases

This report displays all customer purchases recorded within a specific time frame. Follow these
steps to access the report.

Step 1.

Click on Account Report menu, navigate to Client Reports and click to access the drop-

down, and then select Customer Purchases.

‘omplete ACCounting System with KeyCard Annalyzer - For OEMO ACCOUNT - Logged In as Admiistrator
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e C(Click on "Set Date Period" to open the date panel.
e Modify the date by selecting the field or use the small arrow to see preset date options.
e Alternatively, choose ""Custom' to manually input the date.

e C(Click "Set" to confirm the selected date.
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Step 3.
After loading, you'll have the option to sort, group, or filter the data before printing.
Note: For instructions on sorting, grouping, or filtering, refer to the "How To Work with Grid

Report" guidelines below

Item Category Sales

This report displays all sales recorded within a specific category of item during a specified time
frame. Follow these steps to access the report:"

Step 1.

Go to the Account Report menu, select Client Reports, and choose Item Category Sales

from the dropdown.

Reservation and Complete Acoounting System vih KeyCard Annalyzer - For DEMO ACCOUNT - Logged n s Admistratoe
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Step 2.

Click on "Set Date Period" to access the date panel.

Modify the date by selecting the field or using the dropdown for preset dates. Alternatively,
choose "Custom'' to input the date manually.

Click "Set" after adjusting the date to confirm your selection.

Ttem Category Sakes By Customer - Reservaton and Complete ACCounting System with KeyCard Annalyzer - For DEMO ACCOUNT - Logged In as Admnstrator
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Step 3.

Navigate to the side bar and choose the desired Item Category and click the "Refresh List"
button to update the page.

Ttem Category Sales By Cust
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Step 4.
Upon loading, utilize sorting, grouping, or filtering options before printing.

Refer to "How To Work with Grid Report" for guidance on sorting, grouping, or filtering below.

Item Sales By Customer

This report details item sales per customer within a set timeframe. Access it using the following

steps:
Step 1.

Access the Account Report menu, go to Client Reports, open the drop-down, and choose

"Item Sales By Customer.

tem Sakes By Customers - Reservation and Complete ACcounting System wh KeyCard Annalyzer - For DEMO ACCOUNT - Logged in as Adminstrator
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Step 2.
Click "Set Date Period" to access the date panel. Modify the date by either selecting the field
or using the dropdown for preset dates. Choose "Custom" to manually input the date, then

click "Set."

o g m
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Step 3.
By the side bar, choose a specific Item name or select "All" for a comprehensive view. Then,

pick the Department and click the ""Refresh List" button to refresh the page.

unting System with KeyCard Annalyzer - For DEMO ACCOUNT - Logged in as Administrator

Step 4.

When it loads, you can sort, group or filter before printing.
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Inventory Initialization

This report illustrates all inventory initialization across departments. Access it by following
these steps.

Step 1.

Access the Account Report menu, navigate to Inventory, click and scroll to "Inventory

Initialization."

Reservation and Complete Accounting System with KeyCard Annalyzer - For DEMO ACCOUNT - Logged in as Adminstrator
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Step 2.
Export to various formats like Excel, PDF, and others by clicking the first icon. Alternatively,

use the print icon to directly print the file.
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Inventory Consumption

This report displays the consumption of inventory within a specific timeframe. Access it by
following these steps:

Step 1:

Go to the Account Report menu and select Imventory, from the dropdown, choose

"Inventory Consumption."

g System with KeyCard Annalyzer - For DEMO ACCOUNT - Logged in as Adminstrator

e Choose the specific Department or select All for all departments.
e Click "Set Date Period" to access the date panel.

e Modify the date by using the dropdown for preset dates or choose "Custom" to input
the date manually.

e C(Click "Refresh" to update the report.

Other Inventory Consumption - Reservation and Compléte Accounting System with KeyCard Annayzer - For DEMO ACCOUNT - Logged In as Adminstrator
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Step 3.
After loading, utilize sorting, grouping, or filtering options before printing.

Refer to "How To Work with Grid Report" for guidance on sorting, grouping, or filtering.
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Inventory Summary

This report summarizes recorded inventory items within a specified period. Obtain it by
following these steps:

Step 1:

Access the Account Report menu, click on Inventory and select "Inventory Summary."

Reservation and Complete Accounting Syster - For HOTEL ROSEBUD - Logged in as Admintrator

Step 2.
Access the date panel by clicking on Date Range, you can change the date by clicking on the
small arrow to access the drop-down pre-set date of your choice. You can also select Custom,

to enter the date manually and then click Refresh.
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Step 3.
Upon loading, perform sorting, grouping, or filtering before printing.
Refer to "How To Work with Grid Report” for instructions on sorting, grouping, or filtering

below.
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Profit or Loss with Departmental Trading Gross Only

The Profit and Loss Report (P&L) summarizes total Income and Expenses within a specific
timeframe, displaying your net Profit or loss. It details Gross and Net profit per selected
department. Follow these steps to access this report:

Step 1.

e Open the Account Report menu.

e Navigate to Profit Or Loss Reports.

e Click the dropdown and select "With Departmental Trading Gross Only."

Firsal Sumimary Report Wih Departmental Trading Account - Reservation and Complete Acouritng System wih KeyCard Annalyzer - For DEMO ACCOUNT - Logged in as Admistr
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Step 2.

e Access the date panel by clicking ""Set Date Range",
e Modify the date by selecting the field or using the dropdown arrow for preset dates.
e Choose "Custom" to manually enter the date, then click "Set."

Final Summary Report With Departmental Trading Reservation and Complete Accounting System wih KeyCard Annalyzer - For DEMO ACCOUNT - Logged n as Admintrator
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Step 3.
Choose the Department whose Gross you wish to view. By default, it displays the first

departmental summaries, but you can switch to any department you prefer to see.

oemermentminctmunts ] o pkc: || icomeiriEaperedire || TrodmgottAndoms |

Step 4.
By default, it displays Departmental Summaries, which you can print or export to Excel by

clicking on Print or Excel button respectively.
[ * ]

Tradeg ofthoss

[_=os s 1

Step 5.
e Additionally, On the side bar access the second tab to view the Debtors and Creditors
report.

e You can print or export it to Excel by clicking on Print or Excel.

Final Summary Report With Departmental Tradry ¥ - Reservation and Compiete AcCounting System - For RESERVATION COMPANY - Logged in as Adminstrator
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Step 6.
Click on the third tab to view Income and Expenditure report. You can also print or export to

excel by clicking the Print or Excel button respectively.

N150,000.00 Debtors and Creditors

Similarly, click on the following tab to access the Trading Profit or Loss report. You can print

or export it to Excel by selecting Print or Excel.

Final Summary Report With Departmental Trading Account - Reservation and Compietz Accounting System with KeyCard Annalyzer - For DEMO ACCOUNT - Logged in as Administrator
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Profit Or Loss Report With Departmental Trading Profit or Loss

The Profit and Loss Report (P&L) displays total Income and Expenses within a specific
timeframe, revealing your net Profit or loss. It details the Trading Profit or Loss per selected

department. Follow these steps to access this report:
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Step 1.
Access the Account Report menu, choose "Profit Or Loss Reports," and select "With

Departmental Trading Profit or Loss" from the dropdown options.

Final Summary Report WEN Departmental Tradng Profit and Loss ACCOunt - Resorvation 80 Complete ACCounting Systemn with KeyCard Ancalyzer - For DEMO ACCOUNT - Logged in s Adminstrator

B (] S X
e P e e 2 [k

Depatmental Profit O Loss Listing

e Open the date panel by clicking "Set Date Range."
e Modify the date by choosing from the dropdown of preset dates or select "Custom" to
input the date manually.

e (Click "Set" to confirm the chosen date.

th Departmental Traing Pri o m WRR KeyCard Annayzes - For DEMO ACCOUNT - Logged in as Adminktrator

e Choose the Department to view its Profit or Loss report. By default, it displays the first
departmental summaries, but you can switch to any department you wish to view.

e Click on Print or Excel to print or export to Excel, respectively.

- N
. .
I | —" o ; ———
& [ P———— ot 2
Depariment T Detad Departmental Summanes
S
b & an o o0 %
& PRONT OFFICE ROCM REVENLE N650,000.00 Detties and Credtees
— £ HOUSEEEDG Total Sales WL476.000.00 =
A mom GROSS PROFIT H1476,000.00 L=
= L e || —
il - e s
a & sToRe Total OTHER INCOME 09,900.00) [
NET PROFIT: NLA37.000.00 | b
-
g
]
H
Lt show G e al:
(o | o | rodrrotam S -
L |
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Step 4.
You can also click on the second tab to view Debtors and Creditors report. You can print or

export to excel by clicking the Print or Excel.

il

i

- s

-]
”E' Trading Proftioss.
a

Step 5.
Similarly, navigate to the next tab to access the Trading Profit or Loss report. You can print

or export it to Excel by selecting Print or Excel.

.
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f—
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Depriment » | TRADE CREDITORS:
N T W %
by fis— w00
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-
e
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General Trading Profit or Loss Report

This report displays the overall trading profit or loss from all recorded transactions. Access it
through these steps.

Step 1.

Access the Account Report menu, click on Profit Or Loss Reports, and select "General

Trading Profit or Loss Only" from the dropdown menu.

