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WELCOME TO EXACT GLOBE

This manual provides the information you need to work effectively with Exact Globe
Next. It is part of the series of user manuals for Exact Globe Next. The goal of this
documentation is to help you to get quickly acquainted with the product and the
possibilities it offers. It will help all users, especially those without much experience with
our software, to get started with and benefit from the product straightaway.

Exact Globe Next is an integrated software solution; its modules of related business
processes function together in an integrated manner. Besides the user manuals, there
are several information sources, related to the software, available to you. You can
access online help documents on Exact Globe Next functionalities while working with
the software by just pressing the F1 key. The list of help document also contains release
notes related to the product. They inform you of the improvements and functional
additions in the various releases of the product.

You can also access the help documents, release notes, and other related documents
online through the Exact Customer Portal on www.exact.com. The Customer Portal is a
protected part of the Exact Software internet site, which has been specially developed
to provide you with information and to help you get the maximum yield from your
software. This portal informs you about our contacts, downloads, FAQs, and the latest
product news. We invite you to use the portal as often as you wish!

Thank you for using Exact Globe Next and this user manual!
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INTRODUCTION

The health of an organization is measured by the liquidity of its assets. The ability to quickly convert its assets
to cash ensures its survival in bad times. Being able to manage the organization's cash flow is an important
factor in ensuring cash liquidity.

The Cash Flow module of Exact Globe Next helps to effectively balance and reconcile an organization's bank
statements as well as track the inflow and outflow of cash. This will help in determining the cash status of the
organization at any point in time.

The advantages of Cash Flow are:

e Making cash flow information available in real-time at one central location
Payment commitments and conditions are recorded at the source of the action. For example, the entries
of purchase orders, sales orders, rentals, and employee salary payments are registered together with the
terms of payment and due dates. This gives a clear insight on incoming and outgoing payments at any time.
The instant processing of transactions and payment details means reports will always reflect the current
situation.

e Powerful and flexible matching feature
The task of matching an organization's cash movement with its invoices is a complex task. Cash Flow
helps to make this task easier by providing automatic and manual matching of transactions. This way,
an organization has the flexibility to determine the payments made or received for the relevant sales or
purchase invoice.

¢ Able to take into account payments in transit
In order to further view cash movements accurately, an organization needs to take into account any
payment made or received but not recorded by the bank yet. Cash Flow is able to record this information
and make it readily available.

This user guide will cover the following chapters:

e Chapter 1: Setting Up

¢ Chapter 2: Cash Flow Process

¢ Chapter 3: Cash Flow Management
¢ Chapter 4: Advanced Features
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1. SETTING UP

1.1 SYSTEM SETTINGS

The following topics are relevant to this section:

e Bank settings
e Documents settings
e General ledger settings

1.1.1 Bank settings

The cash flow process generally includes cash and
bank transactions. Exact Globe Next allows you to pay
and receive cash through electronic fund transfers
(EFT) through the bank. You have to define the bank
settings before you can properly use the Cash Flow
module.

Jeurnalize payments

Cash advance

Genersl journal

" Payments: Cash, Letter of credit, Cheque

=
I

Fayment scttings: Post dated cheque

Bank settings

I Genera 1
Limit fareign payments 19,000.09 =L
Impart directory C\impoet
Lxpart directory Caltport
Deduction management r Extra matching
Advanced: Instrument handling r

Payment date caleulatians (days from due date)

Callection Prior 2| Daye
Fayroll Prior o | Daws
Caher Prior 2 | Days
[T Payments: Other
Jeurnalize payments F General journal 94
Payments in transit 1= Fayment in transit account 2900

Journalize payments I
Payments: Void

Allow: vieid =
Payment specification

Printi Payment specificatsan 13 Prink; Grouped payiments only
Deposit number

Auto generate r

Enter Cheque/LOC number manually

r

— o - -
Logbook || Seve ||




To define bank settings:

1. Goto System —> General = Settings.

2. Click Bank settings.

3. Under the General section at Limit foreign
payments, type the amount in the default
currency, which in this example is Euro, to
set the amount limit to determine the bank
format to be used in electronic banking. If the
amount of foreign payment made is below the
limit specified in this field, the domestic bank
format will be used. Otherwise, the foreign
bank format will be used. This is because for
electronic banking, bank authorities have defined
respective maximum limits where payments
have to be electronically processed using the
foreign payment format. For example, you set
Limit foreign payments to "Euro 500,000" and
the amount for that creditor's invoice is "Euro
550,000". Hence, the amount will be settled
through the foreign payments bank format.

4. At Import directory and Export directory, type
or select the directory to import or export the
electronic bank files. You use the import and
export directories to import and export bank
statements, payment orders, and collection
orders from and to the third party electronic
banking software. These two directories must be
separate and the system will create an individual
subdirectory for each bank of every country in
both the import and export directories.

5. Select the Deduction management check box to
use the deduction management function in the
matching process through the Advanced button.
The deduction management function will match
invoices with a value that is different from the
payment or receipt and write off the difference
according to the selected type. By default, this
check box is not selected, so you will not see the
Advanced button during the matching process at
Cash flow —> Entries = Cash flow.

6. Select the Extra matching check box to improve
the bank statement import by matching the lump
sum payments or receipts for multiple invoices.
By default, this check box is not selected. If the
Extra matching check box is selected, the Extra
matching button will be available at Cash flow —
Cash instruments = Maintain under the Settings
tab, and also at Cash flow = Entries = Import.

7. Select the Advanced: Instrument handling
check box to use the advanced bill of
exchange functionality. This provides you

10.

11.

12.

13.

14.

15.

16.
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with an integrated handling and processing of
invoice payments with the bank instruments,
including the bill of exchange. It also provides
the advanced features in handling cash inflow
and outflow functions for cheques and letters

of credit at Cash flow = Miscellaneous =
Instrument status.

Under the Payment date calculations (days from
due date] section at Collection, type the number
of days prior to the due date to calculate the
collection date.

At Payroll, type the number of days prior to the
due date to calculate the payroll date.

At Other, type the number of days prior to the
due date to calculate the payment date.

Select the Journalize payments check box under
the Payments: Other section to create journal
entries when the system processes a payment at
Cash flow = Payments — Process (cash outflow])
or Cash flow —> Collections —> Collection (cash
inflow). These payment journal entries created
are registered in the general journal that is
defined at General journal.

At General journal, type or select the general
journal number to be used in journalizing
payments. This option is enabled only if the
Journalize payments is selected.

Select the Use bank/cash journal check box

to journalize all the transactions with other
payment methods, which are linked to the cash
instrument, into the bank/cash journal. This
option is enabled only if you have selected the
Journalize payments check box. However, if

the Journalize payments check box is selected
but the Use bank/cash journal check box is not
selected, the transactions will be journalized in
the general journal.

Select the Payments in transit check box to
register the payment journal entries created

in the payment in transit account (that you

have defined at Payment in transit account] to
allow matching with later imported payment
installments or manual entries of payment
installments.

Type or select the account number at Payment in
transit account. This option is enabled only if you
have selected the Payments in transit check box.
Under the Payments: Cash, Payments: Letter of
credit, and Payments: Bank/Cheque sections,
select the required option(s) to determine how
you want the system to create the journal entries
for payments made using cash, letters of credit,
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17.

18.

19.

20.
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22.

23.

2k,

or bank/cheques. The settings in this section
are similar to the settings defined under the
Payments: Other section above.

Under the Payment settings: Post dated cheque
section, select the Journalize payments check
box to create journal entries when the system
processes a payment or receipt. These payment
journal entries created are registered in the
general journal that is defined at General journal.
At General journal, type or select the general
journal number to be used in journalizing
payments. This option is enabled only if you have
selected the Journalize payments check box.
Select the Use bank/cash journal check box to
journalize all the transactions with post dated
cheque payment methods, which are linked to
the cash instrument, into the bank/cash journal.
This option is enabled only if you have selected
the Journalize payments check box. However, if
the Journalize payments check box is selected
but the Use bank/cash journal check box is not
selected, the transactions will be journalized in
the general journal.

At GL account: Receipt and GL account:
Payment, type or select the accounts receivable
and accounts payable general ledger numbers.
These options are enabled only if you have
selected the Journalize payments check box.
Under the Payments: Void section, select the
Allow: Void check box to display the Void button
in the Who processed screen at Cash flow >
Statistics = Who processed. You also need

to clear the Advanced: Instrument handling
check box under the General section and select
the Journalize payments check box under the
Payments: Bank/Cheque section to display the
Void button. The Void button enables you to void
cheque payments in the Who processed screen.
Select the Print: Payment specification check
box under the Payment specification section to
automatically print the payment specification
when a payment installment is processed into an
export file. In general, a payment specification
is an overview of the payment details, such as
the payment date, run number, name of the
creditors/debtors involved in the payment
transactions, payment reference, and payment
amount.

Select the Print: Grouped payments only check
box if you do not want to print the payment
specifications when processing single payments.
Select the Enter Cheque/LOC number manually

25.

26.

2T.

28.

29.

check box to retain the existing functionality,
whereby you can define the cheque or letter of
credit number manually. By default, this check
box is selected.

Select the Auto generate check box under the
Deposit number section to generate the deposit
number automatically at Cash flow — Entries >
Cash flow. The automatically-generated deposit
number will be the last used deposit number +1.
Even though you select this function, you can still
manually type the deposit number. However, if
you type a number that was used before, you will
see the following message "Already used: Deposit
number, Continue?". Click Yes to continue using
the same deposit number or No to change the
deposit number.

Type or select a general journal number at
General journal under the Cash advance section
to create journal entries related to the cost
transactions of the cash advance entry. Cash
advance entries can be made at Cash flow =
Entries = Cash advance.

Select the Automatic: IBAN Calculation check
box under the SEPA section to calculate the
IBAN automatically for the debtor and creditor
bank accounts. Once the check box is selected,
the message "IBAN values are calculated in
accordance with European banking standards.
Licensee is solely responsible for the validation
and use of the calculated IBAN values. Exact is
not liable for the correctness of the calculation
and/or the results." will be displayed. Click Accept
to close the disclaimer screen and the check
box will be selected. By default, this check box is
selected for the Belgium legislation.

Select the CAMT Import: Allocation rules check
box to display the Allocation rules button in the
cash instruments maintenance screen at Cash
flow = Cash instruments = Maintain. Once the
check box is selected, you can create custom
payment allocation rules for the CAMT bank
statement import from external formats and
systems. For more information, see Customizing
payment allocation rules for CAMT bank
statement import (Document ID 26.499.979] in
Exact Synergy Enterprise. This feature is only
applicable to SEPA CAMT bank statements.
Select how you want the requested collection
date to be calculated at Requested collection
date calculations under the SEPA section. Due
date or Payment date can be selected. By
default, Due date is displayed. If Due date is
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selected, the requested collection date will be
based on the SEPA direct debit (SDD] file linked
to the debtor's account. However, if Payment
date is selected, the banks will have to process
the collections on the next day if the requested
collection date falls on a non-working day or
public holiday. This field is only applicable to the
banks in Germany, Austria, the Netherlands, and
Belgium.

Click Save to save all the changes you have made
in Bank settings.
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31. Click Close to exit.

Examples of financial transactions based on the bank

settings

The following provides examples of the financial
transactions that are generated based on the bank

settings.

Case 1: Journalize payments check box is cleared;
Payments in transit check box is not available.

When you

Process a payment

Import or manually
enter a cash flow
transaction data

Import or manually
enter a cash flow
transaction data

Match a cash flow
transaction

What happens

The system makes no
journal entry.

Before the cash Inflow
flow transaction

is allocated to any

debtor or creditor

(unknown or not Outflow
found by the system).

Before the cash Inflow
flow transaction

is allocated to any

debtor or creditor

(unknown or not Outflow
found by the system).

The system credits and debits as follows

Debit: Bank/cash G/L account
Credit: Unallocated G/L account

Debit: Unallocated G/L account
Credit: Bank/cash G/L account

Debit: Bank/cash G/L account
Credit: Debtors G/L account

Debit: Creditors G/L account
Credit: Bank/cash G/L account

The system makes no changes to the journal entry. The cash flow transaction matches the installment.

Case 2: Journalize payments check box is selected;
Payments in transit check box is cleared

When you What the system does

Process a payment

Import or manually enter a cash flow

transaction data

Inflow

Outflow

you process payments.

Debit: Bank/cash G/L account
Credit: Unallocated G/L account

Debit: Unallocated G/L account
Credit: Bank/cash G/L account

This step is not necessary because the system has generated all the necessary journal entries when

5
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Case 3: Journalize payments check box is selected;
Payments in transit check box is selected

When you What the system does

Debit: Payments in transit G/L account

Inflow Credit: Debtors G/L account
Process a payment
Outflow Debit: Creditors G/L account
Credit: Payments in transit G/L account
Debit: Bank/cash G/L account
| rt Il h N )
enr:ftgr atll;;r;]afr;g; i Inflow Credit: Payments in transit G/L account
transaction data o . .
Outflow Debit: Payment in transit G/L account

Credit: Bank/cash G/L account

Cash flow transactions can be created in two

different ways:

— by importing the cash flow transactions
based on a file that is provided by your bank,
or

— by registering the cash flow transactions
directly when these occur. For example,
when making a payment.

If your bank can supply you with a file containing

the cash flow transactions that have been

confirmed by them, then it is recommended

to use the first scenario (provided your bank is

supported), as you can then be assured that you

have all the cash flow transactions in your cash
flow system.

This also means that you cannot (and should

not) register a cash flow transaction when for

example, making a payment, as otherwise you
would register the cash flow transaction twice.

You can still keep track of your payments that

are in transit as all invoices or installments that

have been paid are marked as being in transit, so
they cannot be authorized and processed twice.

Furthermore, the cash instruments balance list

can also show you the correct balance amount

based on the payments that are in transit.

Note:

When you have not matched a journal entry
of a cash flow transaction with any invoices or
installments, the system generates double-
entries for the unallocated, or debtors or

creditors general ledger account, instead of
payments in transit general ledger account.
Only after you have matched the journal entry
with invoices or installments will the system
transfer the entries to the payments in transit
account.

/
Tip:
The following provides advice on the
preferred setup of the cash flow management
functionality. Take note that there are
no standard settings for the cash flow
management that apply to all legislations as
each country has a different legislation on the

cash flow requirements:
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1.1.2 Documents settings

In Exact Globe Next, you can set your preferred
layouts for your documents. For this section, only
documents under the Cash flow section will be
described.

Documents settings

Store attachment as HTHL - Ttem Labsls Btarn labels

Purchase order Purchase order form 1 I
Blanket S0
Financial i L A
fLnemint Receiving sho
Reminder Debtor reminder ayout 1 *
£ d Receipt Isbels: Purchase Receipt label
Dientor Labels Diebter Labels 3 |
feturns: Supphier Return 3
Creditor labale Creditor Iabale W ;
.. Returns: Employee Return
Debtor statements
1BT selivery note Irterbranch Transfer Note A
ash flow Carnfirmatien Cordirenatzan A f
RMA order confirmation Confirrmation N
Payment
Picking list Fick list 1

Payment specification | Payrment specification 1 K

Collective picking kst Callective pick list

Receipt
Fulfilment Fulfiltmer: i
Depost report
SO0 pra-notificabion 3 K Celivery nate Ceelrvery Hote o B |
Invoice Inveice A 8
CHH [T pe—Y Irvesee
Quotations Quetation ! Credit note 1 B
Latter Dhrect credit note
POS rPOS
LR POS (Recsipts) A
Payrell shps HTHL G collection shps Gara collection shp A
Jearopgaven Ad x Returns: Customer Retun A
Arbesdecveraenl komst ~ Production order Productsan crder ~
People labels Resource label ! Operation Operation Sko
Lsiter Receipt labels: Production 3
Service shps Serwice shp A
- = x
Leghack Save Close
To define documents settings:
1. Go to System —> General = Settings. 6. Select the deposit report layout at Deposit report

Select Documents settings.

Select the standard layout for your payments

at Payment under the Cash flow section by
clicking [7f Select. This layout will be used for the
payment process at Cash flow = Payments =
Process. This is the cheque document.

At Payment specification, select the standard
layout for payment specification by clicking &
Select. This layout is used for printing of the
payment specification which is defined at Cash
flow = Payments — Payment specification. Click
£ Link layouts to creditors to link the payment
specification layout to specific creditors.

Select the layout for receipts at Receipt by
clicking [ Select. This layout is used at Cash
flow = Entries —Cash flow.

by clicking 3] Select. This layout is used at Cash
flow = Miscellaneous —> Instrument status.

Click Save to save all the changes you have made
in Documents settings.

Click Close to exit.
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1.1.3 General ledger settings

Before you start to record financial entries in Exact
Globe Next, you need to set the general ledger
settings. In this section, only Payment differences and
Bank costs will be described.

General ledger settings
| 5|
General ledger
| Payment ditferences % Dotads... | Landed costs 2760 [, |Landed cost susp
Calculstion diferences & Details... |Bank costs 4560 (3 |Bank cost
» Accrisals and prepayments 2400 % [Prepayments | 3 Producton : Costs £000 %, | Productian costs
» Burg calc & (Debit) 9150 [ |Calculation differ » Froduction : Revenue 8030 |3 | Incidentsl revent
» Invosces / ibems to be recerved 2500 (4 |Invoices to be re » Production : Waste 6010 (3 |Production Waste
» Suspense account : Logistics 2750 (3 |Logistic suspense > Production : Results 8040 [ |Production result
# Productsn : WIP 3040 (3 | Productsan [WIP)
Production: Serap A
Juurnal
» Sales inwoice &0 (3 |Sakes » Project (Realizations) 50 (3 |Genersl journal
2 Cosh journal (POS/Dwect immices) 10 A [cash 3 Doprecation 58 |4, | General journal
» Ibem traRSBCHans S0 (% |General journal | > Wedk in progress 50 (4 |Genersl journal
Default
Tax & Discount cabiulation Tax calculsted over net invoice amount excuding discaunt |=
Cost center allocation methad Allacate ugang general ledger accounes fram upper bevel cost center |*
» Paymant condition: Dabler 0o [§ |coo JL » Payment condition: Craditar oo [§ |coo K
Aging
Cebtor 30 0 90 Crediter 30 50 50
General
Alloste sereen: Advanced mode I
Invesces { iberms to be recerved per dem =
Matching: Cash flow
Crwerwrite Offset apcaunt Only in coen pericds |= te offset r
Retamn statement analytical values L . v |=
Matehing: Invoices
Craste offest sntry r » ¥ | -
=
- = ol
| kegbock Save Close

To define general ledger settings:

1. Go to System —> General = Settings. 5. Under the Matching: Cash flow section at

2. Select General ledger settings. Overwrite Offset account, select Never if you

3. Under the General ledger section at Payment never want to overwrite the original offset
differences, click =*# Details. Type or select account, Always if you always want to overwrite
the general ledger accounts used to record the original offset account even if mismatching
discounts, payment differences, credit occurs in a closed period, and Only in open
surcharges, and financial charges. For more periods if you want to overwrite the offset
information, see Setting Up General Ledger account only when mismatching occurs in an
Settings in1.3 Chart of General Ledgers of the open period. The original offset account refers
Financial user guide. to the debtor or creditor general ledger account

4. At Bank costs, type or select the G/L account of the invoice. This function determines how the
used to record the banking fees. system will handle the original offset general

ledger account during the matching process.



