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Marking GST Periods as Processed or Closed

Selected months can be flagged as processed or closed and trigger a warning if
transactions are being entered in that period.

Selecting this option will set a flag after the GST worksheet is completed and the
resulting GST return is printed.
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Closed periods can be maintained from the GST setup screen.
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Email Authentication

Email servers requiring login, authentication and secure connection can now be

accessed from EasyBooks.

On the main screen of EasyBooks click on ‘File->User Details’

User Detailz (&)

Name EASYBOOKS LIMITED
Street or Box # PO Box 28654
Paostal centre REMUERA
State/Province, Post Code 1541
Fhone 03 335 3046
Fa= 03335 8050

Your email addrezs  gmailuzer@gmail. com

SMTF server address  smip.gmail. com Paort 485
Email Pagzword
Ermnail Security 551 i
| Ok || Cancel |

For example:

Service SMTP name Port Security Authentication
Gmail with SSL smtp.gmail.com 465 SSL Yes
Gmail with TLS smtp.gmail.com 587 TLS Yes
Hotmail with TLS  smtp.live.com 25 TLS Yes
Yahoo with SSL plus.smtp.mail.yahoo.com 465 SSL Yes

This makes it possible to send emails with data, reports or invoices directly from
EasyBooks using almost any emailing service without shuffling files or searching for

attachments.




PDF Report Writer

All reports can be saved as PDF documents. From the toolbar click to save as PDF
and select the location for the resulting PDF file.
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PDF settings can be maintained from Reports->Options->PDF Report Settings

A selection of stationery page sizes is available for convenience; page orientation can
be left to be determined by the report writer as different reports have varying number
of columns and column widths.

Since the PDF comes with a set of predetermined or installed fonts the report writer
will need to translate the font metrics from the fonts selected in EasyBooks to one of
the available ones in PDF. This ensures that the reports are displayed correctly on
different computers, some of which may have a different set of fonts installed.

PDF Page Preferences 6
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Page Size
Ad 210 % 297 [rorn) i

Page Orientation

Patrait or Best Fit -
Font Typeface Font Size
CoLrier - a -
-

r, Cancel

The system will prompt you for a PDF file name and a location to save the file in.
Perhaps a folder can be designated in Documents, or whereever convenient, that can
contain further subfolders reflecting corresponding financial periods.



Emailing Accountant’s Reports

Cashbook accountant’s reports can be emailed out of the program as PDF
attachments. A single email is sent with each report attached as an individual file.
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This function works in the same way as the existing Print Accountant’s reports except
that the reports are generated as PDF files which are attached to an email and sent
directly out of the program.



Cashbook Ratio Graphs

The ratio graphs are implemented to help visualize the Cashflow Summary report
totals. The Cashflow Ratio graph compares the income, trading payments and
schedule of overheads totals for a selected period.
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The Cash Movement Ratio compares the net cash with capital receipts and capital
payments
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Importing Supplier Details

Supplier details can now be imported into EasyBooks. The program will import
details from a formatted comma separated (CSV) file. If a field name happens to
contain a comma (e.g. partnerships like namel, name2 & name3) then that field must
be enclosed in double quotes. The fields must appear in the following order:

Code,

Name,
Addressl,
Address2,
Address3,
Phone,
Contact,
Comments,
Ledgerl,
Ledger2,
Ledger3,
Ledger4,
Ledgers,
Ledger Splitl,
Ledger Split2,
Ledger Split3,
Ledger Split4,
Ledger Split5,
Fax,

Bank Account Number,
GST Number,
Email

If a record duplicate or clash is detected on import, a copy of the import file is written
out with the text ‘-conflicts’ appended to the name. Each failed import record line will
contain a brief description of the problem e.g. ‘Payee Code Conflict’ if a payee record
with the same payee code is already present in the system.



Buyer-Generated Supplier invoices

In order to issue IRD approved buyer-generated supplier invoices the invoice must
display the supplier’s GST number. Each supplier that will have the buyer created
invoices issued must have a GST number maintained.

** Payee Mainte =10 x|

| Lst || add || Delste |

Code |32 Name JABC Ltd

Addiess [P0 Box 5432
| Glenfield Tel |09 555 3423

[Auckland Fax |03 555 3424
Email | GST |12-345-667

Bank account |00 [0000 000000 [00

Contact I
Default Ledger Codes % =plit

#1 | List |'|14 IEDntractDrs I

#2 | List || | |

#3 | List

#t4 | List

#5 | List || | |
Paylink. Default Statement Details
PHls [PAYLINK Code | Ref |

| |lpdate || Exit |

Create a supplier invoice and if applicable select buyer-created by ticking the option

Q Suppliet Transactions ALUG 11 O G 8
Payee Code Name
Reference Date /082011 - Tatal

Buper-created |
Supplier Ledger Balance 393000
Ledoer Account name Code Qi DAC f Grozs FGST &
v
Total
‘ ‘ | | | Cancel |




Buyer generated invoices can be printed to a customized MS Word document
template invoice “.dot” file saved in the “Word 97 — 2003’ document format.