20| Page



Step 2.

o |2t

& with Degartental Trading Gross Cely
Vi Digartmental Trading Profi or Lass
Departrmental Profit Or Less Uisting
Rocen Basad Profit Or Loss Listing

Profit o Loss With Compare

Access date panel. Modify the date by choosing from the dropdown of preset dates or select

"Custom" for manual entry. Click “Submit” button to confirm changes or "Reset" button to

clear the field.

Step 3.

When it loads, you can click on print icon to print this report

_| || Between[51/03/5500 ]
And  |22/11/2018 :]

il

OWH HOTEL
N022 NEWROAD BY EASTSIDE OF THERIVER, IKIR new state, Nigerin
2

Td:60893350, Emall mail@honl com

PROFIT AND LOSS ACCOUNT For All T

TRADING INCOME AND COG

Income
BRANDS Incone
DRINKINC
LateCheckout Chagss

RESERVATION W114,60000

RESERVATION SALES N2,5220000

Sales N3,65000
Total Income
Cost Of Goods Sold
BRANDS COG.
Goods Sold Cost Ace
KITCHEN CONSUMPTION
‘Total Cost Of Goods Sold
Gross Profit
OTHER INCOME AND EXPENSES

Expenses

commmumicatin N17,7000

Departmental Profit Or Loss Listing

The Departmental Profit or Loss Listing report displays department-wise profit and loss,

detailing expenses, income, profit, and loss per department. Access this report by following

these steps.
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Step 1.
Access the Account Report menu, go to Profit Or Loss Reports, and select "Departmental

Profit or Loss Listing" from the dropdown options.

Step 2.
e Open the date panel by clicking "Set Date Range."

e Modify the date by selecting the field or using the dropdown for preset dates.

e Opt for "Custom to manually input the date, then click "Set" to load the report.

Step 3.

When it loads, you will see the Expenses made, Income, Profit and loss report.
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Step 4.

Within the report, use the search icon on the right side to drill down into the details behind the

figures. Additionally, click the Print or Excel icon to print or export the report to Excel.

ountng System wth KeyCard An

 DEMO ACCOUNT - Logged n 35 Admintrator

o
@
Comosny
- || st essrre gt e o
=9
Depmmen N
2| nommasTRaTOR: 0.00 B0 0.00 o00f @,
by | & o T w|a
Aot afsmes Pr) o Pr) Y
m 5| srore 24,203,986.% 807 a8,204881.01 00| @
Wedus
et

Step 5.

Lastly, you can print this report by clicking Print icon or Excel icon to export to excel.

partment/

WL REYLarG Annalyzer

MO ACCU

s
Company
Oy cmn e here 1 e by tht ok
Oepertment »
2| aompusTasToR o om ) 0|
by a|owor o o w P
ot 4| sues o om ™ om|
= 5| store 5 M6 0sRETTT L om|
Virdows
et

. S S

Room Based Profit Or Loss Listing.

The Room Based Profit or Loss Listing report details profit and loss per room. To access this
report, follow these steps:

Step 1.
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Access the Account Report menu, navigate to Profit Or Loss Reports, and select ""Room

Based Profit or Loss Listing" from the dropdown options.

| Weth Depatmental Tradmg Prcke o Lo
| Genessl Trading Proft o Loss Osly

- IOHE ST

Step 2.
Open the date panel by selecting ""Set Date Range", choose the date by clicking the date field
or use the dropdown for preset dates or select “Custom" to manually input the date, then click

"Set" to load the report.

s o0 8000000 000000 00| @,
by s o 1o 1w Py
Mt RBs4 000 690,000.00 90,000.00 om| @,
- B s o s00.000.00 s00,000.00 om| @,
. 8| Edamerd 000 925,000.00 928,000.00 ao| @
e 7| owhuwe sisoms. Remarsid 000 26,000.00 26,000.00 o @,
a o] Osine Roms wgoioen 000 ams00.0 a0 o0 @
™ 9| osone Rsoms rabve o 925,000.00 925,000.00 o0 @,

0 003 .00 000 .00 o.00| @
11| ExECUTIVE COURLE RO0M w0e 000 000 000 o @,
12| DXeCUTIVE DOUBLE ROOM 8008 .00 .00 .00 o.0| @
13| execumve coue oo aa0s. 000 000 000 | @
14| Becume coume oo w07 oa0 000 000 om| @,
13| Execumve couLE Room a0 000 000 000 oo @,
18 ExECUTIVE DOUBLE ROOM X [ o000 128,000.00 128,000.00 o | @,
17| execumve coue aoomx w0z 000 000 000 o0l @
» w0 0 112000000 112000000 00| @+

Step 3.
Utilize the search icon for more detailed information. Print the report via the Print icon or

export it to Excel using Excel icon

" |
Drag a column header here to group by that column
SN Room Ty Room Name | Income Loss.

> 1 247,200.00 Al
2| LuxuRy RM101 0.00 w000 113,300.00 o.00| @, [f]
3| Luxury RM103 0.00 216,300.00 216,300.00 0.00( @
4| Luxury RM104 0.00 587,100.00 587,100.00 0.00| @
5 [ LUXURY RM105 0.00 51,500.00 51,500.00 0.00( @
& | sTANDRD R102 0.00 247,200.00 247,200.00 0.00| @
7|sTanoRD R301 0.00 0.00 0.00 0.00| @
8| sTANDRD R302 0.00 0.00 0.00 0.00( @
9| STANDRD R303 0.00 114,000.00 114,000.00 0.00( @ |
10| STANDRD R304 0.00 0.00 0.00 0.00( @
11| STANDRD R30S 0.00 0.00 0.00 0.00| @, I
12| STANDRD R306 0.00 0.00 0.00 o0o|@ W
13|V RM201 0.00 0.00 0.00 0.00( @
14|vp RM202 0.00 380,000.00 380,000.00 0.00 Q}
15| v RM203 0.00 40,000.00 40,000.00 0.00( @
161vip RM204 500 50 00 00 T‘

(]




Step 4.
Click the search icon to view the report in the format below. Print the report by clicking on the

Print icon.

I . ﬁ] x
1 ] | Q4
2 Total Sales: N247,200.00 | 113,300.00 113,300.00 0.00( @
3 0 216,300.00 216,300.00 0.00( @
4 NET PROFTV: N247,200.00 | &4, 100.00 587,100.00 0.00(@
5 51,500.00 51,500.00 0.00( @,
5 247,200.00 247,200.00 0.00( @
J 7 0.00 0.00 0.00| @,
8 0.00 0.00 0.00| @, |
J 9 114,000.00 114,000.00 0.00| @
10 0.00 0.00 0.00( @,
J 1 0.00 0.00 0.00( @,
J 12 0.00 0.00 0.00| @
J 13 ‘ 0.00 0.00 0.00| @,
14 " | 380,000.00 380,000.00 0.00( @
e e e b
J 161vIP. .RMIM | JJ]D. __500.000.00 __500.00000 ___________0.0014 2
I [ no.go|f N2,63,600.00] 2,636,600.00 | no.00]
2 [gaeter|

Step 5.
Finally, the report can be printed by clicking on the print icon or export to excel by clicking
excel icon.

Note: To Sort, Group or Filter in Grid report, go to “How To Work with Grid Report”

|| [ Set Date Range - | & Refresh This List S, print [m Excel WEY Close ~
—_— il EE
Drag a column header here to group by that column
[ [sN [RoomType Room Name Expenses Income Profit Loss.
> 1 LUXURY RM100 0.00 247,200.00 247,200.00 o.00 [CY
2| LUXURY RM101 0.00 113,300.00 113,300.00 0.00| @
3| LUXURY RM103 0.00 216,300.00 216,300.00 0.00| @
4| LUXURY RM104 0.00 587,100.00 587,100.00 0.00| @
5 [ Luxury RM105 0.00 51,500.00 51,500.00 0.00| @
6| STANDRD R102 0.00 247,200.00 247,200.00 0.00| @
7| sTanorRD R301 0.00 0.00 0.00 0.00| @
8| STANDRD R302 0.00 0.00 0.00 0.00| @
9 | STANDRD R303 0.00 114,000.00 114,000.00 0.00| @
10 | STANDRD R304 0.00 0.00 0.00 0.00| @,
11| STANDRD R30S 0.00 0.00 0.00 0.00| @
12 STANDRD R306 0.00 0.00 0.00 0.00| @
13|V RM201 0.00 0.00 0.00 0.00| @
14|V RM202 0.00 380,000.00 380,000.00 0.00| @
15[ viP RM203 0.00 40,000.00 40,000.00 0.00| @
16 |viP RM204 0.00 500,000.00 500,000.00 0.00| @
17|vip RM205 0.00 0.00 0.00 0.00| @
18[viP RM206 0.00 140,000.00 140,000.00 0.00| @
[ ] Tz ) oo |
] [eatriter|

Profit Or Loss With Compare

The Comparison of Profit or Loss report presents a comparative view of profit and loss based
on the selected date. Access this report by following these steps.
Step 1.
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Access the Account Report menu, go to Profit Or Loss Reports, and select " Profit or Loss

With Compare" from the dropdown options.

| Vath Depatmental Trading Prof#t or Loss
General Trading Prafit ar Loss Only

| Oopurment P OrLoss Liing

Room Based Profit Or Loss Listing

445, Sdp " 103 1600 x 00w

Step 2.
e Click "Set Date List" to access the date panel.