Based on this setting, the system will or will

not overwrite the debtor's or creditor's general
ledger account of the cash payment or receipt
with the debtor's or creditor's general account of
the invoice, if the debtor's or creditor's general
ledger account is different in the cash payment
or receipt and invoice.

6. If Never is selected at Overwrite Offset account,
the Create offset entry check box will be
enabled. Select the Create offset entry check
box to create an additional offset entry line
during the matching process (when the entries
are matched using different debtor or creditor
general ledger accounts). Therefore, the original
general ledger account entry is not overwritten
but an offset entry is generated (showing the
amount deducted from the original general
ledger account and booked to the corresponding
general ledger account defined in the purchase
journal). If the check box is enabled but not
selected, the additional offset entry line will not
be created.

7. Select the Create offset entry check box under
the Matching: Invoices section to create offset
entries when matching invoices and credit notes
(that are matched using different general ledger
accounts).

8. Click Save to save all the changes you have made
in General ledger settings, or Close to exit.

Examples of matching based on the general ledger
settings

The following provides examples of the matching that
are generated based on the general ledger settings:

Case 1: Create offset entry check box under the
Matching: Cash flow section is selected

When you Financial transactions involved

Debit: Bank 1,000
Create a prepayment for

debtor A Credit: Prepayment [debtor type)
1,000
Create a sales invoice for Debit: Debtor 980

debtor A Credit: Revenue 980

Additional entry when
matching prepayment to

sales invoice Credit: Debtor 980

Debit: Prepayment 980

CHAPTER 1| SETTING UP

Case 2: Create offset entry check box under the

Matching: Invoices section is selected

Financial transactions involved

Create a sales invoice for
debtor A

Create a sales credit note
but using different debtor
G/L account for

debtor A

Additional entry when
matching sales invoice to
sales credit note

Debit: Debtor G/L 1300 2380

Credit: Revenue G/L 2000
Credit: VAT to pay G/L 380

Debit: Revenue G/L 1000
Debit: VAT to pay G/L 190

Credit: Debtor G/L 1320 1190

Debit: Debtor G/L 1320 1190

Credit: Debtor G/L 1300 1190
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2. CASH FLOW PROCESS

In Exact Globe Next, the cash flow process means
cash out from the company due to purchase, and cash
in due to sales. This cash flow process is maintained

through cash instruments.

2.1 CASH INSTRUMENTS

The following topics are relevant to this section:

Types of cash instruments

Creating, editing, deleting, recoding, viewing, and
making a transfer balance to a cash instrument
Linking cash instruments to journals and general
ledger accounts

2.1.1 Types of cash instruments

Cash instruments are used to register cash flow
transactions. Among the types of cash instruments

Bank accounts — Bank accounts are commonly
used in cash flow management. A bank keeps your
money in a bank account in a specific currency.
You have an agreement with the bank specifying
under which conditions the bank account can be
used.

e Credit cards — Credit cards are issued by a credit
card company and serve as a payment method.
Credit cards that are issued by a bank are called
debit cards. The credit card is issued to a person
and that person is authorized to pay with the card.
The credit limit of the card can be restricted to a
maximum amount.

e C(Cash registers — A cash register is a machine in a
shop or business that records sales and in which
money received is placed.

e Petty cash — Petty cash is a small amount of
money kept in an office for buying inexpensive
items.

LA soa ot matruments tract Y = F 1

[

o H 2| & - | % g
012

gm.xl Congnions | Setngs | () cash regater | Mm|g¢w~h1

Pestes
1 Ingtremant no.' Country 23 » M i

» Journal Ap B A

1 Bank / Typa NG bank A [N Crece card
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e Basics — This tab displays the basic information of
the cash instrument, such as the cash instrument
number, G/L details, bank details, person
responsible for the cash instrument, and other
details.

e Conditions — This tab displays information on the
cost and interests, such as the agreed debit or
credit interest percentage, or rate per year for
the cash instrument and the processing cost per
payment or receipt transaction, and other details.

o Settings — This tab displays information pertaining
to identification, such as the SWIFT and BIC codes,
file directories, limited amount, cheques and letter
of credit, bill of exchange, and other details.

o Cash register — This tab displays information
regarding the cash register, such as the EFT
terminal, card reader, cash count, cashier, debtor,
and other details. The fields in this tab are
activated only if Cash register is selected at Type
under the Basics tab. This Cash register tab is also
available if you have the POS module.

e Documents — This displays the imported bank
files. The bank files are available only if you have
imported them through Cash flow = Entries =
Import.

¢ Rights — This tab displays the user rights relevant
to the cash instrument. You will not be able to
add user rights if Cash register is selected at Type
under the Basics tab.

To create cash instruments:

1.  Go to Cash flow = Cash instruments — Maintain.

2. Click New. The Cash instruments screen will be
displayed.

3. At Bank account or Instrument no. under the
Basics tab, type the bank account or instrument
number that will be used by this new cash
instrument. Changes from Bank account to
Instrument no. and vice versa depends on your
selection at Type.

4. Type or select the country code where the cash
instrument is located in at Country. The selected
country influences the list of supported banks at
Bank.

5. Type or select the journal number at Journal,
to which this cash instrument will be linked.
Financial transactions that are generated after

10.

11.

12.

13.
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importing bank statements will be posted to this
journal. If this journal does not exist when you
save a new cash instrument, you will see a screen
asking if you want to generate the journal. Next
to the Journal field, you will see a Currency box.
At Currency, type or select the currency of the
cash instrument. The currency must be defined
as Active at System — General = Countries =
Currencies.

At Bank, type or select the bank name. This is
activated only when Bank or Credit card has been
selected at Type.

Select the type of cash instrument at Type. You
can choose from Bank, Cash, Cash register, or
Credit card. If Cash or Cash register is selected,
the Responsible section will be displayed. If
Credit card is selected, the Credit card section
will be displayed.

Type important notes pertaining to this cash
instrument at Notes.

Click i*g Picture to insert, delete, or save the logo
of the Bank, Cash, Cash register, or Credit card.
Type or select the relevant account number at
G/L under the G/L section. G/L is enabled only
when a non-existent journal has been selected.
Otherwise the G/L linked to the selected journal
will be used. If the journal does not exist yet,
any general ledger account can be defined

here. If the selected general ledger account is
not defined as a bank ledger type, the general
ledger type will be automatically set to Bank. If a
non-existent general ledger account number is
filled in here and you save the changes, it will be
generated automatically.

At Unallocated, type or select the offset general
ledger account number that is used when cash
flow transactions are manually entered or
imported but are not allocated to a debtor or
creditor.

Type or select the relevant creditor at Creditor
under the Bank section if you have already filled
in your creditor details at CRM — Accounts

—> Maintain accounts or Finance —> Accounts
payable = Maintain. Other creditor details, such
as the contact, address, phone number, job title,
and others will then be filled in automatically.

If you have not created any creditors, click New
in the Creditors screen to create a creditor. Each

13
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cash instrument has to be linked to a creditor,
which is usually the bank. For Credit cards, this is
the credit card company and for type Cash and
Cash register, this is usually your own company.

14. Under the General section at Status, you will see
the status of the cash instrument.

15. Select the Blocked check box to temporarily
block a cash instrument. When this is done,
Blocked will be displayed at Status. If the check
box is not selected, Active will be displayed.

16. Type or select the range of dates for which the
cash instrument can be used at Active from and
to. Cash instruments outside this range will be
inactive.

17. At Person under the Responsible section (this
section is available only if Cash or Cash register
is selected at Type], type or select the person
ID of the person who is responsible for the cash
instrument.

18. At Responsible under the Credit card section (this
section is available only if Credit card is selected
at Type), type or select the person ID of
the person who is responsible for the cash
instrument.

19. Type or select the expiry date of the credit card
at Expiry date.

20. Type or select the supplier of the credit card at
Supplier. For example, the bank that supplies the
VISA or MasterCard.

21. Type or select the cash instrument number
to which the credit card is linked at Cash
instrument. This is applicable if the supplier is a
bank and not the credit card companuy.

22. At Credit card Type, click the applicable credit
card.

23. Click Save.

€diting cash instruments
After creating a cash instrument, you may need to
make changes, such as adding notes or blocking the

cash instrument.

To edit cash instruments:

1. Go to Cash flow = Cash instruments — Maintain.

2. Select the cash instrument you want to edit.

3. Click Open.

4. Make the necessary changes to the cash
instrument.

5. Click Save.

Recoding cash instruments

Once you have created a cash instrument, you may
want to recode the cash instrument number. This
function is useful if you prefer to use the present
number for a different cash instrument.

To recode cash instruments:

1. Goto Cash flow = Cash instruments — Maintain.
Select the cash instrument to be recoded.

3. Click Recode and a message "This process may
take some time. Continue?" will be displayed.

4. Click Yes to continue with the recoding process.

5. Inthe next screen at New, type the new cash
instrument number.

6. Click Recode.

Deleting cash instruments

Itis possible to delete a cash instrument. When you
do this, the cash instrument is deleted and cannot be
retrieved from the system.

To delete cash instruments:

1. Go to Cash flow = Cash instruments — Maintain.
. Select the cash instrument to be deleted.

3. Click Delete, and a message "Delete: Cash
instrument, 2324 - Bank?" will be displayed if
the cash instrument is not in use. If the cash
instrument is in use, a message "In use: Cash
instrument: 2324 Delete?" will be displayed.

4. Click Yes to delete the selected cash instrument.

Transferring balances of cash instruments

You can transfer the balance of a cash instrument
from its current general ledger to a new one.

To transfer balances of cash instruments:

1. Goto Cash flow = Cash instruments — Maintain.

2. Select the cash instrument you wish to make the
transfer for.

3. Click Transfer balance and a message "This
process may take some time. Continue?"
will be displayed.

4. Click Yes to continue with the process of
transferring the balance.

5. Inthe next screen at New, type or select the new
general ledger account number.

6. Click Transfer balance.



Viewing the cash flows of cash instruments

Once a cash instrument is created and there are cash
inflows and outflows relating to the cash instrument,
you may want to view all those cash flows.

To view cash flows of cash instruments:

1.  Go to Cash flow = Cash instruments — Maintain.

2. Select the cash instrument for which you want to
view the cash flow.

3. Click Cash flow and you will see a screen with
search criteria.

4. Define the search criteria.

5.  Click Refresh to view all the relevant cash flow
entries.

6. Click Close to exit.

Linking cash instruments to journals and general
ledger accounts

After creating a cash instrument, the system will
automatically create a general ledger account and
a journal based on the value defined at G/L under
the Basics tab. This is provided the general ledger
account does not exist yet.

2.1.2 Financial journals

The following financial journals are involved in
the cash flow process and can be created and/or
maintained at System — Finance = Journals.

e For Cash journal, all cash flow transactions
resulting from the petty cash or cash register
will be posted in it. The same cash journal
can be linked to a cash instrument and a cash
general ledger can be linked to the cash journal.
When creating a cash instrument of the Cash
or Cash register type, a financial journal will be
created automatically and linked to the new cash
instrument.

e For Bank journal, all cash flow transactions using
cash instruments of the Bank or Credit card type
will be posted in it. The same bank journal can be
linked to a cash instrument and a bank general
ledger can be linked to the bank journal. Similar
to cash journals, when creating a cash instrument
of the Bank or Credit card type, a financial journal
will be created automatically and linked to the
new cash instrument.
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The General journal is only used for special
entries like writing off payment differences that
occur during matching, (bank] cost, and others.
Depending on your bank settings, financial
transactions for payments and collections will also
be generated in the general journal.

2.1.3 General ledger accounts

The following general ledger accounts are involved in
the cash flow process:

Cash ledger is used to register all petty cash

or cash register transactions. The cash ledger
should be linked to a cash instrument and a cash
journal. It can be created manually at Finance -
General ledger — Maintain or automatically when
defining a new cash instrument of the Cash type
(by specifying a new journal) at Cash flow — Cash
instruments = Maintain.

Bank ledger is used to register all the financial
transactions that occur to a bank account. Each
bank ledger must be linked to a cash instrument
and a bank journal.

Neutral ledger is used for the Unallocated
general ledger account of the cash instrument.
Depending on the company's definitions of cost
and revenue, the payment differences, discounts,
and surcharges can also be registered as neutral
ledgers.

Debtor/Creditor ledger is used when allocating

a cash flow transaction to a debtor or creditor.
The moment the debtor or creditor is allocated
and the cash flow transaction is saved, the
related financial transaction is modified and the
Unallocated general ledger account is replaced by
the applicable debtor or creditor ledger.

15
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2.2 PURCHASE FLOW (CASH OUTFLOW)
PROCESS

This section describes the purchase cash outflow
process, such as order entries, invoice entries, and
others. It also shows how the cash outflow is affected
by payment conditions in the purchase process.
Payment conditions are the agreed upon payment
terms between you and your creditors.

The following topics are relevant to this section:

e Purchase order entry - payment conditions

e Purchase invoice entry - payment conditions
e Printing of payment advice lists

e Authorizing payments

e Processing payments and exporting bank files
e Recreating exported bank files

¢ Controlling

2.2.1 Purchase order entry - payment
conditions

In order to start the cash outflow process, the
conditions and installments that are agreed upon
between you and the supplier must first be registered.
This can be done by creating a purchase order or a
purchase invoice.

A purchase order can be created only if you have the
Purchase module.

|

?x

To create payment conditions in purchase orders:

1. Goto Purchase —> Entries = Purchase orders.
Click New and the Purchase order screen will
be displayed. After defining the purchase order
details, the Conditions button will be enabled.

3. Click Conditions.

Type or select a currency at Currency under the
Payment data section.

5. Click [ at Payment condition. The Payment
conditions screen will be displayed.

6. Click New to create a payment condition.

7. Type a unique code for the payment condition at
Payment condition. This is mandatory.

8. Type the description of the payment condition at
Description. For example, "2 terms of 50%".

9. Select the type of calculation to generate the due
date at Due date calculation type.

10. At Discount/Surcharge, select Settlement
discount if the payment condition involves giving
a discount when payment is settled, or Credit
surcharge if the payment condition involves a
surcharge when payment is delayed.

11. Type the number of days after which a discount
or credit surcharge is applicable at Number of
days.

12. Type the applicable percentage of discount or
credit surcharge at Perc..

13. Type or select the grouping of the items in
the purchase order at Item group. Once all
the criteria are defined, the payment terms/
installments will be listed in the table below Item
group.

14. Click &, Add, £ €dit, or ¥# Delete to add, edit,
or delete the terms.

15. Click Save to save the terms.

The Payment date column is empty when the
purchase order is defined because you have not
received the purchase invoice that specifies when
you have to pay. However, the Due date column is not
empty. The initial due date is calculated based on the
purchase order date and the number of days that are
specified in the supplier's payment conditions. This
due date can give you an indication as to when you
have to pay. It can also be used in cash flow planning
reports.



To create prepayment terms in purchase orders: 6.

1. Goto Purchase —> Entries = Purchase orders.

2. Click New and the Purchase order screen will 8.
be displayed. After defining the purchase order 9.
details, the Conditions button will be enabled.

3. Click Conditions.

Select the first term or installment under the
Payment data section.

5. Click £!Edit.

6. Type or select the payment date at Payment
date.

7.  Type the percentage of the first term or 10.

installment at % if it is different from the
installment amount.
8. Click Save to save the changes.

2.2.2 Purchase invoice entry - payment
conditions

Installments are also created when creating a
purchase invoice in the purchase journal.
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Click Edit to enable the Conditions button.

Click Conditions and the Payment conditions
screen will be displayed.

Click (% at Condition.

Select a new payment condition. This will remove
the existing installments and recreate them
based on the new payment condition code. The
Unmatched section displays all the unmatched
cash flow transactions that are allocated to

the current creditor. Based on this information,
you can conclude if you have already prepaid a
certain amount.

Click OK to save the changes.

&, Fayment conditions ol
Payment conditions. To be paid: EUR 71,400.00

Condiion 03 3|30 days

=

ayrnent date | Dus date [ Term [ cur | amount Tvpe | instrument | To: mank | Payment ceferance | number | ficary |
DI/OS/2008  31/05/2002 57.98% EUR. 41400.00 Purchags wveice 0126583265 70033330 Fxact Scltware

Ly [oviesizocs  su/osiz004 42.01% EUR 30000.00 Furchase invoice 06688744 20032320 Exact Scftware

-

VAT Taxes

Cade | Payment date dote |  Amourt |  Basw
18E 4 7,125.00 37,500, Tax auth
150 1,500.00 10,000 Tax auth)
15€ 2,375.00 12,500 Tau auth|
i 3

Toenl:  EUR 11,400.00 Bamsy:  EURG0,00000

Unmatehed

Dote  lGye| Amount [ Qurvet, | Methos | 1ns t | ToiBank | Payment reference |

Total: EUR000

When creating a purchase invoice, the payment
condition in the purchase invoice is automatically
copied from the payment condition created in the
purchase order.

To edit payment conditions in purchase invoices:

Go to Finance —> Entries = Purchase.

Select the journal with the invoice entry.

Click Zoom.

Select the required invoice entry.

Click Open. The Make purchase entry screen will
be displayed.

v &E W
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2.2.3 Printing of payment advice lists

Usually the payment advice list is used to determine
the payments you want to make before authorizing
and processing them. However, this step is not
obligatory and can be skipped if desired.

S0000 a3 EE -

s [Prps————
an Fupart |
Advice list a
Comparry 993 Comashen Acooun 21 Paymentmethed 41 Blacknd -
User PAngIRSAE Type Seppber Payment date VIR0 - LVAIZ0ET Drure date. A
Accoant Inwoicedate Dus date Paymentdste Ourref.  Ustryno. Cur.

