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PREFACE

Congratulations on getting associated with Reach Accountant, The Next Gen Cloud Accounting Software.
This is your first step in becoming a Future-ready Accountant and be enabled with tools needed for you

This course will be useful if:

1.You are an Accountant, trying to learn Cloud Accounting to become a future ready, next-gen Accountant.
2.1f you have purchased Reach Accounting Software and wish to put it to use in your organization.

3.If you are an Accounting or Tax Consultant, wanting to use Cloud Accounting Software for your Clients

If you are an Accountant trying to learn Cloud Accounting.

We assume that you already have some basic knowledge of Accounting or working knowledge of any other Ac-
counting Software.

In case you are a beginner, | recommend that you watch our videos on basic accounting training before taking up
this course.

If you have purchased Reach Accounting Software and wish to put in to use.

Please understand that implementing any software in your business is a serious business.

You will have to win the confidence of your employees who will use this software and make sure they are trained well
to do their daily functions using the software

Choose one key user cum trainer in your organization who can take up the entire training. It can be yourself or some
senior person assigned by you.

Reach, not only does accounting but also completely automates your business, hence a person who completely
understands your entire business will do well to learn the software.

This key user can take up a one-on-one training with any of our consultants before rolling out in your organization.

If you are an Accountant or tax consultant

You might already be aware that Cloud Accounting brings a lot of benefits to your practice by giving you a real time
view of your clients Accounts and taxes.

It gives you additional bandwidth to add more clients from anywhere in the world and helps you finish their account-
ing and taxes on time.

For you, this course will be a useful insight on finishing accounting and taxes of your clients using the software.
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INTRODUCTION

1. What is Cloud Accounting?

Think about Facebook, Gmail and Internet banking. Every time you login and access this data, you’re using the cloud.
The Cloud becomes possible because of availability of internet. It makes data and software accessible online anytime,
anywhere, from any device.

INTERNET

ORI FFOM HORME WORH FROM LAN WDTEH DN MOVE

Traditionally, your software was stored in your Hard disk and hence allowed only you to access at any time. A few
years later, You were able to share your hard disk with multiple computers within your office using a LAN. With the
advent of the internet, you can now allow multiple users to access the same software from anywhere in the world. This
is called Cloud Computing
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Introduction

2. What is Reach Accountant?

Reach Accountant is an Accounting Software. However, Unlike your traditional software like Tally, MYOB etc, it
is hosted on the Cloud and so allows you to access and use from anywhere like your facebook or gmail using a
browser.

Reach Accountant

Small Mid size, Will Use

Growing Business

Manufacturer, Retailer
Repair Shap Service Business

wi"USB 1 miurr
sma".mcm Business MJ , EXCEI ChuickBoaks.

Power of Simplicity

Reach Accountant is made to suit 21 different businesses and hence gives a business the advantage of using a
single software without having to customise the software for their needs.

Practicals

Take a quick walkthrough of the Cloud Accounting Software along and explore the

various Menu and Submenu

TRY NOW

www.reachaccountant.ae 7
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GETTING STARTED

Learning Objective

Before you start using Reach Accountant for your Organization, you will have to do the following:
1. Setup your Account

2. Train your Users

3. Import your Old Data

1. Setting up your Account
Setting up your Account involves creating your software account and getting it ready to use.

Here are some key things you should do:

1. First, you will have to Set up your Company, Branches and Users (next)

2. Once the company is created, You can download the Desktop icon and mobile app to facilitate easy access from
next time (Then)

3. Reach gives you an option to customize the names of the menu tabs, You can change names, design the Invoice

templates to your preference and setup the sms and email templates

2.Training your Users
Once your Account is set-up, The next step is to train the users.
Depending on the size of the company, you can identify the employees who will be responsible for using the software.

The following employees can benefit by using Reach Software
1. The Billing Counter Clerks

2. The Accountant

3. The Purchase Incharge

4. The Warehouse/ Godown managers

8 www.reachaccountant.ae



Getting Started

This super user can be yourself or any of your senior employees who understands the business.

The super user can ideally take up a one-on-one training with one of our consultants and can watch all our training
videos to get trained in the product. These training videos are available in our website

3. Import your Old Data

Once your users are trained in the software and have practiced the entries in the software, You are ready to roll out
for daily transactions.

Here is how you do it:

1. Import your Customers, Vendors, Products and Account Ledgers into the software

2. If you are making this transition halfway through and are already using a software, you can also import your
transactions like, Sales and Purchase orders, Invoices, receipts and payments

3. Once done, check if the Trial Balances, Customer and Vendor Balance and Opening Stock tallies in the respec-
tive reports.

4. After this, you can start using Reach Accountant everyday.

Practicals

Take a quick walkthrough of the Cloud Accounting Software along and explore the
various Menu and Submenu

TRY NOW

www.reachaccountant.ae 9
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SETTING UP

In this chapter, let us learn how to create your account with reach and make it easy to access every day. These are
done only once and you will only use the software for daily transactions once the setting up is completed.

Now let us learn the following:

Creating a Organization

1 ( | My Reach
Seftings
Piugin
Hi M/S. RHEA INTERNATIONAL, Choose the organisation/Company you want to access. 2 < m Account Information
Organisation / Company Exop
Dusplaying 1-43 of 43 rosults Change Passsond
Qrganisation Name + Cliont Marme ~ Email - Mobile « Subseription End [ 5% 04
Manufaciuring Restaurants. restaurants@reacherp.com 125455 131272018 Customer
Daarmand Swashi ply swastikply kopi@gmail cam 9028805599 TIM2018 Customer
Duarmond Deailer wirpsh shargl vearpshehurglGgmail com 9538681656 1322018 Custormior
AR ENTERPRISES ANCGOP angopkumarcj@gmail com 9516048540 1V122018 Customer
Cale SUN CAFETERIA epeafevd, S@reaherp com 9843501706 TIN22018 Customer
Car Sonace harcy tpcarsanatevd S@reachorp com 952093362 1IANE Customer
Deefite Opbics Neeraj Arora neerajaron@gmail com S811153299 122018 Customer
Dearmond Diamond efpdamondvd. Si@reacherp.com 95T4561220 1322018 Customer
Bianond Disalor DDiamond diastar_old@pacific notsg 9643309003 13122018 Customor

1. Go to Myreach under settings tab.
2. Click add option.
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Setting Up

Add Organisation Data

a
Business Category™ 4o nutacturing Business .

Type Of Business® ) b turers -

Ewmal” robin@reacherp.com

Password *

Company Nama Reacherp

.
Name ™ cobin Moses

Mabile {To receive reports) *

52093392 — 3

Country

2 Chennai

CuMEnY | 1o kan Rupss (INR) b

—

(Fill the Mandatory fields)

3. The daily reports will be received reports as a mobile number
4. Click on save once you are done

Creating a Branch

BHEeOcCk
ve

Bttt Aformation S

1 ( Wy Reach
Settings
Plugin
Hi M/, RHEA INTERNATIONAL, Choose the organisation/Company you want to access. Account Ingemation
Organisation / Company Sl
Drsplaying 1-43 6f 43 rpdulty Changs Pasyeond
Orgontsation Name » Cliont Namo ~ Emall ~ Mobile = Subscription End [ S99 0W
MArufactiling e 2 Restaurants restaurants @reacherp.com 125465 131202018 Customer
Diamond swastic ply swastikply kop@gmail com 9026805599 13122018 Customer
Daamand Doaler vperosh shirl veerdshshrol@gmal com 9530681656 13122018 Customir
AR ENTERPRISES ANCOP angopkumarcj@gmail com FH6046540 122018 Customer
Cafg SUN CAFETERIA ampeafevd, S@reacherp com 9843501706 13122018 Customer
Car Sondce Marey afpearsanacavd S@reachinp com 4952003302 13nens Customor

www.reachaccountant.ae 1 1



Setting Up

1. Go to Myreach under settings tab
2. Click Organisation name, know it will go to Financial Year

REacCH |

Botress Auformation Softwas

Welcoms NS, RHEA INTERNATIONAL, Logged in for Home Branch - GST Plugin ."
Financial Datas of Moi Template B2
Displaying 1-1 of 1 result.
Ovganisation = Year = Start Date = Auto Impon 08 - Action
R 2017 - 2018 Apeil 1, 2007 NO

3. Then click Financial datas

Welcome WS, RHEA INTERNATIONAL, Logged in for Heme Branch - GST Plugin &
Branch Details of Manufacturing for Financial Year 2016 - 2017 4
Drsplaying 1-2 of 2 results.
Branch - Year Action
Home Branch 2015 - 2017
Dehs 2016 - 2017

4. Click add button and create new branch

Branch Information

Branch Name * Chennai

Contact Person Robin

Company Name Reacherp

Company Subname Reachaccountant

Branch Logo o i) downioad.jpg _} 5
ShOWLOGO ¥ w5

S robin@reacherp.com

1 2 www.reachaccountant.ae



Setting Up

(Fill the relevant details properly)
5. upload your logo and if you want to SHOW LOGO in your transaction print click the box

b www, reacherp.com

Fax

Book Starting Date
{ddimmiyyyy)

01/04/2017

Finyr Ending Date
(ddimmiyyyy)

3000372018

Is Default?

Branch Signature o _} 6

Branch Seal W choose File [T —> 6

6. Attach your branch signature and seal

Address Information _). 7
Address

GEE GEE Plaza,

Address2 et Crofts Road. Nungambakkam,

City

Chennal,

State/Province

Tamil Nadu v

State Codu: 87
Country i v
Language English v
Currency B

Ingian Rupes (INR) v
Pincode £00034

www.reachaccountant.ae 13



Setting Up

7. Fill the address information

Bank Details e O

Bank Name AIC NAME: REACH PROCESS OUTSOURCING PVT LTD

Bank Accno. 0010200020581

Bank Swificode x1siNBB189

Bank Branch o, 2cawalkam, Chennai

Bank Ifsccode 17150000189

Bank Microcode 500211009

— 23 =

8. Fill the tax information and batch settings
9. Click save

Creating a Financial Year

BPeacCh—

Bosness Adormaion Software

1 ‘_ My Reach
Sedtings
Plugin
Hi M/S. RHEA INTERNATIONAL, Choose the organisation/Company you want to access. ACCount Indoemation
Organisation / Company Sl
Displaying 143 0f 43 rosults. Change Passwond
Organisation Name ~ Cliont Mamg - Email - Mobile ~ Subscription End [ Sign Ot
Manufacturing _’. %) Restaurants restaurants@reacherp.com 125495 122018 Customer
Diamond swastik ply swastikply kop@gmail com 9028805599 131272018 Customes
Daarnond Dealber wioresh shingl veeroshshnel@gmail com 9535681656 12018 Customir
AR ENTERPRISES ANOOP anoopkumare j@gmai com FHE4B540 1122018 Customer

1. Go to Myreach under settings tab
2. Click Organisation name, know it will go to Financial Year
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Setting Up

Welcome M/S, RHEA INTERNATIONAL, Logged in for Home Branch - GST Plugin

Financial Datas of Moi Template
Displaying 1-1 of 1 result

Organisation -

Start Date -

Apel 1, 2017

Year =

2017 - 2018

3. Now click add button and create new financial year

Add Financial Data

Financial Year 2017-2015

Book Starting Date
(ddimmi ) 01/0472017

Auto Import Opening Balance 2016 - 2017 v ) 4

Is Default [

&

Auto Import OB -

CE | rcaoo

«— 2

4. Choose the last financial year, in which all the closing balances will be the opening balance for current

financial year.
5. Click save

Downloading the Desktop Icon

ReG CIE\
s Aomanen Hobeere

Hagn in 1o ResehERP

5 iR

—

Click Download Setup(.exe) and save the downloaded file to get Desktop Icon

www.reachaccountant.ae
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Setting Up

Downloading the mobile App

k Reac
thrennss i Softwrm

ReEeQC

Business Automation Software ReAcCk i Reshiour =
Business Automation Software
Emaiis =
Reach ERP = prospects
ReschAcomntant Sign im to Reach Accountant
E : . f Repair =
o lﬂ! INCHmE -
Powrikoads 122 Finanes irvlae Eﬂ o I & Inventory =
1. use to google play store and Download the each app
2. After downloading the app, you can login with your user ID on your mobile

Setting up Templates

&= 7] El

Imveniory = Accongbng Topots

Wakcome GEGBAL TRADING CO., Logged in for Home Branch . G

1
Piugin
Account Settings ?m Actourt idormason
Homa | Croats Templated . Add Templates Exgem®ring
e e 3 Crangs Pasgwand
» CoMiohie Setng gy Oun
Displaying 1-12 of 12 results -
il Tersplate Name = Satiing type - Agtion
Ly
Imrentony
' Invoice
ALtountng
GIT1 Porlorma [rcce m
1. Click settings under settings tab
2. Click income
3. Click add templates and create the new one

16 www.reachaccountant.ae



Setting Up

Create Templatios

sy

L L

Tensipdats Mo *

I B Templie

Tars £ v

4. Select the Setting Type.
5. Enter the Template Name.
6. Select Choose Template.

Customization Fields

Shoow this Flakd in Template

mand e Gredt leemae

=t

) TergiEe

¢ —
J—

—p B

T

Currént Flabd Manve Customized Labsl Namé

Setirps Type

Prefoc

Ircsie ¥ IreCoe: il

Irveite Type

a5 AL COnnl

7.To change the Field Name you can Enter in Customized Label Name respect to Current Field Name.

www.reachaccountant.ae
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Setting Up

Above the line s

Show this Field in Print

YV — g Column 1 T > 38

Column 2
Column 3

Column 4

8. To add Additional Column in Print Invoice use the Column.
9. Enable the Show this Field in Print checkbox .

Field 1@ Round off —_— 10 ‘ Map Account v
Map Account =
Income

Field 2 Freight Charge

Transport Charge
Packing Cost
Field 3 Sales
Service Charge
Expense
Field 4 Salaries and Commissions
Purchases
Purchase of Old Gold
Discounts
Rent
Subtractions Staff Welfare
Forex Gain/Loss
expense
Field 1 Asset
Tax Deducted at Source
Liability -

add more/less

Field 2

10. To add Additional Field in Print Invoice use the Field and map the account.

18 www.reachaccountant.ae



Setting Up

Print Settings
Print Title

Show Logo (¢ =——3 11

Print Size Ad Size ’ 12 .

Do you want to show Address in (¢
Print?

Do you want Product Tax to be [«
printed?

Do you want to print Biller «
Information?

Do you want to add tax with the #
Total?

Do you want Product Images to [«
be printed?
11. Here you can enable the checkbox to print Logo in Invoice
12. Here you can select Print Size
13. Now Click create

Setting up the email templates
1. Click settings under settings tab

Peack ] @

Pescyting Ruports

Walcome GLOBAL TRADING CO., Logged in For Home Branc

—

Customize SMS Actount Iormaton

Hema | Senings. | Custeenize Emai [m—

Crangs Passweoed

AL Default Sattings 0 Ot
S
B
» Sacerty and Data Proecton Enquiny oo Thank you for g s, Our Sales Excecutive wil get n tooch win
you shoay
» Cusipmesatons
» Tomgpiates —_—
- S vinatiagy Temolas 3 AppoIntImUnt v, appointment s schedited fos A#ARRTIERE on ES4ARE0ESE. Our A
> ENEC LIV RIADDE XeCtvemE) will §Et i touch with you >

» E-mai Tampiates

w IFvet b Tomplshes

» Users & Acess Restreten BN ot Tor (uwC Tor MeADD 0N #EADD

Fiease be there on time.

W have receved your Quote rICucienoms. The expected date of defvery is
meDelvery Daless. Thank youl

OrderRosdy s swCusthamess, Your Order NO sOrserNO i ready for the Delvery

www.reachaccountant.ae 19



Setting Up

Click Templates

Customize the SMS or E-mail content

2
3. Go to SMS/Whatsapp templates or E-mail templates
4
5

And save

Customising names of menu tabs

Ok @&

Dashboard

& = Ei

Leads= Inventory = Accoyntng Reparts:

Admin
Income
Expense
Orders.
Leads
Inventory

Bulk Messaging

O © 0 0 0 ©0 0 ©

AcCounting

hy Reach
Welcome GLOBAL TRADING CO., Logged in for Home Brand,
— EEN

Arcaunt Infarmation

Business settings ExpoPrint
Homie = Setings ' Business Saitings Change Password
Sign Out

Piease use this page to customize your account and keep it ready for later data entries. You will save a lotof time and eftrw vy pou sumvimrg——
OUF ACE ou

Here is what you should do

o Add your Business Detalls and get ready to start

Auto-Import your leads from your website and e-mall

e Add your products

1. Click settings under settings tab

RO cCHk &

oimator Dashboard

= [atal O = i @

Leads = Income = Expensa= Irventory = Accoynting Reparts

» Business Profie

» General Setings
. » Import

» ‘Noridiow

= - Securtty and Data Protection

Customisations —) 2
» Tad Menu _> 3

» Pages

= Tampiates

= LUigers B-Aceess Restmeton

20

Welcome GLOBAL TRADING CO. Logaed in for Home Branch - GST Plugin »

Module Customization

Homig  Settings | Module Customization

Displaying 1-4 of 4 results.