= , EE—— “_ﬁ

(N275,813,678.

138,580,
340,801,787,
0,978,667
s 813,67

63,164,989,

5o,

nso.

14305,500,
[
(H103,675.

e On the Time range mode, select "Till Specific End Date" or "Within a Start Date

and an End Date”.

e Select the desired time interval (monthly or yearly) in the Time Interval Mode.

e Use "Starting From" to select the month or year based on the chosen Time Interval

Mode.
e Specify the Number Of Time Interval required.

e Click "Generate Time button " to load the time intervals accordingly.

and Complete Accountng System with Key(Card Annalyzer - For DEMO ACCOUNT - Logged in as Administrator

ey
@ . &
‘Time Plot Mode:
Company L3 S ﬁlshdmg
As Of Now
- Starsng From Number Of Te Intenvals:
September 2023 = o] 133,50,
bp Gerate T [P
| — 340,578,667,
Aot fom Begming ... F e anem.
= (2758136784
-® 1 965,164,989,
Vindows
=y
.
B 385,50
oW .
= nssers
Tot. OTHER INCOME AND EXPENSES [H10:
v
« >
4 775 48 =] 0 1600 900 0% (2 L4 @
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Step 3.

Review the displayed date and interval in the Selected Period List, customize if necessary and

click the OK button to load the report with the selected settings.

Onswr e | o= — | 0| a0
be =
soout [ o — panaen,
- W75 43,6784
[ X 465,164,989,
o
(x| W,
o om0

| N — Tnon)

Ez o) waxers
E Tot, QTHER INCOME AND EXPENSLS (N10X625.0

.

Step 4.
Once loaded, the report from the selected date will be displayed. You can print or export it to

Excel by clicking the respective buttons labeled Print or Export to Excel.

froimam- %) :

BRANDS Income N0.00 300.00 No.oo &

DRINKING Y ! 10.00
LateChadout Charges ! ! N2,520.00
RESERVATION X 10.00
RESERVATION SALES X ,000. N1,018,000.00
Sales
Tot. Income
BRANDS COG
Goods Sold Cost Acc
Tot. Cost Of Goods Sold
Tot. TRADING INCOME AND COG 1442,000.00 1382,670.00
RESERVATION SALES N21.00 N36.00
Tot. Other Income n21.00 36.00
communication NO.00 N17,700.00
DIESEL &OIL BXP 10.00 50,000.00
Office Consumables Expenses 10.00 10,990.00
OFFICE NEEDS N0.00 5,520.00
SAARY 8 wages N0.00 40.00
TRANSPORTATION EXP 10.00 44,500.00
1] 5

Sales By Item Summary

The Sales by Item Summary report displays all recorded items sold within a specific timeframe.
To view this report, follow these steps:

Step 1.
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Access the Account Report menu, click on Sales Summary, and select

Summary" from the dropdown options.

"Sales By Item

Step 2.

Click on the set parameter tab

Choose Item Type or select All to cover all items.

et
bp
About

= T el T T T T R T

el e o] ] _urd o T T

- w on s el ul yma|  ma] ma| wx  am

— R w on e x| nema] meme] ama] uw| an

= AFTAMIL PROMUTRA + GROWING UP MILK 2-3YRS 9006 300 om 18,000.00 18,000.00 13.000.00 185 600000 16,5000  5,500.00 1,500.00 833

Py w o o uma| s yma| s ma|  me|  um

Rt — | on| ma|  wm|  wm| wma|  me e el e

P v a| vam vou| von| e ma| s mn|  mx  we
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CARTEBABY SUIT WITH SOCKS. 100 0.00 7,000.00 T,000.00 7,000.00 072 7,000.00 47000 4,700.00 2,300.00 8

CARTERS BABY FASHION FLANNEL 21N 1 100 000 5,000.00 $,000.00 5,000.00 0.5 5,000.00 37000 3,700.00 1,%0.00 .00

CELEBRE FACE AND BODY TALC POWDER 450G 100 0.00 00.00 00.00 700.00 .07 00.00 1400 00 %600 2n

CBHOC0 FINGER BRUSH 100 0.00 €00.00 60000 600.00 0.06 0000 10 00 26,00 “n

BOX O4MONTH. 100 0.00 3,500.00 3,500.00 3,500.00 0.% 35000 2,400.00 240000 1,000.00 na

@ e

Similarly, choose Item Category or select All to include the entire category.

Access the date panel by clicking Set Date Range.

Modify the date by selecting the field or using the dropdown for preset dates.

Optionally click on Custom to manually input the date, and then click on Set button.

& Productonlising
& GientReports ~

Saes.
Summary

Inventory

- EOEE AN

®
G

CAMERA NEW- SAFE BREAST PUMP, FEEDING SET 100 0.0 4,500.00
CARTEBABY SUIT WITH SO0 10 0.0 7.000.00
CARTERS BABY FASHION FLANNEL 21N 1 100 0.0 5,000.00

-@@

2023

1,400.00

4,500.00

5,000.00

When it loads, you can sort, group or filter before printing.

70000
450000
700000
5,000.00

B800 33400
27000 2,200

4M0.00  4,70.00

370000 3,700.00

5238
5111
3286

B
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Note: To Sort, Group or Filter, go to “How To Work with Grid Report”.
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Departmental Sales By Item Summary

The Departmental Sales by Item Summary report illustrates all recorded departmental sales
items within a specified timeframe. To view this report, follow these steps:

Step 1.

Access the Account Report menu, click on Sales Summary, then select “Departmental Sales

By Item Summary,” and finally choose the specific department you want to view.

SELL  tHome Lists Activities Front Office Asset Management Reservation "t f | Account Report
2 client o % (% Production Listing =
B &= &
& Employee 5 client Reparts *

G | Sales B tmental
Goneral B vendor || i Departmental B ] 88 Scics Surmary Composite

= Sales By ftem Summary

[ salesgvitemst. Departmental

Blance  Trial Frofit Or Transactions  Bils
~ | Sheet ™ Balance ™ LossReports ¥ Summar
‘Account Summary Report Listing

ﬁ' | [ SetParameters~ <5 Refresh \
Company ‘ SALES Sales By Item Summary As At October 2023
) [1temName Quantity|  Discount CashSales| CreditSales GrossSales HetSales| % Tota
)
[/ w)
Department
P BABY PRODUCT
‘%L PEAK INFANT CEREALS RICE WITH MILK 6-38MNTH 1.00 0.00 1,500.00 1,500.00 1,500.00
mﬂm ‘ | 000 1,500.00 0.00|  1500.00/  1500.00
BEVERAGES
@ GOLDEN PENNY SPREAD 250G 1.00 0.00 600.00 600.00 600.00
Windows ‘ | 0.00 600.00 0.00| 600.00 | 600.00 |
E BISCUITS/ CHIPS/PEANUT /KILISHI
Exit M JOYCE PLANTAIN CHIPS 1.00 0.00 100.00 100.00 100.00
MARIBEL COCONUT BLISS 1.00 0.00 150.00 150.00 150.00
NEWBISCO COASTER BISCUIT 3.00 0.00 90.00 90.00 90.00
COASTER BISCUIT CARTONS BY 180 2.00 0.00 7,600.00 7,600.00 7,600.00
Home
SIMIE'S CRUNCHY & SPICY PLANTAIN CHIPS 1.00 0.00 2,000.00 2,000.00 2,000.00
Lists
| 0.00  9.940.00 0.000 9940.00  9.940.00
Activiti
BREAD
Front Office BURGER BREAD 1.00 0.00 400.00 400.00 400.00

Step 2.
To set parameter: Determine whether you need to check individual item types or select all
items. Similarly, decide whether you need to check specific item categories or select all

categories.
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Access the Date Panel by clicking on "Set Date Range." Within the date panel, you have
several options for modifying the date:
e To change the date, select the field or click the small arrow to choose from preset
dates in the dropdown menu.
e Alternatively, choose "Custom" to manually enter the desired date range.

e Once you've set the date, click "Set" to confirm the changes.

.........

e e 2
4000 e e 211 085
pome 010033 19120000 18] |89 s semies 00 By ms e wo
T (mavan [u] s (8] | coouc I T T 0o 20
) coroon .00 wn 6 3.5 n4
 22) 5= [|@ woes wom eomm emn s o
o L 20000 200000 e 20000 Lm0 Lm0 0,00 1500
BREAD.
Front Office BURGER BREAD 100 0.00 400.00 00.00 400.00 23 400,00 3000 300.00 100.00 8000 ¥
< >
A 1T o 16 1600 « 900px 0% (=) ] @

Step 3.
When it loads, you can sort, group or filter before printing.

Note: To Sort, Group or Filter, go to “How To Work with Grid Report” below.

oo
L §
&
Department
, T T T o] we on| e e el aw an
P [
BEVERAGES
] cacmurom o 20 w  ow  aw wn| e so| oo e e ua
ot
T ) o
an  we  wu  an as
onourm |l em  amm o] | o] aman]  ome] e umn an
ey ouoT A TRATING®S | onl a0 sl wmm| un ma ome _umel s o
| ] | ]
BREAD
Office DURGER BREAD 100 0.00 00.00 400.00 400.00 21 00.00 300,00 300,60 150.00. 2800

Cancelled POS Order Listing

This is the report that shows all the recorded cancelled POS order within a specified period of
time. To view this report, these are the steps

Step 1.
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Click on Account Report menu, navigate to Transactions and click to access the drop-down,

and then select Cancelled POS Order Listing.