1020 Witz B Bvtes AR08 TIN5 m 4000mF 231 067.52.22.112 e 35,030,000
1030 Mtz B Bvtes IS0 RIS IR0 0000004 ST0000M 666 067.52.22.112 e S8 TN
1080 Bats 8 Bytes L2/2004 122008 M/R/N08 10000041 4520041 HPSIMETISD 0678223110 B 10,000.0088
1100 Exsct Softmare 2erasom AT M08 100080XT 13030001 n H75.00m
100 Exact Saftwars WAE W I 200000 $0M0 32 DR 10,00.00H0
1100 ExactSoftaars V004 VW0 TRI008 20000005 4000003 1M e +7.140.00H0
202 Ha/zom TU2008  daie/2008 10000002  SSOS00F L) 6,080.00m
202 Sy LIT2004 L2008 DAAA2008 10006GX 4520000  SN-SONY.CRMO L) 1,300.00m0
202 Sony UM UT0E DTS 00000M  d4SDOOND  SN-SOMY-KIVBOARD-M e 530.00H0
303 Fory LTI UTII08 DAI0S 100000 450001 SN-SONY-HONITOR-OX ne 2,030.00m0
1 Seny E Sz sann2 20002008 12730001 POASSSII1003 B 2,120.00H
288 Wokinage L2004 UII2008  IWE0S 1000003 4520022 SNWAM.SEIS1SS am £0,000.0000
10003 Campshop 12008 W HAAT 20000000 $708000 AmSNoA e 17,155.0000
Q03050 nkngwn credeor WAL WIS 10000006 40030LT ne 35,000.00h
003020 Unkawn credisr M0 SLN2000 /RI2008 100000 4000018 En +35,008.00H0

In(uR) ——

Ot { TURY 180, 08T

Balance (TUR) -137,968.75

= Dttvar iscounts (Excluded from invoie total)
Exact Holdng NV lofl 184200

To print payment advice lists:

Go to Cash flow = Miscellaneous — Advice list.
Define the search criteria.

Click Start to generate the advice list.

In the Advice list screen, click Print to print the
advice list. Click Printer settings if you want to
define other criteria for printing.

5. Click Close to exit.

Fwn e



2.2.4 Authorizing payments

When the purchase invoice is entered and
installments are defined, it is possible to pay your
creditors. This can be done by authorizing, and then
processing the payments.
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FTET

Uetails |-

067.52.23.112 321 an 0 Purchase invoice Oncredt
Bats & Bvtes 25/8/2005 Supnlier Actrve 067.52.23.112 0000004 666 B56 EUR S8.75 Purchase invoice On credit
Bits & Bytes T9/E 2005 Supplier Active a67.5138.002 10000041 HE-R2I4ETT 1450 HP- R 13457 T-145-0IEUR 16,000.00 Purchase invoice  On crede
[Comoshop 257872005 Supplier  Active 20000001 11111 Asg5 No.d EUR  17.155.00 Furchase invaice  On credit
[Exact Saftware 25/8/2005 Suppher Betrve 10000027 EuR 97T5.00 Other O ernddt
Exact Software 25/ 2005 Supplier Active 20000003 222 222 uR 10,000.00 Purchase invoice On credit
[Exact Saftware 208/2005 Supalier Active 20000005 3132 33z EuR 7.140.00 Purchase credit noOn credi
[ Sany 2478/ 2005 Supplier Agtive 10000002 2d 2 EUR 8,000.00 Purchase invaics  On cred
[Sony 26/8/2005 Supplier  Active 10000033 SH-SONY-CPU-005 SN-SONY-CPU-002 EUR 1,300.00 Purchase invoice On credi
[ Sany 26/8/2005 Supgher Actrve 10000034 SN-SONY-KEYBOA SN-SONY-KEYBOAR EUR 500.00 Purchase wvonce O creddd
[Sany 26/8/2005 Supplier  Active 1000005 SH-SONY-MONITO SH-SONY-MOMITOR EUR 2,000.00 Purchase invaice On creds
5/472002 Supplier  Astive 20000008 POOSO42012003  POOSO042002003  EUR 2,120.00 Purchase invaice On credit
Linkrutwn ermditer 31/12/2004 Supphar Retron 10000026 EUR  35,000.00 Purchae e scn O cradt
Unkrown creditor 24/8/2005 Supolier Active 10000026 EUR  -35,000.00 Purchase credit noOn credit

29/8/2005 Supplier  Actrve 10000036 SM-WAIA-S8959-1SN-WAIA-SB959-14EUR  60,000.00 Purchase invoice Oncredk

. »

| Eotarwd | | Acthirized || Processsd | poue Prepayment 0.00

‘ ‘ 15 Ta be authorized 137,960.75

" A Already authorized 0.00

= 1L B
— I ) L Payments in transit 0.00
x x X
] T i, - —_— [ r
] L3 [ A " M - & % x
Advanced | Nmiote. | et | ourrer | sourzet, poteh sz | croie || selecton || close

To authorize payments:

1. Go to Cash flow — Payments —> Authorize.

2. Define the search criteria.

3. Click Display. The Authorize screen will be
displayed.

4. Select the To be authorized check box to display
the payments that need to be authorized.

5. Select the payment that you want to authorize.

6. Click Authorize. To authorize all the payments,
click Select all, and then click Authorize.

7. Toremove the authorization for a specific
installment, select the Already authorized check
box to display the authorized payments. Select
the payment and click the Authorized process
in the purchase process flow to remove the
authorization.

8. Click Close to exit.

4 )
Tip:
To be able to authorize payments, there should
be rights granted for the cash instrument
under the Rights tab when you click Open to
open the selected cash instrument at Cash
Flow = Cash instruments — Maintain.

\_ J
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2.2.5 Processing payments and expor-
ting bank files

All authorized invoices and installments need to be
processed after authorization.

£F 502 Process - xact (=1
Lle Edit Vview Melp
& wlelld
[~ Prepayment ¥ To be suthonzed ¥ Alrsady authorized ¥ Payments intransit [ Hatched -.l._l Group by Dietaals |
AMRO 11, s Supy r Actrve 10000004 EUR ¥ -
2000042
= Dytes 25/8/2005 Suppler Active 067.52.23.112 20000004 666 (213 EUR 0, gice  On credit
Bate & Bytes 29/Rr2005 Suppher Actren D67.52.23.117 10000041 HP-#I34577- 1450 HP- 2 33457 7-145-07 FUR 10,000.00 Purchass invoi cw O cracit
Compshop 25/0F2005 Suppler Active 20000001 11111 AssS Nod EuR 17,155.00 Purchase invoice On credit
EON San Bhd  J9/872005 Suppler Artrve 10000043 MVA201-82359-00 MVA201 -2 389-009 EUR 40,000.00 Purchase invoice On cresit
Lcact Software 25/0/2000 Suppber Active 100Q00ar uR W0 Cther On credit
Exact SoRtware 25/8/2005 Supplier Active 20000003 222 222 EUR .00 Purchase invoice On credit
Exact Software 29/8/2005 Suppber Actve 20000005 3132 nn EUR =7 00 Purchase credt noOn credit
Sony 24/0/2005 Suppler Active 10000002 2d EuR 6,000.00 Purchase invoice On credit
Sony I6/RFI005 Bupplar Actrvn 10000033 SN-SOMY-CPU-00ISN-SONY-CPU-001 FUR 1,300.00 Puarch i reclit
Sony 26/852005 Suppler Active 10000034 SN-SONY-KEYBOA SN-SONY-KEYBOAR EUR 500,00 Purch
zi:rl 25/872005 Suppleer Actrve 10000035 SN-SONY-MONITO SN-SONY-HONITOR EUR 2,000.00 Purch.
Ertared || Authonzed || Brocess o L Aows Prepayment
r'\‘ I | - .\ 1] 23 To he autharized 137,968.75
Basad | Already authorized 0.00
=t = hﬁ Paymrents In tronsit .00
R0 x x “ Matchund ~49, 050.56
5 r ¢ X . L . # - 31 % x
| Advanced || Refresh || bt || o || ourreh. || voureet || oo | erocess || wesch || Assin || cclo || Seectos || Cose
To process payments and export the bank files:
1.  Go to Cash flow = Payments —> Process. 7. Type the document number at First: Document
2. Define the search criteria. number in the Enter: Document number screen
3. Click Display. The Process screen will be (this is predefined but you can change the
displayed. information).
4. Select the Already authorized check box to 8. Type or select the layout name at Layout name

display the payments that are already authorized
and need to be processed.

5. Select the payment to be processed.

6. Click Process. If you want to process all the
payments, click Select all, and then click Process.
The Enter: Document number screen will be
displayed if cheque, letter of credit, or cash is
used as the payment method. The CLIEOPO3
screen will be displayed if EFT (available only
if you have the POS module), on credit, or
collection (applicable to installments in the sales
flow and available only if you have the Collection
module] is used as the payment method (and will
result in an export of a file). The export file will be
generated in the export directory that you have
defined at System — General = Settings = Bank
settings. The method of the file that will be sent
to the bank will depend on the way electronic
payment is handled within your organization. For
example, by using third party electronic banking
software from the bank or uploading it to the
bank's web site.

10.

(this is predefined but you can change the
information).

In both the Enter: Document number and
CLIEOPO3 screens, click OK to display the Process
report.

Click Close to exit.



2.2.6 Recreating exported bank files

All exported bank files can be recreated. This is useful
if the export file was accidentally deleted before
being imported into your bank's electronic banking
software.

I 932 Created bank files - Exact

File Edt View Helw

CHAPTER 2 | CASH FLOW PROCESS

Swls|E

Aun number |Processed by " |Datefawn
20 1016 - Anneke Depstraeten 21/2/2011 0885210856 EUR
19 1016 - Anneke Dispstrasten 25/1/2011 0835210956 EUR
18 [1016 - Annek acten  [21/1/2011

-11,682.20
-4,334.00

13 C:lexport\NLAABN AMRONCLIEOPOZ.010
1 Cilexport\NLVABN AMROVCLIEOPO3.00%

£y

N .-

17 1016 - Anneke Diepstraeten  24/12/2010 0895210955 EUR -2,707.00 1 C:\export\NL\ABN AMROVCLIEQP.007
16 1016 - Anneke Diepstrasten 21/12/2010 0885210956 EUR -8,191.81 18 C:lexport\NLVABN AMROVCLIEQPO3.006
15 1016 - Annske Dispstrasten  25/11/2010 D88S210956 ELIR 2,707.00 1 CrisxpartiNLVABN AMROVCLIEQPO3.005
14 1016 - Anneke Diepstraeten  19/11/2010 0895210955 EUR -294.50 2 C:lexport\NLVABN AMROVCLIEOPOD.004
13 1016 - Anneke Diepstraeten  19/11/2010 0885210956 EUR -7.261.33 10 C:lemport|NLVABN AMROVCLIECPOS.003
12 1016 - Anneke Diepstrasten  20/10/2010 0885210956 EUR 144,50 1 Crlexport\NLVABN AMROVCLIEOPDZ.002
11 1016 - Anneke Dispstrasten  20/10/2010 08852109506 EUR. =7,409.33 10 Cliaxport\NL\ASN AMRONCLIEORDI.00L
10 1002 - Hanneke Janssen 28/4/2011 0885210956 BRL -582.03 1 Cilemport\NLVABN AMRSVADIBTLSL. THT
9 1002 - Hanneke Janssen Z8/4/2011 0885210956 EUR 12,268.74 5 Crlexport\NLVASN AMROVCLIEQPO3.012
B 1002 - Hanneke lanssen m/af2011 0aas2109560 EUR 109.94 1 Clexport\NLVABIN AMROVCLIEOPOD.011
7 1002 - Hanneke Janssen 28/4/2011 0885210956 BRL 9,202.06 2 Cr\export\NLVABN AMROWADOBTLSL. TXT
6 1002 - Hanneks Jancsen 28/4/2011 0885210956 EUR -18,997.28 3 Crleaxport\NLWABN AMROVCLIEQPO3.010
S 1002 - HARN&KE JARssan /42011 OBAS210956 EUIR 51.94 1 CexpartiNLVABN AMROVCLIEQPDD.O0G
& 1002 - Hanneke Janssen 21/4/2011 0885210956 EUR 421.48 1 ClexportiNLVABN AMROVCLIEOPDS.D0E
3 1002 - Hanneke Janczen 21/4/2011 0885210956 EUR ~15,066.50 4 C:lexport\NLWAEBN AMROVCLIEORO3.007
2 1002 - Hanneke lanssen 19/4/2011 08A5210956 ELR 21,871.28 1 [:!\ﬂ!r!ﬂﬂ\d\ll NABN AMRONCLIEQPO3.006
1 1002 - Hanneke Janssen 19/4/2011 0885210956 EUR 17,6087.46 1 C:\export\NL\ABN AMROVCLIEQOPOD.005
4l | LIJ
Rows 20

To recreate exported bank files:

1.  Go to Cash flow = Payments = Created bank
files.

2. Define the search criteria.

3. Click Start. The Created bank files screen will be
displayed.

4. Select the bank file you want to recreate.

5. Click Recreate. The CLIEOPO3 screen will be
displayed.

6. Click OK to display the Process report.

7. Click Close to exit.

Controlling

After you have processed the payment, the exported
file can be imported into the third party electronic
banking software and you can check if everything
has been imported into the bank software correctly.
For example, you can do this by comparing the total
amount and quantity of the imported transactions
from the summary report (that is printed for each
exported run) with the data supplied by the third
party electronic banking software. A run number is
the batch serial number.

21
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It is also important to verify that the payment you
have made is still in process with the bank or have yet
to be matched with a cash flow transaction. If that is
the case, the payment is still in transit.

et .;IHEI
file Ede View Help
ew|a|3
I™ Prepayment 1T Tobe authorizsd 11 Already authorized [ Payments in transit 11 Matchad
Ftun number|Amount | [Tobe paid |
23/1/3011 9 -105.22 105.22 105.22 0885210956 On credit
122000 10 s2.03 su03 ‘582,03 (EBS21095 DA eradit
23/10/2010 7 9.202.06 9,202.06 +9,202.06 0385210956 On credit
¥
A »
e To be received (EUR) : 105.22  To be paid (EUR) : 9,764.00
Balance (EUR) : 9,678.87
] Y o o IV S| -1
sdvanced || mefresh || ourcef || gecesie || Seledal || Close

To validate total amounts of payment runs:

1. Go to Cash flow —> Statistics = Who processed.

2. Define the search criteria.

3. Click Display. The Who processed screen will be
displayed.

4. At Group by, select Run number to review the run
specific information.

5. Select the Payments in transit check box. You
can then compare the total amount in your
banking software with the balance of the run
number in the Who processed screen.

6. Click Close to exit.
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To control payments in transit:

1

Go to Cash flow = Payments = Payment in
transit. The Payments in transit screen will be
displayed.

Select the required entry.

Click Zoom to view more information about the
payment in transit.

Select the required entry.

Click Reverse auth. to reverse the authorization
process. This does not remove the payment from
the export file, so you have to delete it after you
import the export file in the third party banking
software.

-

N\

Tip:

This procedure depends on your bank settings.
If it is defined in the bank settings that you
want financial transactions to be posted
directly to the general ledger of the cash
instrument when processing installments (in
which case only the Journalize payments
setting is enabled in the bank settings), this
procedure does not apply as the payments are
not considered to be in transit. You should use
the reconciliation statement function at Cash
flow = Entries — Reconciliation statement to
keep track of the un-reconciled payments.

~
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2.3 SALES FLOW (CASH INFLOW)
PROCESS

This section describes the sales cash inflow process,
such as quotations, order entries, invoice entries, and
others. It also shows how the cash inflow is affected
by payment conditions in the sales process. Payment
conditions are the agreed upon payment terms
between you and your debtors.

The following are the topics relevant to this section:

e Sales quotation entry - payment conditions

e Sales order entry - payment conditions

e Sales invoice entry - payment conditions

e Collection processing and generating export files
for electronic collection

e (Checking

2.3.1 Sales quotation entry - payment
conditions

A sales quotation is generated when there is an
enquiry from a company or person who is interested
in your products or services. It describes the product,
sales price, and the terms of the sale and payment.

A sales quotation can only be created if you have the
Quotation module.

To create payment conditions in sales quotations:

1. Goto CRM — Entries = Quotations.
Click New and the Quotations screen will be
displayed. After defining the sales quotation
details, the Conditions button will be enabled.
Click Conditions.
Type or select the currency at Currency under
the Payment data section.

5. Click [F] at Payment condition to display the
Payment conditions screen.

6. Click New to create a payment condition.

7. Type a unique code for the payment condition at

Payment condition. This is mandatory.

8. Type the description of the payment condition at

Description. For example, "2 terms of 50%".

9. Select the type of calculation you want to use to
generate the due date at Due date calculation
type.

% 932 Quolations - Exacl :
Payment data
» Currency EUR

» Payment condition 00 4 |Payment condition O

=10 x]

Credit jme__ |

ol Mot | [ = Erepayment |

Payment date [ Due date

Amaunt paid | Paid

Creata involca

Invoics gchadulss |

Quatation data

Description 1 Fartial delivery allowed
Deseription 2 Apply: Linked charges
I)PEl‘(ir"inn 3 Invaiee methad

Extra description a

Analytical group

Project code

Note (Customer)

» Cost center ooiccon: A Gross wesght
Inwvoice code Net wesght
Selection code Route

Packages

r

Time & Material |~

Salas J

0.00 | [__Free fields
0.00
o
=
.o
] "




10. At Discount/Surcharge, select Settlement
discount if the payment condition involves giving
a discount when payment is settled, or Credit
surcharge if the payment condition involves a
surcharge when payment is delayed.

11. Type the number of days after which a discount
or credit surcharge is applicable at Number of
days.

12. Type the applicable percentage of discount or
credit surcharge at Perc..

13. At Item group, type or select the grouping of the
items in the purchase order. Once all the criteria
are defined, the payment terms/installments will
be listed in the table below Item group.

14 Click % Add, =4 €dit, or ™ Delete the terms.

15. Click Save to save the terms.

The Payment date column is blank when the sales
quotation is defined. This is because the sales invoice
that will state when payment is due has not been
received. However, the Due date column is not blank.
The initial due date is calculated based on the sales
quotation date and the number of days that are
specified in the debtor's payment conditions. This
due date can give you an indication as to when you
will receive payment. It can also be used in cash flow
planning reports.

To create prepayment terms in sales quotations:

1. Goto CRM — Entries — Quotations.

2. Click New and the Quotations screen will be
displayed. After defining the sales quotation
details, the Conditions button will be enabled.

3. Click Conditions.

4. Click Prepayment and the Prepayment screen
will be displayed.

5. Type the amount to be prepaid at Prepayment or

type the percentage to be prepaid at Percentage.