Module Mame - Display Name - Action

Ervens Eraes

Incorne > Sales order Sales Order
Income > Inuoice Invorce: Aclion -
Expense > Purchase Order Expanze m

www.reachaccountant.ae



Setting Up

2. Click customizing
3. Go to tab menu
4. And click add Module Customization

Add Module Customization

Home | Settings . Add Module Customization

Module Name ™, 245 > Sales Order — 5 ¥

Display Name \Work Order ; 6

5. Select the default menu name
6. You can customize your menu name
7. And go to create

Customising names of sub tabs

& H @

Irvventory = Accoyntng Reparis

Wy Reach

Welcome GLOBAL TRADING CO., Logged in for Home Brand,
1 <— I

Account information

Admin : .
Business settings Exportrint
Income Home = Setiings | Business Seftings Change Password
Expense Sign Out
Piease use this page to customize your account and keep it ready for later data entres. You will save a lotof time and eftw vy v cumvmeng—
YOUF ACEou

Orders
Here is what you should do

Leads

Inventory o Add your Business Detalls and get ready to start

Bulk Messaging

© 0 0 0 0 0 ©0 ©

Accounting Auto-Import your leads from your website and e-mail

e Add your preducts

1. Click settings under settings tab

www.reachaccountant.ae 21



Setting Up

ReocCh &

ufomation Softwire oot oo

i i

Accoyntng Reparts

_ Module Customization

» Business Prolie

s General Setings

— =3

= ‘Norkiow

Home  Settings ' Module Customization

Displaying 1-4 of 4 results.

Module Nome -

= Securtty and Data Protection

s Cusbomisations —) 2

» Tad Menu _} 3 & Expense

» Pages

Incare = Sales order

= Tampiates

Income > Invoice

= Uisers & Access Resiiction

: B

2. Click customizing
3. Click tab menu

4. And click add Module Customization

Add Module Customization

Home | Settings ' Add Module Customization

Module Name {asis

—>5

Welcome GLOBAL TRADING CO., Logaed in for Home Branch - GST Plugin »

R e © /dd Module: Customization

Display Name - Action

Erene
Sales Order

Invoice: Action =

Expense [ #ebien =

Display Name Sales

—> 6

5. Select the default menu name
6. Type your display tab name
7. And create

22
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Setting Up

Designing the Invoice

ReEack @ = Ll @

Dashboard Leads = Income = Expensa=

& = @

Irveentary = Accoynbng Reparts

Ad . )
i Business settings
Income Home | Setlings  Business Settngs
Expense
Civiess paur accouwnd
Here is what you should do

Leads

Inventory

Bulk M

© 0 0 0 © 0 O O

Accounting

e Add your products

1. Click settings under settings tab

] Ltk @

Dashboard Leads = Incoma = Expensas

Imwentory =

iy Reach
Welcome GLOBAL TRADING CO., Legaed In for Home Brand,

e E—

Account information
ExpodtiPint
Change Password

Sign Out

Piease use this page to cuslomize your account and keep it ready for later data entries. You will save a lot-of time and eftr e wy piv cusmommeng——

Add your Business Detalls and get ready to start

Auto-Import your leads from your website and e-mail

& il B

Accoyntng Repaorts

Invoice/Bill Templates

» Business Profile
= (Gemeral Sefhngs
> Import Template Name =
» ‘Workflow Mo results found
s ‘Securnty and Data Probecbon
= - 2
» Smsl Whatsape Tempdates
» E-mail Tempizies
» Invoce/Bil Tempiates ._..—> 3
» Users & Access Resinchion |
Sales (+]
2. Click Templates
3. Invoice/Bill Templates
4. And click add a Invoice/Bill Templates

www.reachaccountant.ae
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Action
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Setting Up

Add a Invoice/Bill Template

Template Name. | 1 invoice

Parent Template Template 2

Place Holder —GeleEE e

—Select— “
Bill Due Amount

Bill Grand Total

Bill Grand Total in Words
Bill Notes

Place Holdername

Temp Content

ESDUFCEIEB I ﬂll'g

—_—5 v

—_—

Bill Paid Amount
Bill Product Tax =

{{LoGO]

5. Select Parent Template
6. You can select Placeholder

Add a Invoice/Bill Template

Template Name GST Invoice

Parent Template Template 2

Place Holder | Bill Due Date .

{TTLE}R ‘

custom invoic4 tem|

Place Holdername

Temp Content

|@Sou::e|!5 I uig = gilNurmai -

Cut Ctrl=X
Copy Ctri+C
Paste

Paste as plain text Ctrl

Bt Select all
_._), 7 Search Google for *{[VCH-DUE-DATE))"
| . o
{1LoGoy l ik 12 Koveied tem
{{COMPANY-N  Row 'l Spelicheck » PRE} HivE
{{COMPANY_ME Column ¥ F_ADDRESSEH' Writing Direction » §f Note:
(COMPANYCI] —~ [E}}. Code: (COMPANY-ST; N
HCOMPANY-CQ -PINCODE}) et :
Mobile no: {{CO H Table Properties ILne no: {{COMPANY-PHONE;T: sReff |
Faxno: {{COMF  EditDiv HSUPPLIER-HEF-
Email: {{COMPA Rernove Div Buyer Order (PC
Bill Due Date : {{PO-NC}

24
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Setting Up

7. Copy the Placeholder Name and paste on the place

SNo. | HSNISAC  ({{CURRENCY-  Qy Uit (((CURRENCY- Discount 't
SYMBAL}}) SYMBAL}}) D
{{PRODUCT- {{PRODUCT- {{PRODUCT- {{PRODUCT- {{PRODUCT- {{PRODUCT-  {{PRODUCT- {{PRODUCT- {{PRODUCT-| {{P}
SLNOJ}  NAME}) HSNCODE}, RATE}} QTY}} UNITH TOTAMOUNT- DISCOUNT)}  TAXABLE-
{{PRODUCT- BEFDIC}} VALUE}| PE
BARCODE}}
{{PRODUCT-
DESC}
Amount in words :
{{BILL-GRAND.TOTAL WORDS}}
Company’s GST. {{COMPANY-GST}) For {{COMPARY-N
Company’s CIN: {{COMPANY-REG})
Declaration:
We declare that this custom invoice temp shows the actual price of the goods described and that all particulars are true
and comect. Authorized Signati
Billed by: {{BILLED
{BILLED-BY-EMAIL
Notes
{{VCH-NOTES})}
Income Terms
{[VCH-TERMS}}
imdhmumkmah&em,«nmmumhmmmwy&_wp ‘|

8 €«—

» «— [ () K

8. To Design your Templates you can access here

9. Once your Design is done you can see a preview and create

Practicals

Take a quick walkthrough of the Cloud Accounting Software along and explore the
various Menu and Submenu

TRY NOW

www.reachaccountant.ae 25



Questions

1. Reach is Software.
A.Cloud Software
B.Offline Software
C.Desktop Software

2. Think about Facebook, Gmail and Internet banking. Every time you login and access this data, you’re using
the cloud. The Cloud becomes possible because of availability of internet. It makes data and software accessi-
ble

A. offline anytime,anywhere, from any device.

B. online anytime, anywhere,from any device

C. offline anytime, anywhere,from one device

3. How many different types of business use Reach software?
A.30
B.21
C.5

4. What does LAN stand for?
A.Local area network.
B.Learning Association Node.
C.Local Agency Network.

5. How to create branch in Reach Software?
A.Settings tab>Myreach>Click Organisation name>click Financial datas>add button>create new branch>up-
load your logo>Attach your branch signature and seal>Fill the address information>Fill the Bank Details>Click save.
B.Myreach>settings tab>Click Organisation namex>click Financial datas>add button>create.
C.settings tab>settings>Templates>SMS/Whatsapp templates or E-mail templates>Customize the SMS or

E-mail content>Save.

6. How to setup email & sms templates in Reach Software?

A.Settings tab>settings>Templates>SMS/Whatsapp templates or E-mail templates>Customize the SMS or
E-mail content>Save.

B.settings tab>templates>SMS/Whatsapp templates>click Financial datas>Customize the SMS or E-mail con-
tent>Save.

C.settings tab>Myreach>Click Organisation name>Customize the SMS or E-mail content>Save.
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Questions

7. How to download mobile app in Reach Software?

A.Use google play store and Download the Reach app.After downloading the app, you can login with your user
ID on your mobile.

B.Click Download Setup(.exe).Then save the downloaded file to get mobile app,you can login with your user 1D
on your mobile.

C.Download the Reach app,Then save the downloaded file to get desktop icon,you can login with your user ID
on your mobile.

8. How to download Desktop icon in Reach Software?
A.Go to Reach login page >Click Download Setup(.exe)>Then save the downloaded file to get Desktop Icon.
B.Go to My Reach >Click Download Setup(.exe)>Then save the downloaded file to get Desktop Icon.
C.Go to google play store >Click Download Setup(.exe)>Then save the downloaded file to get Desktop Icon.

9. what are the customizing options in Reach software ?
A.Train your Users,Customizing the Menu & Import your new data.
B.Asset purchase,Asset sale & depreciation.
C.Customizing the Menu,Customizing theTabs & Designing Invoice.

10. How many pre-designed templates are available in Reach software?
A.10
B.20
C.30
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IMPORTING

Once your users are trained in the software and have practiced the entries in the software, You are ready to roll out for

daily transactions.

Here is how you do it:

1. Import your Customers, Vendors, Products and Account Ledgers into the software

2. If you are making this transition halfway through and are already using a software, you can also import your trans-
actions like, Sales and Purchase orders, Invoices, receipts and payments

3. Once done, check if the Trial Balances, Customer and Vendor Balance and Opening Stock tallies in the respective
reports.

4. After this, you can start using Reach Accountant everyday.

Now let us learn the following:
Importing Customers

My Reach

Welcome SAMPLING HUB & COMP|

1 <
==ry Flugin

: Business settings Actount Information
= Busingss Profils Home * Sattings | Business Setings ExpoetFrint
» Genaryl Satngs Change Password

Please use this page to customize your account and keep it ready for |ater data entries. You will save a lot of time and effc
= Impor —_— 3 your ccounl Sign Out
= Import Ledgats Here is what you should do
Impart Bank Transactans
o Add your Business Detalls and get ready to start

» |mport Pioducts

» Import Customers '—b- 3

s Impor Vendors L Auto-lmport your leads from your website and e-mail
Viarkdiow

» Security and Data Profection

o Add your products

» Cusiomizalions
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Click settings under settings tab
Click admin

Then click on import and select Import customer

Import Customer

Home | Settings | Import Customer

Import Customer

Upload Document

| Choose Fite | No file chosen — 4

Note

1.You can import the excel file which includes your Customer Info the format to the sample excel
Downloadable file Click here.

2.In Import excel limit for this Customer is maximum 500 rows, Please review your Document.

Allow Duplicate " skip ' Overwrite ' Clone

Duplica: By Customer Name v

s «— 2

4. Click on choose file and select the excel
5. Click import

File imported succassfully.

Map Fields
o

Home | Settings ' Map Fields

Map Fields

Have you marked headings in the & yag ' No 6
1st Row

Customer Code Select 2 Field .

Titl ]
®  select a Field v

Map with ( Mr.Mrs. Ms. Miss. Dr.) only

www.reachaccountant.ae
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EMAIL ozl col3 ) v

MOBILE *

Mobile{ Col:3 ) ¥

7 «— |

6. Then map with relevant fields

7. Click Save
Imported Files
Displaying 1-50 of 52 results I ’ 8
Type ~ Name - Size ~ Status « Uploaded Failed Action
CUSTOMERS  28095_0801180514_Customer_d xsx 32395 PARTIALLY 137 1 Action -
KB IMPORTED
CUSTOMERS  28095_0801180454_Customer_d xisx 31976 NOT MAPPED 0 ]
KB
CUSTOMERS = 28095 2312171235 _edp xlsx 12723 NOT MAPPED 0 o An:tiun =
KB
CUSTOMERS = 28095_1212170247 _cusjohn xisx 9527 KB SUCCESS 1 ]
CUSTOMERS  28095_1212171224_cusjohn xisx 9527 KB NOT MAPPED 0 ]
CUSTOMERS = 28095 1212171158 _cusjohn xisx 9527KB  SUCCESS 1 o

8. Once the file uploaded you can check how much was uploaded and failed
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Importing Vendors

ReCICH [sand = =

Persare: revthon Soflesn

Income = procuggment Irevenony = Finance «

Welcome SAMPLING HUB & comp, MY e
1 r_:dm
. Plugin
il P 2 - ’
= : Business settings Ascount Informason
> Business Profils Hame ' Sottings | Business Sottings ExportPrint
» Geneial 3alings Change Passwerd
Please use this page to customize your account and keep it ready for later data entries. You will save a kot of time and efft

= Impod — 3 your accaunt Sign Out

& Import Ledgérs Here is what you should do

» lmport Bank Transackons

o Add your Business Details and get ready to start

= |mport Producis

» lmport Customerns

» Import Vendors —+ 3 r::i £

| < Auto-Import your leads from your website and e-mail
» Workdiow
» Becurity and Data Profection
Add your products

» Cuslomizalions:
» Templates
s Users & Arcess Restriction o Add taxes

1.  Click settings under settings tab
2. Click admin
3. Then click on import and select Import vendors

Import Vendors
Homae !/ Setlings  Impodt Vendons

S Ak & Veowiors M Vendor LisE

Import Vendors

Lipload Docsmoend
| Chooss Fie |No fie chosen ——J- 4
Hate:

1 You can mpan the axcel file which includes your Vender Indo

L g e bimal fai Shes Vesndon s masimen S0 mves. Pl i your Docamenl

Allow Duplicata Skip " Dveswiie - Chomg

Dupento BY  ongor name v

: «— I
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4. Click on choose file and select the excel
5. Click import

Maplelds

Home | Settings /| Map Fields

Map Fields

Have you marked headings in the ® yes  No 6
1st Row

Business Name *

Select a Field '
Vendor BRN Select a Field '
Vendor Code Select a Field '
Vendor Type Select a Field '

Email Select a Field ‘
Mobile <. 2 Field ‘
Website Select a Field '
Ledger* Select a Field '

Shipping Name o ol '

Ship Address1 Select a Field '

Ship Address2 o+ Fieid ‘

Ship Address3 Select a Field '

Ship CitY  oiect a Field '

Ship Postcode o+ - Field '

Ship State o+ 2 Field '
Ship Country o0t 2 Field '

3 2 www.reachaccountant.ae



Importing

VENDOR GST TYPE

GSTIN NO

TYPE OF REMOVAL

IMPORT TYPE

Beneficiary Name

B iary Account N

Bank name

Bank branch

Contact Information
Contact Name

Designation

Email

Mabile

Select a Field

Select a Field

Select a Field

Select a Field

Select a Field

Select a Field

Select a Field

Select a Field

Select a Field

Select a Field

Select a Field

Select a Field

6.Then map with relevant fields

7. Click Save

www.reachaccountant.ae
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Imported Files
Displaying 1-9 of 9 results.

Type ~

VENDORS

VENDORS

VENDCRS

VENDORS

VENDORS

VENDORS

VENDORS

VENDORS

VENDORS

Name ~

28095_0801180529_Impart_Vendars_JMJ_EXPORTS xdsx

28095_0801180523_vendor_delhi.xlsx

28095 1212170253 _cusjohn.xisx

28095_1212170250_cusjohn.xlsx

28095_0509170319_puhal_vendor xds

28085_0509170317_puhal_vendorxis

28095_0509170300_puhal_customer xls

testvendor xls

_CUS_28095 1498405528 xis

Size ~

10861

KB

12964
KB

9527
KB

9527
KB

27136
KB

27136
KB

27136
KB

18944
KB

9973
KB

Status ~

PARTIALLY

IMPORTED

NOT MAPPED

SUCCESS

FAILED

NOT MAPPED

NOT MAPPED

NOT MAPPED

SUCCESS

NOT MAPPED

—> @

Uploaded Failed

2 1
] ]
1 ]
0 1
1] ]
0 0
0 0
1 0
0 0

8. Once the file uploaded you can check how much was uploaded and failed

Importing Products

]

m &

raardy

= #

Action

Ac

Bt

Action =

Action -

Action -

g
L

Action

Action -

Action -

tion

Action -

Wk SR G U L OB,

1 <

Fugr

e =i _
== . Business sattings
| W Pty itrw feongy  Posrwsy feerm
| = r———
| P ous By poge b ol v mooord s sep §rassy b lriee dafe sredows You well weve o kot of s st ol
| & voen — e aetma
+ PROOT LRI Hatw id what you alubd do
el s Tiram rn o
e - ACT your Buliness Ciads and gat ready 1o stan
o ey
e
B e s U0 Auc-impen yeur i6ads fram your -abste and e-mal
| = e

» [Latrmoien
| o T—

| » Lwws & Scoes e S

- BOIWT S D P

A your progucts
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1.  Click settings under settings tab
2. Click admin
3. Then click on import and select Import products

Import Products

Home | Settings ¢ Import Products

Import Products

Upload Document

| Cﬁoosa F-'de | No fils chosen -—-’ 4

Note:
1.In Import excel fill 1 or y or yes in show an inventory and inclusive of Tax columns.