Sales woice

Sales Order Lsing Repart

Purchases Liting

20210738

ey POS Cuslone MW(i202108:36 .| 240000/2021 0843

POS Customes W22 0745

Step 2.

iy
Woop.00 9 TTTLS SAROINES 1256

Vendor Based Expenses

Genersi Ledger Based

Genersl Jounal Usting

Client Journal Listing

Receipt Listing

(Goods Return Inwards

(Goods Return Outwards

Fund Trandtes Report

Stack Transfer Across Stores/Depats

A ]

MILO REFILLED 500G, st DA
SLIM SKIMMED MLK FOADER

it HESTUE GOLDEN MCRN
500G, urit HUAMEL ALL BUTTER

‘SHORTBAEAD STYLE COCKIES
2800002028 0750 | 460,00 150g, ut ELLIOT RuM 70CL, St

LM CaN 136k

MR LAWAL

PATHENT METHOD WAS CHANGED
DUETOLADKCF L

OWNE

ervor card reading

MR LAWAL

Click on "Set Date Period", then modify the date by selecting the field or using the dropdown

for pre-set date options.

Alternatively, select "Custom" to manually enter the desired date range and click "Set" to apply

the changes.

et Revain  Imenimy

Step 3.

Account Report.
Baance  Tral Profit Or Dady | Transactions M.S.R. Logn
Sheet ™ Bdnce ™ LossReports ™ Summa - Report
| — e
8 From: 01/10/2023 E mw:me‘ E‘ i
=1 T SRS | wesmE] P p=y
(=) =
ﬁ _ Period Setting -]
Department
bout - o
% —é Refrech List

Choose the specific department responsible for the cancelled or select "All" to view all receipts

and then, click on the "Refresh List" button to reload the page and update the displayed

information accordingly.

=

T Pl

SN |Oderdumber CustomerName  Tabieho  RoomMo | OrderDste Cancelation Date Amount | Detsl Remart Saes Pont. m
>
s eo———— e e i
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Step 4.

When it loads, you can sort, group or filter before printing.

S — r

waFaTA PRACTICING G OW THE
2ferw soSCsmme  Tae: 08Dec/23 12187 (SDSAT IZWAM  NI.00 AIREIIE  aewarns  Msie
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Fund Transfer Report
This report displays all recorded fund transfers within a specified time frame. To access this

report, follow these steps.

Step 1.

Access the Account Report menu and go to Transactions, then click to open the dropdown

menu and choose the Fund Transfer Report.

Sebes Order Lintng Report
Purchases Listing

o [T (=) P
Clntoum stng 2 =y
Recept Using | I —C —
Goods Retum inwards 1 Period Setting
Goods Retum Outwards et
Stock Transfer Actoss Stores/Depots o Reesh st
Canceled POS Order Listing

e Click on "Set Date Period" to access the date panel and select the field or click the
small arrow for a dropdown with preset dates.

e Alternatively, choose ""Custom" to manually enter the desired date.
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Step 3.
Choose the department responsible for expenses or select "All" to view all receipts. Afterward,

click the "Refresh List" button to reload the page.

- x
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s e [Pepy————— [T —————— T ve— i )
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General Journal Listing

To view the report displaying recorded general journal listing within a specific period, follow

these steps.

Step 1.

Access the Account Report menu, proceed to Transactions, open the dropdown menu, and

select General Journal Listing.

P il
(&l et iy e R e [ i |
Campeny General Ledger Based U
s “Geners Foumal » =) Ptist
oo e e - .
CiertJouna Liing
Depar et T Debited.
(30 [rnimte T ey ek [y H
W Goods Return Inwards e
— Goods Retum Oumards T
[ ——
= A
i Canceied P05 Ortes Lsing

e C(Click on "Set Date Period" to access the date panel.

e To modify the date, either select the field or use the small arrow to open a dropdown
with preset date options.

e Alternatively, choose "Custom" to manually input the desired date range.

e Finally, click on "Set" to confirm the chosen date.
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Step 3.
When it loads, you can sort, group or filter before printing.

Note: To Sort, Group or Filter in Grid report, go to “How To Work with Grid Report” below.

General Ledger Based Expenses

This report displays all recorded expenses from the general ledger within a specified period.

Follow these steps to view the report.

Step 1.
Open the Account Report menu, go to Transactions, then click to open the dropdown menu,

and select "General Ledger Based.
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Step 2.
Click on "Set Date Period" to access the date panel.

o Modify the date by selecting the field or using the small arrow to open a dropdown
with preset date options.

e Alternatively, choose "Custom" to manually input the desired date.

e Click "Set" to confirm the chosen date.
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Step 3.

When it loads, you can sort, group or filter before printing.

Note: To Sort, Group or Filter in Grid report, go to “How To Work with Grid Report” below.
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Goods Returned Inwards

This report displays all recorded returns of goods from customers within a specified timeframe.
Here are the steps to access this report.

Step 1.

Open the Account Report menu, go to Transactions and click to open the dropdown menu.

Select "Goods Returned Inwards".
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Step 2.

Click on "Set Date Period" to access the date panel, change it by selecting the field or click
on the small arrow for a dropdown with preset date options or alternatively, choose "Custom"

to manually input the desired date then, click "Set" to confirm the selected date.

RetumsTwards.

00 and Complet ACCOUNING SyStem with KeyCard Annalyzer - For DEMO ACCOUNT - Logged in as Adminstrator

B | e
e o [T | o

u.%. Tor 23112023 [ 1sares o [ pel g =

Gt . [Received By [ Total Amaur: I [Hanaged ey Export Lt To Excel
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Step 3.

Choose the department responsible for expenses or select ""All" to view all receipts.

Afterward, click the "Refresh List" button to reload the page.

‘Refusmslrwards 4 Goods Refurs Irmerd -From 00ct2023 To Z3Mav/2023 1158 FM
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Step 4.
Once loaded, you have the option to sort, group, or filter the data before printing.

Note: For instructions on sorting, grouping, or filtering in the Grid report, refer to "How To
Work with Grid Report" below.
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Goods Returned Outwards

To access the report displaying all goods returned outward to the supplier within a specified
period, follow these steps:"

Step 1.

Open the Account Report menu, go to Transactions, click the dropdown, and select "Goods

Returned Outwards."
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Step 2.
e Click on "Set Date Period" to access the date panel.

e To change it, select the field or click the small arrow for a dropdown with preset date
options.

e Alternatively, choose "Custom" to manually input the desired date.

e Finally, click "Set" to confirm the selected date.
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Step 3.

Choose the department responsible for the Good returned or select "All" to view all report.
Afterward, click the "Refresh List" button to reload the page. When it loads, you can sort,
group or filter before printing.

Note: To Sort, Group or Filter in Grid report, go to “How To Work with Grid Report”.
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Purchase Listing

This report displays all purchase transactions recorded within a specified period. Follow these
steps to view the report:

Step 1.

Access the Account Report menu, go to Transactions and Click the dropdown menu and

choose "Purchase Listing."
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Step 2.
e C(Click on "Set Date Period" to open the date panel.
e select the field or use the small arrow to open a dropdown with preset date options.
e Alternatively, choose "Custom" to manually enter the desired date.
e Finally, click "Set" to confirm your chosen date.
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Step 3.

When it loads, you can sort, group or filter before printing.

Note: To Sort, Group or Filter in Grid report, go to “How To Work with Grid Report” below.
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Receipt Listing

This report displays all recorded sales receipts within a specified period. Follow these steps to

view the report:"
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Step 1.

Open the Account Report menu, go to Transactions, click the dropdown, and select "Receipt
Listing."
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Step 2.

e Modify the date by selecting the field or using the small arrow for preset date options
in the dropdown.

o Alternatively, choose "Custom" to manually enter the date.

e Click "Set" to confirm the chosen date.

g . N |

Step 3.

Choose the department responsible for receipt or select "All" to view all receipts. Afterwards,

click the "Refresh List" button to reload the page.
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Step 4.

After loading, you have the option to sort, group, or filter before printing.
Note: To Sort, Group, or Filter in the Grid report, refer to the "How To Work with Grid Report"

below.

ReceptReport - Reservation and Complete Accounting System - For RESERVATION COMPANY - Logged in as Adminstrator
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Sales Invoice Report

This report displays all recorded sales transactions within a specified time frame. To obtain
this report, follow these steps:"

Step 1.

Open the Account Report menu, click on Transactions, access the dropdown menu, and

select “Sales invoice”.

Sales Order Liting Report
Purchases Listing

General Ledges Based -
General Joumal Listing

Chent Journal Listing
Receipt Listing

Goods Return Inwards
Goods Return Outwards
Fund Transfes Report
Stock Transfer Actoss Stores/Depots w0

m— o i
e — o Refresh Lst.

Step 2.
Click on "Set Date Period" to open the date panel.
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o Modify it by either selecting the field or using the small arrow in the dropdown for
preset dates.

e Alternatively, choose "Custom" to manually enter the date.

o Finally, click "Set" to confirm your chosen date.