6. Type or select the payment date of the
prepayment at Payment date.

7. Click Save to save the data. The message

"Reason: All installment information will be lost.

Continue?" will be displayed.

Click Yes to continue or No to stop the process.

Click Close to exit.

© ©
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2.3.2 Sales order entry - payment con-
ditions

To start the cash outflow process, the conditions and
installments that are agreed upon between you and

the supplier must be registered. This can be done by
creating a sales order or sales invoice. A sales order

can only be created if you have the Order module.

You can create payment conditions and create the
prepayment terms in a sales order at Order — Entries
— Sales orders and the processes are exactly the
same as in Sales quotation entry - payment conditions.

25
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2.3.3 Sales invoice entry - payment
conditions

Installments are also created when creating a sales
invoice. A sales invoice can be created if you have the
Invoice module.

In the sales invoice, the creation of payment
conditions and new payment conditions at Invoice =
Entries — Invoices are exactly the same as in Sales
quotation entry - payment conditions.

A sales invoice can also be created at Finance =
Entries — Sales if you have the Finance module.

9. Select a new payment condition. This will remove

the existing installments and recreate them

based on the new payment condition code. The

Unmatched section displays all the unmatche
cash flow transactions that are allocated to

d

the current creditor. Based on this information,

you can conclude if you have already prepaid
certain amount.
10. Click OK to save the changes.

VAT/ Taxes

Toeal:  EUR17.50 Dasis:  [UR 10000

Date lcur.| amount [ ourrer. | Metnod | instrument

To: Bank | Fayment reference |

Benehoiany |

Total:  EUROON

To edit payment conditions in sales invoices (in the
Finance module):

When creating a sales invoice, the payment condition
in the sales invoice is automatically copied from the
payment condition created in the sales order.

Go to Finance = Entries = Sales.

Select the journal of the invoice entry.

Click Zoom.

Select the required invoice entry.

Click Open. The Make sales entry screen will be

displayed.

Click Edit to enable the Conditions button.

7. Click Conditions and the Payment conditions
screen will be displayed.

8. Click [3] at Condition.

v &E W

o

a

-

Tip:

There is an important difference between the
sales and purchase flow that will determine
the payment date. In the purchase flow, the
payment date (and due date) is determined
the moment the purchase invoice is created. In
the sales flow, this is the same when the sales
invoice is created as a financial transaction in a
sales journal at Finance — Entries = Sales.

However, when the sales invoice is created at
Invoice —> Entries —> Invoices or generated
from Order — Entries —> Sales orders by
fulfilling the sales order, the due date is already
fixed but the payment date will be determined
only when the final invoice is printed. The
reason for this is that until the final invoice

is printed and sent, the installments do not
have to be paid yet (unless you require a
prepayment).

~




2.3.4 Collection processing and genera- 5.
ting export files for electronic collecti- &

on

If you have the Collection module, it is possible to
export electronic collection files. This is useful if

you want to be in control of the payments that your
customers have to make (depending on the conditions
you have agreed upon with your customers).

Before generating the export files for electronic
collection, you first need to create a sales order. In
the Sales orders screen, click Conditions, and type or
select the required payment condition at Payment
condition. Then, edit the installment entry by clicking
=/ Edit. The Sales invoice screen will be displayed.
Type or select the date at Payment date, and choose
Collection at Method, and then save the changes. You
now need to authorize and confirm the sales order

(if those steps are in your sales flow], and create a
sales invoice. Lastly, authorize and process the sales
invoice.
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Select the entry that you want to process.

Click Process. The Process report will be
generated.

Click Print to print the process report or Close to
exit.

lon2Colection Exact =3 B =Tk |
29| E
¥ Collect ¥ Fayments in transit  Matched II Group by Details |-
Transachon | Al |=
Name. [Payment date | un number| ccaunt type Status:Account [Bank account  (Our ref. | Your ref. r. | amount
(ABM AMRO W10/2010 1 Supplier  Active 0885210656 10000007 WID600L/1000000' EUR.  17,687.45 &
[ABN AMRO 112200 4 Supplier Astive OBBS210956 10000006 Eastal.s 20007 HX080102/ 10000001 ELNL 421.48
ADN AMRO 24/12/2010 5 Supplier  Actve 0805210956 XX060092/1000001 EUR 51.94
4 i | Su lier ve 1{EUR
Cafe de Lantaam 16f11/2010 Customer Active 0685359960 XxN060102/1000000 EUR 5,073.35
Cafe de Lantaarn 11/11/z2010 Customer Active 06A5359380 10000005 Service: 62 KX0G0102/1000000: EUR 225.60
Cafe de Lantaarn 217472011 4 Customer Active 0685359980 10000006 Bestel.: 20007 XX060102/1000000 EUR. 421.46
Cafs d Lantasm w01 4 Customar  Ative 06853565980 10000006 Bactal.: 20007  XX060102/10000001EUR -421.46
Cafe de Lantaarn 28fa/2011 a8 Customer Astive 0685359980 10000015 Sestel.: 20017 XX080102/1000001! ELN 709.95
Cafe de Lantsarn 20/4/2001  © Customer  Actve 0505359580 10000015 Destel.: 20017  XX0G0102/3000001!EUR, -709.54
Cafe de Lantaam 232011 Customer Active 0685359980 11000004 Bestel.: 20028 XX060102/1100000: EUR 12,134.11
Pizzena Vesuvius 19742011 1 Customer Artive 0145506886 10000007 KXOSOD052/1000000 ELR 17,687 .46
Pizzena Vesuvius 15/11/2010 Customer Active 0145506006 10000003 Destel.: 20000 HMOG0052/1000000. EUR 200.71
Pizzeria Vesuvius 1804/2001 1 Customer  Active 0145506886 Begi 1000000'EUR  -17,687.46
Pizzeria Vesuvius 8f4/2011 S Customer  Active 0145506886 10000011 Bestel.: 20011 XX060092/1000001 EUR 51.94
Pirzeria Vesuvius Z0fafz011 - Customer Active 0145506806 10000011 Bestal.: 20011 XXOG00%2/1000001 ELR 11.94
1 L I
| Ertered | Procasned | Collect 12,134.11
i .11 I Payments in ransit 0.00
[‘—_ I A Matched -13,363.14
i Z
/411 | o 2074711 |
w] | 3 || & R ol S L N | 2 i o
Sample l Refregh || Hote || Delsls || Qurref. || Your rel. | PO/SQ Process || Majch

To generate export files for electronic collection:

1. Go to Cash flow — Collections —> Collection.

2. Define the search criteria.

3. Click Display. The Collection screen will be
displayed.

4. Select the Collect check box to view the
outstanding invoices or installments that use the
collection payment method.
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2.3.5 Checking

Itis possible to check the invoice on the debtor card.
Here, you can view the general information about the
invoices that have been sent.

fle Edit view o

2B B R s 8G

Debtor, Bank 60053/063.04.95.362 Wl reporting sote W T =| Fan

R Desplay @ Cord " Recorvables [ Tavesce hst AN
(T e e Raws Opening balance EUR 0.00
Filter @ stats with containg

Owr raf. GL sccount A Prajec A

Yeour referance Craddor A Cot canter 21

e Jowral 5 Sast unit =

Entry number Persen A Warehouse a
Bescription trem o Currency i

A

Display
Chosing balance

4,864,958

\u"?é-.l e .@‘"@_. || ﬂ&u |t i u'-:a |.m-a|a:m!_ sty .qrrd..ln-:‘-u,.ln-.'?:. iosa

Eredit
4,864,498

Balance
o.0e
EUR 0,00

"

To check invoices:

1. Goto Finance = Accounts receivable = Cards.

2. Select the debtor whose invoice you want to
check.

3. Click Display. The Debtor card screen will be
displayed.

4. At Display, select Receivables to view the

outstanding installments with the correct
due dates or Invoice list to view the general
information about the invoices sent. Select All
if you have multiple installments and want an
overview of all the installments pertaining to this
invoice.

5. Click Close to exit.



2.4 CASH INFLOW AND CASH OUTFLOW
PROCESSES

The following topics are relevant to this section:

e Importing bank statements

e Manual entry of bank/credit card statements,
deposit of cheques or letters of credit, petty cash,
and other cash flow transactions

e Booking bank costs

e Booking interbank transfer transactions

e Allocation of payments or receipts

e Matching of payments or receipts

e Reconciliation of bank statements

2.4.1 Importing bank statements

Payment or receipts that have been processed by the
bank will be confirmed via a bank statement. If the
bank can deliver this statement electronically and
the format is supported by your software, it can be
imported into Exact Globe Next. The bank statement
file will be imported from the Import directory as
specified at System — General — Settings — Bank
settings.

O 17 P o s - T Y Pt ok

T P O L TN LT

323 Ay G Sarrwr VAR IIIAE VEQUISEERE * |demral Carat Shrke S08D Eo i o Ohun (nein230308]  Defistrady * 1206001 6394 V8 AN mpaden 38 dem 220

To import bank statements:

1.  Go to Cash flow — Entries = Import.

2. Define the search criteria, such as the Statement
date, Date import, and Bank account.

3. Click Search to search for the bank statement file
from the import directory.

4 At Import directory, double-click on the bank
statement file to open the Bank name screen.
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In the Bank name screen, select the relevant
bank.

Click OK. The Bank import screen will be
displayed.

Choose the type of matching you want during
the bank import.

Click Select. Matching is the linking of the
created or imported cash flow transactions to
the invoices (or installments). During the bank
import, the system will trigger the allocation
of the debtor or creditor by searching for the
offset bank account in the debtor or creditor
maintenance.

Note:

During the import of bank statements, it is
possible to automatically match statement
lines to a cost or expense general ledger for
the remaining unmatched statements during
the import. To do so, go to Finance = Accounts
receivable = Maintain or Finance = Accounts
Payable = Maintain. Select the Financial tab
and select the Automatic matching check box
under the General section. Then, select the
Offset account (this field becomes mandatory
once Automatic matching is selected). If the
automatic matching is not done, the remaining
unmatched statements need to be allocated
and matched manually.
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To verify and repair imported bank statements:

1.  Go to Cash flow — Entries = Import.

2. Define the search criteria, such as the Statement
date, Date import and Bank account.

3. Click Refresh to display the imported bank
statements.

4. Select the required bank statement.

5. Click Analysis. The Import Analysis screen will be
displayed.

6. Select the statement to be repaired.

7. Click Repair. The Repair button will be enabled
only if you have a statement to repair. For
example, after importing a bank statement,
delete a transaction that is related to it at Cash
flow = Entries = Cash flow. This will enable the
Repair button. Once you select the statement
you wish to repair and click Repair, the deleted
transaction will be available at Cash flow =
Entries = Cash flow again.

8.  Click Close to exit.

2.4.2 Manual entry of bank or credit
card statements, deposit of cheques or
letters of credit, petty cash, and other
cash flow transactions

When you do not register the payments or receipts
based on the bank statements (because the
statements arrive only once a month and you want
to register your receipts or payments sooner), you
can enter them manually the moment the receipts or
payments are received.

Dt ng data
Fimest date

Bk refarence |

Sitemant rumber A Statemnent date
Ty / Mashd Bar seasema |+ Seuar =

Srement Opering balance 1,000.00

Clogang balance 900.00
User eomment =
< | oooat
=
8 Sesrch it Patch 1o imvoces s Bock coats
&, uinaliseat # bare
Cur. Debat Crede Dt (EUR) Creda (LR} Type
10000 T —|

" & =
Gur ref. ebor e pree nem

181 %




To create payments or receipts manually:

1. Goto Cash flow = Entries = Cash flow.

2. Click New. The Entry screen will be displayed.

3. At To Cash instrument under the Receipt -
Unallocated section, type or select the bank
account number that you want to make the
receipt or payment to. This is mandatory.

4. At Amount / Currency, type the amount of the
receipt or payment.

Select the corresponding currency. To define a
payment, type a negative amount (for example,
-90.00].

To define a receipt, type a positive amount (for
example, 90.00).

5. At Date, type or select the date of the payment
or receipt.

6. At Fulfillment date, type or select a fulfillment
date for the payment or receipt.

7. At Bank reference, type a suitable reference,
such as "receipt from company xxx".

8. At Statement number under the Statement
section, type or select the statement number of
the payment or receipt.

9. At Statement date, type or select the statement
date of the payment or receipt.

10. At Type / Method, select the way you want the
payment or receipt to be made, method used,
and number of the cash instrument used to make
the payment or receipt.

Note :

Statement date, Statement number, Date,
Type, and Method will be remembered and
pre- filled in the cash flow entry when an

entry is created. This is applicable for single
administration only, which means if a different
administration is used, it will not remember the
details from the previous administration

11. At Maturity date, type or select the maturity date
of the letter of credit. Maturity date is available
only if Bank statement is selected at Type and
Letter of credit is selected at Method.

12. Type or select the bank name used for making
payment or receipts at Instrument bank.
Instrument bank is available only if Bank
statement or Cash is selected at Type and
Letter of credit, Cheque or Post dated cheque is
selected at Method.
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13. Type or select the deposit number of the cheque,
post dated cheque, cash, or letter of credit at
Deposit number. Deposit number is available
only if you have selected Bank statement, Cash,
or Office at Type and Cheque, Post dated cheque,
Cash, or Letter of credit at Method. Deposit
number is only available when creating receipts.

14. At Deposit date, type or select the deposit date
of the cheque, post dated cheque, cash, or letter
of credit. Deposit date is available only if you
have selected Bank statement, Cash, or Office at
Type and Cheque, Post dated cheque, Cash, or
Letter of credit at Method. Deposit date is only
available when creating receipts.

15. At Name under the Allocation section, type or
select the name of the person or company to
whom you want the payment or receipt allocated
to. The Name field changes to Debtor or Creditor
according to your selected name. When the
name is typed or selected, all the fields under
the Allocation section will be pre-filled and G/L
changes to Creditor account/Debtor account
based on the selected name.

16. Under the Detailed information section, all the
information are pre-filled except for Attachment.

17. At Attachment, click @ to attach documents that
are relevant to this entry.

18. If a foreign currency is used, then the Foreign
currency section becomes available. To use
foreign currencies, you first need to activate the
currency at System — General = Countries =
Currencies. Under the Foreign currency section,
all fields will be pre-filled according to the earlier
selections. However, at Bank statement, you can
change the value at XRate. When the exchange
rate changes, the amount in the default currency
also changes accordingly.

Creating the payments or receipts manually will
be completed at this stage but you can proceed
with matching the payments or receipts to the
relevant invoice(s). If you do not want to match
the payments or receipts in the Entry screen,
you can also do it at Cash flow = Entries = To be
matched. For more information, see Matching of
payments or receipts.
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To match payment or receipt with invoices (from the
Entry screen):

1

Click Match to invoices under the Matching &
Processing section and the Matching screen will
be displayed.

Select the correct data (line) from the Cash/bank
section and the Invoices section.

Click Match/Process to perform the matching
process.

If matching is for a VAT term and the VAT return
has not been generated yet, you need to type

a password before you are able to perform

the match or process function. If the balance
amount displayed at the top center of the Cash/
bank and Invoices sections is zero, the selected
transactions will be matched and removed from
the screen. If there are differences to be settled
with the invoice amount, the decision must be
made on how to write off these differences. If
there are differences to be settled, the Process
screen will be displayed.

Select the relevant options, such as Balance,
Payment difference, Refund, Discount, and other
options.

Click Process.

Click Close in the Matching screen to exit.

To edit payments or receipts:

o U FEWN

Go to Cash flow = Entries = Cash flow.
Select the cash flow entry to be edited.

Click Edit. The Entry screen will be displayed.
Make the necessary changes to the entry.
Click Save.

Click Close to exit.

To delete payments or receipts:

Go to Cash flow = Entries = Cash flow.

Select the cash flow entry to be deleted.

Click Delete, and a message "Delete the data
selected?" will be displayed.

Click Yes to delete the selected cash flow entry.
Click Close to exit.



2.4.3 Booking bank costs

Bank cost comes about because banks will often
charge you for keeping an account or as fees for

the processing of transactions. There are several
scenarios for the bank cost. The most common one is
that the bank includes an additional line for bank cost
on the bank statement. When creating, importing, and
processing the bank statement, there is no invoice
with which to settle the bank cost. This means that
the cash flow transaction will initially be unallocated.

10.
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At Tax, type or select the tax code that is
relevant to this transaction. This field will be
enabled only if a tax code of more than 0% is
selected. It will also show the tax amount based
on the tax code.

Click Advanced to display more criteria.

Type or select the values at Project, Cost center,
Cost unit, Item cd. and Person which you want to
allocate the bank cost to.

Click OK to process the defined information.

B ook costs B

@ Bank costs ¢ Costs

Account : Rabobank , Supplier , 60106

Item cd. Person

.} a

Type, Currency : Purchas
GIL Amount in DC Tax Tax: amount Project Cost center Cost unit
1| 0105 a [ so0.nojer ojorifo & 0 MarkT (g 1
3 DR DR N 0.0 . § A 2§
y oR oR q . § 3 3
Tatal: 200 Entered: 300  Difference: 300,00

3 | «
Simple oK

| Cancel

To book bank costs:

1. Goto Cash flow = Entries = Cash flow.

2. Click New, or select a cash flow entry and click
€dit. The Entry screen will be displayed.

3. After defining the information (only if it is a new
entry), click Book costs under the Matching &
Processing section. The Book costs screen will be
displayed.

4. Select Bank costs.

5. AtG/L, type or select the general ledger account
you want to book the bank cost to. By default,
the general ledger account defined at Bank costs
in System —> General = Settings — General
ledger settings will be displayed.

6. Type the bank cost amount at Amount. The
amount can be divided over three different
general ledger accounts. When you adjust
the amount, the second line will allow you to
specify to which general ledger account the
remaining amount has to be booked. The sum
of the amounts has to be equal to the amount
of the cash flow transaction as you cannot leave
a difference. The Amount in DC box will only be
enabled if a foreign currency is used. When that
happens, it will display the amount in the default
currency.
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2.4.4 Booking interbank transfer
transactions

The booking of interbank transfer transactions is used
to automatically match the cash flow transactions
with the processed transfers (from cash instrument A
to cash instrument B) that are created at Cash flow =
Payments — Prepayments & transfers.

After the bank has processed the transfers and you
have registered or imported the bank statements for
both cash instruments, you can proceed to do the
matching.

