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Debtor Cash Book Search

Video Training Manual 2016 - Click Here

This allows a user to prepare a debtor’s financial records.

Debtor/Customer Cash Book Basic Search

You can search by the following:

Cash Book Name
Cash book Date
GL Bank Accounts
Cash Bool Status
Cash Book Type

Debtors Cashbook is where we capture Debtors'/ Customer's payment entries

Debtors Module> Activity> Debtors Cash Book

DM Cash Book Search
Q\, Search [a', Add [% Edit [E Cancel | @ Verify Cash Book | fp Authorize | PP Process Cash Book -ﬁ' Post Status 9 Print [ Import ~

Basic Search Custom Search “ Expand

Cash Book Name: GL Bank Accounts: w
Date: EEIR
Cash Book Status: All w Cash Book Type: All w
Total Debit: 29 100.0000 Total Credit: 15 000.0000
Page |1 | ofl & | Remove Paging: [
# Att | Cash Book Date Bank Account Name Cash Book Name Refarence Short Description Cash Book Type Total Debit
1 7 2023-11-30 Bank Account Main & Nov 2023 Nov 2023 Nov 2023 Monthly Cashbo... 27 000.0000
2 é 2023-06-21 Petty Cash Account test teszt collections | receipts Monthly Cashbo... 500.0000
3 cﬁ 2021-02-24 Bank Account Main & Customer deposits JANZO Monthly Cashbo. .. 1 600.0000
Search Search for an already created cashbook
Add Add a new cashbook
Edit Edit existing Lines function
Cancel cancel a cashbook
Verify Cashbook Verify the cashbook lines before posting
Authorize Authorize the cashbook before processing this activates

the process button

Process Cashbook Post to the ledger account
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Post Status Check the posted status

Print/Import Print the cashbook grid or import data from Excel

Past tus Button

Allows a user to check if the cashbook has been posted or not

Search Search for posted cashbook



Reset Item

Reset All Qued

Remove Item

Remove completed item
View

View button

Print button

Print / Import Button

Reset the item

Reset all qued items at once

Remove item from the list

Remove the completed items from the list

View the transaction

Allows a user to view the cashbook

Allows a user to print the cashbook



Print

Print cashbook



Order: allows you to order it by date, account, account date, description, and reference

Upload Cashbook

Import Cashbook

Once the cashbook has been uploaded it will be found under the import list



Select cashbook
Verify the cashbook for any errors
click on import

(refer to the import menu for the cashbook import format file)



Add Debtors Cashbook

Adding a Cash Book

Go to Debtors Module> Activity> Debtor Cash Book

Click Add to create a new debtor Cash Book

DM Cash Book Search

Q, search | [ Add J[ 3 Edit | [ & Cancel | & Verify Cash Book | yf Authorize | P Process Cash Book | < PostStatus | ) Print / Import ~
| BasicSearch | Custom Search |§ Expand

Cash Book Name: | | GL Bank Accounts: -
Date: M@l -

Cash Book Status: All v Cash Book Type: All v
Total Debit: 29 100.0000 Total Credit: 15 000.0000

[4 4 | Page |1 ofl | b bl | & | RemovePaging: [

Once complete, capture the details below:

DM Cash Book Sf2f?
(& Attachments | £\ Create Reminder | «& Allocate Insert Template Save As Template | (=) Print @ dose

| Cash Book Details | Custom Fields

Cash Book Number: Bank Accounts: 1-1200 - Petty Cash Account (R}

Cash Book Date: 2023-06-21 | Cash Book Type: Monthly Cashbooks b

Cash Book Name: test Short Description: collections [ receipts

Reference: teszt Long Description:

Branch: Web - Dev HSOF & Co xl ¥

Copy Reference: Increment Reference: [

Copy Previous Line Description: [~

4 4 | Page (1 |ofi| b bl | @ |[@aAdd | FAddsplit | [ Edit | [ Delete | % Convert To spiit Displaying 1 - 1 of 1
# Att | Allocated Status Line Date Account Code Account Name « Line Type = Company Name Acct. Type
Cashbook Number This is the Number that is Generated in the system when a

Cashbook is saved.

Cash book Date The System defaults to today’s date the user can adjust
the date of the cashbook.

Bank Accounts This is a list of company bank accounts for transactions.

Cash Book Name This will be the way the Cashbook is identified in the
company books

Cashbook Type This will be either Daily Cashbook or Weekly or Monthly.
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Reference
Short Description
Long Description

Increment Reference

Copy Reference

Add Cashbook Items

This will be the reference for this cashbook.
The Given Short Description for the Cashbook.
The Long Description for the Cashbook.

It Increases the number by one example if the user
Reference is CB 1 and the tick is added on the ‘increment

reference’, when you add a new line, it will add one to the
number.

It Copies the reference.

To add cash book items, you need to click on the middle Add below

DM Cash Book a
& mtachments | £\ Create Reminder | «§ Allocate Insert Template Save As Template | (=) Print D dose
Cash Book Details |  Custom Fields |

Cash Book Number: Bank Accounts: 111000 - Bank Account Main & (R) | v

Cash Book Date: 2023-11-30 [ec) Cash Book Type: 'Monthly Cashbooks ™

Cash Book Name: |l|mr 2023 | Short Description: | MNov 2023 |

Reference: | Mov 2023 | Long Description: Movember 2023

Branch: ‘Web - Dev HSOF & Co | B

Copy Reference: Increment Reference:

Copy Previous Ling Description:

[4 4 |pPage 0 |of0 | b P] | @ Eg add split Edit | [ Delete | & Convert To Split MNo data to display
# At Alocated LineDate | AccountCode | Account Name Line Type Company Name  Acct. Type Refer