2.In Import excel limit for this Product is maximum 500 rows, Please review your Document.

Allow Duplicate . gkip ® Overwrite ' Clone =g 5

Duplicata By Product Name b

[/ 15 this finished products ?

o <«— |2 I

4. Click on choose file and select the excel
5. Click on overwrite
6. Click Import the products button

File imported successhilly.
Map Fields
Home « Settings ' Map Fields

Have you marked headings in the & ygg  No
1st Row

HSN Code { Col15) _> 7 -

HSNISAC CODE [

o «— [
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7. In second page map with HSN code
8. Now Click on validate HSN

www.reacherp.com says:

HSN Code Validation successfully.

File imported successfully

Map Fields

Home | Settings | Map Fields

!
e

- ~
a"fl\\.

9. If the code is validated a pop up appears with success message

Map Fields

Home | Settings | Map Fields | a 10

Have you marked headings in the @ yaq ) No
1st Row

Product Name/Chassis Number *

Select a Field v

Make & Model .10t 2 Fiel v
Product Status Select a Field v
Alias Name oot 2 Field v
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Commodity Code

Select a Field v
Description  goject a Field v
Purpose * .
Select a Field v
Selling Price  ooiect 2 Field v
Sales Tax 8 :
Sale tax Rate ( Col:10 ) v Sales type( Col9 ) v
Possible values: Service Tax, VAT Tax, TDS, ED,
Basic Duty, CESS, CST, Import/Export, Custom
Tax, CGST, SGST, IGST
Select a Field for Tax percent b Select a Field for Tax Type r
Possible values: Service Tax, VAT Tax, TDS, ED,
Basic Duty, CESS, CST, Import/Export, Custom
11 — Tax, CGST, 5GST, IGST

Al el Purchase Tax Rate{ Col:13 ) v Purchase tax type( Col:12 ) v

Possible values: Service Tax, VAT Tax, TDS, ED,
Basic Duty, CESS, CST, Impoert/Expert, Custom
Tax, CGST, 3GST, IGST

Select a Field for Tax percent b Select a Field for Tax Type Y

Possible values: Sarvice Tax, VAT Tax, TDS, ED,
Basic Duty, CESS, CST, Import/Export, Custom
Tax, CGST, SGST, IGST

Is Show Inventory?

(Fill by 1 ory oryes) i e v
i ?

Inclusive c:i Tax for Income? Select 3 Field v
(Fill by 1 ory or yes)
i ?

Inclusive cnf.Tax for Expense? Select 3 Field v
(Fill by 1 ory oryes)

Min. Order Level (units) Select a Field .

Re Order Level (units) Select 3 Field v

Warn if expiry dat.e is bre:'ﬂfhed Select 3 Field v
while Invoicing?

Warn if gurantee date is expired Select 3 Field v

while sales return?
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Expiry Date  ooioct 2 Field v
Gurantee Till o100t a Field v

IMe  Select a Field =

Opening Stock Date Select a Field v

12— (X0 D

10. Then map with relevant fields
11. Select field for tax percent(18%) and Type(IGST)

12. Click save
Imported Files
Displaying 1-11 of 11 results. | , 13
Type - Name - Size » Status - Uploaded Failed | Action
PRODUCTS = 28095_0801180558_Product_Master_JMJ EXPORTS xisx 60896 PARTIALLY 166 521
KB IMPORTED
PRODUCTS 28095 0801180554 Product Master_Delhi (2) xlsx 41081 NOT MAPPED | 0 0
KB
PRODUCTS = 28095 0801180549 Product Master JMJ EXPORTSxisx 56548 NOT MAPPED | O 0
KB
PRODUCTS = 28095_0801180538_Product_Master_JM.J_EXPORTSxisx 40251 NOTMAPPED | 0 0
KB
PRODUCTS = 28095 2812171020_Sarm xlsx 11426 SUCCESS 6 0 Action «
i =

13. Once the file uploaded you can check how much was uploaded and failed
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Importing Account Heads

sk = ]

Income = procuEment Irrveniony =
Welcome SAMPLING HUB & Comp; ™ Resn
1 c=ngs
DIuglfl
Business settings Account Infarmatien
s Husiness Profile Home ' Seltings | Business Setiings ExootPrirt

—, .
> Genarnl Samngs Change Password

Please use this page o customize your account and keep it ready for later data entries. You will save a lot of time and efft

R — 3 your account Sign Out
» Import Ledgers =3 3 Here is what you should do
» Impart Bank Transackans
o Add your Business Detalls and get ready to start
s |Impoit Producis

Imporni Customers

[y ) :
£ LNV '{}J Auto-Import your leads from your website and e-mall
» Workfiow
» Security and Data Profection 9
Add your products
» Cusiomizalions
s Templates
s Usess & Access Restrction o Add taxes

1 Click settings under settings tab
2 Click admin

3 Then click on import and select Import ledgers

Import Ledgers

Home ' Seftings ' Import Ledgers

Upload Document

| Choose File |No file chosen -—> 4
You can view the sample excel file downloadable here.

Mote:
1.¥ou can import the excel file which includes your Ledger Info.

2.In Import excel imit for this Ledger is maxmum 500 rows; Please review your Document

s <~— [
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4. Click on choose file and select the excel

5. Click import

Map Fields

Account id

Name *

Group

Sub Group

Group Account id

Subgroup Account id

Opening Balance

Type *

Have you marked headings in the 1st Row & yeg

Select a Field

Select a Field

Select a Field

Select a Field

Select a Field

Select a Field

Select a Field

Select a Field

6. Then map with relevant fields

7. Click save

—

L
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Importing Sales Orders

Becc— @ = [utal (G & i B
: Diashboard Loads~ Incoma - Purchases - Irvendory = Accogning Reports
Enaquity r Walcome 'S, RHEA INTERNATIONAL. Logged in for Home Branch - GST Plugin T
Leads
Sgle o : 2 = —— © Add =
o T —> «— ST i
Feminders
cl Advance Searh W i Pt
Desplareng 1-30 of 30 results.
Sales Order#  Customer | Category Date Amount PO Detaiis Delivery Date Days Left  Convered To  Actlon
5001072018 Febeuary 13, 2018 21000 PO-Numberds New
Puhal PO-Date 13022018
S0/ 972018 February 13. 2018 5696000 PO-Number123 Hew
Mohan PO-Date: 13022018
S0P B 2018 Febvuary 13, 2018 5696000 PO-Numberi123 MNeaw
Kumaran PO-Date 13022018

1. Go to sales orders under leads tab
2. And click import sales orders

Import Sales Order

Home | Incomed Impot Sakes Order

[ Sales Order List

Impart Sales Order

Upload Documant
Choos File | Sales Order (150 x5y mepe 3
Note:
= * Please ensure that the Date values are in dd'mmiyyyy format. | We will ignore other formats )
» " Don't mention the Rupes Symbel in the "Amount” Field 1t has to be numbaers caly,
= * Make sure-all mandatory fields have vaiuss: If nat we will sgnose null reconds
= * For “invoice Option” fiedd 1o be imparted corectly, you nesd 1o select the Paid Data, Paid Amount and Invesce Date. We will ignore the
record aven if one of the fields is not mapped
Settings

Gst Sales Crder v

«— L

3. Click on choose file and select the excel
4. import the products
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Map Salesorder
—>>s

Map Fields

Have you marked headings in the 1st Row ® yes  No

Prefix{Ex: RA) Prefix{ Col.2 )
SO NO* Invoice No#[ Coli1 )
Sulfix(Ex:RT)  oimvi cora)
Date * Date( Col5 )
Customer® o cromer( Col'6 )
Executive Executives{ Col.7 )
Notes Motes{ Coli10 )
Tems o rm( Col:11)
PO Number PO NO( Colg )
PO Dated PQ Date{ Coli8 )
Product” Product{ Col:12 )
desc Discount{ Col:18 )
A" Quanty( Col15)
Unit | ynits{ Col-16 )
Siz8  colecta Field
Desc Descripting Col:13 )
Process Select a Fleld
Price*

42

Price( Col:17 )
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Currency Currency( Cot:21) '
Exchange rate Exchange rate{ Col:22 ) -
SOTotal"  71al Invoice Amount{ Col:28 ) '
Branch  coiect a Field '

- T,

5. Then map with relevant fields
6. Click on save once you are done

Importing Quotes

&

Errvindory -

Enguiry ¥ Weaicome MIS. RHEA INTERNATIONAL. Logged in for Home Branch - GST Plugin =
Leads +
Quotes >
Home | Qucles  Import Quotes Saies Order .
Remindacs

Despliapng 1-50 of 113 results.

Cuote § - Amount = Customes Name - Executive  Date - Age of Quote  Closure Probability(%)  Status Converted To  Action
Sucte 157 17.700.00 January 11, 2018 0 (1] Pending Pending m
2m7 Mr. Aksh Jolly

Quots 196 50.000.00 Executva  January 8. 2018 2 Pending Sales Order
2mT Maore Patbl 3

Cuote 195 1,132.00 Executive January 5, 218 6 o Pending Pending AChon -
2mr More Patil 3

1. Go to Quotes under leads tab
2. And click import Quotes

www.reachaccountant.ae 43



Importing

Import Quotes

Hora | Quotes / Import Qudies

Imporn Quotes

Upload Document

| Choose File | No fils chosen ————gp 3

Hote:

= " Please encure that the Dale values are in ddimmibyyyy format. | W will ignore athar formats )

* Don't mention the Rupee Symbol in the "Amaount™ Fisdd. I has 10 be numbers only

* Make sure all mandatory Nelds have values. If nol we will ignors null records:

* Far “Investe Optlon” fiekd 1o be mmported cormactly. you need 1o select the Pad Date, Paid Amount and Invisce Date. We will ignare the
record even if one of the fields is nol mapped

Setting Id

3. Click on choose file and select the excel

4. Select setting type
5. Click Import

Map Quotes

Map Fields

G5T Quotes

Have you marked headings in the 15t Row = vag © No

Prefix{Ex: RA)
Quote KO

Suffix{Ex: RT)

Customer Name *
Executive

Closure probability

Terms

Product”

44

Prefix( Col2 )

Quotes Nof Coli1)

Suffix] Col3 )

Date| Cal'S )

Customer| Col:6 )

Executives{ Col'7 )

Select a Field

Moles{ Col10 )

Term( Col.11)

Product{ Cot-12 )

.

oles List

s «— [
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DISCOUNT Discount{ Cot18 ) '
Taxrale oy Ratef Col20 ) '
Currency Currency( Col21 ) '
Exchangs rate Execulives{ Col.7 ) ‘
Quote Total" 121 invaice Amount( Cok28 ) '
Branch  ooiect a Field :

— e

6. Map with relevant fields
7. And Save

Importing Invoices

Lk = Ll e

® ; &

Dashboard Purchases= Irrvritory =

Invoice

Fendings Welcoms M5, RHEA INTERNATHONAL. Logged in for Home Branch - GST Plugin "

Profaima inmee -

EEEE —

2 —
Home | Income | Invoice i .

Invoice 8 -

il 1954 2018
invef 1958 /2015
ivef 1957 12018

il 1958 Q016

Credi Nota +

Reminders

=

Displaying 1-50 of 1440 results

Customer « Date - Amount = Paid  Pending Stats Shipment Action

September 7. 2017 5604000 000 5304000 i
KESAVAN VELUTHOORS826226286

September T, 2017 E&04000 000 5504000 Aciion =
KESAVAM VELUTHOORS8462262 56

September 7, 2017 SBO40.00 000 S80M000 [ i

KESAMAN VELUTHOORS346226285

Seplembar 7, 2017 5355200 000 9355200
SIVADASAN CHEMMALASSER] NIMISHA NNVAS
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1. Go to invoice under Income tab
2. And click Import Invoice

Import Invoice

Home | |ncoma | Imiport ovoice

Import Involce

Upload Document

| Choose File | invoicn import trac. ——3- 3

Note:

Sattings Typs *

3. Click on choose file and select the excel

4. Click Import

Map Invoice

Map Fields

Have you marked headings in the 15t Row = yas  Na

Prefix|Ex: RA)

Select a Field

Invoice Number{Last #) * Select a Fleld
SUMER:RT) oot s Pl

Date”  setecta Fieia

Customer Name * o\ - Fislg
Receiver GSTN/ UID Selact 3 Flaie
Sales TP®  colaeta Fiske

Discount Type &t 3 Fiata

Discount Select 2 Fleid

Round off  coiect a Fieid

46

* Plaase ensura that the Date vahses are in ddimmiyyyy format. { We will ignore other formats )

* Don'it mention the Rupee Symbol in the "Amount” Feeld. It has to be numbers only.

* Make sure afl mandatory fields have values. H not we wil ignore null records

* For “Invoice Option™ feld to be imporied comectly, you need to selact the Pasd Date, Pasd Amount and imvosce Date. We wall ignore the
recond even if one of the fields is nol magped

GST TAX INVIOICE

[ Invoice List

«<— I
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Exchange Rate
Currency
Amount *

Branch

5. Then map with relevant
6. Save

Importing Receipts

Receipt

Home | Income | Hecespt

Displaying 1-50 of 54 resufts.

Receipt # Data =

26 Decamber 8, 2007
25 December 8, 2017
4 December 8, 2017

Select a Fleid

Select a Fleid

Salect a Field

Select a Fleld

fields

Income -

|

Pendéngs
Profonma Imidice

Imeoice

Cnedit Mot

Remngars

Amount Bank

100000 HOFC Bank

316000 ICKCI

1000000 1CIC!

1 Go to Receipt under Income tab

2. Click import receipts button

www.reachaccountant.ae

@

Purchases -

&

Imeuntory -

Accoyniing

—p g

Customer/Category

Wir. Aksh Jolly
More Patil

Muri Patl

B

Reparts

—

me WS RHEA INTERMATIOMNAL, Logged in for Home Brand
24—

Action

Articn =

47
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48

Import Receipt

Home © Income © Imiport Receipt

Import Recelpt

Upload Document

Choose File | recepis xlsx
ou can import the excal e while includes your Receipt details

Note:

* Please enswe that the Date values are m ddimmyyyy format. { We will sgnare ather formats |
= Don't menton the Rupee Symbal i the "Amaunt” Field, It has 1o be numbers only.

3

* Make sure 8l mandatory fiekds have values. If not we will ignore null recards
* For "Recept Option” hield 10 ba imposted correctly, you need 1o select the Pad Dats, Pad Amount and Recapt Date. We will ignore the record even if eae of the fields = not mapped

Dowmioad SAMPLE FILE

3. Click on choose file and select the excel

4. And click import Receipt

Map Receipt
Map Fields
Havi you marked headings in the 15t Row = yes (0 No

Paid Date

Select a Fleld

Payment Mode (Bank Account) o0 0 g
Accsunt TP | gaaers Figld
Towards {Category) o0 Fiel
For(Re)  cuactaFiekd
Receipto.  coierta Fiel
TaxRate  colecta Fisid

Tax Amount Select a Field
Towards (Catagory) Select a Field
For (Rs.) Select 3 Field

Receipt No. Select a Field

<
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TaxRate  ootecta Fiek -

Tax Amount o teqt a Field .
CostCenter  ooietta Fieid =
Payment Notes  ciect 2 Fieid .
Branch  colact a Field .

s — EmEED

5. Then map with relevant fields
6. Save

Importing Purchase Orders

1. Go to Purchase orders under Purchase tab
2. Click Import PO

REacCk '- il E

lrvrantory - Accoynting Repats

Purchase incent +

R — .

2
P r o * o T : : =
Uikt orps IR . v | ot e o | s e |
Home ' Expense  Purchass Order AYTHIN

Debit Node
Rirfindars FDetailed Excel
Dasplaying 1-31 of 31 resufts.
POE Vendor Name | Financial Category = Date = Amount = Paid Pending  Stock Status Approval Status Action
4 January 25, 2018 5,250.00 0 £250
RAMASA| ENTERPRISES
1025 January 17, 2018 403.200.00 ] 403200 [ iLLED | m
Apple Comunicaton
1024 January 17, 2018 100,800.00 il 100800 [ siLLED | m
Apple Comunication
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3. Click on choose file and select the excel
4. Select settings type
5. And click Purchase orders

Import Expense

Home | Expense ' Import Expanse

import Expense

Upload Document
| Choosa EI|_H:_E No file chasen —)- 3
Note:
« " Plepse ersurs that the Date values are in ddimmiyyyy format. { We will ignore ofher formats |
= " Don't menfion the Rupee Symbol in the "Amount” Fiald. 11 has to be msmbers only
= " \ake sure all mandalory felds have values. If not we will ignore null recaonds

M Purchase Order List

* For “Imeoce Option™ fiakd 10 be imported cofrectly, you nead o salect the Pabd Date, Pasd Amount and Inveica Date. We will ignone the

record £ven if one of the fields i not mapped

Settings

po — 4

- ... T.....