Before you start, make sure the cash flow transactions
are allocated to the default company account

code (defined at System —> General = Settings -
Company data settings).

|+ Matching E d =10l x]
fle gdr  weip
P

Shew = Unmatchad Al 1100 = Hard & Soft, Custamer, Active, balance EUR 3614355 1o claim I

§ Customer 1100 i |Hard & Soft J : F o+ % fghensive 8 Saacch
Gt | w (] & Qurrel, (" Your rel. [ Grder o,
Pay. ref, Daseription Our raf. L")
Irvvaice: no. Your ref. Pay. ref. Run number
Bark axeont A, Dats = o =
Group by Mone |=  Description

Cash [ bank Balance EUR 971.00 to claim

To book interbank transfer transactions:

1. Goto Cash flow = Entries = Cash flow.

2. Select the payment or receipt entry relating to
the transfer.

3. Click edit. The Entry screen will be displayed.

4. Click Interbank under the Matching & Processing
section.

5. Under the Cash/bank section, the entries are
automatically displayed.

6. Select either the payment entry (negative
amount) or the receipt entry (positive amount).

7. Click Automatically. Both the payment and
receipt entries that relate to the transfer will be
matched and removed from the screen.

8. Click Close to exit.
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2.4.5 Allocation of payments or receipts

Allocation of payments or receipts is the process

in which you identify which creditor or debtor is
responsible for the payments or receipts. Imported or
manually created bank statements in which no debtor
or creditor is registered are unallocated. If allocation
is not done during bank import or during the manual
creation of payments or receipts, you can do it at
Cash flow — Entries = To be allocated.

Date ® ot | F Al Own bank account =1
Show. F unsliccated | allocated Trpe all |=  stetement a
Womw 7 Transashions [~ Statemants From/ia bank sccourd Pay. rel.

Account a]
Own Bank sccount, Payment reference | Statement nG.  From/to bank sccount Cur. | Cashin | Cash out | Allacated Instru Accourt |
0,00 0,00

13/4/2012 0118292161 10900010 EUR

Bank statemer .
14f2012 0118292161 10900010 0885210956 EuR 0.00 000 AN ARG Bank: statemer
13/4/2012 0118292181 10900010 O400206676 EUR 400000 L4 Lunchroom de Orka  Bank statermar
217272011 0885210056 salasissen februari Oree re 11200002 0885210956 EuR 7.892.20 L4 ABN AMAC Bank statemer
W/2/2011  POS Contant EuR 7407 v Het Witte paard Cash
7/2/2011 0118292181 afrormen kas Onze ref.: 100 11250001 EUR  5000.00 4 Unkncwh cradiar Bank staterner
4/2/2011  POS afromen kns Qnee ref.: 10 11100002 EUR 500000 Unknewn creditar Bank statemer
27172011 0085210956 PZO018 - 15 Machines 60120 11200001 0251194635 EUR  16,579.44 v D5M Limbug Bank statemer
25/1/2011  0BESZIO0956 Locnaangifie periode 12 201 11200002 OBSSI10956 EUR 433400 o ABN AMRO Bank statemer
23/1/3011 CAE5310056 PI001E Dnaxe ref.: 2000001 11300001 BRE5315056 EUR 8,371.35 v ARN AMRD Bank statermar
217172011 (885210956 salarissen jarwari Onze ref 11200001 0885210956 EUR TE98.15 & ABN AMAD Bank statemer
14/1/2011  COES2L095E best. dec. Onze ref.: 11200001 DOSSZL0856 EUR 25533 AN AMRO Bank statemer
11/1/2011 0885210956 Service: 67 60103 Onze ref. 11200001 4354627620 EUR. 119.54 v Wok arcund de clock  Bank statemer
E/1/2011  G8AE2106%56 telefocnkosten november € 11200001 0885218556 EUR 48738/ ABN AMRD Bank statemer
6/1/2011 0885210956 REsmcontract dec. Onzé re 11200001 DO8S5210956 EUR 0554 v AN AMED Bank statamer
&1/I011  POS ‘Cantant EUR T8.78 ¥ Contantdebiteur Cash
4/1/2011 0825210056 M3 3 60003 Onze ref.: 1000 11300001 DAI0495162 EUR  4,854.48 v ot Hout Flank statarrer
30/12/2010 0885210956 Pensinenpremies 2010 Onz 10200003 EUR 95,512.14 L4 Pensioenfonds Bank statemer
30/12/2010 DO85210956 [nzske P20008 Onze ref.o 3 10200003 DOAS210956 EuR 16,20485 ABN AMRD Bank statemer
3012/2010 DB&5210956 HMGPLBIXNDest, 50005 On 10200003 0513685898 EUR 6,283.20 ¥ Anlbers Verpak BV,  Bank statemver
26/12/2010 (BA5210956 Orze ref.: 10000011 10200003 0885210956 EUR 51.94 L4 ABN AMRD Bank statemer
24/12/2010 K ift Ong 10200003 OO85210956 EUR 3,707.00 v AN AMRD Bank statemer
24/12/2010 COBE210956 HEGPLIxxbest, 50021 On 10200003 0513605030 R 1,199,852 L4 Aslbers Werpak BV, Bank statermer
24/12/1010 CRE5210056 0080 Onze ref.: 10000012 10200003 040030667 EUR 380.55 ¥ Lunchream de Orks  Bank statermar
24/12/2010 0885210986 60091 Onze ref.: 10000010 10200003 EUR  8,041.26 v Kaffes und Kuchen  Bank statemer
24/12/2010 0O85210956 50103 Onze ref.: 10000004 10200003 4354627620 EUR 2901545 v Wok sround de clock  Bank: statemer
11130010 1 Cnam 1NBHINAT ARSI N9SA FlE LXLTE TR BRN AR Flank u.r.—.:.iﬂ
[ [

Linas. (All) 58 Unes(open) [ 58 in|  830,950.61 (EUR)  Out|  213,046.34 (EUR)  Dalance|  627,912.37 (EUR)

e s e e e

To allocate payments or receipts:

1.  Go to Cash flow — Entries = To be allocated.

2. Define the search criteria, such as Date, Own
bank account, Type, Statement, and others.

3. Click Refresh. Cash flow entries that match the
search criteria will be displayed.

4. Select the cash flow entry that you want to make
allocation for.

5. Click Edit. The Entry screen will be displayed.

6. At Name under the Allocation section, type or
select the debtor or creditor responsible for the
payment or receipt.

7. Click Close to exit.

Note:

You can also create custom payment allocation
rules for the CAMT bank statement import
from external formats and systems. For

more information, see Customizing payment
allocation rules for CAMT bank statement
import (Document ID 26.499.979] in Exact
Synergy Enterprise.
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2.4.6 Matching of payments or receipts

The matching process is the linking of the created or
imported cash flow transactions to the invoices (or
installments). Before a cash flow transaction can be
matched, it must be allocated. If matching is not done
during bank import or during the manual creation of
payments or receipts, you can do it at Cash flow =
Entries = To be matched.

Bl /Loc cash flow J Entries [ To be matched
Date = & | F all Crwm bank sccount i
Shaw F Unmatched [~ Malched Type All |=  Staternent
iew & Transachons  (~ Stalements Fromyn bank accauet Pay. ref.
Account A
| G bk axount. Payment reference | Staternena na.| Fromite bank svcout Cur, | Cashin | Cashowt | Aikocated | Matched instrumer .| Ascount
10500010 0118252161 Ul [
10900010 0.00 ooo| B
13/4/2012 10900010 0885210056 .0 i v ABN AMRO
13/4/2012 0118292161 10900010 0400206676 EUR 2,00:0.00 o Lunshream
| r
Lines (A} 4 Lines (Gpen) 4 In 400000 (EVR)  Out 00 (EVR) Balance #,000.00 (EVR)
i I= o 4 o *: »
| Befresh || Deposiicke || Match |7 Nl Dejete || Ede || Chee

To match payments or receipts:

1. Go to Cash flow — Entries = To be matched.

2. Define the search criteria such as Date, Own bank
account, Type, and others.

3. Click Refresh. Cash flow entries that match the
search criteria will be displayed.

4. Select the cash flow entry to be matched.

5. Click Match. The Matching screen will be
displayed.

6. Select the correct entry (line) from the Cash /
bank and Invoices sections.

7. Click Match/Process to perform the matching
process. If matching is for a VAT term and the
VAT return has not been generated yet, you
need to type a password before you are able to
perform the match or process function. If the
balance amount displayed at the top center of
the Cash / bank and Invoices sections is zero,
the selected transactions will be matched and
removed from the screen. If there are differences
to be settled with the invoice amount, the
decision must be made on how to write off these
differences. If there are differences to be settled,
the Process screen will be displayed.

8. Select the relevant options, such as Balance,
Payment difference, Refund, Discount, and
others.

9. Click Process.

10. Click Close to exit.



2.4.7 Reconciliation of bank statements

Reconciling is necessary when your company's
records show a difference between the balance of
cash at bank and that in the bank statement. The aim
of reconciliation is to ensure that discrepancies that
occur are not due to timing but due to error(s).

il Dank account Reconciliation

File  Edit  Help

S @

1~ Cash account
Hanlk name Cash Spening balonce
Bank acoount Fansalll Closing balance
Staternent number 1 Unreconciled: Amount
Staternent date 18/04/2012 5] Reconcled Balance

[ Show transactions <= Statement date

& Transactons ™, Balance 1
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11. Click Yes to mark the statement as Finished.
Click No to go to the Balance tah. You can make
adjustments at Opening balance or Closing
balance if there are errors. Alternatively, you can
click Finish later to finish the reconciliation at a
later time and to exit.

=181

0.00
0.00

.00

0.00 | Group by Deetails -

Cash jn Cashout | 1 All ]

Haw (Selected) o Cash in o Tetal

Total (Selected) 0.00 Cash out 0 Tozal

e

= Y 3 :

o.00 Unresancilad 0.00

o.00 Unreconciled 0.00

i | : . x

To manually reconcile bank statements (excluding
Dutch license):

1.  Go to Cash flow — Entries = Bank reconciliation
— Manual.

2. Define the search criteria, such as Cash
instrument, Date, and Statement number.

3. Click Refresh. Statements that match the search
criteria will be displayed.

4. Select the required statement.

5. Click Open. The Bank account Reconciliation
screen will be displayed.

6. Under the Transactions tab, click any view (Cash
in, Cash out, or All).

7. Under the Reconciled column, select the check
box of the transaction you want to reconcile.

8. Click Reconcile. To undo the reconciliation of a
particular transaction, select the check box of the
transaction and click Reconcile.

9. Click Finished to complete the reconciliation
process once all the deposits and payments have
been reconciled.

10. If the statement is not fully reconciled, a
message "Your statement is not fully reconciled.
Do you still wish to finish?" will be displayed.
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To automatically reconcile bank statements
(excluding Dutch license) - Option 1:

1.  Go to Cash flow — Entries = Bank reconciliation
— Manual.

2. Define the search criteria, such as Cash
instrument, Date, and Statement number.

3. Click Refresh. Statements that match the search
criteria will be displayed.

4. Select the required statement.

5. Click Auto reconcile. The Auto reconcile screen
will be displayed.

6. Type or select the cash instrument number at
Cash instrument. This is mandatory.

7. Type the statement number at Statement
number (to be used in the bank transaction table
or the auto reconciled transactions).

8. Type or select a date at Transactions prior to
(where all the transactions prior to it will be
reconciled)

9. Select the Statements: Finished check box to
include finished statements.

10. Click OK to finish the auto reconciliation process.

Bl Bank acoount Reconciliabion

File Edit Help
£ &

Cash account

Bark name Cash Opening balance

Bank account KassaDOL Closang balance

Staternent number 1 Unreconciled: Amount

Staternent date 18/04/2012 M Reconaled Balance

I Show transactions <= Statement date

4 Transactions |%. salance ]

Select the bank statement reconciliation file
provided by the bank.

Once the file has been selected, the Bank name
screen will be displayed where you have to
select the bank that matches the bank statement
reconciliation file.

If correctly matched, the message "Import

file: Completed" will be displayed. Then, all the
information from the bank statement file will be
displayed in the Bank reconciliation screen.

Click Auto reconcile to automatically match and
reconcile the entries.

You can also manually match transactions by
selecting the correct bank statement under the
Bank statement column and the correct bank
entry under the Cash / bank column, and clicking
Reconcile.

. To undo the reconciled transactions, select the

reconciled bank statement and entry, and click
Unreconciled.

.00
.00

0.00

0.00 Group by Delals -

Cash o cashout | | Al ] G [

Reconciled | Deposited

|Deposit date | Deposit number Transaction | Cur.

k18]
Row (Sebected) ] Cashin 0| Total 0.00 Unregonciled
Tatal (Sclected) 0.00 Cash out 9 Total Q.00 unrecenciled 0.00
= = & L | [ el || £ ’ A
Brint Refrech New faconcie, || Fniched | || Clges

To automatically reconcile bank statements
(excluding Dutch license): - Option 2:

1. Goto Cash flow —> Entries —> Bank reconciliation
— Automatically or Cash flow = Entries =
Import.

2. Select a transaction in the overview.

Click Reconcile.

4. Inthe Bank reconciliation screen, click Search to
display the import folder.

w



CHAPTER 2 | CASH FLOW PROCESS 39

To create statements for reconciliation (excluding
Dutch license):

1.  Go to Cash flow — Entries = Bank reconciliation
— Manual.

2. Click New and the Statement Information screen
will be displayed.

3. Type or select the values at the Cash instrument,
Statement, Statement date, Opening balance,
and Closing balance fields.

4. Click OK to save the information.

JEBE Cash llow / Entries / Cash flow

Date = to = oAl Own bank account al
Show v all I~ Open K unaliacated | unmatched Type all |r SEatement A
View " SEatements From/to bank account Pay. ref.

1,627.50 Irvine Hotel a

3037508465 usp ¥90.50 4 v Marrctt Invine Hobel

Lines (all} | 3 Lines (Open) | 1 in 2,833.10 (USD) ﬁm| 0.00 (LSE) twhm:e| 2,033.10 (USD)
P o e e e
Befresh || Depostueket || 2o Defete Hew Edit Clgse

To reconcile bank statements (Dutch license):

1. Go to Cash flow — Entries = Cash flow.

2. Define the search criteria, such as Date, Own
bank account, Type, and others.

3. Click Refresh. The transactions that match the
search criteria will be displayed.

4. Select the required transaction to be reconciled.

5. Click Edit. The Entry screen will be displayed.

6. Type or select the correct statement number and
date at Statement number and Statement date
for the selected transaction.

7. Click Save to save the information.

8.  After saving the information, Yes will be
displayed in the Reconciled and Finished boxes at
the process flow (under the Info tab in the Bank /
Cash / 529 section).

Note:

Additional information on bank reconciliation
is stored in the bank journal entries. You

can repair any inconsistencies found in the

database by using the diagnostic tool at
System —> Check = Diagnose (click Start to
start the diagnostic process and click Repair to
repair any inconsistencies) and still retain the
information on the bank reconciliation.
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3. MANAGEMENT INFORMATION

Cash flow management requires you to manage,
analyze, and adjust your business cash flows to ensure
liquidity. This is why you need to carefully monitor
and manage the cash inflows and cash outflows.

In Exact Globe Next, this can be done through the
accounts receivable or payable administration and
cash flow reports.

3.1 ACCOUNTS RECEIVABLE OR
PAYABLE ADMINISTRATION

The following topics are relevant to this section:

e Balance lists
¢ Managing accounts receivable or payable
e Accounts receivable or payable cards

3.1.1 Balance lists

The accounts receivable or payable balance list allows
you to quickly check all the receivables or payables
for payments in transit. It will also show you if there
are any unmatched invoices or installments.

Filter section to include invoices and installments
that are in transit, Excluding to exclude invoices
and installments that are in transit, or Payments
in transit to show only invoices and installments
that are in transit.

5. Select the To be matched check box to display
only invoices and installments that have yet to be
matched. This is useful for verifying the accounts
receivable or payable that consist of unmatched
transactions. It also functions as a to-do list.

6. Define the additional search criteria if needed or
click Close to exit the Additional criteria screen.

7. Define the rest of the search criteria where
applicable.

8. Click Display to display the Balance list screen.

9. Ifthe check box in the Payments in transit
column is selected for the selected invoice,
this means that the invoice has been received
(for accounts receivable) or paid (for accounts
payable) but not processed by the bank or
matched with the cash flow transaction yet. If
the check box is cleared, there is no payment
in transit and all invoices and installments have
been processed by the bank or matched with the
cash flow transaction.

10. Click Close to exit.

File Edt View Help
€ 0|8

i

|T Group by Cur ref, |-

Transaction | All |=

L .
20000017 G010 | 60170
20000022 60120 60120 de Pelikaan Active

11,922.61 11,922.61 1 ML

20000023 60120 60120 Roode Peliksan  Supplier Ative 15,136.80 15,136.80 1ML
20000028 &01Z0 &01Z0 Roode Peliknan  Supplier Active 4,510,110 4,510.10 1 HL
20000030 80120 60120 feade Pelitaan  Supplier Artive 2,522.80 2,522.80 1 ML
20000002 G01Z0 GD1ZOD Roode Pelikaan  Suppher Active 230,452.20 230,452.20 1 ML
EIIE] L
Rows B
g | = By & @ -3 # b
Refregh ||  Card || Qurref. || Maintain || Export Authorize || Magch || Close ||

To generate balance lists:

1.  Goto Finance —> Accounts receivable = Balance
list or Finance —> Accounts payable — Balance
list.

2. Under the Group section, select To be invoiced to
display orders that have yet to be invoiced.

3. Click Additional criteria under the Account
section.

4. Select Including at Payments in transit under the
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3.1.2 Managing accounts receivable or 3. Define other search criteria.

pagable 4. Click Start to display the Outstanding items
debtors report or Outstanding items creditors

To manage your receivables or payables, you can report.

print a report showing all the invoices or installments 5. Click Print to print the report or Close to exit.
that have yet to be paid.

