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Chapter 1        Overview

1.1 Introduction

Once you log in, you will come to these main menu.

There are seven module under the main menu. 
1) File 
2) General Ledger
3) Customer
4) Supplier
5) Malaysia GST Related
6) Report
7) Setup   

You can move the mouse over the module, left click to open the module and left click again to close
the module.

The Intelligence Business Intelligence Dash Board will display information for 

1) Sales Threshold
    Will give you the annual sales forecast, if the sales forecast is more than 500K, you will have to register GST. 

2) 21 Days Rule
     This will display number of Delivery Order not yet issue invoice.

3) Payment and Receipt
     Display the bad debt recover and purchase payment reclaim, your industry code and GST start date.
     If there is bad debt recover and purchase payment reclaim, you must do the bad debt recover and O/S Invoice 
     more than 6 month process under GST==> GST month end process.
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1.2 File Module 

Export & Import
Export Data : To export the data in CSV format.

: General Ledger, customer Information, supplier Information and Transaction Information
   can be exported.

Import UBS Data : Migration tools for migration of UBS Accounting data to ES Accounting data.

Generic Data Import : Data in Excel CSV file format can be imported into our software.
  The following data can be imported : Chart Of Account, customer Record, supplier Record,
  Transaction, customer Balance, supplier Balance

Close Month End
Once you Close Month End, you cannot modify the transaction which has been close.

Year End Processing
To close this financial year account.

Extra Services
POS File Upload

Invoice Template Maintenance 
Item Template Maintenance
Mobile Cash Register
Expense Log
Expense Log Posting
Unit Of Measurement Maintenance
Product Code Maintenance

: Please contact Ecocard Solution for other Accounting Software's data migration.
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1.3 General Ledger Module

Journal Maintenance : Journal transaction not related customer or supplier.

Receipt : Receive payment not related to customer or supplier.

Payment : Make payment not related to customer or supplier.

Bank Reconciliation 
Cash Supply
Cash Purchase

Account
Chart of Account Maintenance : Maintain chart of account.
Chart of Account Template : List of template from which you can install it as your chart of account.
Opening Balance : Enter your opening balance.
Department Opening balance : Enter department opening balance.

: Setup recurring transaction.
Generate Recurring Transaction.

Budget & Stock
Fixed Asset Maintenance : Maintain Fixed Asset.
Maintain Stock Value : Enter your close month end stock.
Budget Maintenance : Enter your budget.
Budget & Variance
Profit & Loss Against Budget

Find Transaction
Find Transaction with any one of this criteria or any combination of them :
1) Account Name
2) Bill Number
3) Created By
4) Transaction Type
5) From ( date ) to ( date )
6) From ( Amount ) to ( Amount )

7) Description

Recurring Transaction Mtn
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1.4 Customer Module

All the customer's transaction will be done under customer's module.

Delivery Order : Issue delivery order to customer.
Sales : Issue Invoice to customer.
Debit Note : Issue debit note to customer.
Credit Note : Issue credit note to customer.
Customer Maintenance : Create new customer or edit customer's information.
Find Transaction : Find Customer's transaction.
Receipt : Receive money from customer, receipt reverse and receipt listing.
GST Bad Debt : GST Debt Management, GST Bad Debt Recover.
Reports : Statement of account, unpaid customer and etc...
Other : Opening Balance – enter customer's opening balance.

  Bad debt write off.
  Write off Listing.
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1.5 Supplier Module

Goods Received : Receive goods from Supplier.
Purchase : Enter Supplier's Invoice.
Debit Note : Enter Debit Note from Supplier.
Credit Note : Enter Credit Note from Supplier.
Self Bill : Issue Self Bill Invoice.
Supplier Maintenance : Create new Supplier or edit supplier's information.
Find Transaction : Find Supplier's transaction.
Payment : Make payment to Supplier, payment reverse, payment listing and payment allocation.
GST O/S Invoices : GST Credit Management, GST O/S > 6 months.
Reports : Suppliers reports.
Other : Opening Balance – enter supplier's opening balance.

  Bad debt write off.
  Write off Listing.
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1.6 Malaysia GST Related Module

GST Month End Process : Follow step 1 – 5 to close GST month end and generate GST03 return for filling.
GST Annual Adjustment : Do the GST Annual Adjustment in second taxable period.
GAF Files : To generate GST Audit File.
CGA Group Definition : Define of Capital Goods for the purpose of annual adjustment.
Tax Schedule Maintenance : To setup and maintain Tax code. 
Find Transaction : To find transaction base on Tax Code.
Reports : GST related reports including audit trail.
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1.7 Reports Module

You can view the accounting report, print out or export the report to Microsoft office excel. 