T [ 7 eraten b Account Report

Step 3.

When it loads, you can sort, group or filter before printing.

Note: To Sort, Group or Filter in Grid report, go to “How To Work with Grid Report below”.
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Sales Order Listing Report
This report displays all recorded sales order transactions within a specified time frame. Follow

these steps to access this report.

42|Page



Step 1.
Open the Account Report menu, click on the Transactions tab, access the dropdown menu,

and select "Sales Order Listing Report."

e Click on "Set Date Period" to access the date panel.

e By default, the date is set to yesterday.
e To modify it, either select the field or use the small arrow for a dropdown with preset

date options.

e Alternatively, choose "Custom" to manually input the desired date.

e Finally, click "Set" to confirm your selected date.
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@ =T
Windows
a
Exit

Step 3.
When it loads, you can sort, group or filter before printing.
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Note: To Sort, Group or Filter in Grid report, go to “How To Work with Grid Report below”.
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Stock Transfer across Stores, Depots or Departments

This report displays all recorded stock transfers between stores or depots within a specified
time frame. Follow these steps to view the report:"

Step 1.

Open the Account Report menu, click Transactions tab, access the dropdown menu, and

select "Stock Transfer Across Stores/Depots."
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Step 2.
e Click on "Set Date Period" to access the date panel.

e To modify it, select the field or use the small arrow for a dropdown with preset date

options.
e Alternatively, choose "Custom' to manually input the desired date.

e Finally, click "Set" to confirm the selected date.

Step 3.
After the page loads, you have the option to sort, group, or filter the data before printing.
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Note: For instructions on sorting, grouping, or filtering in the Grid report, refer to "How To

Work with Grid Report".
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Trial Balance (Dr, Cr, Bal)
The trial balance summarizes all debits and credits in a double-entry accounting system. To

access this report, follow these steps
Step 1.

Click on Account Report menu, navigate to Trial Balance and click to access the drop-down,

and then select Trial Balance (Dr, Cr, Bal).
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Step 2.
Click on "Set Date Range" to access the date panel. modify the date by selecting the field or

use the small arrow for a dropdown with preset date options. Alternatively, choose "Custom"

to manually input the date. Click "Set" to confirm your chosen date.

- vaz.3.00 01040
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Step 3.

Click on the Print icon to print or Export To Excel to have it in excel format.
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Trial Balance (Compare)
This is a comparison of the trial balance, displaying all debits and credits in a double-entry

accounting system. To access this report, follow these steps:"

Step 1.

Open the Account Report menu, click on Trial Balance, access the dropdown menu, and select

"Trial Balance (Compare)."
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& Employee 8} diient Reports =
Sales By Department v Balance Pro ﬁtDr
Ledga iﬁ"’m Cients Sabesﬂyﬂa“s Su'mwy' 7H) Sales Summary Composite - Rf:pov e e Loss Reports ~ Summary
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|
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[EEw Account lame Account Code Debit| Credit
Department
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Windows
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Step 2.

Access the date panel by clicking "Set Date List."

o Find the time range mode: choose either "Till Specific End Date" or "Within a Start
Date and an End Date."

e In Time Interval Mode, select the desired interval (monthly or yearly).

o Click "Starting From" to select the starting month or year based on the Time
Interval Mode.

e Choose the number of time intervals required.

e Click "Generate Time button” to load the specified time intervals.

— " [

& cent s B 5 Production Litrg
/-t | - 5 |_”| T ———
Geraral

Sales By Deparmantal  Saks
Ledger &% vercor om:'s--rms-m 3 sales summary Conooste v
Ledgers |

,
.
® 1010000 N13,261,230.98
ﬂ [
I3 ==
=
=
Home brepard Exoenses hs,s00.08 -
sty CurrentLiability
[T
.
683 6on o 00 1600 = 500mx 100% (=) [ ] i

47|Page



Step 3.

Review the Selected Period List, which displays the chosen date and interval. Customize it if

needed. Click the "OK" button to load the report.

1030200 - 3,500
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Step 4.

Once the report loads, it will display information from the selected date. You can print or export

it to Excel by clicking the respective buttons labeled "Print'" or "Export to Excel."
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Client Journal Listing

This is the report that shows all recorded client journal expenses within a specified period of

time. These are the steps to view this report.
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Step 1.

Access the Account Report menu, click on Transactions, Access the drop-down menu, and

choose Client Journal Listing.
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Step 2.

e C(lick on 'Set Date Period' to access the date panel.
e Modify the date by clicking on the field or the small arrow for pre-set date options.
e Alternatively, select 'Custom' to input dates manually.

e Click on 'Set' to confirm your chosen date range.
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Step 3.
Select the Department that made the transaction or you can select All. Then

click Refresh button to reload the page.
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Step 4.
When it loads, you can sort, group or filter before printing.

ChentJournaRepert AllChent Jourrals - ds At November 2023 Telste:

rag a colemn header here ta group by Shat cokan

Sales by Client Report

B o=

This report displays all recorded sales for clients within a designated time frame. To access the

sales by client report, follow these steps.

Step 1.

Access the Account Report menu and navigate to 'Sales By Clients'.

-
& e
Campan =
) Ly o
e [+ ]
Department: 1 ﬁ
[ B 5 perod Settng 0]
oot 2| 0033548608 NOLDO N20,000,00 N20,000.00 N20,000.00 N20,000.000 MO
3 U7S5551707 NOLDD N25,000,00 'N25,000.00 N25,000.00 N25,000,00 NO.
% 4 0S0B3347070 NO.00 NS4,500,00 N94,500.00 N#4,500.00 N54,500,00 MO
“;m 5 08067260231 0.0 N27,000.00 N27,000.00 N27,000.00 27,000.00 M.,
%] F R, ppes pa—p—— e pae——— R——— ol
Eat " El 09064801253 .00 N19,800.00 N19,800.00 NI9,800.00 N19,800.00 .
q — mal e ] _inal sl
0| ORIASIEII04 ND.DD 'N25,000.00 'N25,000.00 N25,000.00 N25,000.00 MO
11| OE0S4352447 NO.DD 'N24,000.00 'N24,000.00 N24,000.00 N24,000.00 MO
12 0B0SIBO0001 NO.DD 'N22,000.00 'N22,000.00 N22,000.00 N22,000,00 NO.
: - sl e el sl mmal s
1] 07051551 NOLOO NSO,000.00 N50,000.00 NS0,000.00 N80,000.00 o
15| +447060826968, DEOTIR15244 NO.DD N104,700.00 Ni04,700.00 N104,700.00 N104,700.00 MO
| OEI3PH05440 ND.DD N18,800.00 N19,800.00 N13,800.00 N15,800.000 NO..

Step 2.

e C(Click on 'Set Date Period' to access the date panel.

e Modify it by selecting the field or clicking the small arrow for preset date options.
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e Alternatively, choose 'Custom' to input dates manually.

e Click 'Set' after entering the desired date range.
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When it loads, you can sort, group or filter before printing.

Note: To Sort, Group or Filter, go to “How To Work with Grid Report” below.

Departmental Sales By Clients

This report details all departmental sales by client within a specific timeframe. To access the

sales by client report, here are the steps to follow:

Step 1.

Access the Account Report menu, navigate to 'Departmental Sales By Clients' and click.

7~
o
Company
-
—n
Department
b u 2 wessing e 12048 .00 1+405,000.00 ,000.00 11485,000.00 1420,000.00 21485,000.09 [ Depwament.
About |
3| ecamauo 07074115880 .00 27,000.00 .00 #27,000.00 no.co 27,000.00 ||| AOMIN J
1 | cmens o 12308780 w000 581,000.00 w0 581,000.00 Moo 581,000.09 E
. sloormwonomwo  Temese w00 1575,000.00 N150,000.00 NSTEO000  MiS,000.00 425,000.00
& 7| ownuse sease 08171612983 .00 1904,600.00 108,950.00 NIAGD00  NI08,950.00 044,350.00)
it 8| ovar wsTra ompeas2n .00 N25,000.00 13,575,000.00 NS00 NLSTS00000  (NLSS,00000)
8| victom sant 1234 .00 1508,000.00 N,000.00 1505,000.00 1420,000.00 #425,000.00
10| wacr roo? .00 144,000.00 Na000.00 N44000.00 114,000.00 .00
< >
. < " enn o o -

Step 2.
e C(Click on 'Set Date Period' to open the date panel.

e Adjust it by selecting the field or clicking the small arrow for preset date options.
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e Alternatively, choose 'Custom' to input dates manually.

o C(Click 'Set' after finalizing the date range.

3
3
g 4
fircd s | orzoracu cxwoneno 9042 10.00 N875,000.00 1150,000.00 NSTS.000.00  N1%O,000.00 A2,000.00
6| cLowu o 79456 0.00 14485,000.00 .00 1485,800.00 Moo 1485,800.00
ﬂ 7| oumuse pratse 08171612983 10.00 14304,600.00 1308,950.00 NI0460000 08,5000 014,350.00)
et 8| VAT ASTINA 08094435279 N0.00 N25,000.00 13,575,000.00 N25000.00  N3,575,000.00 043,550,000.00)
9| vicror st 12456 .00 1505,000.00 120,000.00 1505,000.00 0,000.00 1485,000.00
10| wace Fo07 10.00 1444,000.00 144,000.00 144,000.00 144,000.00 .00
PR
O —
P v

Step 3.

on the side bar, select the department. When it loads, sort, group or filter before printing.
Note: To Sort, Group or Filter in Grid report, go to “How To Work with Grid Report” below.

et

Fromi Ouoy/iw0 [ 1200100 M ]
| ACRRETTIE T 7 PP e |
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Working with Grid Report.