& 532 Report - Lxact =100 x]
E:j SAP CRYETAL REPGRTS®|
| Hair gt

Qutstanding items customers
User pang2lGLS Year 012 Date 18,4/ 2012 Ttams A Unprocessed Tes
Lampany 5§32 MacBean ML Intermediary all Currencyrale  Originel  Currency All -pE
Status #l Blocked All All
Reparting daie I Payment method 211
Accountemphoyes Al Sienaro Al
Person
60089 Restaurant Enkhuizen (Active)
Type Your referemce Entryne. Ourrel. Description Date Duedate  Age PO Amount Cur XHate Amount EUR
Salesinvace 12700001 12700000 Order akicber Az FLE - RS 1.00000 17050
Tutal Kestaurant ——T L
E nkhuizen A
60090 Lunchroom de Orka (Active)
Type Your reference Lntryno. Our ref. Description Date Due dste  Age PC Amount Cur MRate Amcunt LUR
Cash flow 0 100 13/4/2m2 ~4_000.00EUR 1.00000 =4,000.00
Creditnote 10000012 awfafanin LR UF Y 415 o0 -10. 7500 1.00000 -10.7%
Total Lunchroom.
{7 -4, 01075
60091 Kaffee und Kuchen {(Active)
Type Your reference Lntryne. Ourref,  Description Date Due date  Age PO Amount Cur XRate Amcunt LUR
Sslesinvoice  Bestel.- 20042 11000006 11000008 43201 /2011 411 00 LR 1.00000 374167
Total Kaffee und Kuchen ———
60102 Cafe de Lantaam (Active)
Type Your referance Entryna. Ourref. Description Date Duz dste  Age PC Amount Cur MRtate Amocunt CUR
Salesinvoice  Bestel.: 20028 11000004 11000004 a0 FiF ik 441 02 12,134 11608 100000 1213411
Total Cafede Lantaarn 12.134.01
60103 Wok arcund de clock (Active)
Type Your reference Entryne. Ourref. Description Date Due date Age PC Amaunt Cur MRate Amount ELR
Internal ExactGlobe 2003 Enterprise comract 10f2 18/4/2012
Pringer settings | prine Close

To manage accounts receivable or payable:

1. Goto Finance = Accounts receivable =
Receivables — Report receivables or Finance
— Accounts payable = Payables —> Report
payables.

2. At Report under the Layout section, select
List to display the receivables or payables list
or Details to display an extensive report that
includes information about outstanding items
and associated debtors or creditors. If there is a
red asterisk * at the end of a line in the report,
this means that a payment is in transit for that
invoice or installment. If there is a blue asterisk
* next to the Our ref number, it means that the
invoice is blocked.
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3.1.3 Accounts receivable or payable
cards

The accounts receivable or payable card is the central
point that provides all the information about the
receivables or payables status. From the card, you can
also generate reports, view the transaction details,
edit information, and search for transactions involving
a creditor or debtor based on specific criteria.

[ 902 Debitar carsd - Faact ; Urss, Magr N =10] =1
file Edit View MHelp
@ | L d FiRs|lev |8
Bebrar, Bank 1200/ 054, 23.09.643 +] Rapaning dacs B T = Fa
Sttt Sl Daeplay Card & Recewables ¢ Tnoice het  an
T Frwer ) W oo
 starts with ™ cantams
GL accsunt A 3
-1
3
.
Currency A
3
Amaunt a =
—~ e e
10000029 14600001 received from Ursus  Sales invorce. EUR 1.000000 650,00 650.00 25/0/2005  XX001200a
6500003 PO: 23000008 6600003 testinveice 3 Sales invaize EUR 1000000 6783.00 6783.00 1312005 XO0L20C
6500005  INVZ 600008  INVZ Sales invoice EUR 1.000000 1,656.00 LES6.00 22006 KNDOLZD
3 Display ,099.00 0
Hatched 0.00
+ Receivables EUR 9,099.00 0
3 & F ik [ % & ol & % L W i *
fefregh || grnt || Egport Grach || agimg || Dot Maintnin || Magch | emindery| i efiol \Eavmertan) iz Chose

To manage accounts receivable or payable cards:

1. Goto Finance = Accounts receivable = Cards or
Finance — Accounts payable — Cards.

2. Define the search criteria.

3. Click Search. Debtors or creditors that match the
search criteria will be displayed.

4. Select the required debtor or creditor.

5. Click Display to display the Debtor card or
Creditor card screen.

6. Click J . At Display, select Receivables for
debtors or Payables for creditors. The Payments
in transit field will be displayed.

7. At Payments in transit, select Including to
display only payment that is in transit, Excluding
to display payment that is not in transit, and
Payments in transit to display both the payment
that is in transit and not in transit.

8. Click Close to exit.
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3.2 CASH FLOW REPORTS

The following topics are relevant to this section:

e Cashinstruments balance lists

e (ash flow statements

e Graphs of cash flow transactions
e (ash flow planning

e Reproducing bank statements

e Deposit ticket reports

e Pre-cheque writing reports

3.2.1 Cash instruments balance lists

The balance list displays the current and expected
income or expenses. The balance list allows you to
view information about the number of cash flow
transactions, balance as a result of these cash flow
transactions, average exchange rate (in case of
foreign currency cash flow transactions), total amount
of the payment that is in transit, and total balance
amount including the payment in transit.

o

File Edit View Help

S@|lde

Inactive r Group by General ledger -

e Bank balance  Payments in transit Total  Totals : Bank balance  Payments in transit Total
149,606.50 0.00 149,606.50 79,272.06 0.00 79,232.06

’ 3 ’ = - = 3 . . - o %

| afrash | 4 Il hifimw || ot statemen || payments in transie || Clase

To view cash instruments balance lists:

1. Go to Cash flow = Reports = Balance list.

2. Define the search criteria.

3. Click Display. The Cash balance screen will be
displayed.

4. At Group by, select the required option to
display the cash instrument balance list. Details,
Currency code, Bank name, Type and General
ledger can be selected. You can view further
information relating to the cash instrument
balance list, such as the general ledger card, cash
flow, bank statement, and payment in transit by
clicking the relevant buttons.

5. Click Close to exit.
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3.2.2 Cash flow statements

The cash flow statement provides an overview of all
the payments and receipts for a certain period of

time. Furthermore, the payments and receipts for a
different period can be viewed and the two periods
can be compared.

Il 932 cash flow - Exact ] =1 ES
File  Edit Help
€ w
Range 1 Range 2
1 bate 01012010 E 1o 0L/0L/2011 23] I use ¥
1 Date oifo/2011 @@ 0 Te oo
I I I I Range 1 Range 2 I Difference =1
1 Reginning cash halance n.nn 627,617 36 -627,617.36
2
3 |== Cach flow - In 799,575.39 27,413.87 772,161.52
4 Sales 211,299.32 21,523.46 189,775.86
3 Other 200,276.07 5,059.76 S02,416.01
Lol
[ Unmatched 0.00 30.65 -30.65
T Unallucated 0.00 0.00 0.00
8 Increase from borrowings 0.00 0.00 0.00
=
] Increase from stock 0.00 0.0u U.0u
10 |== Cash flow Out 171,958.03 41,008.31 130,069.72
11 Purchase 102,994.86 5,000.00 97,9594.86
12 Salary 0.00 0.00 0.00
13 Accets 0.00 0.00 0.00
S A
14 VAT 0.0u 0.0v 0.00
15 Other 68,963.17 36,088.21 32,874.86
e
16 Unmatched 0.00 0.00 0.00
17 Unallocated 0.00 0.00 0.00
=
18 Decreass fram harrowings 0.00 0n.00 n.nn
19 Decrease from stock 0.00 0.00 0.00
20 E
21 Cash from operations ©l/,01/.30 -13,06/4.44 041,291.80
22 Ending cash balance 627,617.36 613,942.92 13,674.44 =
< [»[]
| % [ s X
Retresh ,' [retaj Conhiguration | Close
To view cash flow statements:
1. Go to Cash flow = Reports —> Cash flow 7. Click Configuration to display the Configuration

statement. The Cash flow screen will be

displayed.

Type or select the date range at Date under the
Range 1 section.

Under the Range 2 section, select the Use check
box to use the second range. This will enable the
Date field.

Type or select the date range at Date under the
Range 2 section.

Click Refresh to view the cash flow statement.
Click Details to display the Details screen to view
the breakdown of the selected cash flow. You can
also edit the details on this screen.

screen to assign the specific type of general
ledger accounts for the general ledger codes
with unknown types or change the type of the
general ledger account.

Click Close to exit.



CHAPTER 3 | CASH FLOW MANAGEMENT u7

3.2.3 Graphs of cash flow transactions

It is possible to generate a graph of the developments
(cash flow transaction history) for all cash instruments
or one specific cash instrument.

900 Viking Computers: E-Projects/Manufacturing
Account balance '

[TO0au0D
200000
600000
400000
200000

0

200000

400000

REEEEEE

To generate cash flow transaction graphs:

1. Goto Cash flow = Reports = Graph.

2. Define the search criteria.

3. Click Start. The cash flow transaction of the
specific cash instrument or the account balance
of all the cash instruments will be displayed in
the graph generated.

4. Click Close to exit.
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3.2.4 Cash flow planning

The cash flow planning provides an overview of your
expected income (cash inflow] and expenditure
(cash outflow). The planning can help you to predict
possible deficits and/or temporary surpluses, and
adapt to them.

Cash flow planning has its advantages. For example,
with the information obtained, you can quickly
identify a shortage or surplus on a specific cash
instrument. This can help you to decide on making
an interbank transfer to update the balance. A
temporary surplus in the current bank account can
be transferred to a savings account. You can also
prevent a shortage on a cash instrument by doing an
interbank transfer, so you do not have to pay interest.
Another possibility is that you can decide to take out
a new loan to cover the (temporary] shortage.

900 Viking Computers: E-Projects/Manufacturing l

Cash flow - Planning

Period W 2 3 " 5 6
Bank account  Currency code Current balance Due 19/6/2012 21/6/2012 23/6/2012 25/6/2012 27/6/2012 ~28/6/2012
- 18/6/2012 20/6/2012 22/6/2012 24/6/2012 26/6/2012 28B/6/2012
Inflowe
Mot assigned MYR: - 0.00 0.00 0.00 0.00 0.oon 0.00 0.00
10 MYR: - 0.00 0.00 0.00 0.00 0.oon 0.00 0.00
0] MR - GO0.00 0.00 0.00 0.00 0.00 0.00 0.00
(2BEB44442888 EUR - £1,219.00 0.00 0.00 0.00 0.on 0.00 0.00
HEEEAAM4EEEE MY - 460,710.00 0.00 0.00 0.00 0.00 0.00 0.00
482,535.00 0o 0.00 o.oo o.un 0.00 0.o0
Outflow
MOr assigned  MYR - 7,429.00 0.on 0.00 .00 0.00 0.00 0.0
10 MYR - [.00 .00 .00 .01 .00 (.00 0.an
20 MYR - .00 n.on 0.0n o0 .00 [.00 0.on
MARR4444A0A1 EUR - 014 A14.00 n.on .00 n.0n .00 f.00 .00
BERRI4IIERRR  MYR 377,232.00 n.0n .00 .00 0.00 f1.00 .00
989,345.00 0.00 0.00 0.00 .00 0.00 0.00
Inflowe-Outflow
Mot assignod MYR 0.00 0.00 0.00 0.00 0.00 0.00
10 MR 0.00 0.00 0.00 0.00 0.00 0.00
20 MR 0.00 0.00 0.00 0.00 0.00 0.00
2880844445888 EUR - 0.00 0.00 0.00 0.00 0.00 0.00
(688844448888 MYR = 83,484.00 0.00 0.00 0.00 0.00 0.00 0.00
{506,810.00) 0.00 0.00 0.00 0.00 0.00 0.00
Balance
Mot assigned MYR: 0.00 {7,429.00) (7,429.00) (7,429.00) {7,429.00) (7,429.00) {7,429.00)
10 MR (191,792.00) (191,792.00) {191,792.00) { .00} F92.00) (191,792.00) (191,792.00)
(20 MR 755,508.00 0800 756,108.00 .00 756,108.00 756,108.00 08.00 |
(5BBB44448888 EUR 0.00 65.00) (583,465.00) (583,405.00) (583,465.00) (583,405.00) (583,4065.00) (583,465.00)

[3BEE44448868 MYR 0.00 5348400 8348400 8348400 8348400 85348400 83484.00 53,484.00
Total 563, 716.00 56,906.00  56,906.00  56,9006.00  56,900.00 50,906.00  506,9006.00 5i0,900.00

To generate cash flow planning:

1.  Go to Cash flow = Reports —> Various =
Planning.

2. Define the search criteria.

3. Click Start. The cash flow planning will be
displayed. Negative balances are displayed in red.
The expected inflows and outflows are displayed
per cash instrument. In addition, the balance per
cash instrument and the total expected balance
are also displayed.

4. Click Close to exit.



3.2.5 Reproducing bank statements

Bank statements that have been imported can be
reproduced. Importing of bank statements has
been discussed in 2.4 Cash Inflow and Cash Outflow
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Processes.
E 902 Heport - Exact I -1oj x|
200 @3] 1w - & o
E SAP CRYSTAL REPORTS®
1 Man Hepart |
a
“ ABN-AMRO Account statement
ABN AMRO Compshop
Markt 2 Poortwag 4
2602DD Delit 2600 PA Delit
Acconnttypein (FUR) [Acconnt number Statement date PAgPs Page statement | 1
Current 012.65.83.265 31/12/2004 1 [4000014
Previous balancein (EUR) [New balancein (EUR) Total debitamount Total credit amount
0.00 05,000.00 0.00 IDS,IJOQ.IJG
Previous balancein (EUR) [New balancein (EUR)
0.00 55,000.00 i
Date Description Debitamount Credit amount
31/12/2004  |Opening halance 0.00 RS, 000,00 :
Printer setfings Fxport Print Close

To reproduce bank statements:

1. Goto Cash flow = Cash instruments 0 Bank

statement.

2. Define the search criteria.

3. Click Start. The Report screen will be displayed
with the bank statement(s). You can click Print
to print the bank statement or Printer settings to
adjust the printer settings before printing.

Click Close to exit.
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3.2.6 Deposit ticket reports

Deposit tickets are slips that depositors are required
to make out showing the respective amounts of cash,
cheques, and others received from customers, which
are deposited. They are kept by the banks and, if any
dispute arises as to the amounts deposited, these
slips are of great value.

Deposit ticket report

78, MY PO 1AL 12445 [ Rataars LRy e
e e 33 Talal v 18,568 84
s sagestad 1
Camds
[ oy rr——— [ erp——— yscard
ey L ] [LE -
et o T O
g bt | FLt R

To generate deposit ticket reports:

1. Go to Cash flow — Reports —> Deposit ticket
report.

2. Define the search criteria.

3. Click Start. The deposit ticket report will be
displayed. You can generate the report based
on bank account number, deposit number, and
deposit date. You can click Print to print the
report or Printer settings to adjust the printer
settings before printing.

4. Click Close to exit.



3.2.7 Pre-cheque writing reports

A Pre-cheque writing report is an invaluable
document that is important for audit purposes and
serves as a control measure to determine who will be
paid prior to printing the cheques. Any selection can
be edited prior to payment.

This report provides you with a quick overview of what
the expected cash flow requirements are, per bank
account, for the specific number of cheques to be
printed, and subsequently signed.

* Q000 RE 20 e & & &
] P S
Paviens |
Pre-cheque writing report
[re hart §8497 Eamgany 882 L ampahop
redinr a Enalude dothariz o
Bowk sovmunt number A Enclude T be snifweized
Bark sotmunt na w Subtoals by crrdine
Bark sorust currency P
D date aa
Pagrment mathad aa
T e awikaniced ABNAMED- WIS
[
Creges
Baiy e e 50 Ui dile  Ousdile InrGce st Dadcs auvendy  Apaliable St Ciictuit Lifnit Chwde armad
LT HEH B 0.8 L] we8
ma0oar? P00 BTI0 LT o8 (1] wan
s CAALANE  OWTLTI0N 11 B 008 [T 110
e0aEE BALZ0N  BLOLENG iiddh Bk Y- [T 11300
Cradieerioisls  ~ FIL00 [E . L TR
oy
e
By e Incasna g Imacs doe  Dus date InvoEs amasrt [heics srendy  AOobonbls SS0eart  CNMIGR LEAR W08 Mt
BADA/0 HEbh Bk (%] cibh 06 56
Craitor talaly T (X7 L] T
ampaq
Ehegus
Estry b [T Tnech gl Dus dite Ihvsth sMast Lhosics crindy  Spebiable Becesrt  DubiSum Lian  Chbtd st
03 oA LTURE TR T Y HaTe Em [ 1] [
Crediter otk g [(X7] [T (%1
Biork Metels [E 1] [ ane (KX
Eelected ber paymend totak TR h (X T I
surmber of teques to be pratrd 5
ATL/005 4100 02N Fags L of 1 4
»
e ¢ i "
Ervder aelrgn. LA L Che

To generate Pre-cheque writing reports:

1.  Go to Cash flow — Reports = Pre-cheque writing
report.

2. Define the search criteria.

3. Click Start. The Pre-cheque writing report will be
displayed. You can click Print to print the report
or Printer settings to adjust the printer settings
before printing.

4. Click Close to exit.
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4. ADVANCED FEATURES

This section explains a number of special scenarios
that occur during the cash flow process. Some of the
examples would be handling payment differences
when receiving cash, correcting wrong or bounced
payments, handling prepayments and inter-bank
transfers, and others. These are not explained in the
cash flow process because they occur only under
certain circumstances.

4.1 HANDLING PAYMENT DIFFERENCES
WHEN RECEIVING CASH

When customers settle invoices or installments, they
might not pay the full amount. Sometimes, they
deduct a settlement discount or do not include a
credit surcharge for a late payment. This receipt can
be registered similarly to other cash flow transactions
by manually entering or importing it. However,

when you match this cash flow transaction with

the applicable invoices or installments, a difference
can occur depending on the invoice registered. This
difference needs to be processed.

The following topics are relevant to this section:

e Expected settlement discounts or credit
surcharges

¢ Unexpected settlement discounts or credit
surcharges



4.1.1 expected settlement discounts or
credit surcharges

When you agree on a settlement discount or credit
surcharge with your debtor in advance, you first

have to create this payment condition. Creating the
payment condition has been explained in 2.2 Purchase
Flow [Cash Outflow] Process and 2.3 Sales Flow [Cash
Inflow] Process.

When customers are entitled to a discount or need
to pay a surcharge, the amount they pay will not be
equal with the created invoice. The receipt of the
payment and the payment difference need to be
registered and matched with the original invoice.
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3. Go to the Matching screen by clicking Match
to invoices under the Matching & Processing
section (in the Entry screen at Cash flow -
Entries = Cash flow). You can also match the
receipt to the invoice at Cash flow = Entries =
To be matched.

The Entry screen at Cash flow = Entries = Cash
flow applies to all the legislations except for
United States, which has a different cash flow
entry screen to cater to local requirements.