6. Then map with relevant fields

Map Purchase Order

Map Fialds

Have you marked headings in the 1st Row = yoe  No

Prefix(Ex: RA) Select 3 Fisld
PONO  soiecta Fiew
Sulfis(Ex: RT)  cotocta Fiels
Date” o iectaFieks

Vendor Name * Select a Field
Motes Select a Field

Tems  calect a Field
Product  ooiect a Fiel

50
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CUmency  seiecta Fiei .
Exchange raie Selecta Fiekt N
POToltal"  oolecta Fiew i
Branch Select a Flekd %

7. Save

Importing Supplier Bills

il Ei

Dashboard : Exponna = Irvvenbory = Accognling Raports
Purth | 4 - - /.
ikt Welcoms GLOBAL TRADING CO.. Logged in for Home Branch - G5T Plugin M

Expenze +

Bill —>1 - —
G = P el © /00 Bl | @ Import Bill

Home © Expanse ' Bill bk
Dt Note

Dizplaying 1-49 of 49 results.

Bill & Vendor | Category Date ~ Amount Paid Pending  Status Shipmant Action

BAET26 Janwary 24, 2018 3.000.00 [ 3000 :
Wendor 3 - Punchases

16 January 22, 2018 £9.D00.00 0 5000 RECENVED Achon =
“endor 2 - Purchases -

2 Jamuary 20, 2018 5,250.00 0 5250 [ recenven |

Vandor 2 - Purt hases

1. Go to Bill under Purchase tab
2. Click Import Bill
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Reac @& = @ = 7 Ei]

Income - Expan: Erwentony - Accoynting Heparta

Welcome GLOBAL TRADING CO., Logged in for Home Branch - GST Plugin o

Import Bill
Home | Expense  Import Bill

Import Bill

Uplesd Document

Choose il [No e chosen ——P> 3

HNote:

* Plaaze ensure thal the Date valoes are in ddimmdyyyy formal. | We will ignore ather formats |

" Don't mention the Rupde Symbol in the “Amount” Field, It has to ba nurmibars only

* Maka sure all mandatory fisids have values. If not 'we will ignone sl recomds

* For "Invaice Option” field 1o ba imported comectly, you need to select the Paid Date. Paid Amotm and [nveice Diate- We will ignore the
recond aven if one of the fields is not mapped

Sattings Type * il ’ 4 -

s «— [0

3. Click on choose file and select the excel
4. Select settings type
5. And click import Bill

Map Bill

Map Fields

Have you marked headings in the 1stRow @ yes Mo

—>6
Prefix(Ex: RA) oo Fiela -
Bill Number(Last )" oot o Fieid '
Suffis{Ex: RT) oo 2 Fiela -
Dote” | catecta Field '
Vendor®  celecta Field :
Sender GSTN/ UID Select a Field -
SalesType o iaField '
Supply TYPe ot a Field .
Supply Attracts Reverse Charge Select a Field '

52 www.reachaccountant.ae



Importing

Tax Rate

Select a Fleld v
Curmency  goiocta Field .
Exchings g Select a Fleld v
ol selecta Field '

Branch Select a Field T

— EE T

6. Then map with relevant fields
7. Save

Importing Payments

Beack &®

avreton Softwam

tieshbosrd

Purenase Indent
i . Welcome M'S. RHEA INTERNATIONAL, Logged in for Home Bram

Purchasa Crder +

Payment o ' - ' .
2 — Y
Home ' Purchases | Paymant "_*1
Diabsit Mota b

Diesplaying 1-32 of 32 results.

Payment # Diate - Amount Bank Mendon Category Notes Action
2 July 7, 2016 21000 Bank1 Purchases test
1 July 6, 2016 115500 Cash Purchases test
POS Customer m
13 January 4, 12300 Cash Balag m
2018

1.Go to Payments under Purchase tab
2. And click import Payment
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Import Payment

Home  Contacts - Impan Paymant

Import Payment

Upload Document

| Choose File | No fie chosen <«

You can mmport the soced flin whils meludes your Pa’;l:luntdﬂalla

Mote:

* Please ensure that the Date values are in dd/mmyfyyyy format. | Wa wall ignone other formats. |

* Don't mention the Rupee Symbol n the “Amount” Field. 1t has 1o ba numbers only

* Make sure all mandatory helds have values, If nol we will gnare null records

* For "Payment Option” field to be imparted corracty, you newd to salect the Pad Date. Paid Amaunt and Paymaent Date. We will igners the recerd even if one of the belds is not mapped

Download SAMPLE FILE

 «— I

3. Click on choose file and select the excel
4. Select settings type
5. And click import.

Map Payment i m

Map Fields

Have you marked headings in the 151 Row = as  No

Paid Date

Select a Field 4
Payment Mode (Bank Account} Select 3 Field i
AccountTyPe  cuiert a Fieks :
Towards * [Category) i s Fieid bl
ForiRe)”  seiecta Fiews '
BllNe™  sofecta Fiew '
Taxfe Select a Field '
Towards * (Ca1e90Y] g 1001 5 Frass X
For[Rs.) " Select a Flekd !
BillNo™  setect a Fiews '
TexRate  SetectaFient -
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CostCenter  soieeta Field '
Payment Notes oot a Fietd v
Branch  seiect a Fiens '

B e @ Cancel

6. Map with relevant fields
7. Save

Importing Bank Transactions

& )

Irvveniony = Finance «

Welcome SAMPLING HUB & comp) 7 =3

1
- — Plugin
L Business settings Account Information

Business Profile

Home ' Softings | Business Setngs ExportiPrint

Genarpl Salings

Change Fassword
Please use this page to customize your account and keep it ready for later data entries. You will save a lot of time and &fft

impar _h. 3 your accounl Sign Out
Import Ledgers Here is what you should do

=

s lmport Bank Transactions —} 3 n

Import Producis

Add your Business Detalls and get ready to start

Import Customens

u

Import Viendons

Auto-import your leads from your website and e-mail

» ‘Vondiow

Security and Drata Profeciion

e Add your products

Cusiomizalions

Templates

Lisers & Access Restrction o Add taxes
]

1. Click settings under settings tab
2. Click import under admin
3. Then click Import bank Transactions
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Upload Transactions

Home /| Reconciliation | Upload Transactions

You can upload the excel file downloaded from your net banking interface after adjusting the format to the sample excel file downloadable here.

MNote :

» " Please ensure that the Date values are in dd/mm/yyyy format

Statement *
Choose File | Mo file chosen —)- 4

Payment Account *

Select a Field — 5 v

The bank account that you downloaded the statement from.

ﬁ or cancel _)_ 6

4.You can upload the excel file downloaded from your net banking interface after adjusting the format to the

sample excel file downloadable here, Click on choose file and select the excel

5. Select settings Payment Account
6. And click import

Map Fields

Home ' Reconciliation | Map Fields

File imported successfully.

Have you marked headings in the 1st Row * Yes

Txn Date *

Select a Field

Description *

Select a Field

Ref No

Select a Field

56
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Credit

Select a Field v
Balance

Select a Field v

8 ‘(_ or Cancel

7. Then map with relevant fields
8. Save

Practicals

Take a quick walkthrough of the Cloud Accounting Software along and explore the
various Menu and Submenu

TRY NOW
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1.How to import a customer in Reach software?

a.Settings tab> settings>Click admin>click on import>select Import customer> choose file and select the ex-
cel>Click import> map with relevant fields>Save.

b.settings tab> settings>Click admin>click on import>select Import customer> choose file and select the excel>-
Click on overwrite>Click import>Click on validate HSN> map with relevant fields>Save.

c.Purchase tab>Purchase orders> Import Bill> choose file and select the excel>Click import customer>Save.

2..How to import a vendors in Reach software?

a.Click my reach>Click admin>Then click on import and select Import vendors>Click on choose file and select
the excel>Click import>Then map with relevant fields>Click Save.

b. Click settings under settings tab>Click admin>Then click on import and select Import vendors>Click on choose
file and select the excel>Click import>Then map with relevant fields>Click Save.

c.Click my reach>Click income>Then click on import and select Import vendors>Click on choose file and select
the excel>Click import>Then map with relevant fields>Click Save.

3.Which type of format you can use for import ?
a.Word
b.Excel
c.Html

4.How to import a account ledger in Reach software?

a. Click my reach>Click admin>Then click on import and select Import account ledger>Click on choose file and
select the excel>Click import>Then map with relevant fields>Click Save.

b. Go to invoice under income tab>Click on Add import Button>Click on Add Invoice Template>save.

c. Click settings under settings tab>Click admin>Then click on import and select Import ledgers>Click on choose
file and select the excel>Click import>Then map with relevant fields>Click save.

5. Don’t mention the rupees symbol in field.It has to be humbers only.

a. Amount
b. Mandatory

c. Invoice
6. How to import a bank transaction in Reach software?

a. Click settings under settings tab>Click Import under admin>Then click Import bank Transactions>Click on
choose file and select the excel>select payment account>click import>Then Map with relevant fields>Save.
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b. Click settings under settings tab>Click export under admin>Then click Import bank Transactions>Click on
choose file and select the excel>select payment account>click import>Then Map with relevant fields>Save.

c. Click income under settings tab>Click import under admin>Then click Import bank Transactions>Click on
choose file and select the excel>select payment account>click import>Then Map with relevant fields>Save.

7. How to import a Payment in Reach software?

a. Go to Purchase orders under expense tab>Click Import Bill>Click on choose file and select the excel>Click
import Payment>Then Map with relevant fields>Save.

b. Go to Purchase orders under Purchase tab>Click Import Bill>Click on choose file and select the excel>Click
import Payment>Then Map with relevant fields>Save.

c. Go to Purchase orders under Purchase tab>Click Import Bill>Click on choose file and select the htmI>Click
import Payment>Then Map with relevant fields>Save.

8. How to import a Supplier bill in Reach software?

a.Go to Receipt under Purchase tab>Click Import Bill>Click on choose file and select the excel>Select settings
type>Click import Bill>Then Map with relevant fields>Save.

b.Go to Bill under Purchase tab>Click Import Bill>Click on choose file and select the excel>Select settings
type>Click import Bill>Then Map with relevant fields>Save.

c¢. Go to sales under Purchase tab>Click Import Bill>Click on choose file and select the excel>Select settings
type>Click import Bill>Then Map with relevant fields>Save.

9. How to import a Purchase order in Reach software?

a. Go to Purchase orders under Purchase tab>Click Import Purchase Orders>Click on choose file and select the
excel>Select settings type>Click import Receipt>Then Map with relevant fields>Save.

b. Go to Purchase orders under Purchase tab>Click Import Purchase Orders>Click on choose file and select the
excel>Select settings type>Click import ledger>Then Map with relevant fields>Save.

c. Go to Purchase orders under Purchase tab>Click Import Purchase Orders>Click on choose file and select the
excel>Select settings type>Click import expense>Then Map with relevant fields>Save.

10. How to import a Quotes in Reach software?

a. Go to Quotes under leads tab>Click import Quotes>Click on choose file and select the excel>Select setting
type>Click Import Button>Map with relevant fields>Save.

b. Go to Quotes under income tab>Click import Quotes>Click on choose file and select the excel>Select setting
type>Click Import Button>Map with relevant fields>Save.

c¢. Go to Quotes under reminder tab>Click import Quotes>Click on choose file and select the excel>Select set-
ting type>Click Import Button>Map with relevant fields>Save.
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Business Accounting Involves recording the Income and Expenses and journalise them for accounting reports.

Learning Objective:

In this chapter we will learn about recording
1. Invoices
2. Receipts
3. Sales Returns

1. Invoices

Learning Objectives:
1. Know what an Invoice is
2. Know when to raise an Invoice
3. Understand the format and essentials of an Invoice
4. Know how to raise Invoice using Reach Software
5. Know where to check this invoice results.

What is an Invoice?

Invoice is issued by a seller to the buyer quantifying the terms of purchase and becomes a legal document for the tax
authorities

There are two types of Invoices:
1. A Retail Invoice or Bill

2. A Tax Invoice

When you buy a good from your nearby supermarket, The receipt given to you is a Retail Bill. In the same way, when
you book a ticket using the services of a travel agent, the transaction document given by him is called a Tax Invoice.
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When to raise an Invoice to your buyer?

The answer to this lies in the nature of your business.
If you are selling goods, you have two options

1. In the normal cases, you have to issue an Invoice before the goods are removed from your place

2. In the case of continuous supply, you can issue an Invoice before the issuance of the account statement

If you are offering services:

1.You have to raise Invoices within 30 days from the supply of services

What is the format of an Invoice?

Let us see the format of the retail and tax Invoice format and understand the key items

The words 'tax invoice’

TAX INVOICE -

883 Jaln Ang Teng
Smgaoore BH0000

GST Reg Mol M2-12M4567-K
Customer's name -

"(Tustomer's Name}
Customer's address | (Customar's Address) Date: DVOTRO0T ~~ ==~~~
— 1 Tustomer's Address)
(Customer's Addresd) Ienveses Mo FON2345 === ===

Tyoe of Supply. Cash / Credil Salo

i i’ _aﬁr.mw'. Gy | Ung Price Total Drsoount Toral
Description of goods | T Al ®) s - i
arcl sapkosa 1 Iashica MG2 10 a0 B a5 ss00
2 |Pentax I-1 Body 20 1,000 20,000 1,000 18,0000
3 Mo Was k] 200, 8,000 nd 570000
4 Canco Prima 5 A0 2201 B.o0N 440 B240.00
Total 33915007
GSTrate || wcstam™ 237408
poneunt Due 3620000 |

Thian you. Wie Iook forwald 10 Being of Sanics 1o you agan

Supplier's name
and address

| __GST registration number

| __Invoice date

--An identifying number

Total amount payable
excluding GST

| Total GST

A GST Invoice must have the following mandatory fields:
1. Invoice number and date

2. Customer name

3. Shipping and billing address

4. Customer and taxpayer's GSTIN (if registered)**

www.reachaccountant.ae
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5. Place of supply

6. HSN code/ SAC code

7. Iltem details i.e. description, quantity (number), unit (metre, kg etc.), total value
8. Taxable value and discounts

9. Rate and amount of taxes i.e. CGST/ SGST/ IGST

10. Whether GST is payable on reverse charge basis

11. Signature of the supplier

**If the recipient is not registered AND the value is more than Rs. 50,000 then the invoice should carry:
i. name and address of the recipient,
ii. Address of delivery,
iii. state name and state code

How to raise an Invoice using Reach Accountant?

Now | will show you how to raise a Tax Invoice using Reach Software.
You will first have to design and setup your Invoice parameters. This is done only once
Once you have setup your Invoice, you can then start creating Invoice for your customers.

1. Designing your Invoice
Reach Software provides you a unique option to design Invoices the way you like it.
You can either choose to use over 20 pre-designed templates or you can design one yourself.

Let me now show you how to design your Invoice.

Step 1 - Go to Settings>> Admin>> Invoice Template
Step 2 - Click on Add Invoice Template
Step 3 -Now you can start designing your Invoice.
Give a name for your Template and Choose a Parent template which you would like to amend.
Now you can create the place holders and paste it in the places you would like to have it.
For example, If you like to change the delivery note column to a Bill due date column, create the relevant place
holder and paste it in the template area
Step 4 - Once done, you can save the template.

2. Setting up the Invoice
Now | will show you how to set-up the Invoice parameters.

You can choose to create multiple Invoice sequences also in Reach Software.

For example, you can create a different sequence for Export Invoices and another sequence for Local Invoices
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Let’s see how to create a Invoice Sequence.

Step 1 - Go to settings>> Income>> Create Template

Step 2 - Click on add template

Step 3 - Now you can start setting up the basic parameters

Assign the Invoice template to a branch and provide a Template name.

Choose the Invoice design from the dropdown. You will see the design created by you in the list. Choose the de-
signed Invoice.

Now you can further add parameters relating to Taxes

Once that is done, you can assign a pre-filled pricelist to this template if that is relevant.

A pricelist is created separately if you have differential pricings for customers divided by type or geography. | will
teach you about the pricelist in a separate video.

Once you assign a pricelist, you can configure the decimal points for this Invoice template.

You can also pre-set the type of Invoice and assign it to a specific account head.

Following which you can pre set the terms and notes. Please note that you can also choose to add these details at
the time of voucher entry.

<< Now open a sample Invoice format>>

Now, you can add additional columns and fields to your Invoice. Let me show you how.

The above the line columns can be added here and this will reflect here in the invoice.

Below the line columns can be added both as an addition item or a subtraction item and will reflect in your Invoice
like this.

Now you can choose your email and print preferences.