How to work with grid report

In this session, we'll cover sorting, grouping, and filtering in the Grid Report for better
documentation and printing. Follow these steps to work with this report.

Step 1:

Open the Account Report menu, click on Transactions, and access the dropdown menu, and

select "Sales Report."

N0.00 N0.00 N0.00 Reservation  OREOLUWA AKINGEOGUN
N0.00 N2,10000  N2,100.00 Normal PEACE ANTHONY

N0.0O  N2,307,000.00 N2,307,000.00 Reservaton  Admnistrator

N0.0O  N2072,000.00 N2,072,000.00 Reservaton  Admnstrator

NO.OO  N2220,000.00 N2,220,000.00 Reservaton  Admnistrator

Fund Transfer Report
Stock Transfer Across Stores/Depots:
Canceled POS Order Listing

N1,384000.00 N1,334,000.00 Reservaton  Admnstrator
No.00 .00 NO.00 Reservaton  Administrator
NO.OO  NSB4000.00  NS34,000.00 Reservaton  Admnistrator
N0.OO  NA7S000.00  N475,000.00 Reservaton  Admnistrator
NO.OO  NA7S000.00  N475,000.00 Reservaton  Admnistrator
NO.OO  NSB4000.00  NS84,000.00 Reservaton  Admnistrator
N0.OO  NSB4000.00  NS34,000.00 Reservaton  Admnistrator

25 0 eNom s ww
H
8

6B
:JI]EID[]I][JDDDDDDDl;‘:

2
8

NS34,000.00  NSB4,000.00 Reservaton  Admmstrator

Reservation Admoistrator 2
ledt Fater |

Step 2.
Click on "Set Date Period" to open the date panel.

e Modify it by selecting the field to access a dropdown with preset date options.
e Choose your desired date from the dropdown or, if preferred, select a custom date.

e Click "Set" to confirm the selected date.

2| vomeGuest AINGBOGUN CRE 7102 14/5ep/201 05i44PM G TR 009 w000 MO.00 Reservation

oneq)
3| owaT JusTINA VAT JUSTINA (COMPLEMBNTARY) | 702408 | 24/M/2023 D5:d3 PM W00 H20M.00 MO0 WOO0  NZS00000  NI5,000.00 Reservaton  Admi
Aciminy

4 ABASSAN ACTOR 202907 M4/ 06125 P WO hoo o HOOD  HI,00000  30,000,00 Reservabon
firdow:
b1l activate Windows
.
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Step 3.
The report is going to be displayed.

Note: The report might look scattered, because the sales invoice contains many items. You

can double click on the last column in the Item Detail to expand the column.

100 no.oo ML NSTS00.00  NSTS000.00 Reservain  Administiator o SUPERICR DOUSLEROCH,

ROOM, tunit SUPERIOR.
DOUBLE ROCM, Lurit
'SUPERICR. DOUBLE ROCM,
lunit SUPERTOR DOUBLE
ROOM, lurit SUPERIOR.
DOUBLE ROCM, tunit
SUPERIOR, DOUBLE ROCM,
lunit SUPERICR DOUBLE.
RIOOM, furit SUPERIOR.
DOUELEROCM, Lunit
SUPERIOR. DOUBLE ROCOM,

<

+ W8, 15 = 00 1600 = 900 0% (=) L} ®

Double click on the mark to expand

lunit EXECUTIVE DOUBLC
ROOM, lunit EXECUTIVE
DOUBLE R.OOM, 1unit
EXECUTIVE DOUBLE ROOM,
1unit EXECUTIVE DOUBLE
ROOM, 1unit EXECUTIVE
DOUBLE ROOM, 1unit
EXECUTIVE DOUBLE ROOM,
lunit EXECUTIVE DOLUBLE
ROOM, 1unit EXECUTIVE
DOUBLE ROOM, lunit

S T

Step 4.

e Eliminate unwanted column(s) by dragging the column headers upwards until a

cancel sign appears, or rearrange them by dragging left or right for sorting purposes.
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e Once organized, prepare a readable report suitable for printing.

vndoms 1o w00 0,00 Reservation D Jut STANDARD DOLBLE ROCH E
a '
" ) Total Amount: 1304,600.00
() Credit Ampunt: N304,600.00
zfw rom 140,00 Reservation =] 2 SUPERIOR DOLELE ROCM, 1t SLPERICR, DOUELE ROOM, Lurvt SUPERICR DOL
»
151 Total Amount: N22,000.00
51 Credit Amount: N22,000.00
sfeo oo 140,00 Reservaion =] 2 STANDARD DOLELE ROCH
afeo W 140,00 Reservation =] 10 STANDARD DOLELE ROGH L
a — ]

Step 5.

Print the report by clicking on 'Print List', alternatively, choose 'Export List To Excel’.

Step 6.

Upon clicking the 'Print List' button, an interface will display, allowing you to proceed by

clicking on 'Print'.

%'—‘l

By comimnons

E 1 E [Cash Amount | Invaice Type.

[Ref Cocument | iiemDetal

1 period Setting

= Entered By: OREOLUIA AKINGBOGUN
1 Total Amaunt: HO.00
= Credit Amount: ND.DO
i w0

.00 Reservation B

Surst STANGALD DOLBLE ROCH l

1 Total Amaunt: N304,600.00
1=l Credit Amount: N304,600.00
oo

.00 Reservation [

Surit SUPERIOR DOLELE ROCM, Lunit SLPERIOR DOUBLE ROOM, St SUPERICR 00

Surit STANARL) DOWLBLE ROGHM

Suret STANDAAD DOLELE ROCM LX

: ‘ EE

)

Refesh Lt

Step 7.

e Select ‘Export List To Excel'.

e Choose the destination to save the file.

e Specify the File name.
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Click 'Save' to preserve the file in the designated location.
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Grouping and Filtering the Grid Report

Step 9.

You can also group the report by the column you want, this can be done by dragging the column
just above the column header. For example, we are grouping by invoice date, and you can group

yours by any column you want

Sales Invoice Report | X/

Set Date Period £ Refresh

Sales Invoice Report All Transactions - For All Recorded Transaction

|mc
Sales Invoice Report All Tr =
Drag a column header here to group by that column lE
| Client Name On Invoice \ Inv No Sales Rep | Cash Amount | Credit Amount | Total Amol LE
B¢ POS Customer dministrator NO.00 NO.00 N180.00 —
2| SANIKEN SANIKEN 1001 26/1unf2018 10:11PM  N0.00 N300.00 NO.00 NO0.00 N210,000.00 @
3| RISING COMPANY  JONAH JOHN 1002 14/1u//2018 05:23PM  N0.00 N0.00 N0.00 N0.00 N120,000.00 g
4| STARSHOME ROCKWOOD JAMES 1003 14/3ul/2018 11:20 PM NO.00 NO.0D  N&00.00 NO.00 N144,200.00 Trans
1 5| RISING COMPANY JONAH JOHN 1004 14/1ul/2018 11:43PM  NO.0O N0.00 NO.00 NO.00 N61,800.00 [E
o I 6 | STARSHOME HASSAN JUMMY 1005 16/1ul/2018 02:59PM  N0.00 NO.00 N0.00 NO.00 N51,500.00 l@
7 | SANIKEN SANI KEN 1006 Administrator ~17/Jul/2018 07:45PM NO.00 NO.00 NO.00 N500.00 NO0.00
8| SANIKEN SANI KEN 1007 Administrator  17/Jul/2018 07:48PM  N0.00 N0.00 N0.00 N0.00 N520.00
9 | SANI KEN SANI KEN 1008 17/3ul/2018 07:56PM  N0.00 NO.00 NO.00 NO.00 N520.00
10 | STARSHOME HASSAN JUMMY 1009 20/1ulf2018 04:03PM N0.00 NO0.00 N0.00 NO0.00 N20,000.00
RISING COMPANY  JONAH JOHN 1010 20/1ul/201809:17PM  N0.00 N0.00 N0.00 N0.00 N1,000.00
BOB KING BOB KING 20/3ul/2018 09:57 PM NO.00 NO.00 N0.00 NO.00 N41,200.00
RORKING ROR KING _210l201R 11:49AM__NO.OD NOOD  NOOD. NO.OD _N430.00
| no.0o||  N300.00/| N2,403.00 Nes0.00|  N2,:837,766.00| N2g3..|
] Edit Filter
3 dose
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Step 10.

e The invoices will be grouped based on the date.
e To calculate the sum of the sub-column:
a. Right-click on the column footer.
b. Select 'Sum' or other desired options from the menu.

e Once adjustments are made, proceed to either printing or exporting to Excel.

Note: To print, go to step 5 and step 6.
Step 11.

e Create a group and sub-group in the grid report by dragging the column headers

upward sequentially.

a) Drag the 'Client' column header up for grouping.

b) Similarly, drag the 'Invoice Date' column header up to establish a sub-group.
e To revert columns to their original positions:
a) Drag the column header back to its initial position.

b) Alternatively, click the 'Refresh' button to reset the view.