Batch Printing : You can print out the following document in batch : Tax Invoice, Debit Note, 
  Credit Note, Receipt, Payment Voucher and Self Bill Invoice.

 



ES ACCOUNTING ECOCARD SOLUTIONS SDN BHD

Page 10

1.8 Setup Module

1) Company Setup
     - Enter your company's information here.

2) Department Setup
     - Enter the department information here if you want to setup department accounting.

3) Customer Statement Group
     - You can setup the customer statement group here.   
    - When you create customer in the customer maintenance, you can specify the customer statement group
       for the customer. 
    - You can print the customer statement by select the statement group, and all the customer under the 
      statement group will be print out. These is done under the customer Module --> Report --> statement
      Of Account --> Generate Bulk Statement of Account

4) Account Module Setup

a) Control Account Range Setup : Setup the range for Trade customer Control Account, Trade supplier 
  Control account, Sales Account and Purchase Account.

b) Auto Generation Number : Setup auto generated number for all the bill.  
c) Year End Setup : Setup year end.
d) General Setup : Setup letter head, Footer, sales and tax invoice format.
e) GST Setup : Malaysia GST parameter setup.  
f) GST Control Account Setup : Setup GST Control Account.

g) Department Label : Setup department label.
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5) System Setup

6) Start Financial Year
     - Define you financial year  :  These is the first thing you need to do to set up the accounting software.

7) Access Control Maintenance 
     - To setup access control.

8) Account Maintenance 
     - To maintain user account.

     - Maintain Forex Code and Forex rate.
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Chapter 2        Accounting System Setup
You need to setup the accounting system before you can use the software.

The steps to setup the accounting system are as follow :
1) Setup the financial year.
2) Setup your company .

5) Setup the account module.
6) Create Chart of account.
7) Create customer.
8) Enter customer's opening balance.
9) Create supplier.
10) Enter supplier's opening balance.
11) Enter opening balance.
12) Maintain Stock Value.

3) Setup your department for department accounting ( Optional ).
4) Setup customer statement grouping for bulk printing of customer statement ( Optional ).
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2.1  Setup The Financial Year

1)Go to Setup --> Start Financial Year

2)Enter the date for Start Financial Year and End Financial Year.

3) Enter the Start Period and End Period.
     - If you had done the accounting for the first 3 month manually or using other accounting software,

        And you will need to enter all the opening balance for all the account, customer and supplier.

4) After you enter all the information, click the                                         Button and the financial year will be activated.

    erased. 

       then your Start Period will be 1st April ( in these case, you do not need to re-enter the first 3 month's data).  

5) If you want to erase all existing transaction, click clear all transaction, and all the  existing transaction will be
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2.2 Company Setup

Fill up all the information and click the                       button to setup the company.
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2.3  Department/Project Setup

1) Enter the Department/Project Code. 

2) Enter the Department/Project Name.

3) Click the                          button to add the department/Project.

4) If you want to delete the department/Project, click the Delete button.
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2.4  Setup customer Statement Grouping

Fill up all information and click                      button to add.

To delete the group, click the Delete button
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2.5 Account Module Setup

2.5.1 Control Account Setup

You need to setup the Control Account for the software.

Click the                       button to update.

Setup ==> Account Module Setup ==> Control A/C Range Setup
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2.5.2 Auto Generation Number

These software can generate the bill no for all you transaction.

Click the box on the left to select the bill no to be generated by the system.
You can enter the prefix of your choice.
Click the                         button to update you selection.

Setup ==> Account Module Setup ==> Auto Generation Number
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2.5.3 General Setup
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To setup header, footer, sales and purchase tax invoice format.

Advance Payment Account : To setup account for Advance Payment.

Trial Balance Grouping Setup : Once group added, only the main group account will be listed in the Trial Balance 
  Report.