After clicking on the middle add you will see the screen below:
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Cash Book Line x

DM Cash Book Line 7]
& Atachments | O search | € Allocate All | [ Unallocated Amnt | | Save Allocations ) dose

Master: Bank : 1-1000 - Bank Account Main

CashBookType  Debtor Cash Book |

Line Date: 2023-11-30 = Reference: 'Nov 2023 |

Debtor: TSI001 - Tsile Test lsal

Eniry Type: Deposit / Debit Bank v Amount (R) | 10000 |

VAT Account: No Tax e VAT Type: Mo Tax Type w7

Description: | Nov Payment |

Additional Nov Payment

Comment:

Debtor Link v Branch:  Web - Dev HSOF & Co >
4= Previous Next =p B save Y save and Close |4 save And New

Cash Book Type
Line Date

Reference

Debtor/ Customer
Entry Type

Amount

VAT/ GST Account
VAT/ GST Type
Description
Additional Comment

Debtor Link

Branch

once all information has been captured, click Next

Cash book type should be debtor/ customer cash book
Add a date the payment was received

Add appropriate reference

Enter debtor name

Select entry type on the dropdown menu

Enter the amount reflecting on the payment

Select VAT/GST Account on the drop-down menu
Select VAT/GST type on the drop-down menu

Add description for cash book

Add additional comment if any

This is used to link an expense to an existing customer to
track what a customer may be costing the company. Eg:
taking a customer to lunch

The default branch will show, they you want to change the
branch then select the right on the drop-down menu
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Cash Book Line

DM Cash Book Line

| @& mttachments | O Search | 3£ Allocste All | £ Unallocated Amnt | [ Save Allocations |

Cash Book Type: | Debtor Cash Book |

Master: Bank : 1-1200 - Petty Cash Account {R)

This screen caters for allocation to Division, Region, etc.

You can also enter the settlement discount amount on this screen

to enter a settlement discount, click the discount box

this will enable the fields for you to select the action and amount

Enter the amount

Select Journal action: Debtors / Customer Discount

Line Date: 2023-06-21 ] Reference: tesat |
Debior: 1002 - TRACEY LEE MOODLEY v |
Entry Type: Deposit / Debit Bank v | Amount (R) | 4582.5 |
VAT Account: Mo Tax w VAT Type: Mo Tax Type o
Description: | collactions | receipts |
Additional

Comment:

Debtor Link: W Eranch: Wehb - Dev HSOF & Co |v |

Fl  see ) soescese H] sevesten
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Cash Book Line X

DM Cash Book Line [@f2l7]
& mtachments | O, Search | 3 Allocte All | [F3 Unallocated Amnt | [ Save Allecations B Close

Cost Centres:

Region: |Gau1e.r|g |v| GL Group: || |v|

Division: Installation v | Project: | )29

Job Allocation: w Q Job Service ltem: b

Job Type:  Expense v |

Settlement Discount:

Discount Doc. Currency: -]

Transaction |C||5t0|'|'|er Discount Settlement Amount: 117.5

Currency:

EBank Exchange Rate: 1 EBank Currency: 0

Exchange Rale: 1.00 Local Currency: 0.00

Doc. Currency Document Amount: 0
48 Previous Next = H  sxe H saveadoss | SavefMNew

Once the cashbook is processed a debtor journal transaction will also be created automatically for

the settlement discount portion.

Youi can click next to allocate the payment amount to the specific invoice

Note: if settlement discount amount is applied, once the cashbook has been processed you will
need to do the allocation for the discount portion separately on debtors Allocation

Save and Close to capture the next entry or

Click Save and Close
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' DM Cash Book FAEE

| & ttachments | L) Create Reminder | & Allocate | (5 Insert Template | (=5 Save As Template | () Print | ) Close

Cash Book Details |  Custom Fields |

Cash Book Number: Bank Accounts 1-1000 - Bank Account Main & (R) |

Cash Book Date: 2023-11-30 Iz Cash Book Type: ' Monthly Cashbooks v

Cash Book Name: |Hmr21]23 | Short Description: |Hw 2023 |

Reference: ‘Nov 2023 | Long Description: November 2023

Branch: Web - Dev HSOF & Co v &

Copy Reference: Increment Reference:

Copy Previous Line Description:

4 4 | Page |1 |oft| b bl | @ |[GAdd | EaAddspit | [3Edt | [ Delete | & Convert Tospit | Displaying 1- 3 of 3
= Line Date  AccountCode  Account Name « Line Type Company Name  Acct. Type Refer

I & @ 20231130 1-1600 Trade Customers DM Otsile Current Assets ~ Nov 2
3 & @ 20231130 | 1-1600 Trade Customers DM Tsile Test Current Assets ~ MNov
4 G >
Total Debit: 27 000.0000 Total Credit: 15 000.0000 Total VAT: 0.0000
Save Save And Close Close

The Cashbook can then be authorized and processed

Click on the Authorize button, the message below will show click ok
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Once authorised the option to process cashbook will be available and you can click on the process
button to process the Cashbook



Insert Template



Search
Import
Delete Template

New Date and Reference

New date

New Reference

Swop Debit/Credit

Keep Template date

Search for existing Templates
import template information
delete an existing template

Tick here to change existing template with New date and
New reference

Enter a date that you want your cashbook lines to change
to

Enter a reference that you want your cashbook lines to
change to

Allows you to swop the debit and credit lines around
Excellent if you want to reverse the cashbook

This tick retains the transaction dates as per the cashbook
template being imported.

If the tick is off, then current date will be applied to the
imported entries.