You can choose the size of the paper which you will use to print your Invoice and also decide on the number of
copies you choose to print.
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Once you finish the print settings, you can now choose the Invoice number sequence and add a starting number.
In case you are a Importer or Manufacturer, you can choose the value at which the tax should be calculated.

the serial number checkbox is used if you deal with electronic products or spare parts and wish to track your Inven-
tory based on batch or serial sequences

Finally, you can choose if this is a default template
Once done, you can now save it.
3. Raising an Invoice

Now that you have set-up your Invoices, you can start creating and issuing Invoices to your customers using Reach
Software.

Let me now show you how.

ReCcChk &

Business fufomaton Shese | oot

Pandings

Profoma Inaece ¥
B —

Receipt

Cregt Note
Reeminges
onows el o7 e | 7
Displaying 1-50 of 1447 results
Invoica # = Customer - Date = Amount = - Paid Pending Status. Shipmant Action
il 1967 /2018 January 24, 2018 7.500.00 0.00 7.500.00 m
Mr Aksh Jody1
invf 1966 2018 Mahalakshm Tradars January 232018 £40.000 00 000 24000000 Action«
Mahalakshmi
i 1965 2018 January 22 2018 40000 7.500.00 900.00 Action =

More Pati

1. Go to invoice under income tab

2. Click on Add Invoice

The Invoice will have three segments, The first segment shows details and type of the Invoice.
The second shows the Billing particulars and the last segment shows other key details.

Let us now raise a sample Invoice.
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HReac
e b

- @ =

Bamt Dashboosd

Createlnvoice

Satings Typs*

GET CST TAX INOICE

Cont Cantre Evvoice £

Fem— . 5 Prafix #ExRA  lvokos B Lassh1 Sulfic # ECAT
1
&
upply Type e
Expait
A IE0LR0NE
Supply Ativects Reverse Char
it Lo e Date
YES
S22018
Recetver GETH UID Paint of Supply (0nly IF differant from kcation of mciplent)
S4AT1200HTYZE
Sales Typa b 1w o this iiics paid under provistonsl assossment
EXPORT || 2
Cussonsar Rulwrmnce Pificalial
L —5

Excrutive Income Terms

chatapansan - chetla vishd *. |3

e,

Bl No
2

[ e

Barcede

3. Choose the customer to whom you are raising an Invoice.
Reach will automatically populate the customer’s details and also show you the balance outstanding for the custom-
er. In case this is a new customer,

4.You can add the details of the new customer by clicking on the “+” button near the customer field.

5.You can match this Invoice to a specific cost centre and choose the pricelist relevant to the customer. ( you also
have an option to pre-assign the pricelist to the customer and reach will automatically pull it out)
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o Sublotal: 400000
Leas: INSCOUNT
Leas: REVERSE CHARGE b
Total (INR): ma.ee

T =  add Receipt ' Masch Recaipt M-lcn(-umn
-

Cher Diatalty

Set Famindss e 5

Dute: & Tierws of Preparation

Dwte & Time of Removal

Al Diefivery Dolaiis?
Duitver To?

s This Recurting?
Faking Dulaiy
ARE-1 Form

Anmeh Docrssnts
ABowsd File Fo

i g, LT . e " sl (ATl Sams )

6. Once marked, you can start adding all the products which you sell in the Invoice now.
while adding products, you can add discounts and choose taxes.

7. Once an Invoice is completed, you can now create a receipt for the Invoice or adjust the Invoice against advance
payments or outstanding credit notes.

8. Reach also has the option of pre-setting reminders for your Invoices through email and sms.

Now your Invoice is completed and ready to be sent to your customer.

9. You can print the Invoice and send it to your customer. Alternatively you can also choose to email, sms or
whatsapp the Invoice directly to your customer.
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Dizplaying 1-50 of 1442 results

— 10
» Cusiomer - Dt - Amount »  Paid Pending Stafus hipment Action
¢ ima 19612018 January 17, 2018 56,00000 56.000.00 000 B
Mr Hassan
b Ve

il 1960 72018 Jaruary 17, 2018 50,40000 5040000 0o GE

Reach POF mvoke
il 1958 2018 Seplamber 7, 2017 58,040,00 000 5804000 M imoce

KESAVAN VELUTHOORS3462 26256
imdd 1958 2018 September 7, 2017 5B,040.00 000 SE.040.00

KESAVAN VELUTHOORS3462 26256
i 1857 12018 September 7. 2017 5504000 000 56.040.00

KES&AVAN VELUTHOOR9846226286
i 1958 2015 Septembaer 7. 2017 9355200 000 9355200

SMADASAN CHEMMALASSERT NIMISHA NIVAS
irrel 1855 2048 September 7. 2017 93.652.00 000 9365200

SMADASAN CHEMMALASSERI NIMISHA NIVAS

& Print D

il 1954 12018 Seplembar 7. 2017 93,552.00 000 9355200 b

SNADASAN CHEMMALASSER] NIMISHA NNAS By Dupacate invose
imel 1953 2018 Seplember 7. 2017 60,985.00 000 50,985.00 [ wrasags inox

ABID AMAYOOR KUUNATHU (HOUSED

Once you save the Invoice. The Invoice appears in the list of Invoices.

10. The Invoice shows the payment and the shipment status. You can do further changes to the Invoice from the
Action Tab.

2. Receipts

In this section, Lets learn What is Receipt Voucher and How to raise receipt using Reach, Cloud Accounting Soft-

ware.

Learning Objectives:
* Know What is Receipt Voucher and When Should Receipt Voucher be Issued?
* How to raise the receipt voucher using Reach software
* Where to check the receipt report

A receipt voucher is given when you receive money from a person. The money can be recieved as Cash, Cheque
or as Bank Transfer. This voucher is the proof that payment has been received.

You might receive money

1. When you make a cash sale

2. Against a previous Credit Invoice

3. As an advance towards future supply
4. On sale of Asset
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5. As a Hand Loan
6. And various other scenarios

In most of these scenarios, the payer will request a receipt from you.
Format of the Receipt Voucher?

Now, Let us see the format of the receipt voucher.

The format of Receipt Voucher has been provided by the CGST Rules, 2017:
Name, address, and GSTIN of the supplier

Serial number

Date of its issue

Name, address and GSTIN or Unique Identity Number, if registered, of the recipient
Description of goods or services

Amount of advance taken

Rate of tax (central tax, State tax, integrated tax, Union territory tax or cess)

© N o o kDN

Amount of tax charged in respect of taxable goods or services (central tax, State tax, integrated tax, Union terri-
tory tax or cess)

9. Place of supply along with the name of State and its code, in case of a supply in the course of inter-State trade
or commerce

10. Whether the tax is payable on reverse charge basis

Signature or digital signature of the supplier or his authorised representative:

Advance Receipt
Hatom sl Cnterpris e

o Block
Hajapnagar
Blanga kv
GETINAEN - 21 0GET XAl T8
Pany Esral Entsprim lewaicw Ma. - 1
Addewss - dih Block_ Jayana g lew pice Drabe - BROTEIT
Bran ke
GETIM Mo, J9ALRGESITITIIS
- | Farti s Fde |pm pre==
|'. el n L Hmgm uINHLIH]

¥ 55,000.00
Amount reesed [ words)
B Filty Five 1 lhous amd Daly
AL Tosrw | Commilm Eiwte Tan

— Vil Has | Amcant [T A rmaard
Ars . S ) -1

Fotal | f4,000,00 A 850 L ApG000
T Al fnveindsl - MR Hine Thows and Hine Hundred Onby E&QE

T Matlinal F rdevpri s

Pigwedby  Vededty Amried o]
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How to raise Receipt Voucher using Reach ?
Now that you know what is receipt voucher and when it is issued.Let us see, How to raise a receipt voucher using
Reach Accounting Software.

There are three types of receipt voucher :
* Direct receipt voucher
* Payment Against invoice
* For Advance against invoice

Direct receipt voucher.
A direct receipt voucher is made to acknowledge a cash sale, sale of an asset or any other windfall receipts. This
attracts taxes as well so its important to record this in reach. Receipt can be made as cash, cheques or by bank

transfers.

Now let us see how a direct receipt voucher is made.

Recack ® o O & & Ei

oriafor SO Dashbeand licome=" Purhases~  Inventory - Accoyibng Reports

Pendings

Proforma invoice

- f— M
Receipt 2
Credt Note. +

Displaying 1-50 of 54 results.

Reaceipt § Duate = Amount Bank CustomeriCategory Motes Action

% December & 2017 1.000.00 HDFC Bank Mr Aksh Jolly

5 December 8. 2017 316000 ICICI More Patil m

24 December & 2017 10.000.00 ICICE More Patil Action -

1. Go to receipt under income tab.
2. Click on add receipt
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Receipt

Create Receipt
Settings Type *

GST receipt

Payment Type

Darect Receaipl

=

Branch

Chennal "

Recaipt No

Date

002018

Cheque No
5874120369

Customer Name

elact a Customer v
Select a Custome 4]

Payment Mode
Auxis Bank _.’. 5+ ]
Account Price
Servce Charge 2000 —P 6

Total

HNotes

3. Select the direct receipt in payment type.
4. Select date.
5. Select Payment mode.

6. Now select the sales in account and give the amount.

00D 5000 00
To—

Tax Amount Amount Cost Centre

cost centel

0.00 500000

_ >3

el @ Cancel

7. In case you like to add taxes to the payments made, make sure the taxes are enabled while creating an account-

ing ledger.
8. Add a notes for your reference.
9. Payment added successfully.

Payment Against bill

A payment against invoice is made towards a credit invoice raised earlier to adjust the customer account for bal-

ance payments.
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Dashboard m ‘ Purchases « IiveRnbony -

Accoynting

Fendings

Profoime inviice

A Irvpice

Receipt

Home | Income © Recept Raceipl
Creds Note

Displaying 1-50 of 54 rasults

Receipt # Diate = Amount Bank

1 R December & 2017 100000 HOFC Bank
25 December & 2017 316000 ICICH
24 December & 2017 10.000.00 ICICE

1. Go to receipt under income tab
2. Click on add receipt.

Receipt

Heme ' income  Croate Raceipt

Create Receipt

Settings Type *

GST receipt —_— 3

Payment Type
Payment against bl

Branch

Chennal ]
Receipt No

PREFIX 9 SUFFIX
Diate *

0502/2018 —_—d

Cheque No

S34THTRS523 —_— 5
Payment Mode *

Auxes Bank _.} 6

Amount *

14220 — 7

www.reachaccountant.ae

Welcome GLOBAL TRADING CO., Lopgged in for Home Branch - GST Plugin

24—

‘Customer/Catagory

Mr Aksh Jolly

More Patil

More Patil

z
i

L

]

ACHon «

AL =
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Income

Customer Namse *

ANAS CHERUKARA KOORIK... = H 8

Notes.

Pending invoice
— —> 10
s S N O S ———

1510 1510 ANAS CHERUKARA KOORIKADAM (HOUSE)  (Rs) 1422000  September 25, 2017 (Rs) 14.220.00 14220 o Noles 14220
i 1753 2018 (v 14,22000 September 25, 2017 () 14.22000 1] o Notes 1]
il 1T 2018 (v 14,220.00 September 25 2017 () 14,220,000 1] o Notes o

Amaunt matched with Invoice 1422000

AT 1 CUstomer 0.00

[® Save ana Create Mew [ Save and Email & Save and Print @ Cancel

Total: 14220

3. Select Payment against Invoice in payment type.

4. Now select date.

5. Give the cheque number.

6. Select the payment mode.

7. Mention the amount here.

8. Select the customer.

9. Add a note for your reference.

10. Reach automatically open and display all the outstanding invoices for that customer. Make sure you adjust
each of the invoice which needs to adjusted.

11. Click save. Payment added successfully.

Advance against invoice
Manytimes advance payments are made in the course of normal trade. Such advances are adjusted against future

invoices of the customer.

Now let me show you how advance payments are recorded in reach.
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Income

c— @&

Dashbod

€

Pt ot -

=

ety - Aceognbng

Fendings

PICRMaE invoice

Iervepic e

Receipt
Home | Income © Receipt

Crect Note

S —

Disptaying 1-50 of 54 results

Receipt # Date - Amount

@ 26 December B, 2017 1.000.00
25 December 8. 2017 3.160.00
24 December & 2017 10.000.00

1. Go to receipt under income tab
2. click on add receipt.

Receipt

Home | Income | Create Hecept

Create Receipt

Settings Type
GST receipt

Payment Type
For Advances against Invoice _). 3

Branch

Chennal ¥
Recoipt No
PREFIX -] LFFIX
Date *
0502:2018 e
Cheque No

524871369120 —} 4

Advance Tax
18% W —_—
Payment Mode *

HOFC Bank —_— G
Amount *

25400 7

www.reachaccountant.ae

HDFC Bank

ICICH

ICICH

Welcome GLOBAL TRADING CO., Logged in for Home Branch - GST Plugin '

CustomeriCategory

Mr Aksh Jolly

Mare Patil

More Patil

2(—|

Notes

A e

100

73



Income

TDS Amount

100

Customer Name *

Kimgane Hespitality Pyl Lid, | v o , 2]
Notes

Advance a9
Total: 0.00

3. Select for advance against invoice in payment type.

4. Now select date. Give the cheque no

5. and select the tax .After GST, these advances also attract taxes and hence it becomes important to record ad-
vances promptly.

6. now select the mode of payment Mention the amount here select customer. Add a note for your reference. Click
save Payment added successfully.

7. Once receipts are made, the Collection Report gets updated automatically in Reach. The Overdue Invoice re-
ports are adjusted too.

Reach automatically creates relevant accounting entries in the Daybook, ledgers, Financial and Tax Statements as

well, so you can save time on separate accounting entries.

3. Credit Notes

In this section, Lets learn about credit notes and its usage.

Learning Objectives:
1. What a credit note is and when it is issued
2. How to prepare a credit note using Reach Accounting Software

What is a Credit Note?
When you return your goods to a nearby store, the shopkeeper sometimes would give you a receipt which you can
use to exchange or set-off against future purchases. This receipt is known as a credit note.

In business, Credit notes are issued for the following reasons:
1. For Sales Returns
2. To provide a Sales Discount which was not known at the time of making the Invoice
3. To account for shortages in delivery
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Income

Credit notes can be adjusted against current outstanding Invoices or might be allowed to be set-off against future

Invoices.

Sometimes, it might be followed with a cash refund too

How to prepare a credit note in Reach Software?

o Explain the following scenarios

o Adjusting the credit note against an existing Invoice

o Adjusting an Invoice against a credit note

o Making a refund payment against a credit note

Adjusting the credit note against an existing Invoice

Credit Note

Home / Income (- Cred

Displaying 1-4 of 4 results

CHote #

3

Fending

Prafaima ke

Invoice

Receipt

Credit Nole: - _}. 1
Remngers
Amount Customer | Category
23.040.00
More Paid
18.000.00
Move Panl
43.040.00
Moro Patl

1. Go to credit note under income tab

2. click on add credit note.

www.reachaccountant.ae

Diate

January 10, 2018

January 10, 2018

January 10, 218

= B B 6

Paid  Pending Status Action
0 2304000 Action =
0 18.000.00 Action »
Q 2304000 m
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Income

76

Create Credit Note
Hemsn  Crachd Nets © Crmpts Dot Note
Seming Tipe *
TST Creaet Note
Customar Name

| Mborw Pald- - B47303107

Addises
GEE GEE Putra.
Door B 1, Wing Crofs Road.

Kangamtakiam

Cherrian Tamsl Nadu
ey - GO0

Emai haymarznde
Fhiong mo, 8423005107
Debit: 4 201 574 5

Recetwer GSTH UBD
FIASOLEASEOFS

Sales Type
88

Keten

|| Sarwang mobe - -

o—»5

m & =

Fapenan = Iy = Accoyntng

Supply Type
nitra.state

Supphy Aracts Havarsa Charge
Ho

Podnd of Supply [Gely il ditlecent from lacation of reclpient)

I 13 o thils Invedce pald under provisksal s sesument

el
Cumeney
Ingan Rupes {INA)

Pricalia

idore P H

655G 4286 LY

Subuotal:
OUTPUT SGST -6 %)

OUTPUT CGET . f (%

Lesa: DESCOUNT

Pald:

Tosal Dy (Rix);

Total (Rs):

Venlcom GLIGIAL FRADING T Log

Credi Moo #

Prafiz ExRA Creetit Not # Lasas

-
Data *

T aewams —_—

- DUTPUT 54557
i

= QUITPUT CGET
SN

G

Suffia ERT

B.636.41

7500.01

Matched irprgices for the customer© | - More o

Paisl]

i
i
i
%
I

TS 0N

0000 sy 3 W

1500

500

Admecurs masched wih ireece

TEO

A Decuinests.

Tarms

Allerwel Pl Bt © g rivg " gl Ta, " nha® e * st (el S Y

Cm-u‘!r_i_i M b phosan

10 a3l e

W S and AMS
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Income

3. Choose the customer to whom you are raising an credit note. Reach will automatically populate the customer’s
details.

4. Select date.

5. Select products details.

6. Enable the checkbox.

7. Reach automatically open and display all the invoices for that customer. Make sure you adjust each of the invoice
which needs to adjusted.