Daily Summary Report

The daily summary report encapsulates all business activities, encompassing sales,
reservations, journals, purchases, and more. Within this report, you can opt to send it to your

email either automatically or manually. To access this report, follow these steps:

Step 1.

Click on the Account Report menu, and navigate to 'Daily Summary'. and click

Reservation and Complete ACcounting System - For RESERVATION COMPANY - Logged in as Adminstrator
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Step 2.

You can set the date by clicking on the small arrow in front of the date to select the date you
want. By default, it shows yesterday’s report but it can be changed to suit your need, then

click Refresh button to reload the report

fome  lsis  Acwbes  FrontOffice  AwetMansgement  Resenston  Inventwry | AccountReot |

[T~
) 2o YBR[l e G R B ol
General

SalesBy Departmental  Sales. Summary Composite  Inventory Production  Balance  Trial Profit Or M.S.R. Logn
(o P T s sy - Sy Compnte [T T e st - Lomegrs sy | T MR
Ledgers. ©  Reportlstng  Subscptons

Doy Report summary £ x
‘Lésam | W12/2023 | (G)Refresh | [ Re-Send Email | () Send To: @

Friday, December 8, 2023

< Decenber 2023 > RESERVATION COMPANY e

U MO TU WE TH R SA

s o405 e o Report From 0 07:30 AM to 3 07:30 AM

ms Occupied from 07/Dec/23 07:30 AM to 08/Dec/23 07:30 AM

o Fra— — e o S e e e
: S 700 R O 5

cLAssiC 30,00000

2 [cLassicrooM RSS2 |OLOWUEFE oLoWU EFE 3000000 [000 000 |00 000 Fibe
3 [cLassicroom RSSS | SUSANSUSAN SUSAN SUSAN 3000000 (500000 [000 [000 000 Fate
4 [crassicroon RSSS | OLUSOLA AREOGUN | OLUSOLA AREOGUN 3000000 [000 000 [000 000 Falie
5 [Datoxe Rooms Réamond [SAMSONSAMSON | SAMSON SAMSON 2500000 [000 000 [o00 000 [Fatse
6 | Daoxa Rooes Remarold |RAFRAF RAFRAF 2500000 [000 000|000 000 Fibe
7| Detixe Rooes Reolden [SAMSONSAMSON | SAMSON SAMSON 2500000 [000 000|000 000 [Fase
8 | Detoxe Rooms Ralvee | OTUFAVOUR OTU FAVOUR 2500000 [000 000 |00 000 [Fase
9 [EXECUTIVEDOUBLEROOM  |RM303 |[IRINOYERAPHAEL |BUSINESS SENSOR SOFTWARE (3200000 000 000 [000 000 [Faee
10 [EXECUTIVEDOUBLEROOMLX [RM310 |FATHERFATHER | FATHER FATHER 3200000 [000 000 oo 000 Falue

Step 3.
e If you're subscribed to daily email alerts, this report will be delivered to your inbox

every day.
e Ifnot, you'll need to visit this section to manually view the report.

e Additionally, for manual report delivery, utilize the 'Re-Send Email' option.
Alternatively, if you wish to send it to a specific email address, enter the email in the

'Send To' field and click the small icon to dispatch the report

o[ teme  lss  Adutes  FomOfie  AsetMansgenent  Resnton invenwry | |

[ | 2 Gent = m . > ) 9 =
CIR-paiiillll W (U3 88 cerrmms R ol e > %% &F
General SalesBy Departmental  Sales ‘Sales Summary Composite  Inventory Production  Balance  Trial Transactons Bl MSR. Logn
Ledger R Vendr i - = Report+ Sheet Bance + LossReports T e et
o 8 s e
Dady Report Summary £3 x
(%) SetDate: | §12/2023 | (Gh Refresh (] il |;Qs-\d1=‘ Q[ i
RESERVATION COMPANY 2
Transaction Report From 07/Dee/2023 07:30 AM to 08/Dec/2023 07:30 AM
1- Rooms Occupied from 07/Dec/23 07:30 AM to 08/Dec/23 07:30 AM
[ r—
1 [crassicroon RSS!  [SABONSAMION  |SAMSONSAMSON 00000 000 [oo0 [oc0 000 Fabe
2 [cLasicroo Rss |oLowuErE [orowvere 3000000 000 000 [000 000 Fabe
3 [cLassicrood RES[SUSANSUSAN [y susan 00000  [500000  [000 [000 000 Fabe
4+ [cLasicroom R85 |OLUSOLA AREOGUN | OLUSOLA AREOGUN 3000000 [000 000 000 000 Fae
5 | Datoxe Rooms Réamond [SAMSONSAMSON | SAMSON SAMSON 300000 000 [o00 " [o00 000 False
6 [Data Rooms Remacold [RAF RAF RAFRAF 300000 [000 000 [000 000 Fabe
7| Dalixe Rooms Rgolden [SAMSONSAMSON | SAMSON SAMSON 2500000 [000 [oso [o00 000 Fabe
s [ Daia Rooms Raiver | OTUFAVOUR oTUrAvOR 30000 000 o0 [000 ) Fabe
5 [EXECUTVEDOUBLEROOM | |m00 | WINOYERAPHARL |BUSDES ENORSOFTWARE 200000 000|000 [ooo [0 o
10 [EXECUTIVE DOUBLE ROOMLX, [RM3I0 |FATHERFATHER | FATHERFATHER 20000 000 000 [000 000 Fabe
m « [muo [ 3000000 [000 [0 [os0 000 P
12 |STANDARD DOUBLE ROOM RM404 | VICTOR IBANICHUKA | BUSINESS SENSOR SOFTWARE | 30,000.00 0.00 0.00 000 0.00 False »
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General Ledger

The General Ledger serves as the primary accounting record, containing a comprehensive
history of all financial transactions throughout the company's existence. It encompasses
accounts for assets, liabilities, equity, revenues, and expenses. To access this report, follow

these steps.

Step 1.

Click on the Account Report menu, navigate to 'General Ledger’ and click

L Account Coe
- Merufsctumgaccoun wafactrrgascnt Curentamet 0 000 wco[me @,
Department
| MartacurngAccont Curentasset MO0 14000 .00 | True @
by [ sCree—— Mansfacsrrgicannt Curmthaset om we nosofme @
| | manufacnmngaccount MarfactrngAccnt Cumentassat o M0 .o [ e a
Aout | |- Merutsctumarceunt ManfacarngAcemnt Curremthsset 00 1000 1000 | True: a
| Marusachamgaccaunt Manfacarigaccnnt Curentsaset o e mc|me @
= | [ teterinat mthcartenst e meioo o
- | mertscnmmgaczrune s factrrgaceant cumemaser e moo|me @,
| |- Manutachusinghcocunt Manutacurnghceant Curenthsset A0 .00 0,00 | True @
a | [ et A St wlion o
B | |- martscnmgaccoun MR rgAE cummtaaset om o rmofme @
R — sefacerrgicannt [er— o e nocofme @
| aatachamprczant Meuachrighccmnt it o e ww|me @
| PR — Curmbtaset 0 .00 o |e @
| |- maruactunngacoount wanufacarngacennt Curentasset .00 1000 no.co| e [
R ——— MantachrnoAccount Curentsset 0.0 n.00 .00 | True @
| | ecovaties fom chems ey urentasse o e naco|me @,
|| sation 27300000 Carehsset 0w 0.0 nogo|te @
| |- udecosted Cureseet NS w|me @),
€ : >
A 414 16800 L=} 1 1600 « pidpx. W00% (=) | ] @

Step 2.

e Click on 'Set Date Range' to access the date panel.
e Use the date field or the small arrow for preset date options.
e Alternatively, choose 'Custom' to input dates manually.

e Click the 'Set' button to load the report with the selected date range.