4. Select the receipt and invoice (excluding
discount) to be matched.

5. Click Match/Process. The Write off: Discount
screen will be displayed.

24/8/2005

[Brucdss ——  e— ol x]
LT

Show & Unmatched ¢ All 1100 - Lxact Software, Supplier, Active, balance EUR 26,165.00 to claim W
) Supplier 3 [Fxnct Scftmare Amourt [~ < Egteranve @ Search

Duate = B [ @ Ourred. " Yourref. [ Order Na,

Pay. ref. Descriptan Qur ref, e

Inwaice no. Your ref. Pay. ref. Run number

Banlk: account A Date = L] =

Group by fione |=  Descrption

Cash / bank Balamce EUR 20,000.00 overpald Invoices
|Date | Cur. Amourt _ Deseription Outstanding _ Bank aceourk | Offsst n [Dnte ription___ Cur.
F..-n | 30,000.00 [Payment Exoc oace: 3] 30,000, 85744 . - 35/ 204 o CashFlow Ass1 No.EUR

Monithly rent to Ex EUR
2 |

[Fayment Exact invoice 20032320 Our ref.: 20000005

L

3 -
Refresh Aatamatically Card

To handle payment differences with expected
settlement discounts or credit surcharges:

1. Create aninvoice for a debtor that uses the
agreed payment condition. For example, it
uses the settlement discount of 10% if paid
within 14 days. The entry application will then
automatically generate two installments; one for
the settlement discount and one for the invoice
amount. Both installments will have the same
due dates but the payment dates differ because
to get the discount, you need to pay up within 14
days after the invoice date.

2. When the debtor pays the invoice and deducts
the discount, create the receipt at Cash flow =
Entries = Cash flow or import it through Cash
flow — Entries = Import.

6. Click Write off to write off the discount if the

debtor has paid within the agreed payment date
or Cancel to keep the discount installment if the
debtor did not pay within the agreed payment
date and to exit the Write off: Discount screen.
The Matching screen will be displayed.

7. If the discount was written off, click Close in the

Matching screen to exit but if the discount was
not written off, select the discount installment
and click Match/Process. The Process screen will
be displayed.
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8. VYou

now need to decide what to do with the

difference by selecting one of the options
provided in the Process screen and clicking
Process to process the difference.

[\ [0] (-

Balance/Compress — Select this option to
process the difference as balance that the
debtor needs to pay.

Payment difference — Select this option

to process the difference as a payment
difference between

what the debtor has to pay and what has
been paid.

Discounts — Select this option to write off
the invoice amount to the general ledger
account (if the debtor paid within the agreed
payment date).

Discounts (Including: Tax) — There are two
available options when this is selected.
Select Adjust: Revenue to adjust the revenue
and tax (the system will correct the tax as

it reverses the financial transactions of the
original invoice for the amount difference) or
Write off discount to write off the discount
to a specified general ledger account.

Other — Select this option if the difference
does not fall within any of the available
options and click [#] to select a general
ledger to allocate the invoice or installment.

If the debtor paid the full invoice amount

and di

d not take the discount (although

he paid within the agreed payment date],

match the receipt with both the invoice and

discount installments at the same time. You
can also decide to keep the installments for
the outstanding settlement discount without
matching or writing them off if the debtor did
not pay on time and is therefore not entitled to
the discount.

Click Close to exit.

/

Tip:

If you select Payment difference, Discounts,
Discounts (Including: Tax] or Other, you can
define or change the write off date, reporting
date, cost center, cost unit, and project code of
the transaction under the Transaction section.




4.1.2 Unexpected settlement discounts
or credit surcharges

Even if you did not agree on a payment condition
with your debtors in advance that entitles them to

a settlement discount or a credit surcharge, you

still may not receive the full invoice amount. When

a customer calculates an undeserved discount or
forgets to add a surcharge, the amount you receive
will not equal the amount you have invoiced and
expected to be paid. These payment differences need
to be booked or registered in a different manner.
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Show & Uomatched ¢ All 1000 - Bits & Byles, Supplier, Aclive, balance EUR 43,058.75 1o be pabd

Cash / bank Balamce EUR 8,000,090 v be poid | Involues

 Outstanding ]

 Ourrel. (Typs | Descripbon | Cur. Amourd | Amount (EU8) Payment reference

|

'?}i

B wlf

To handle payment differences with unexpected
settlement discounts credit surcharges:

1. Create aninvoice for a debtor that does not use a
payment condition with a settlement discount or
credit surcharge.

2. When the debtor pays the invoice, create the
receipt at Cash flow = Entries — Cash flow or
import it at Cash flow — Entries = Import.

3. Go to the Matching screen by clicking Match
to invoices under the Matching & Processing
section (in the Entry screen at Cash flow -
Entries — Cash flow). You can also match the
receipt to the invoice at Cash flow = Entries =
To be matched.

4. Select the receipt and invoice(s) to be matched.
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5.

Click Match/Process. The Process screen will be

displayed.

If the balance amount is not zero, it can either

be "balance to be paid", "balance overpaid", or

"balance to claim". In the Process screen, you

need to decide what to do with the difference.

For "balance overpaid", you can choose to

process the difference as Balance, Payment

difference, Prepayment, Refund, or Other.

e Balance — Select this option to process the
difference as a balance that the debtor
needs to pay.

* Payment difference — Select this option
to process the difference as a payment
difference between what the debtor has to
pay and what has been paid.

 Prepayment — Select this option to process
the difference as a prepayment. You can
proceed to do the matching once you
receive the invoice from the debtor.

e Refund - Select this option to process the
difference as a refund. In the Matching
screen, the payment under the Cash/bank
section will be removed and the invoice
under the Invoices section will no longer
display the full amount but the difference
that needs to be refunded. You then go to
Cash flow = Miscellaneous — Refund and
define the search criteria. Click Additional
criteria to define the additional criteria,
and then click Close to close the Additional
criteria screen. Click Display to display the
transactions according to the search criteria.
Select the To be authorized check box to
display the transactions that need to be
authorized. Select the required transaction
and click the Authorized box on the left.
Then, select the Already authorized check
box to display the transactions that are
authorized but
not processed. Select the required
transaction and click the Processed box
on the left. You have now authorized and
processed the refund. You can then go to
Cash flow —> Entries = Cash flow and make
the refund (payment]) to the debtor. This
will create a payment under the Cash/bank
section in the Matching screen. You can now
automatically match the payment with the
invoice (that displays the difference that
needs to be refunded).

e Other - Select this option if the difference
does not fall within any of the available
options and click [3] to select a general
ledger to allocate the invoice or installment.
For "balance to be paid" and "balance to
claim", you can choose to process the
difference as Balance/Compress, Payment
difference, Discounts, Discount (Including:
Tax), or Other. Select an option in the
Process screen and click Process to process
the difference or click Cancel to cancel the
process and to exit the screen.

Click Close to exit.



4.2 CORRECTING WRONG OR BOUNCED
PAYMENTS

In daily practice, mistakes can happen during a
payment process. Before you send the payment

to the bank (for example, electronically) or to your
creditor (for example, by cheque) you may discover
that you have made a mistake while processing the
payment for a certain invoice or installment and want
to process the payment again.

Another possibility is that after you have sent the
payment to the bank or to your creditor, you found
out that your payment has bounced and for a certain
reason, the bank could not process your payment.
Another incident could be that your creditor never got
your payment by cheque. In this case, the payment
must be cancelled. These "bounced" payments are not
included in the bank statement.

W 52 Paymaenks in tramsd - Exact

Fis Edt View Help
. A AT

1 Grove by Details -

BRL 7.848.80
BRL 1,362.08

k.

5104364534
$104364534
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Click Reverse auth. to remove the payment from
the Payments in transit screen. The selected
payment will be undone and the invoices or
installments that were paid will be reopened.
These reopened invoices or installments

can again be authorized and processed. The
payment will also no longer be displayed in the
run in which it was processed. Therefore, after
resetting the status, everything is back to the
stage before the payment is processed. If any
financial transactions were generated during the
processing of the payment, these will be voided if
the final posting has already occurred.

Click Close to exit.

E|

Aamhanzed 2 Pracesses | Rews

= — — 4
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To correct wrong or bounced payments:

1. Goto Cash flow = Payments = Payment in
transit. The Payments in transit screen will be
displayed.

2. At Group by, select the required option to group
the processed payment according to Accounts,
Cash instruments, Payment reference, Payment
date, Run number, or Details. If you group by
Accounts, you will see an additional field called
Name and a search button next to Group by.
Here, you can type the account name at Name
and click Search to display the relevant payment
in transit.

3. Select the required payment to be corrected.
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4.3 MATCHING CASH FLOW 6. Select the required general ledger.
TRANSACTIONS TO OTHER DEBTOR OR 7. Click Match. The Matching screen will be
CREDITOR INVOICES OR INSTALLMENTS displayed.

8. Click Reallocate to display the Reallocate screen.

9. Inthe Reallocate screen, all information under
the To section will be pre-filled (depending on
the debtor or creditor selected) except Suspense
account.

10. At Suspense account, type or select the suspense
general ledger account. The suspense account is
used to transfer the invoice or installment from
one debtor or creditor to the other.

11. Type or select the debtor or creditor account
from which reallocation is to be made at Account
under the From section. Account will then
change to Debtor or Creditor according to your
selection and all invoices or installments related
to that account will be displayed.

12. Select the required invoice or installment.

13. Click Process. The invoice or installment will be
displayed in the Matching screen.

14. In the Matching screen, select the invoice or

In various cases, it is possible that an invoice has been
sent to or received from one debtor or creditor but
payment is made to another. An example is a head
office of a corporation paying for an invoice that you
have sent to their subsidiary.

The following topic is relevant to this section:

e Reallocation of debtors or creditors

4.3.1 Reallocation of debtors or credi-
tors

When you receive money from one company but
have invoiced another, reallocation of the debtor or

creditor is necessary because cash flows can only be
matched to invoices or installments listed to the same

) installment.
debtor or creditor.
=10)x]
from o
1 Custerner DSA Limburg A | 60127 Customer Chicken Corner (re[3 | 60128

» GL Account 1300 A

Suspanse aceaunt |
1 Deseription Reallocate: Deb 50127 =» Deh.60128
* Date 20/04/2002 =

Reparting date F0/04f 2007

| Payment reference (Cur. |Amount |Amaunt (EUR) Transachon bype | Cash sccount | Difse
10000005 EUR 51.16 5 invaoice POS
Z27/1100000]ELR i o & |

= &
| Befresh || Process || Cancel

To reallocate debtors or creditors: 15. Click Match/Process. The Process screen will be

displayed.

16. Inthe Process screen, select Other.

17. Click [ to select the correct general ledger
account. The invoice or installment will be
removed from the Matching screen.

18. Click Close to exit.

1. Goto Finance = Accounts receivable —> Cards or
Finance — Accounts payable — Cards.

2. Define the search criteria.

3. Click Search. A list of debtors or creditors that
match the search criteria will be displayed.

4. Select the debtor or creditor to reallocate the
invoice or installment.

5.  Click Display. The Debtor card or Creditor card
screen will be displayed with information, such
as the general ledger number, general ledger
description, debit amount, credit amount, and
balance amount.



4.4 HANDLING PREPAYMENTS AND
INTERBANK TRANSFERS

The following topics are relevant to this section:

e Handling prepayments
e Handling interbank transfers

4.4.1 Handling prepayments

A prepayment involves creating and making a
payment prior to receiving or sending the purchase
or sales invoice. The prepaid term then needs to be
authorized and processed. A prepayment is created in
the purchase or sales orders. It can also be created in
the cash flow module.
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To authorize prepayments:

~N o

Go to Cash flow = Payments —> Authorize.
Define the search criteria. Click Additional
criteria to define more criteria, and then Close to
close the Additional criteria screen.

Click Display to display the transactions
according to the search criteria defined.
Select the Prepayment check box to view
prepayment transactions.

Select the required transaction.

Click Authorize.

Click Close to exit.

([ =]
File Edit Help
£ 4
4 Basics | Ereated by: Lim Tsu Teang , 19/a/2012 Modified by: Lim Tsu Teong, 19/4/2012
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Payment reference Frepayment 1 [ 4
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PO no. [ Your ref. 50000003 A » 5530000 ;I
» Vendar Sany A 202 1600 A |accaunt payable
Address | Attachment &
Bank sccount %
Date |G/ |[Genaral ledger acoount description | Description [ rek. | Cur. | Debit |Credit Vendor  |IName
El
I
o]
v
a - |- - =] X
| Vendor || Card || Link || New || Seve || Close

To create prepayments:

1. Go to Cash flow = Payments = Prepayments &
transfers.

2. Click New to display the Prepayment screen. This
is the default screen.

3. Define the information about the prepayment,
such as the cash instrument from which payment
is made, amount, currency, payment reference,
purchase order number, and others.

4. Click Save to save the information.

5. Click Close to exit.
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To process prepayments:

Go to Cash flow = Payments — Process.
Define the search criteria. Click Additional
criteria to define more criteria, and then Close to
close the Additional criteria screen.

Click Display to display the transactions
according to the search criteria defined.
Select the Prepayment check box to view
prepayment transactions.

Select the required transaction.

Click

Process.

Click Close to exit.

After the bank has processed the prepayment and
you have manually registered the entry or imported
the bank statement, you can proceed to do the
matching.

To match prepayments:

Go to Cash flow = Payments — Authorize or
Cash flow = Payments — Process.

Click Display to display the Authorize or Process
screens respectively.

Select the Prepayment check box to display the
prepayments.

Select the required transaction.

Click Match. The Matching screen will be
displayed.

Click Automatically to match the transactions
automatically. The transactions will be removed
from the Matching screen.

Click Close to exit.
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4.4.2 Handling interbank transfers 4. Select the To be authorized check box to view
transactions that need to be authorized.

Transfers refer to Electronic Funds Transfer (EFT). Select the required transaction.

EFT enables corporations and individuals to provide Click Authorize.

secure direct payments electronically without issuing 7. Click Close to exit.

paper cheques or moving cash monies.

o u

Il
Eile  Edt  Help
& @
4 Dasics Created by: Lim Tsu Teong , 20/4/2012 Modified by: Lim Tsu Teong, 20/4/2012
Entry ¢ Prepayment (& Trancfer
Transfer In / Out
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Amount J Date 700,00 3| EUR |3 [Payment 20/04/2012 = Amount, XRate 700.00 | EUR 100000 A
Payment reference Fransfer 1 MNotes [T | 1caral 200660 : Friday, 10 April, 2012 10:58 =]
#:Lster 1 for James K
Type / Mathed Bank statement |=  Regular - =|
Cur ref. 12400006
Receipt attachment &
» To - Cash aceaunt 0126500265 (A Bank Gt 1100 Biank

[ General |cur ref. [Cur. [Debit — |Eredt  [Vendar ¢ |
1600 Account payable 12400006 EUR 700.00 10003
20/4/2012 1600 Account payable 12400006 EUR 700.00 2100

| Cord || New || Save ||

To create interbank transfers:

1.  Go to Cash flow = Payments = Prepayments &
transfers.

2. Click New to display the Prepayment screen.

At Entry, select Transfer.

Define the relevant information about the

transfer, such as the cash instrument from which

payment is to be made, cash instrument to which

payment is to be received, amount, currency,

date of transfer, payment reference, and others.

5. Click Save to save the information.

6. Click Close to exit.

= w

To authorize interbank transfers:

1. Goto Cash flow = Payments = Authorize.

2. Define the search criteria. Click Additional
criteria to define more criteria, and then click
Close to close the Additional criteria screen.

3. Click Display to display the transactions
according to the search criteria defined.
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To process interbank transfers:

o

Go to Cash flow = Payments — Process.
Define the search criteria. Click Additional
criteria to define more criteria, and then click
Close to close the Additional criteria screen.
Click Display to display the transactions
according to the search criteria defined.
Select the Already authorized check box to view
transactions that are already authorized but
need to be processed.

Select the required transaction.

Click Process.

Click Close to exit.

After the bank has processed the transfer and you
have manually registered the entry or imported the
bank statements for both cash instruments, you can
proceed to do the matching. Before matching, make
sure both the cash flow transactions (payment and
receipt) are allocated to the default company account
code at System —> General = Settings = Company
data settings.

To match interbank transfers:
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Go to Cash flow = Entries — Cash flow.

Define the search criteria.

Click Refresh to view the transfer transactions.
Select the required transfer to match.

Click Edit. The Entry screen will be displayed.
Under the Matching & Processing section, click
Interbank. The Matching screen will be displayed.
Click Automatically so both the payment and
receipt will be automatically matched and
removed from the Matching screen.

Click Close to exit.



4.5 ADVANCED MANAGEMENT OF 7
LETTERS OF CREDIT, CHEQUES, AND 8.
POST DATED CHEQUES

It is possible to generate an overview of all cheques,
post dated cheques, or letters of credit in your
administration that have been used to make or
receive payments. This enables you to quickly see
the outgoing and incoming cash flows through the
payment instruments. You can also manage letters
of credit, cheques, and post dated cheques at an
advanced level. such as authorizing, matching,
processing payments to creditors or receiving,
depositing, settling payments from debtors.

For advance management of instruments, select the
Advanced: Instrument handling check box at System
— General = Settings = Bank settings under the
General section.
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Select the required transaction to be authorized.
Click Authorize. The authorized transaction will
be displayed if Authorized is selected. If you have
authorized the wrong transaction, you can undo
the mistake by selecting the wrongly authorized
transaction and clicking Reverse auth.. The
transaction will be displayed again if Prepayment
or Invoices is selected.

Click Close to exit.
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To authorize payments:

1. Go to Cash flow = Miscellaneous —> Instrument
status.

2. At Type under the Range section, select Letter of
credit, Cheque or Post dated cheque.

3. At Show, select Cash out.

4 Select Prepayment or Invoices below Show.

5. Define the other search criteria.

6. Click Advanced to display the Filter section.

Define the search criteria.
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To match payments:

1

10.

11
12.

Go to Cash flow = Miscellaneous = Instrument
status.

At Type under the Range section, select Letter of
credit, Cheque or Post dated cheque.

At Show, select Cash out.

Select Prepayment, Invoices, Authorized,
Printed, or Payment in transit below Show.
Define the other search criteria.

Click Advanced to display the Filter section.
Define the search criteria.

Select the required transaction to match.

Click Match. The Matching screen will be
displayed.

Click Automatically to automatically match the
payment and invoice(s) or click Match/Process
to manually perform the matching process. If
matching is for a VAT term and the VAT return
has not been generated, you need to type

a password before you are able to perform

the match or process function. If the balance
amount displayed at the top center of the Cash/
bank and Invoices sections is zero, the selected
transactions will be matched and removed from
the screen. If there are differences to be settled
with the invoice amount, the decision must be
made on how to write off these differences. If
there are differences to be settled, the Process
screen will be displayed.

Select the relevant options, such as Balance,
Payment difference, Refund, Discount and more.
Click Process.

Click Close to exit.

To process payments:

L
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Go to Cash flow = Miscellaneous = Instrument
status.