Buyer-Created Tax Invoice
Inland Revenue approved

GST Number: <BuyerGSTMum> To: <Mame>
Dater <Datex <BankAccount=
Invaice Mumber: <|mvng> <SellerGoTNum>
<Address1>
<Address2>
<Address3=
Code Mame Cluantity Mett
Subtotal <Subtotal>
GST <GST>
Total <GTotal>

The template document link maintenance is under
‘Maintenance->Select Invoice Stationery’

Select M3 Wiord Templates €3

Click Browse to Select Template Files
Imvoices

E:\EazyBooksiTest_Folder\EBT est'Buyer-Created Invoice. dof

Browse

| K | | Cancel |

All merge tags e.g. ‘<Date>" can be manipulated but the item details table from the
middle of the template should not be modified as this can have a negative impact on
the invoice writer.
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Bulk Emailing of Posted Invoices

Posted invoices can be emailed in bulk (with the exception of cash sale customers).
In order to use this feature the following requirements must be met:

e System email settings configured

¢ Invoice have been posted

¢ Customer email addresses have been maintained

¢ Internet connectivity

ﬁ EasyBooks & CASHBOOK - EASYBOOKS LIMITED 2011

File Transactions Reports Maintensnce  Vieww  Window  Help

o | & |

CashBook Suppliers Customers | GST Return

ﬁ Customers

Manual |

| Invoices Single lrvoices
Job Card ) ) )
7 Frint Multiple lrvoices
Credit notes = z =
= | Email Multiple: |nvoices
Huotation

Select Invoice stationery
Select Job Card stationery

Set Message

This functionality automates the existing email functionality. Invoices are sent out as
HTML files and may be rendered differently on the client’s machine subject to the
local setup.
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Posted invoices for the month are listed.

Selection for printing is made by double-clicking on the line.
This changes the ‘Email Y/N’ selection to ‘Yes’.

Only lines displaying ‘Yes’ will be emailed.

Multiple Invoice Emailing

Show lhvoices IPosted invoices for SEF11 j
Mumber Customer Name Date Email Address Total Email Y/N
2952 The Marketing Company 305EP11 1arketing. company @xtra.co.n; 199.95 Yes
2951 Company B Ltd 275EP11 admin@companyb.co.nz 139.13 Yes
2950 ABC Ltd 215EP11 officemanager @abc.co.nz 450.00 No

| Select &l | |Dese|ecm||| | Emai | | Exit |

To adjust the right hand margin of the emailed invoice please go to ‘Select Invoice
Stationery’ Please note that the emailed invoices are not produced by or linked with
MS Word

| Select Invaoice Stationery a |

IJzing M5 “Word template

Blank A4 Paper

A4 with letterhead

Continuous Forme, plain, shart invoice
Continuous Forms, preprinted, short invoice
Continuous Farms, plain, long invoice
Continuous Faorms, preprinted, long invoice

W S wiord template

Idzer designed HTML template

Drefault number of invoice copies T

Mumber of lines to skip for letterthead
Ermailed irvoice right margin

Slide to the right to decrease the right margin

Frint ko

Check to include your G5T Humber an the
ifvoice when printing on A4 with a letterthead.

v Check to dizplay invoice in MS Word before
prifting.

| Select || ok || Cancel |
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Importing Customer Details

Customer details can now be imported into EasyBooks. The program will import
details from a formatted comma separated (CSV) file. If a field name happens to
contain a comma (e.g. partnerships like namel, name2 & name3) then that field must
be enclosed in double quotes. The fields must appear in the following order:

Code,

Name,

Addressl,
Address2,
Address3,

Delivery Addressl1,
Delivery Address2,
Delivery Address3,
Phone,

Contact,

Tax,

Discount,

Email,

Principal

Name,

Principal Addressl1,
Principal Address2,
Principal Address3,
Principal Phone,
Discount

If a record duplicate or clash is detected on import a copy of the import file is written
out with the text ‘-conflicts’ appended to the name. Each failed import record line will
contain a brief description of the problem e.g. ‘Debtor Code Conflict’ if a debtor with
the same code is already present in the system.
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