MarufachrmgAccount Curenthsset 0.0 00 moo|me @
¥ Marutachrmrcant Curentasset 00 ox wo|me @
s’ Mo factumgAccount Mensactrmgacaont Curentaseat W0 100 wo|me @

|- Manufacturngaccount Marutactrmgaccount Curenthsset W em oo|me @
oot - ManufactunngAceount MarufacnrmgAccount Curentsset w00 N 70.00| True a
|- Manutactrngaccount Merutackrmghccount Currenthsset W ew on|me @
[} - Merutactrmghccsunt Mnactsmatcannt Grrentset 00 0 woolme @
Wrdows - Marufocturngaccount Merutactrmatccont Curenthsset 0o em oo|me @
- ManufactrngAccount Merutactrmghcaont Curenthsset 000 0.0 oo|me @
a |- Manufactumgaccount Merutachrmorccont Curenthsset 0o e on|me @
et - Marufacturngccount Varutacrrmhccount Gurenthsset W wn mo|me @
|- Marufacturngccount Vanudackrmhccount Qurenthsset wo m oo|me @
- Marutactumgaccount MUkt Curenthseet 00 00 mo|te @
t MarufacaringAccount Curenthmet .00 0.0 .00 | True aQ
Marutactumngaccount varutacarmAcnt urentasset 0o e wn|me @
 Manfactumgccount Manutachrmgrccont Curentaseet W w wo|me @
Recenvables fom Clents 271030000 Curentasset PYr wolme @
- sufflon 271010000 Curentasset 0o 10w mo|me @
-+ Undepasted Cash Curentasset HUBASEIIS 1000 wolme @
- Other Currenthsset CurrentAsset W R N0.00| True a
1 CurrentLiabiity Q
| &
L ]
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Step 3.
e Upon loading the report, you'll find details on current assets, current liabilities, equity,

expensces, and more.

e Explore further by drilling down into each account to understand the components

contributing to the figures displayed.

ey L_.—t 3 ‘nalance Iotal 1 Al
2 [ Accmunt Tvae: I orjer | m
- ManufacringAcount ManufachuingAccount CurentAsset W00 .00 .00 | Trae: i
ManufactumgAzcaunt Curentazzzt 0 mn woo|me @
b - Manfocnrrstccnt vanacturnorceant Crentasset o w0y ]
ancarngteont Verufachrmngaomure Crrentaset W e omfme @
Hoast - Marufschrighccount Manufacturinghceount CurrentAmet 8000 0 wow|he @
Manfachrnptccnt [T Rr— Crsnset W W woofme @
-} - Manfachrrotccnt Verufactrmtcznt R YT wom|me @
Wrckowe manfacnrrgaccount vanfacumgazaunt Cumenassst w00 wwfe @
- Manfscnrrgaceount MenufectumgAcenunt Currentomet .00 000 wwlhe @
n MarufachuringAceount ManufacturingAccaunt CumentAsset 00 Moo @
it AP R—— MarfactuingAccaunt Currentacoet T wolme @
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e Locate the search icon corresponding to each category.

e Click on the search icon to investigate the breakdown of each number. For instance,

clicking on the icon next to 'Office Consumable Expenses' will generate the detailed

report for that category.

W Lecooeni [x] *
{ (254 Set Date Range = <& Refresh | (& Print [ Export To Excel =

s B8 Consume Inventory Without Seling x
i | Al - Ince. PeriodBal. |. |
P “hoo Q
30/09/2016 Inve  Stocking | STORE DEPT ~ | Batch No 3110 | p.oo 0.00| @
30/09/2016 BRA|  Consuming Account  Office Consumables Expenses ~ | Officer toy | poo 100.00 | @,

30/09/2016 BRA| Purpose Note p.00 1,300.0(
g I I ‘M@
20/10/2018 Invel .00 1,460.00

23/10/2018 HaAs{ wcmmmneﬂ poo 6,660.00| @
31/10/2018 Invel Inventoryltem PackageName Description Quantity Cost. | Total Value ¥|Date | .00 11,660.00| @
31/10/2018 BRA| | > EVAWATER - N160.00 | 20/10/2018 | (MR 11,760.00 | @,
31/10/2018 BRA| iBmErLewm bt 1.00 N80.00 N80.00 20/10/2018 ® i.un 11,840.00 | @,
31/10/2018 BRA |+ ® | poo 12,240.00 | @
Q

|

Total Value |N240.00 | Last Editor

|

o 1 ofl b M @ X @& & it |
5] Edit Filter

@ Close
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Client Ledger

The Client Ledger offers a detailed account record of financial transactions specific to a

customer, showcasing both the debit and credit reports. To access this report, follow these steps.

Step 1.
Click on the Account Report menu, navigate to 'Client' and click

PO sstvesme: e ey

D=

N
e
e
FRONT OFFICE FRONT OFFICE ]
~MD oD FRONT CFAICE M0 e @
= NICSULOUS 7086 FRONT OFFICE H.0) e @
- ACCESS BAK 042 FRONT CFFICE. no.0o e @
— ADEDATODAYD Fos1 FRONT CFFICE L0 e @9
~ ADEPITAN HONETE FO7 FRONT OFFICE .00 e @
— A2 POVER PLC PORT HACOLRT FO7S FRONT CFFICE oy ame @
— AFENOI BTERPRIEE B0 RO CFFICE L0 e @
~ AFRICAN TOLRESM QORPTRAVEL ] FRONT CFFICE oL e @
I~ AFRICAN TOLRISM CORP TRAVEL Fazy FRONT CFFICE jory ame @
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- AEPAN UBONG OFFICE o0z FRONT CFFICE. no.0o e @
— AT M KM LALNRY Fomr FRONT CFFICE NI A0 e @
& ALV ASSOCIATICN CF NATICNAL DSTIT UTEAAND) Fo34 FRONT CFFICE 2L awe @
= oA 057 FRONT CFFICE. no.0o ame @ M
N
0 1500 00pxc we @

1. Click 'Set Date Range' to access the date panel.

2. Select the date field or use the small arrow for preset options. Alternatively, pick
'Custom' to manually input the date.

3. Click 'Set' to load the report with the selected date range.
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Step 3.

e After the report loads, observe the account name, account code, customer's

department, and the balance displayed.

e To explore further: Dive Deeper into each account to understand its composition and

review the transactions linked to the account for detailed insights.
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Step 4.

When the search icon was clicked, it opens in the second tab which shows the details account,

also you can still drill down to see the transaction.

v
aceve
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Step 6.
Lastly, you could print the statement of the report by clicking the Print icon or export to excel

by clicking the Export To Excel button.
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Employee Ledger
The Employee Ledger presents a comprehensive account record of financial transactions for
each client. To access this report, follow these steps.

Step 1.

Access the Account Report menu, click on '"Employee tab '.

L

&
4 Chent Report =

 NIGERIAN MOTEL & CATERING INSTITUTE o108 FRONT OPFICE [ active

Step 2.

e Click on 'Set Date Range' to access the date panel.

e Select from the date field or use the small arrow for preset options. Alternatively, pick
'Custom' to manually input the date.

e Click 'Set' to load the report with the chosen date range.

wi= 0 B S &

o
- ity vmvred | 8w i
3 1 " Report ané Arslyse

Step 4.
After its opening, click on the search icon of any transactions to see the invoice details
o R .
Home  Lists Actvities| 5 Cash Invoice wm
E 2, Clent ‘@ Eﬁ |l Save [ Save Add @0 Find~ (&) PrintInvoice | (&) Print~ @ InvNo: | @ RefNo: | @3 Ref.Receipt @ 1
== 8 employee e | =%wrom [Rovrornc -| souceOfstock | FRONT-OFFFICE
Ledger @b Vendor r‘l Clents Sales By Cler} | cpent Account |3 0113: Samson Glory - Invoice Number | 1037 2
e o E—
i "™ OnImoce [Samson Glry || RefDocument ™
ﬁ i By the river side strest. Last Modfied By | Adminstrator .
s = Advem Invoice Slugan
i |Transact myocepate | 29/11/2018
o e Sales Officer Adminstrator | service Ch [
oo s — -], service charge
il Tax Item ~ Amount N0.00 Discount ® &
w DI | *® % RoomNo
About 29/11/201¢
" [1tem [Package |ty | Desaription
) s [
frresriney :BOILE RICE Unit. 2 élhé;\;P’EATPE,luNRFEH PIE, 1unit COCONUT
- — FRiED Rice [T =
[ il
S —
FrontOffice |
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Vendor Ledger

This report contains the financial transaction history of each vendor. To access it, follow these.

Step 1.
Navigate to Account Report menu and click on Vendor.

”Hw 1, Producton Laing
sty epartmareal )
G e by care ummary =) S SmmoryCarposte

5ot Date Range + 0 Refresh | 0 Pt To facel

(51 ADMIMISTRATIVE COST
| L sentn oty Koy g

e Click on 'Set Date Range' to access the date panel.

e Select from the date field or use the small arrow for preset options. Alternatively, pick
'Custom' to manually input the date.

e Click 'Set' to load the report with the chosen date range.

Leden
e [T al! T I
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Widows Ewenin 1000 e @,
PFINANCIAL CHARGES .40 acwe @)
[x] G Busrar Repswer .00 acve | @
et ) Generst oo Active 0|
|- mors wouse .00 Acave a
HOUSBEEPIG .00 e @)
Trabo 1000 aowe @
Hame MARKETING COST [ P
—_ Cladme Jmoh .00 acwe @

When it loads, you are going to see the list of the entire vendor with their ledger record for all

transactions. You can click on any Search Icon to see all the transactions of the vendor.

| VendorLedger [x]|
i [G Set Date Range > 4 Refresh | () Print [mh Export To Excel
| Vendor Ledger Balances: For All Recorded Transaction

| Account Details ‘Balance Total

| Account Name | Account Code | Dr Cr Status .
A oL 3055898822 145,660.00 Aive @
1+ HASSAN 1, INTERNATIONAL 55668721025 1461,870.00 e

8 Tand J Investment

e C(lick the search icon to open the details in another tab.
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e In the new tab, access the date panel by clicking 'Set Date Range'.

e Select the date field or use the small arrow for preset options. Alternatively, select

'Custom' to input the date manually.

e Click 'Set' to load the report with the selected date range.

T From ABGA SULEIMAN on v 001-Ref: 76765

i From ABDULLAHE SHEL an v 2003- R wung

Step 5:

Once loaded, you'll gain access to all vendor transactions, which can still be further explored

to view specific transaction details.

Step 6:
Upon loading, the details of the bill payment will be presented, showcasing the specifics of the

transactions made within that payment.
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