8. Click save.

Adjusting an Invoice against a credit note

Disiies Akl e 8 II'" o 58 Imventory = Accopnting E

Penuings - i . s {1
A Weicome GLOBAL TRADING CO., Logged in for Home Branch - GST Plugin =~ &

Profgrma lnvoice

Invoice EE—

Recepd

Homa | Income  Imvpice

Credit Note

Remmoprs

B0etalled Excel Print R Exce [& Par

m Dasplaying 1-50 of 1447 resulis

Invoice # - Customer ~ Dot ~ Amount ~  Paid Pending Sranus Shipment Action
il 1967 2018 January 24, 2018 T50000 D00 T.500.00 lu:-‘.l:!n -
Mr. Aksh Jolly 1
p Misw Irvdice
imvf 1986 2018 Mahalakshem Traders January 23, 2018 B40,000.00 000 840,00000
Mahadakshmi & FOF invoke
i 1965 /2018 January 22, 2018 840000 750000 s0000 DTS Mt nicke
Mare Patil ) Frint Invaice
imef 1964 72018 January 20, 2018 333000 000 333000 & Print Foem 11
Mr. Aksh Joliy1
& Print B3
inef 1953 2018 Janvsary 20, 2018 41,000.00 000 4100000
Customer 1 ) Pint ARE-1
invf 1962 2018 January 18, 2018 105,00 000 10500 A Lipiae Wnmig
More Pabl £ Daleta Invoica
imid 1961 2018 January 17,2018 56,000.00 56.000.00 oo M & Cancel inveice
Mr Hassan
M Add Rieceipt
vl 1960 2018 Jarwary 17, 2018 5040000 5040000 oo X3
Reach & Frint DC

1. Click invoice under income tab
2. Click view invoice

www.reachaccountant.ae 77



Income

1 Samsung mobile 7,500.00 1 T50000( 12| S00.00 £.400.00

1 7.,500.00 $00.00 7.500.00

Sub Total

Company's GST. For

‘Company’s CIN:

Declaration:

'We declare that this custom invaice temp shows the actual pice of the goods descrbed and that

all particulars are true and comect. Authorized Signature
Billed by

Notes

Income Terms

RECEIPT CREDIT NOTE ADJUSTMENT

L s

CNote # Amount Customer | Category Date Paid Pending Status Action

No results found.

Add Creait Note [ il

3. View invoice and scroll down
4. Click credit note and add credit note

Create Credit Note

Home | Cawct Node © Creste Cieds Mote m

Settings Type *
GET Ciedil Mote *
5 I
Customer Nams Cost Centrs Cradit Noss 8
PRSP ——— ProsactA - Mok '} Profis ERA  Credit Now ¥ Las#d Sullix ExRT
(-3
Receiver G5TH D Ty
Z Sapply Typa g
wR-state v
Be2018
Salen Trpe Sujaply Aniracts Raverse Charge
828 *  ND .
Nates. Pt of Supply [Only @ dilferet Trom location of mcipient)
s tax o this brvoice paid wades provisional sasnssment
NO .
Fricefin
Digtayt Saia Prica
Product Code

78

www.reachaccountant.ae



Income

Description Qty Units Discount
o |%lg- h 112
x | Samsung modie - || e B s v a0 % iy £AD0.00
© Adit 4 e Subtotal; TEO0.00
OUTPUT IGST - 12 (12%): 00 00
Less: DISCOUNT
Total (Rs): 8400.00

T
Atsach Descumeerts
Allawedd Flln Foamats * g, 900" il i1 i, doc. xihex (Allowed Sie 2M)
Choshs P | Na bl ehasn

O Adkd niew

7 4_|
Bsave and croieiow | @ smveana s | 2 save and Ema m

5. Now credit note page appears,Reach will automatically populate the customer’s details
6. Select products details
7. Go to save.

Making a refund payment against a credit note

Prafoema knvoica

Credit Note Inveice

Receipt +

—>
Rpmien etalled Excel = &P

Home ' Incoma

i Delete

Displaying 1-7 of T results

CHote # Amount Customer | Category Date Paid Pending Status Action

B 7.500.01 January 22, 2018 [1] T.500.01 n.:mn-
More Panl

5 £ 000,00 January 18, 2018 £ 00000 LTV v | p;h;m 3
Mr Aksh Joly1

4 58040 50 January 18 2018 o 58.040.50 Achon -~
KESAVAN VELUTHOORISLE228258
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Income

1. Go to credit note under income tab
2. click on add credit note.

@ =] ® b

Expeni e Acxoyring Haports Sattng =

W come GLOTAL TRAGING €0, Logged i #od Foos Bimsch - G

Create Credit Note

Fioma | Credit ot Coaate Cradd Nate
Setings Typa *

GST Craat Mote -

Customar Hame Suppty Typo Crmdit Note &

fm_-usw,. BA2IB09N (| R e B Intra-state ¥ Ptz it Ere Nas 8 Lsal) SR ECRY

i 7

Addrass Sappty Airacis Raverss Chaege Due*

'GEE GEE Plaza e .

Do o 1, Wit Cros Roaa O OV el i}

Wangamiakkam

Crarra Tamvl M Praint of Supply (Onky H different fiom location of reciphost)

i - 003

Emad humaranccegemt com
Piosna i B420002407_

Debit 4 201 57490 I tax o this iwvoden paid undes prevdsionsl sesessms
ho .
Receivor GSTH LD
Curmrency
BASDHEIASIDFEG
snean Rupee (INAY *
Falen Typn
Fricalist
828 *
deaty Pats
Notes

w OUTPUT SO37 E
hE%
| Smmngnotsie * O—P 5 1 ; S w v MCOUTRITDEST —_— .'.'_'G
Sasital:
OCUTRUT SGST - & (%) s
GUTPUT CGST -6 {3 e
Lasa: DISCOUNT 8
Paid: o
Ttad D (Rsf 659643
Total (Rs): 7500.01

Matchad invaices for the cusiomer | - More Patil |

B R EADN00, s 70 38 BA010G 7500 7500 @

Armcun matcteed wih rmice. ]

Atach ocoments i

Abdowesd Fil fFoumts * jg” pg. " gil," 2at" i " doe." stsy {Allowed Size 24

Chooss Fée | ot thasen
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Income

3.Choose the customer to whom you are raising an credit note. Reach will automatically populate the customer’s

details and select date.
4. Select date.

5. Select products details
6. Enable the checkbox

7. Reach automatically open and display all the invoices for that customer. Make sure you adjust each of the invoice

which needs to adjusted.
8. Click save.

Credit Note

Home * Incoms - Credt Nots

Bl Delele

Displaying 1-5 of § msults

CHNote & Amount Customer | Category
5 5,000.00
Mr. Aksh Joliy1
v 4 53.040.50
KESAVAN VELUTHOOR346226285
3 23.040.00
Moce Pab
2 18.000.00
More Pab
1 23.040.00
More Patil

9. Go to action button and click add payment

www.reachaccountant.ae

Date:

January 18, 2018

January 18, 2018

January 10, 2018

January 10, 2018

January 10, 2018

Paid

500000

Pending

a0
58 040 50
23.040.00
18.000.00

23,040.00
L?

Status Action
oo  Acton -

O Miew Credt Nole
B POF Creait Note
Wiai Credit Note
() Prnt Creoh Note
T Acd Payment
2 Updiane Credit Note

Delote Croot "
» Delote Croct Nate
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Income

Create Payment
Settings Type *

GST receipt

Date =

13/02/2018

Paid Amount *

58040.5

Bank Cat *

Axis Bank

Branch

Hyderabad

Document Url

| Choose File | No file chosen

Notes

n«— 2

10. Now payment page appears. Add payment details.
11. Click save.
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Questions

1. are the two types of Invoice.
a. A Retail Invoice or A Bill & Tax Invoice.
b. Payment voucher or Receipt voucher.
c. Advance against invoice & For Advance against Expense

2..What is an invoice?

a. Invoice are made to record daily petty cash expenses or payments made against supplier bills.

b. Invoice is issued by a seller to the buyer quantifying the terms of purchase and becomes a legal docu-
ment for the tax authorities.

c. Invoice are issued to record Sales Returns or to provide discounts which was not declared at the time

of making an Credit notes .

3. How many types of invoices ?
a.4
b.2
c.1

4. what are the three types of receipt voucher ?
a. Direct receipt voucher,Payment Against invoice & For Advance against invoice.
b. Direct receipt voucher,Payment Against bill & For Advance against Expense.

c. A Retail Invoice or Bill & A Tax Invoice.

5.A voucher is given when you receive money from a person.
a. Bill
b. Debit voucher.
c. Receipt voucher

6 notes are issued to record Sales Returns or to provide discounts which was not declared
at the time of making an Invoice.

a. Debit

b. Credit

c. Purchase

www.reachaccountant.ae 83



Questions

7. Every receipt has to be recorded in the Accounting Software and has to be set-off against ............
a. Outstanding purchase order.
b. Outstanding Invoice.
c. Pending payment.

8. What is a credit note?

a. When you return your goods to a nearby store, the shopkeeper sometimes would give you a receipt
which you can use to exchange or set-off against future purchases. This receipt is known as a credit note.

b. In the course of business, many times we return the goods purchased from the supplier.

c.When you buy goods in the due course of business, you supplier raises an Invoice demanding a pay-
ment for the same. The Invoice generally specifies the payment terms and taxes for which Input credit can be
claimed. This Invoice needs to be recorded in the Accounting Software as soon as it is raised. Recording the
Invoice helps you understand your Financial Status correctly.

9.1f You Are Offering Services.You have to raise Invoices within ........ days from the supply of services.
a. 15
b.10
c.30

10. In Business, Credit Notes Are Issued For............
a. For Sales Returns
b.For Purchase bill
c.For receipt

Practicals

Take a quick walkthrough of the Cloud Accounting Software along and explore the
various Menu and Submenu

TRY NOW
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EXPENSES

Reach gives you an option to customize the names of the menu tabs, You can change names, design the Invoice tem-

plates to your preference and setup the sms and email templates.

Now let us learn the following:
1. Recording Supplier Bills
2. Recording Payment Vouchers
3. Recording Debit Notes

1. Supplier Bills

When you buy goods in the due course of business, you supplier raises an Invoice demanding a payment for the

same. The Invoice generally specifies the payment terms and taxes for which Input credit can be claimed. This Invoice

needs to be recorded in the Accounting Software as soon as it is raised. Recording the Invoice helps you understand

your Financial Status correctly.

Let me now show you how a supplier Invoice can be recorded in Reach.

Home ' Expense . Bl

Debit Note

Reminders
Advance Search W

Desplaying 1-46 of 46 results

il # Vendor [ Category Date -

45727 January 19, 2018
Wander 1 - Purchases

15 January 18. 2018

123 TEGAN - Freight Charge

Q4ETIE January 17, 2018

Apphe Comunacation - Purchases

85

Amount

784,000.00

291 200.00

403.200.00

Welcome GLOBAL TRADING CO., Logged in for Home Branch - GST Plugin x

Bill ElE—

Paid Pending  Status Shipment Action
0 78400 {receneo)
291200 ¢ Em  EEEm
0 w0

www.reachaccountant.ae



Expenses

1. Go to Bill under Expense
2. Add bill, and select vendor details, date

e = m s

Ermads - sl =

Create Bill m
b Expiese - Conain 58
Setiings Trpe

Tow B4 .

Vandar Suppty Typs Bing
. Peofis Exfif Bl Numibee | pues) Suffiz Ex:RT
Platsriaidal Fritanus Pl | [ 5 e 3 sy
3

Adderss Supiply Anracts Riveine Chirge Datn®
1156 1 Waarapaam kaaiman Disl NO .

Tamd Hads 01018
Emad parfsh{iigmad com
Phone 0 Pt hginad o Point of Supply [Only § d#eese from location of reclplesd] Due Date

1I0e

e Bl Ne 8 Eligiliity of 1L as isgmtaivailal goodaingat sarddaiinone Tuerok G4 Payment

4y MO T Durupon reeipt v
Bill Dae Pricatht Tesms

& soaens —_— Bt Sake Frce
Sender GETNUID

AP0
Habes

[IE—

B | S suee
-

= BOPUT 9657+ |
6%
e e

. 7000 %% |||ERELTET 1000 00
Silsatal: 1400000

Loss: DISCOUNT
Total (Rs): 140000.00
T b= add payment ' Watch paymem - atch Debit Note

Sea Hominder

—_8

Atinet Dacassmit
Aoyrant Fiby Feemes * fp." g, il L), xie* dor * xin (Allowerd Sleu W)

Croows Fée | Ha e choesn

O Add 1

86
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Expenses

3. Select vendor details.

4. Bill date

5. Once marked, you can start adding all the products.

6. While adding products, you can choose taxes.

7. Once a Bill is completed, you can now create a payment for the bill (or) adjust the bill against advance payments
(or) outstanding debit notes

8. Reach also has the option of pre-setting reminders for your bills through email and sms.

9. Click save

2. Payment Vouchers

Now let us learn what is Payment Voucher is and How to raise payment using Reach, Cloud Accounting Software.

Learning Objectives
* Know what is Payment Voucher and When Should Payment Voucher be Issued?
* How to raise the Payment voucher using Reach software
* Where to check the Payment report.

What is a payment voucher?

In the course of business multiple payments are made everyday.

For example, Payments are made for Salaries, Travelling and Other office expenses. Payments are also made to-
wards buying assets for the business.

Payments can be made towards a current expense, as an advance to a supplier or towards an outstanding supplier
Invoice.

Payments are mostly made in cash, cheque or as Bank transfers

Everytime a payment is made, A voucher has to be prepared in the accounting software and be attested by the
payee. This is to have a proof of payment for audit and tax reasons.

How to raise a payment voucher using Reach Software?
Now that you know what is Payment voucher and when it is issued.Let us see, How to raise a Payment voucher
using Reach Accounting Software.

There are three types of receipt voucher :
1. Direct Payment Voucher
2. Payment Against bill
3. For Advance against Expense..
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Expenses

1. Direct Payment Voucher

First, | will show you how a Direct Payment Voucher is made. You should create a direct payment voucher for re-
cording cash expenses like travelling, office expenses and wages

Now let see how to raise direct payment voucher

Reack @& @ il

Bosress Adoificn Scfwar® | Pl ads c i N Ivantory - Accoygniing

Purchase ingant -
Weltoane GLOBAL TRADING CO. Logged in for Home Bram

Expense
o " 2 d——
il : [ @ impet Poyrent | @t ooyt |
e E EElE >
Dedit Mote “

- (orm Joces oo

i Desete

Displaying 1-36 of 35 resulls.

Payment § Date - Ameunt Hank Vendon Category Notes

Action
|- 42 Janary 18, 29120000 CASH TEGAN m
2018
21 Janary 17, 180,000.00 HDFC Bank Appba Comunic ation
ol =3
20 Jaruary 17 50000 CASH Telephane Charges
28

1. Go to payment under expense tab.
2. Click on add payment button.

= Ei

Inventory = Accogniing Repaorts

Purchase Ingent -
Welcome GLOBAL TRADING COL Logged in for Home Bram

Espense
Payment e . o -
2 —
o Exprse - Paymen —1
Debit Nole %

-~ (ore Joeee o]

Displaying 1-36 of 36 resulis

Payment f Date = Amaun Bank Vendor/Category Naotes Action
2 Jamary 18, 29120000 CASH TEGAN
2018
] January 17 18000000 HDFC Bank Appla Comunication
28
20 Jarary 17 50000 CASH Telephone Charges Action =
.

88
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Expenses

3. Select the direct payment in payment type.

4.Select date and payment mode.

5.Now select the expense in account and give the amount

6.In case you like to add taxes to the payments made, make sure the taxes are enabled while creating an account-
ing ledger

7. Add a notes for your reference.

8. Now Click Save. Payment added successfully.

2. Payment Against bill
Next, Let us see how a payment against a previously recorded bill is made. Such payment is made if the supplier
has issued a bill already which has been recorded in Reach Software and subsequently payment is made on the

due date.

ReOcChk 1]

Bertreas Automaben Softwre Deshbaard

Purchase Ingant

Expense

Payment

Dedit Note

Remindars m [ Excet @ Par

i Dedete

Displaying 1-36 of 36 resulls.