Forex Gain/Loss Account : To setup forex gain/loss account.
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2.5.4 GST Parameter Setup

Note :
Must setup GST parameter properly, otherwise the GST tax return might not correct.
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2.5.5 GST Control Account Setup

You need to setup the GST Control Account

GST Input Tax Account : Input Tax ( Current Assets )
GST Output Tax Account : Output Tax ( Current Liability )
GST Expenses Account : Expenses ( Expenses Account )
GST Control Account : Tax payable to custom ( Current Liability )
GST Adjustment – AR Bad Debt : AR Bad Debt Account ( Current Liability )
GST Adjustment – AP Bad Debt : AP Bad Debt Account ( Current Assets )
GST Bad Debt Account : GST Bad Debt Account ( Expenses Account )
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2.6 Create Chart of Account

You can create chart of account by install it from the chart of account templates and modify it to suit
your application.   

To modify the Chart of Account, go to GL ==> Account ==> Chart Of Account Maintenance and the
Chart of Account Maintenance Form will come out as above. 

beside the particular account.

   

Click the Delete on the right to delete the unwanted account.

You can see all the transaction done for the particular account by clicking the Transaction button

To create a new general ledger account, click the Create New GL Account on right top of the page.
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2.6.1 Create New GL Account

Enter all the necessary information and click the                     button to create the new GL Account.

GL Account No.'s format is as follow :  XXXXX/XXXX , the X can be number or alphabet.

       Subsidiary Ledger 
( number of X can be 1 to 4 with any combination of 
numbers and alphabet )

Account Group ( Main Ledger )
( number of X can be 1 to 5 with any combination of 
numbers and alphabet )

Group To : When B account is group to C account, the balance amount in the B account will be summed  
   up under the C account. And only the C account will appear in the financial report.

Department : Select the Department for department accounting.
Special Account : Select the special account from the drop down list if necessary.
Tax Code : Define the tax code for these ledger account. Once define, our software will select

  these tax code for all the transaction involved these ledger account.
( You should define the tax code, so you don't have to remember what tax code to use when 
  you create a new transaction for these ledger account )

After you click the Create New GL Account, the General Ledger Account Maintenance Form will display.



ES ACCOUNTING ECOCARD SOLUTIONS SDN BHD

Page 25

2.7 Create customer

Open the customer Maintenance to create new customer or edit customer information.

Define the Trade Control Account in 

You can specify the statement group by select the group from the drop down list. The account statement
can be print out in bulk base on the statement group.

After fill up the information, click                       to create the new customer.

You can click on the Find customer Form to view the list of customer created. 

Important Note

You should define the Credit Sales Account.
Once you had define the Credit Sales Account, our software will fill up the sales account for you whenever you issue
new invoice for these customer, so you don't have to select the sales account again. 

For Supplier Maintenance, you should define the Purchase account for the supplier.
Once you had define the Purchase Account, our software will fill up the Purchase account for you whenever you 
create a new purchase invoice for the supplier, so you don't have to select the purchase account again. 
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2.8 Find customer Form

Type the customer's name in the red circle box and the software will list out the customer.
Click on the customer Name to view or edit the customer's information. 
Click on the Edit Balance to go to customer Debt Opening Balance page to enter the opening balance.
You can delete the customer by clicking the Delete.

2.9 Enter customer's Opening Balance

Select the customer from 
Enter all the information and click                    button.
After successful adding, the transaction will display at 

          Show a list of the outstanding bill which had been added.
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2.10 Create supplier

Process similar to Create customer.

2.11 Enter supplier's Opening Balance

Process similar to Enter customer's Opening Balance.

2.12 Enter Opening Balance

The opening balance is the balance brought forward from last month / last year.

then you need to enter the Opening Balance for all the GL account ( Balance Sheet Account and 

If you start using these software on the first month of the financial year, then you only need to enter
the opening balance for the Balance Sheet Account.

You cannot enter the opening balance for the customer Control Account And supplier Control Account, the
software will generate the opening balance for these account from the customer & supplier's opening 
balance.

If you start using these software after the first month of the financial year ( from 2nd month and above ),

Income & Expense Account ).
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2.13 Maintain Stock Value

You need to create the stock for maintain in these page.

go to GL ==> Budget & stock ==> Maintain Stock Value

Enter the stock value name, opening balance and department if applicable.

Select the Balance Sheet Account from the drop down list.

You can click the Name of the stock to edit it.

close stock value.

Select the Opening Stock Account ( these is from the Income & Expenses Account ).
Select the Closing Stock Account ( these is from the Income & Expenses Account ).

You need to go to the Maintain Stock Closing value by clicking the Edit Close Stock to update the monthly
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