At Type under the Range section, select Letter of
credit, Cheque or Post dated cheque.

At Show, select Cash out.

Select Authorized below Show.

Define the other search criteria.

Click Advanced to display the Filter section.
Define the search criteria.

Select the required transaction in the overview.

10.
11.

12.

13.

Click Process. The Enter: Instrument number
screen or the Earned discount/Write off: Credit
surcharge screen (applicable for invoices with
discounts or credit surcharges) will be displayed.
In the Earned discount/Write off: Credit
surcharge screen, click OK to proceed or Cancel
to exit. If you proceed, the Enter: Instrument
number screen will be displayed.

At First: Instrument number and Layout name,
you can edit the pre-filled options.

Click OK to proceed or Cancel to exit.

If you choose to proceed, the Instrument status
screen will be displayed with the message "Trial
print?" Click Yes for a trial print, No for an actual
print, or Cancel to exit.

The Instrument status screen will be displayed
with the message "Print job successful?" Click
Yes if printing was successful or No to reprint. If
you choose to reprint, the Reprint screen will be
displayed. You have the option to reprint, delete,
or void the document. Once the document has
been printed, it will be displayed if Printed is
selected. If you have accidentally processed the
wrong document, you can undo the mistake by
selecting the processed document and clicking
Reverse auth.. The document will be displayed
again if Invoices or Prepayment is selected.

You can also void the processed document by
selecting the processed document and clicking
Void. Once the document has been voided, it will
be displayed if Voided is selected.

Click Close to exit.



To receive payments:

1

10.

Go to Cash flow = Miscellaneous = Instrument
status.

At Type under the Range section, select Letter of
credit, Cheque or Post dated cheque.

At Show, select Cash in.

Select Invoices or Printed below Show. Define the
other search criteria.

Click Advanced to display the Filter section.
Define the search criteria.

Select the required transaction in the overview.
Click Receive. The Received: Bill of exchange
screen will be displayed for letters of credit,
Received: Cheque screen will be displayed for
cheques, and Received: Post dated cheque
screen will be displayed for post dated cheques.
Make sure the information on the screen is
correct (some of the information can be edited).
Click OK to receive the payment or Cancel to
exit. The payment that has been received will
now be displayed if Received is selected. If you
received the wrong payment and want to undo
the mistake, select the received payment and
click Delete. The payment will be displayed again
if Invoices is selected.

Click Close to exit.

Note:

It is possible to receive, deposit, and settle a
letter of credit. However, after a deposit, the
letter of credit may bounce. This can be due
to several reasons, such as the documents
presented by the seller do not conform to the
documents needed under the letter of credit
or the documents are not presented within the
required time frame. In this case, a new letter
of credit will be provided. When receiving the
new letter of credit, a pop-up screen will be
displayed. You can select Continue and click
Yes to receive the letter of credit using the
same number as the bounced letter of credit,
select Use next available number and click
Yes to receive the letter of credit using the
next number, or click No to exit and manually
specify a new letter of credit number.
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To deposit payments:

1

10.

11
12.

13.

Go to Cash flow = Miscellaneous = Instrument
status.

At Type under the Range section, select Letter of
credit, Cheque or Post dated cheque.

At Show, select Cash in.

Select Received below Show. Define the other
search criteria.

Click Advanced to display the Filter section.
Define the search criteria.

Select the required transaction in the overview.
Click Deposit. The Deposit: Bill of exchange
screen will be displayed for letters of credit,
Deposit: Cheque screen will be displayed for
cheques, and Deposit:Post dated cheque screen
will be displayed for post dated cheques.

At Deposit For under the Deposit section (only
enabled for letters of credit), select Collection or
Discount.

At To cash instrument, type or select the cash
instrument number.

Click Deposit to deposit the payment or Cancel to
exit. The Bill settlement: Cash instrument screen
will be displayed if Deposit is clicked.

Type or select the Cash instrument number.
Click OK to proceed or Cancel to exit. The
payment that has been deposited will now

be displayed if To be discounted (this is only
applicable for letters of credit that have been
used for discounted payments) or To be collected
is selected. When To be collected is selected,
you can reverse the deposited date by selecting
the payment and clicking Reverse. The Reverse
Date screen will be displayed. At Reverse Date,
type or select the new date. Click OK to proceed
or Cancel to exit. The payment with the reversed
date will be displayed again if Received is
selected.

Click Close to exit.
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To settle records of payments that have been
collected:

Go to Cash flow = Miscellaneous = Instrument
status.

Under the Range section at Type, select Letter of
credit, Cheque or Post dated cheque.

At Show, select Cash in.

Select To be collected or Bank statement below
Show. Define the other search criteria.

Click Advanced to display the Filter section.
Define the search criteria.

Select the transaction in the overview.

Click Settle. The Settle: Bill of exchange screen
will be displayed for letters of credit, Settle:
Cheque screen will be displayed for cheques,
and Settle: Post dated cheque screen will be
displayed for post dated cheques.

Make sure the information on the screen is
correct (some of the information can be edited)
and click Settle to settle the payment or Cancel
to exit. The payment that has been settled will
still be displayed if To be collected is selected.
You can reverse the settlement by selecting the
settled payment and clicking Unsettle.

Click Close to exit.

To bounce payments:

Go to Cash flow = Miscellaneous = Instrument
status.

At Type under the Range section, select Letter of
credit, Cheque or Post dated cheque.

At Show, select Cash in.

Select To be collected or To be discounted (only
applicable for letters of credit with discounts or
credit surcharge) below Show. Define the other
search criteria.

Click Advanced to display the Filter section.
Define the search criteria.

Select the required transaction in the overview.
Click Bounce. The Bounce: Bill of exchange
screen will be displayed for letters of credit,
Bounce: Cheque screen will be displayed for
cheques, and Bounce:Post dated cheque screen
will be displayed for post dated cheques.

Make sure the information on the screen is
correct (some of the information can be edited)
and click Bounce to bounce the payment or
Cancel to exit. The payment that has been
bounced will be displayed if Bounced is selected.
Click Close to exit.

To confirm letters of credit that need to be
discounted:

1. Go to Cash flow = Miscellaneous — Instrument
status.

2. At Type under the Range section, select Letter of
credit.

3. At Show, select Cashin.

4. Select To be discounted below Show. Define the
other search criteria.

5. Click Advanced to display the Filter section.
Define the search criteria.

6. Select the required transaction in the overview.

7. Click Confirm. The Finance: Bill of exchange
screen will be displayed.

8. Fillin the information, such as Discount %/
Amount and Bank costs/VAT if applicable.

9. Click Accept to accept the discounted letter
of credit or Reject to reject the letter of credit.
Rejected letters of credit will be displayed if
Received is selected.

10. Click Close to exit.

To print payment invoices using letters of credit:

1. Go to Cash flow = Miscellaneous — Instrument
status.

2. At Type under the Range section, select Letter of

credit.

At Show, select Cash in.

Select Invoices below Show.

Define the other search criteria.

Click Advanced to display the Filter section.

Define the search criteria.

Select the required transaction in the overview.

Click Print. The Enter: Instrument number screen

or Earned discount/Write off: Credit surcharge

screen (applicable for invoices with discounts or
credit surcharges) will be displayed. In the Earned
discount/Write off: Credit surcharge screen, click

OK to proceed or Cancel to exit. If you choose to

proceed, the Enter:Instrument number screen

will be displayed.

9. At First: Instrument number and Layout name,
edit the pre-filled options.

10. Click OK to proceed or Cancel to exit.

11. If you choose to proceed, the Instrument status
screen will be displayed with the message "Trial
print?". Click Yes for a trial print, No for an actual
print, or Cancel to exit.

12. The Instrument status screen will be displayed
with the message "Print job successful?". Click
Yes if printing was successful or No to reprint. If
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you choose to reprint, the Reprint screen will be
displayed. You have the option to reprint, delete,
or void the document. Once the document has
been printed, it will be displayed again if Printed
is selected. If you have accidentally printed the
wrong document, you can undo the mistake
by selecting the printed document and clicking
Delete. The document will now be displayed
again if Invoices is selected.

13. Click Close to exit.

4.6 USING EXTERNAL NUMBERING

External numbering is a functionality offered by Exact
Globe Next that provides you with the flexibility to
use the external numbers in your business documents
apart from the standard numbering system based

on the numbers at Entry, Our reference, and Your
reference.

In addition, the external numbering functionality
caters to users in some countries where the
legislation requires businesses to use a numbering
system, in which documents generated from different
business transaction types are to use different sets
of numbers. In certain countries, these numbers
must meet specific format requirements, such as to
include prefixes and masks. For these reasons, you
can now choose to enable the external numbering
functionality in your system to cater to the additional
needs of your business.

In line with the external numbering functionality,

you can define the numbering rules and the number
ranges for the external numbers. The system will then
assign external numbers for the specific business
transactions based on the defined numbering rules
and number ranges. Meanwhile, the external numbers
will be printed on the final printed documents if

you have added the external number field in the
document layouts.

CHAPTER & | ADVANCED FEATURES

69



70 CHAPTER & | ADVANCED FEATURES

4.6.1 Setting up external numbering 6. Click Close on the main menu to exit the
functionality software, and then restart the software. You

will see two new menu paths, which include
Before you can use the external numbering System —> Logistics = External numbering =
functionality, you need to enable this functionality Numbering rules and System —> Logistics =
in Exact Globe Next. After you have enabled the External numbering — External numbers.

functionality, you will then be able to see two new
menu paths, which include System — Logistics =
External numbering = Numbering rules and System
— Logistics = External numbering = External
numbers.

| Numbers settings

- General
[ |

Use external numbering =

= Financial
(L]

First Free Last GQty. free
General/Cash/Bank journal 10000001 10000002 10010001 9999 ]
Purchase journal 20000001 | | 20000002 | | 20010001 | | LOOOU 5

.
[ | Accounts

Range: Start
Range: End

" Lugislics

Quotation number 40000000 ¥ order number

Eales order number 7

Recurring sales order number 1

Delivery note number 1

Interbranch transfer numbar 1 T Delivery note numbar
Advance invoice : Number 1

Furchase order number 50000000

Blanket purchase order number 1

Blanket sales order number 1

» Production order numbser PROS 1
RMA order number 1

RTV order numher 1
Group internal use number 1

Allow change entry numbear M

%

Close ||

To set up the external number functionality:

1. Goto System —> General = Settings.

2. Click Numbers settings under the Settings
section.

3. Under the General section, select the Use
external numbering check box.

4. Click Save, and the message "Changes will only
take effect after restarting the software" will be
displayed.

5. Click OK.



4.6.2 Creating numbering rules

After you have enabled the external numbering
setting you can create the numbering rules which
will determine the external numbers to be generated.
By creating the numbering rules, you can define the
transaction types, optional conditions, and number
ranges to be used to generate the external numbers.
The system will refer to these criteria when assigning
the external numbers to your business documents.
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this, you are selecting the transaction type(s)

to be used in the numbering rule. If you want

to move any of the transaction types from the
Selected box to the Available box, select the
transaction type(s] in the Selected box, and
then click == . By doing this, you can delete the
transaction type(s) selected earlier to be used in
the numbering rule.

=937 Fxternal numhering - Fxact = |I'||l|
file Cdit Help
J2 e X L LY &e
1 Mumbering role code FRTNIIM Tnadive =
] Descnption External numbering 3
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Production recaipt —
Purchase rersipt | 2= l
Purchase return
HMA recaipt e I
RTV return
Sales credit note
Salec fulhliment
Sales invoice
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| |+
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Number of optional conditions & None (" one (" two
Optional condition 1 | j
Optinnal condition 7 | -]
|
e w
Save Mew Cloge

To create numbering rules:

1. Go to System —> Logistics = External numbering
— Numbering rules.

2. Click New.

3. Type a code for the new numbering rule at
Numbering rule code. This is mandatory.

4. At Description, type a description for the new
numbering rule. This is mandatory. Click E‘
to type the description in foreign languages
which have been defined in the Descriptions in
list boxes section at General settings. For more
information, see Setting up general settings in 1.1
System Settings.

5. Under the Basics tab under the Transactions
section, the Available box lists all the available
transaction types which you can select for use
in the numbering rule. Select the transaction
type(s), and then click == to move the selected
transaction type(s] to the Selected box. By doing

At Number of optional conditions under the
Optional conditions section, select None,

one, or two to define the number of optional
conditions you want to use in the numbering
rule. Optional conditions are used if you want to
further define the conditions of every numbering
rule. These optional conditions are important
when generating the external numbers within

a number range and at the same time, help to
speed up data retrieval in the reports.

Based on the Number of optional conditions
defined, select the optional conditions to be
used at Optional condition 1 and Optional
condition 2. If None is selected at Number of
optional conditions, the Optional condition 1 and
Optional condition 2 fields will be disabled. If one
is selected, you can select Cost center, Person,
or Warehouse at Optional condition 1 while the
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Optional condition 2 field will be disabled. If two
is selected at Number of optional conditions, you
can select two optional conditions to be used
with the available options of Cost center, Person,
and Warehouse. However, the optional condition
selected at Optional condition 1 and Optional
condition 2 must be different. For an existing
numbering rule which is linked to number ranges,
the Optional conditions section will be disabled
for editing.

8. Click Save to save the numbering rule. By default,
a newly created numbering rule will be activated.
As such, when you are creating a numbering
rule, the Inactive check box will be disabled. The
check box will be enabled only after you have
clicked Save to save the new numbering rule.

9. Under the Number ranges tab, click .= New to
create number ranges for the numbering rule.
The Number range screen will be displayed.

=
file Edit Help
- =3 o e € &
Cost eenter
Prrsnn B Selex |
» Masgk
» Number range »To
Preview To
valid 207062012 = »Te

Inactive =

10. Optional condition 1 and Optional condition 2 will
be disabled if you have selected None at Number
of optional conditions under the Optional
conditions section. If you have defined to use
one or two optional conditions and selected the
optional conditions under the Optional conditions
section, the label of the Optional condition 1
and Optional condition 2 fields as shown in
the preceding image will display the optional
conditions you have selected. For example, if
you have selected Cost center as the optional
condition 1 and Person as the optional condition
2 under the Optional conditions section, the
Optional condition 1 field will be displayed as
Cost center, while the Optional condition 2 field
will be displayed as Person in the Number range
screen.

11.

12.

Next, click 3 Select to select the optional
condition values to be used to generate the
external numbers if you are using the optional
conditions. For example, if you have selected

to use Cost center as the optional condition 1,
click Select to select the cost center(s) to use
the number ranges for the transactions involving
the selected cost center(s). In this example, you
will see the Optional condition box displaying all
the active cost centers in the system. Select the
cost center(s) and click Select to select the cost
center(s) that the number ranges will be created
for. Alternatively, double-click a cost center to
select the cost center. A green check mark will
be displayed under the Select column to indicate
that the cost center(s) has been selected. Click
Deselect all to clear the selection of all the
selected cost centers. To clear the selection

of a specific selected cost center, double-click
the selected cost center or click Select again.
Click Close to exit. By doing this, you can create
different number ranges for transactions
involving different cost centers or one number
range for use by multiple cost centers.

At Mask, type the mask for the number range.
This information is mandatory. You can type up
to 30 characters in this field. The mask is case-
sensitive and it can contain a separator as well as
any symbol, except "#"and " o (ENTER key on
the keyboard] when you define a prefix for the
mask. A <space> is allowed in between the mask.
However, it cannot be placed before or after the
mask as all spaces will be trimmed by the system
during the numbers generation. In addition,

the mask must represent the running number
format which is indicated by the "#" symbol.

For example, if you want to create a mask with
prefix "ABC" and the running number to contain
three digits, you can type "SALEINVOICE-###" at
Mask. You should type at least one "#" at Mask
to represent the running number format in the
number range.



13. Type the start and end numbers for the number
range at Number range > To. This information
is mandatory. The maximum number of
digits allowed will depend on the mask you
have defined. For example, if you have typed
"SALEINVOICE-###" at Mask, the maximum
number of digits that you can type as the start
and end numbers in the number range will be
three as indicated by the three "#" symbols in
the mask. The start and end numbers must not
be equal to "0" and the start number must be
a smaller number than the end number in the
number range. For example, you type "1"in
Number range and "999" at To. The resulting
number range will start from SALEINVOICE-001
to SALEINVOICE- 999 as shown at Preview.

14. At Valid > To, type or select the validity date
range for the number range. This determines
the life cycle of the number range. By default,
the start date of the validity period will show the
current date when you create a number range.
The start date is mandatory. However, you can
leave the To field empty. You may want to do
this if you want to use the number range for as
long as you desire, and will only enter an end
date when your business requires so. Once an
external number from the number range has
been used, you cannot change the start date of
the number range. In addition, the validity period
of the number range cannot overlap with the
validity period of other existing number ranges
in the numbering rule. For example, you have an
existing number range with the validity period
from 01-01-2012 to 31-12-2012. If you create a
number range now with a validity period from
01- 06-2012 to an undefined end date, you will
see this message "This range is overlapping
with one of the existing number range's criteria:
Life cycle" once you click Save to save the new
number range. Click OK to close the message,
and then change the start date so that it will not
overlap with the existing number range.

15. Click Save to save the number range.
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Note:

When you create a number range, by default,
the Inactive check box is disabled. This
means, the status of a new number range is
automatically set to Active. The check box
will be enabled only when you edit an existing
active number range. Select the check box

to deactivate the number range. Once you
have selected the check box, the message
"Set to inactive?" will be displayed. Click Yes
to deactivate the number range, and then
type the reason for deactivating the number
range in the Note box. Click Save to save the
note. Once you have deactivated a number
range, you are not allowed to reactivate the
number range. The system will delete all the
unused external numbers in the number range
and update the end number of the number
range to equal to the last assigned number.

If the number range has not been used, the
deactivation process will reset the start and
end numbers of the number range to "0".

When you are using the external numbering
functionality in the system, you can define the
external number as criteria to generate certain
financial reports as well as view the external numbers
used in the various transactions. The following list
displays the menu paths where external numbers are
used:

e (Cash flow = Entries —> Cash flow

e (Cash flow = Entries —> Cash flow

e (Cash flow — Cash instruments —> Select / Search

e (Cash flow = Miscellaneous —> Terms

e (Cash flow = Miscellaneous — Instrument status

e (Cash flow = Miscellaneous —> Refund

e (Cash flow — Collections — Collection

e (Cash flow = Payments = Prepayments &
transfers

e (Cash flow = Payments —> Process

3
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APPENDIX 1: PRODUCT UPDATE CHANGES

Product Update Chapter
404 All chapters
407 112,242

410 111,245,312
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