Payment & Date ~ Amount Bank VendorCategory Notes Action

z January 18, 29120000 CASH TEGAN
2018

3] January 17 180,000.00 HOFC Bank Appha Comunication m
2018

20 January 17 50000 CASH Telephone Charges Action =

A n

1. Go to payment under expense tab.
2. Click on add payment button.
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Expenses

Payment
Home © Expinsa | Casate Payment

Create Payment

Settings Type *
Faymani L

Payment Type
Payment aganst bill —_— "

Payment No

PREFIX 28 SUFFIX
Date *

B 24012018 — ]
Cheque No

854766452 e o

Chaue Date

Vendor
| - Vandor 2 vendor2giest | | €3 —> 5
Payment Made *

Ao Bank — .|

Cuirency
Indian Rupee {INR} v

Amount *

4000

Motes
I —3 ®

Pending Bills for the Vendor | - Vendor 2 ]
e e

:;”mw R 0,850.00 ALgU 10 2017 {Rs)2.380.00 000 ——Pp- 8 0 Notes
B45T20 {Re) 2,350,00 January 4, 2018 {Rs) 2,360 00 0 o Moles o
th {Rs) 4.000.00 Janiay 8, 2018 (Fs) 4,000,100 o ] Noles 0
2 {R815.250.00 Jaruary 20, 2018 (R3}5.250.00 ] 0 Nofes 0
18 {Rs) 56,0000 Janany 22,2018 (Rs159,000.00 o ) Mates 0
Amoumnt matched with Expense (H]
Amount to Vendor 0

Total: 4000

g.‘—l
T e O
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Expenses

3. Select Payment against bill in payment type.

4. Give the cheque no and date.

5. Select vendor.
6. Mode of payment.

7. Add a note for your reference.
8. Now adjust the amount here.

9. Now Click Save. Payment added successfully.

For Advance against Expense.

Now let us see how an Advance made against an expense is recorded in Reach Software. In the course of busi-

ness, we might come across a scenario where we make some advance payments to suppliers which gets adjusted

later when the supplier sends a bill.

orrialion Softre

Payment

Home ' Expanse = Paymend

i Dejete

Displaying 1-36 of 36 resulis.

Payment # st -

22 Jarwary 18,
2018

21 Jaruary 17,
2018

20 Jarary 17
203

Amount

291,200.00

180,000.00

§00.00

1. Go to payment under expense tab

2. click on add payment.

www.reachaccountant.ae

Purchase ingant

Eapense

Dedit Note

Remindars

Bank

CASH

HDFC Bank

CASH

Vendor/Category

TEGAN

Appla Comunication

Telephene Charges.

Welcoma GLOBAL TRADING CO.. Logged in for Home Bran

2'{—1

m [ Exced [A Par

Notes Action
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Payment

Homo  Exponse | Create Paymant

Create Payment

Settings Type "

Payrment ’

Payment Type
For AGvances against Expense —)‘- 3 x

Payment Mo

PREFIX 23
Date *

8 40n2ns e
Tax Id

INPUT |GST-18 18% | —_—5
Cheque No

24567321665 e
Cheque Date

30012018

Viendor

-Leniral Board of Excise 3 —}— 7

Payment Mode *

[ A Bark — ) ¥ +]
Cumency
Indian Rupee {INR) '

Amount ©
5000 —p- 9

TDS Amount

Notes

— 10

Total: 5000.00

1 <—

BiSave and Create New || B 8mveandEmat | S S ern m @ Cancel

3. Select for advance against bill in payment type.

4. Now select date.

5. Select the tax .After GST, these advances also attract taxes and hence it becomes important to record advances
promptly.

6. Give the cheque number.

9 2 www.reachaccountant.ae
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7. Select Vendor.

8. Now select the mode of payment

9. Mention the amount here.

10. Add a note for your reference.

Click save Payment added successfully.

Once Bill are made, the Collection Report gets updated automatically in Reach. The Overdue bill reports are adjust-
ed too.

3. Debit Notes
Now let us learn about debit notes and its usage.

Learning Objectives
1. What a debit note is and when it is issued
2. How to prepare a debit note using Reach Accounting Software

What is a Debit note? When is it issued?

In the course of business, many times we return the goods purchased from the supplier.

Debit notes are issued:
1. For Purchase Returns
2. To provide a upward revision of Invoices
3. To account for shortages in delivery

Debit notes can be adjusted against current outstanding supplier bills or might be allowed to be set-off against
future Bills.

Sometimes, it might be followed with a cash refund too

How to prepare a debit note in Reach Software
1. Show how to setup a debit note template
2. Explain how to map it to a particular accounting ledger
3. Show how to raise a debit note and print
4. Explain the following scenarios
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= E]

hvwnnbony = Accogniing Reports

Plyhist et Welcome GLOBAL TRADING CO., Logged In for Home Branch - 201718 &

24—

Home | Expense | Diabit Note
EE
Hemingers [HiDetalien Excel
-~

Expehag

Displaying 1-3 of 3 results

Debit Note # Amount Wendor Name | Financial Category Dhate Paid Pending Status Action

[} 560000 GST Vendor - Transport Charga June 30, 2097 (1] 560000
D2 BTT00  Vendor 3 - Purchases Juna 28, 2017 i} 8.377.00 Acton -
D1 525000 “endor 1 - Purchases Juna 27, 3017 0 £.250.00

1. Go to debit note under expense tab
2. click on add debit note.

PReoc— @

[F——

Create Debit Note -
By

rom | Dt Note  Groate Dbt Nota

Pe—— L9
Debe tece: ' G
-
Chenna g
Verdiar Nama Pricelist Dwbithiote §
e 3 Praflx ExftA PO F Lusnd? Suffia ExiT
Wendor 1= wendoriiiest * | [ FEde s 3 Dietah Sala Frice
B 3
w Dute *
Chard 22013018 ——p 4
i
Emad sando MEMAL o=
Phere na- 1895633140
Notes
Produc Coda

Product

® | shine Tims - 3O =5 1 . . 380 LR m AT 3T 41300 |
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s Wi Sublotal: 000
WP SGST - § (34 50
INPUT CGST - 9 5% HED
Total {INR): 413.00

e ¥ Match Exginies

| R} L Dcister. 25, 2017 (R} 140000
] Ra) 34 50000 Noewmeet 12, 2017 Fn} 38.800.00 o o
Amound matched win Ejmens ]
Antach Docsmanty
Wiowad File Foremats *jpg, oo, 9 A, ads" doc.” atx (Adiowsd Siae 74)
Crserve Fil | s bl ehassion
O Ak ¢
7

Bavean e | 300 a0 =

3. Choose the vendor to whom you are raising an debit note. Reach will automatically populate the vendors details
and select date.

4. Select products details

5. Enable the checkbox

6. Reach automatically open and display all the Bill for that vendor. Make sure you adjust each of the bill which
needs to adjusted.

7. And click save.

Making a refund payment against a debit note

& B

lrreentony ~ Accognting Reparts

Uit 9 Welcarme GLOBAL TRADING CO., Logged In for Home Branch . 2017.18 &
Expinss
Debit Not N
el ole " =T s
© Add Debit Note

Home « Expensa . Debit Naots

Reminders Jetalen Excel
oo~ =

Disglaying 1-3 af 3 results

Diebit Note # Amount Vendor Name [ Financial Category Date Paid Pending Status Action

[13 560000 GST Vendor - Transport Charge Juna 30, 2017 0 5,600.00
D2 837700 Vendor 3 -Purchases June 29, 2017 [} 8,377.00 m
'R £250.00 Vendor 1-Purchases June 27, 2017 1] 5.250.00
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1. Go to debit note under expense tab
2. Click on add debit note.

(] =

Iisshibcard [P

Create Debit Note

o | Detst Mot | Craoms Datst Hoss

Sattingn Typo
Debe Mot
Vencdor Namma Cornancy Dot §
Prefix ExHA PO # Lesni0l Suffix Ex:RT
Arpm moncrg * DL e 3 Irtias Fupess (18R .
o 1
Kot Priculist Date ™
@ Chafacst Saie Free 2 220177018

LED/ BACK PLATES

5 | BACKPLNTE WRDBP =@+ &  gaCKFLATE IWRD 1 5 . 500 % v B0
| P
Total (INR): 500.00

5 e % lda1ch Expanse

Pending Bl for tive Vendor [ - Arfun moulding | @

e

] R 30000000 Sorumy 1 00 e 300000 00 U] -]
RS 5000000 Larucicy T 2000 R 5000000 o -]
8 (P} 100,00 Decamon S 1501 IR 10000 o -]
) 1,000 00 atw 13 2017 L0 a -]
7 s B30 oty 10, 2017, R 830 ] [}
R 00090 Al 3, 2017 R 2100080 ] e
1] [ ETE T g 3 2077 (R 34,350, 00 ] -]
Ay 1428 09 Setoor 35, 217 A U] -]
£ 1) 5190000 Bewemowr 13 347 e 51,220 00 o -]
Amoust mancies mih Expenss -]

Attach Docasants
ol Flle s * g v " 140 i, " fos." e [Alkwed Sicw 28

Criooss Fim | e b choess

O s

3. Select vendor name and Date.

4. Select products details.

5. Enable the checkbox.Reach automatically open and display all the Bill for that vendor. Make sure you adjust each
of the bill which needs to adjusted.

6. Click save.
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Displaying 1-1of 1 resuil.
Debit Note # Amaunt Vendor Name | Financial Category Date Paid Pencding Status Action

# Do 10006 O Sai Pyt LM - Purchases Seplember 16, 2017 0 100.00
£ iew Debd Mote
. POF Debi Nobe
o] Mall Dabst Note
(i) Pt Detit Noee

o Eoi Db Note

7 e [*A0d Receipt

« Delete Deo hote

7. Go to action button and click add receipt

Create Payment

Date * 13/02/2018

Paid Amount® 4

Bank Cat * HDFC Bank V—7

Branch Chennai A\

Notes

[ IsTds

T

8. Now payment page appears, add payment details
9. And click save

Know credit note Status will change paid
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Questions

1. How many types of Payment voucher?
a.3
b.5
c.2

2. How to create purchase bill using Reach software?
a. Income tab> invoice>Add Bill Button>Select vendor>Bill date>add products>Click save.
b. Go to payment under expense tab>Click on add payment button>Select the direct payment>Click Save.
c. Expense tab> Bill>Add Bill Button>Select vendor>Bill date>add products>Click save.

3. what are the three types of Payment voucher ?
a.Direct Payment Voucher,Payment Against bill & For Advance against Expense.
b.Direct receipt voucher,Payment Against invoice & For Advance against invoice.
c.Tax Invoice & Retail Invoice or Bill.

4. When you buy goods in the due course of business, you supplier raises an demanding a
payment for the same.

a. Invoice.

b. Purchase order

c. Sales order

5. Payments are made for
a. Salaries, Travelling and Other office expenses
b. On sale of Asset
¢. When you make a cash sale

6. Payments are mostly made in.
a. cash, cheque or as Bank transfers
b. Fixed asset
c. Current asset

7. Everytime a payment is made, A voucher has to be prepared in the accounting software and be attested
by the

a. Supplier

b. Vendor

c. payee
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8.When the payment is made,This is to have a proof of payment for
a. Audit and tax reasons.
b. Pf and esi
c. Insurance

9. can be adjusted against current outstanding supplier bills or might be allowed to be set-off
against future Bills.

a. Debit notes

b. Credit notes

c. Payment

10. In the business Debit Notes are Issued for
a. For Sales Returns
b. For Purchase Returns

c. For Cheque Returns

Practicals

Take a quick walkthrough of the Cloud Accounting Software along and explore the
various Menu and Submenu

TRY NOW

www.reachaccountant.ae
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07

BANKING

Let us now learn how Banking Transactions have to be recorded in Reach.

Learning Objectives:
1. Record Bank Deposits in Reach
2. Record Bank Withdrawals in Reach
3. Record Cheque returns in Reach
4. Reconcile your Bank Account with the Bank Ledger in Reach

Recording Bank Deposits

In the normal course of business, you will be depositing Cash and Cheques collected from the customer into the Bank
Account. This needs to be recorded into the Accounting Software.

Let me now show you how a bank deposit is recorded in Reach Accounting Software.

REQChH [ehat @

B Auomarion Sofhere

Incofme = procuggment Ivwaniory =

Journal

>

Contra

W Delete

Displaying 1-2 of 2 results

Conira # Amount Dale - From = To = HNotes = Action
] 56,000 00 July 5, 2017 cash HOFC BANK go
0 100,00 August 2, 2017 cash HOFC BANK Cash deposit
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1. Go to contra under account tab
2. Add contra

Add a Contra

Contra Type

Contra v
N
Contra NO N P 2017
Amount 2000 ) 3
Date” 50112018 —_— 4
From Bank *
petty cash with Mr MONIdEen  —————p 5 by
Ex Curr

Select a Cumrency

To Bank *

cash — 5 ra

Voucher No

Notes ~

withdrawal for petty cash eXpenses ————3p- §

3. Select Amount.

4. Select Date.

5. From cash and To Bank name.

6. Add a notes for your reference.

7. Click create. Payment Deposited successfully.

Recording Bank Withdrawals
Often, Cash is withdrawn from the Bank account for Petty Cash Expenses or to make other payments in Cash.
When Cash is withdrawn from the bank, It needs to be recorded into the Accounting Software. Let me now show

you how a Bank withdrawal in Reach Accounting Software

www.reachaccountant.ae 10 1



Banking

sl @

Income = procugpment Iveniony =

Journal

= L —
=3 3 B3
2“1_
Contra

Displaying 1-2 of 2 results.

= Contra # Amount Date = From = To = Notes = Action
] 58,000 00 July 5 2017 cash HOFC BANK ge
i] 100,00 Auvgust 2, 2017 cash HOFC BAKK Cash deposit

1. Go to contra under account tab
2. Add contra

Add a Contra

Contra Type . . |
ConwraNO | d v
Amount 2000 _> 2
Date ™ s0r2018 el
From Bank * petty cash with Mr Mohideen "—")‘ 5 '
Ex Curr Select a Curency '|
ToBank® — 5 b
Voucher No
Notes *

withdrawal for petty cash expenses ————pp- 6
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3. Select Amount.
4. Select Date.

5. Select from bank name and To cash.

6. Add a notes for your reference.

7. Save payment Withdrawals successfully.

Recording Cheque Returns

Since we record every cheque which is deposited into the bank, it is important to reverse it if the cheque issued by

a customer returns from the bank. This means that the customer account has to be reversed and the Bank balance

reduced. Now, | will show you how a Cheque return is recorded in Reach Accounting Software

He Ol

Elusaness Automabon Soltwire

Journal

W Delete

Displaying 1-5 of 5 results

Journal # Diate =

5 January 20 2018
4 January 17, 2018
3 January 10, 2018

1. Go to journal under accounting tab

2. Click on add journal.

www.reachaccountant.ae

Amount

5000

6238

Credit Account
Serace Charge
Computer

CASH

Diebit Account

Zaro rated

Deprecation

Ingerest on Loan
HOFC Loan

=B &

Description

cradit note

Depriciation for computer R 5000

Action
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Add a Journal

Journal Typa * GST Journal i
J¥ Na 5
Description | ., - que bounce —_—
Date™ | pamiz01s —- 4
Ref No

Branch
Hydarabad

Here is the Proof | Choasa File | No e chasan

Account Debit Credit Tax Amount Tax Amount Remarks
SMA Traders - Chennal | =g 5 50000 ——J» 6 ! Q ] =
Cheque in hand - 7 50000 ——p 8 : 0 g
Total 50000.00 S0000.00
o«— 1223

3. Now add Description select date.

4. Select customer name add debit amount

5. Select cheque in hand ledger and add credit amount
6. And click save

Reconciling Bank Transactions
The Balance shown in the Bank Ledger of the software and the Actual Balance in the Bank does not tally often.

In most cases, This is due to the following reason:

1. The time delay on the deposited cheques to be cleared

2. The time delay on the issued cheques to hit the account

3. Bank charges levied by the Bank
At the end of every month, it is habitual to do a Bank Reconciliation to ensure that these transaction are accounted
and to ensure that the Bank Account shows a true and correct picture.
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Now | will show you how a Bank Reconciliation is done using Reach Accounting Software

&® b Lud

II=|E’CIC5—|

Dashboard Emads = ek Incoimie =

) =

Expensa = Iveisriory = Accoynting

Inventory Reports

Product Roports
Ses the stock report for a specific penaed of time

Ageing Stock Heports
See the Ageing stock report for all Products

Negative Siock Reporis
See the raport for Megatrve Stock Reports

Accounting Reports

Daybook
See everyday credit and cash transactions

Trial Balance
See the consolidatad total of all the balances in the genaral ledger

Balance Sheet
The summary of 1he state of affairs and the business value

Balance Shest Noew
The summary of the state of affairs and the business value

Cash Flow
See the Cash flow movement incurred during Academic peniod

1. Go to reports.

Compilation Stock Repons
See the report for Stock Reports

Clasing Stock Value
See the reports on Clozing Stock Value.

General Ledger
See all accounts (summary and details)

Profit & Loss
See the ProftiLosses incurmed dunng a specific pencd of time:

Profit & Loss Now
See the ProfitlLosses incurred dunng a specific period of time

Bank Reconcilistion Repor
See the report on bank reconciliation report

. 3

2. Click Bank Reconciliation Report under Accounting Reports.

UNION BANK OF INDIA Account

Home . Roports | Ladger

IN0E201T Al » O146TE496T
Dispiaying 1-100 of 465 results
Date = Wch  Cheque Description Notes
No = No

Jun28, 1163 Amma Furmitures - Nellore

2T
Jun 29, 1162 SuSpenses CARD LESS DEPOSITE

a7

www.reachaccountant.ae

© Go Back

®
iif

=

Search:
Bank Date Vch Dabit Credit
Type Amaount Amount
Opening 0.00 000

140022015 ?ﬂlpt 49997128

19022018 Receipt 7.500.00
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3. Search date and cheque number.
4. Go to select cheque clearance date
5. Now Click Reconciliation report

Reconciliation Report m

Home /| Reports / Reconciliation Report

SRIJAIYAM AYYAPPA TRADE LINES

H.O: NO.14,16, MEYYANUR MAIN ROAD, MEYYANUR, SALEM-836004B.0: NO.17-6/4, ARCOT
ROAD, VADAPALANI, CHENNAI-600083,
CHENNAI, 600093

UNION BANK OF INDIA

Bank Reconcilation Report
As on 10/02/2018

Particulars Amount

Balance in Books of Accounts 70,612,558.95

Add: Cheque issued but not presented 3,401,931.55 _> 6
Less: Cheque deposited but not cleared 74,014,490.50

+/. Difference in opening Balance 0

Balance as per Bank Statement 0.00| =——p 7

6. Here you can see the total number of cheques. i.e., Cheque issued, cleared and non cleared .

7. Finally you can see your “balance as per bank statement”.

Practicals

Take a quick walkthrough of the Cloud Accounting Software along and explore the

various Menu and Submenu

TRY NOW
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Questions

1.How to record a bank deposit in Reach Accounting Software ?

a. account tab>Journal >Add Journal>Select Amount>Select Date>From cash and To Bank name>Click
create.

b. account tab>contra >Add contra>Select Amount>Select Date>From cash and To Bank name>Click
create.

c. account tab>contra >Add contra>Select Amount>Select Date>Select from bank name and To cash>-
Click create.

2. How to record a cheque return in Reach Accounting Software?

a. Accounting tab>Go to journal>Click on add journal>Select date>Select customer name>Add debit
amount>Select cheque in hand ledger>Add credit amount>Click Save.

b. accounting tab>Go to Contra>Click on add Contra>Select date>Select customer name>Add debit
amount>Select cheque in hand ledger>Add credit amount>Click Save.

c. Go to reports>Accounting Reports>Click Bank Reconciliation>Search date and cheque number>Go to
select cheque clearance date> Click Reconciliation report.

3. What is a cheque return?

a. you will be depositing Cash and Cheques collected from the customer into the Bank Account.

b. every cheque which is deposited into the bank, it is important to reverse it if the cheque issued by a
customer returns from the bank. This means that the customer account has to be reversed and the Bank balance
reduced.

c. Often, Cash is withdrawn from the Bank account for Petty Cash Expenses or to make other payments in
Cash. When Cash is withdrawn from the bank.

4. How to see bank reconciliation report in Reach software ?

a. Go to reports>Accounting Reports>Click Bank Reconciliation Report >Search date and cheque num-
ber>Go to select cheque clearance date>Now Click Reconciliation report.

b. Go to my reach>Accounting Reports>Click Bank Reconciliation Report >Search date and cheque num-
ber>Go to select cheque clearance date>Now Click Reconciliation report.

c. Go to reports>stock Reports>Click Bank Reconciliation Report >Search date and cheque number>Go
to select cheque clearance date>Now Click Reconciliation report.

5. At the end of every month, it is habitualtodo a .................... to ensure that these transaction are ac-
counted and to ensure that the Bank Account shows a true and correct picture.

a. Bank deposit

b. Bank withdraw

c. Bank Reconciliation

107



Questions

T is withdrawn from the Bank account for Petty Cash Expenses or to make other payments in
Cash.

a. Cheque

b. Bank transfer

c. Cash

7.What is a Bank withdrawal ?

A. Cash is withdrawn from the Bank account for Petty Cash Expenses or to make other payments in Cash.
When Cash is withdrawn from the bank.

B. you will be depositing Cash and Cheques collected from the customer into the Bank Account.

C. we record every cheque which is deposited into the bank, it is important to reverse it if the cheque
issued by a customer returns from the bank.

8. Where to check this bank transaction report ?
A. In Balance sheet
B. In Bank Reconciliation report
C. In Daybook

9. How to record a bank withdrawal in Reach Accounting Software ?

a. Account tab>Go to contra >Add contra>Select Amount>Select Date>Select from bank name and To
cash>Add a notes for your reference>Save payment Withdrawals successfully.

b. Account tab>Go to journal >Add journal>Select Amount>Select Date>Select from bank name and To
cash>Add a notes for your reference>Save payment Withdrawals successfully.

c. Expense tab>Go to journal >Add journal>Select Amount>Select Date>Select from bank name and To

cash>Add a notes for your reference>Save payment Withdrawals successfully.

10. The Balance shown in the ........ Ledger of the software and the Actual Balance in the Bank does not
tally often.

a. Customer

b. Vendor

c. Bank
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SALARY

Now Let us learn how Staff Salary Transactions have to be recorded in Reach.

Learning Objectives

1. Record Staff Salary Advances in Reach

2. Record payment of Salary and wages in Reach

3. Record PF and ESI dues in Reach
4. Record payments made as Owner/Partner/ Directors Remuneration in Reach

Recording Staff Salary Advances

In the normal course of business, you will be issuing Advances to your Staffs against Salary or for Expenses. This

needs to be recorded into the Accounting Software.

Let me now show you how a Staff Advance is recorded in Reach Accounting Software.

e &

Pt Autermatien Sofbante 3

Afhvance Seach v

Journal

i Delete

Displaying 1-5 of 5 results

Journal #
H

4

www.reachaccountant.ae

Date =
January 20, 2018
January 17, 2018

January 10, 2018

Amount

5000

5000

5233

Credit Account

Service Charge

Computer

CASH

Debit Account

Zero rated

Deprecation

Inkerest on Loan

HOFC Loan

2 «— [

Description Action
cradit note
Depriciation far computer Rs 5000
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1. Go to Journal under accountant tab
2. Click add journal option and add Salary Advances entory

Add a Journal
Joumal Type *

Journal -

JV No J 5

Description eash paid > 3

Dote” 23012018 e 4

Ref No

Here is the Proof Chaosa File | No file thosen

Account Debit Credit Remarks

Salaries Advantes -'-ﬂ-} 5 5000

HOFC BANK gy 5000

Total 5000.00 5000.00

3. Add a Description for your reference.

4. select the Date, Ref No, Here is the Proof

5. Now select Staff Salary Advances ( current liability) and add amount under debit column
6. Select bank or cash and add amount under credit column

7.Then save
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REOC &

BusnessAukoobon Solwore gy

[

Income -

@

procurgment

Advance Search

Journal

Displaying 1-7 of 7 resulls

Journal #

Date ~ Amount Credit Account
February T, 2018 50000 HOFC BANK
Fabruary 7, 2018 50000 Lean from Director
Seplembar 11, 2017 20000 Sales

8. Now go to Journal under accountant tab

9. Click add journal option now add salary

Add a Journal

Account

Joumnal Type * Iosiia

J\I'HGJ 5

Dencription ...t i

— 10

D" 3012018 e 11

RefMo ¢138790

—_— 11

Here i the Proof | Choose File | No file chosen

Credit

Debit Account

Loan from Director

Computer

Salaries and Commissions

= B &
o «— [

Description Action

Setiled 1o the boss

Spant by Boss

Remarks

Salanes & Bonus

—er— 12 25000 =P 13

Salanes Advances ‘-ﬂ—)‘ 14 oo —" 15
HDFC BANK -—3—}16 20000 =— 17
Total 25000.00 25000.00

www.reachaccountant.ae
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10. Add a Description for your reference.
11. select the Date, Ref No, Here is the Proof
12. Select Salary ledger and add Total salary amount under debit column

12. Now select Staff Salary Advances ( current liability) and add advances amount under Credit column

13. Select bank or cash and add amount under credit column

14. Then save

Recording Salary and Wages

Now, Let me show you how monthly Salary and Wages due and paid can be recorded in Reach Accounting Soft-

ware

[ == o [ e 8 i)

Pasnts Adornaton Scltwaee Bashboard

Advance Seamh

Journal

Displaying 1-5 of 5 results

Journal #
5
4

3

Date =
Jaruary 20, 2018
January 17, 2018

January 10, 2018

6235

1. Now go to Journal under accountant tab

2. Click add journal option now add salary

112

Credit Account

Service Charge

Computer

CASH

Drebit Account

Zeto rated

Dapracsation

Interest on Loan

HOFC Loan

Description

cradit note

Depriciation for computer Rs 5000

Action
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Add a Journal

Jowrnal Typa *

Description

Ref No

Here is the Proof

Journal

J -}
cash pald  —p 3
" 20012018 e 4

Choase Fils | No file chosen

Account Dabit
Salanes Advances ===l 5 3000
HDOFC BANK e

Total 5000.00

3.Add a Description for your reference.

4. Select the Date.

5. Select Salary ledger and add Total salary amount under debit column.
6. Now Select bank or cash and add amount under credit column.

7.Then save

Recording PF and ESI Payments

Sa—
’ Save @ Cancel

The PF and ESI due is recorded in Reach Software as explained in the previous segment. Payment of PF or ESl is

done using a regular payment voucher.

Let me now show you how.

www.reachaccountant.ae
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ReOcCk 1]

Faentas Aubamabon Scihwie

Dashboard

Advance Seamh  w

Journal

Displaying 1-5 of & results.

Journal # Date -

5 January 20, 2018
4 January 17, 2018
3 Janmuary 10, 2018

1. Go to Journal under accountant tab

Amount Credit Account
5000 Servce Charge
5000 Computer
6235 CASH

Drebit Account
Zefo rated
Depreceation

Inberest on Loan
HEFC Loan

2. Click add journal option and add Staff Salary and PF,ESI entry

Add a Journal

Jourmal Type ™ o) na

JV ho 3

Description | - <h pad
Date® yainizons

Ref No

Here is the Proof | Choosa File

il

—_—4

Ma fila chasan

> 5

Account Debit

Credit

=1 B
2 «—

Description Action
cradit fote
Depriciation for computer Rs 5000 Action =

ALhon -

Remarks

Sakaries & Bonus

" @ ——3 6 25000

HOFC BANK Y — T
| ESI Employes payable ¥ gy == 8

EFF Employee payable Wl 4 —} 9

Total 25000.00

114
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3. Add a Description for your reference.

4. Select the Date.

5.You can add the details of the new Ledger by clicking on the “+” button near the Ledger field.
6. Select Salary ledger and add salary amount under debit column.

7. Select bank or cash and add amount under credit column.

8. Select ES| Employee payables ( current liability) and add amount under Credit column.

9. Select PF Employee payable ( current liability) and add amount under Credit column.

10. Then save

When You Make The Payment To Government, Now You Need To Pass Journal Entries.

s [ om [l & = [shl
BrsnessAuemiben St pocppeo L

SBa

e e e
P el © A 3 Joumal
Journal

W Delete

Displaying 1-5 of 5 results

Journal # Date = Amount Credit Account Drebit Account Description Action

5 Jaruady 20, 2018 5000 Servce Charge Zuto rated cradit note m

Fl Januany 17, 2018 5000 Cemputst Dapreceation Diepriciation for computer R 5000

3 January 10, 2018 6233 CASH Interest on Loan m
HBGFC Loan

11. Go to Journal under accountant tab
12. Click add journal option and add Staff Salary and PF,ESI entry

Account Debit Credit Remarks
ES| Employas payable Al —> 13 200
EPF Employee payable TO— 14 800
ES| emplayer contnbubon | * |3 —}. 15 220
EPFemployer comiribution | * (3 ‘_.* 16 830

HOFC BANK A + | _}. 17 2070

Total 2070.00 2070.00

18 <«—— EEI8
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Salary

13. Select ESI Employee payable ledger and select amount under debit column.
14. Select PF Employee payable ledger and select amount under debit column.

15. Select ESI Employer contribution ledger and select amount under debit column.
16. Select PF Employer contribution ledger and select amount under debit column.
17. Select bank or cash and add amount under credit column

18. Then save.

Recording payments made to Owner/ Partner/ Director (salary)
When the owner makes payment to himself, it needs to be recorded in the Accounting Software.
The question to how it should be recorded depends on the type of entity you are dealing with.
1. If the organisation is a Proprietorship entity, The payments are recorded as “Drawings”
2. If the organisation is a Partnership, The payments are recorded as Partners Remuneration or Interest on
Capital and adjusted to the Partners Capital Account
3. If the organisation is a Limited Company, The payments are recorded as “Directors Remuneration”
Now, Let me show you how these payments are recorded in Reach Accounting Software

Directors Salary

ARecc @ (O = = B &

Expansa = Irvveeritony = Accoyniing Reports Selfng =

Besiness Acfomation Sollaiee | pochbooed

Welcoma GLOBAL TRADNNG CO., Logged in for Homae Branch . GST Plugin )

Receip
el Note
Rerminders
Displaymag 1-50 of 1447 results
Invoice & » Customer = Dlate = Amount = Paid Pending Status. Shipment Action
il 1967 /2018 January 24, 2018 7.500.00 0.00 7.500.00 m
Mr Aksh Joiy1
Inyf 1966 (2013 Mahalakshie Traders January 23 2018 B40.000.00 QL0 4000000 Achon =
Mahalakshmi
il 1965 12018 January 22, 2018 840000 7.500.00 90000 Eee Agtion =
More Pabi

1. Go to payment under Expense tab
2. Click Add Payment

116 www.reachaccountant.ae



Salary

Payment

2 Expense | Create Payment

Create Payment

Settings Type *

GST Payment .

Payment Type

Direct Payment —_— 3 v

Paymant No

Date *
B ou022018 —_— 4
Cheque No
254871080559
Cheque Date
13022018
Vendor
Select a Vendor Wi+
Payment Mode
HDFC Bank —_ 5 = a
Account Price Tax Tax Ameount Amount Cost Centre
0 1
Dwaciors Remuneration x _y ] 100000 X 000 100000.00 Sedect Cost Centre L/ *

Tictal 000 100000.00

Notes

Satary made to Director MR. Mohi __,,’. 7

3. Select the direct payment in payment type.

4. Select date and payment mode.

5. Now select the “Directors Remuneration ledger in account and give the salary amount.
7. Add a notes for your reference.

8. Now Click Save. Payment added successfully.
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Questions

1.What does PF stand for?
A. Provident fund.
B. Personal farm.
C. Public foul.

2. What does ESI stand for?
a. Enterprise service interface.
b. Electronic simulation Internet.
c. Employee state insurance.

3. How to record salary and wages in reach accounting software?

A. Accountant tab>Go to Journal>Click Add journal >add Salary>Select the Date>Select Salary ledger
>add Total salary amount under debit column>Select bank or cash>add amount under credit column>save.

B. Income tab>Go to Invoice>Click Add journal >add Salary>Select the Date>Select Salary ledger >add
Total salary amount under debit column>Select bank or cash>add amount under credit column>save.

C. Accountant tab>Go to Journal>Click Add journal >add Salary>Select the Date>Select Salary ledger

>add Total salary amount under credit column>Select bank or cash>add amount under debit column>save.

4. Employee benefits like ............... and Insurance dues have to be journalised and recorded in the soft-
ware to make sure the financial statements show a true and fair view.

a. Provident fund.

b. Employee statement insurance.

c. Salary

5. If the organisation is a Limited Company, The payments are recorded as :-
a. Directors Remuneration
b. Partners Remuneration

c. Interest on Capital

6. How to record Director salaries in Reach software ?

a. Expense tab>Go to payment>Click Add Payment>Select the direct payment in payment type>Select
date and payment mode> select the “Directors Remuneration ledger in account and give the salary amount> Click
Save.

b. Go to payment> Expense tab>Click Add Payment>Select the direct payment in payment type>Select
date and payment mode> Staff Salary Advances ( current liability)> Click Save.

c. Go to payment> Expense tab>Click Add Payment>Select the direct payment in payment type>Select
date and payment mode> Salary ledger and add Total salary amount under debit column> Click Save.
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Questions

7. If the organisation is a Proprietorship entity, The payments are recorded as..........
a. Capital
b. Drawings

c. Partners Remuneration

8. If the organisation is a Partnership, The payments are recorded as ..................... or Interest on Capital
and adjusted to the Partners Capital Account.

a . Partners Remuneration

b. Drawings

c. Directors Remuneration

9. Select ESI Employee payables ( current liability) and add amount under ............ column.
a. Credit
b. Debit

10.The PF and ESI due is recorded in Reach Software as explained in the previous segment. Payment of
PF or ESI is done using a regular........

a. Invoice

b. Receipt voucher

. payment voucher

Practicals

Take a quick walkthrough of the Cloud Accounting Software along and explore the
various Menu and Submenu

TRY NOW
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CASH MANAGEMENT

In this section, lets learn how Cash Transactions have to be recorded in Reach.

Learning Objectives:
1. Understand how Petty Cash can be managed using Reach
2. Learn How to account for expenses spent by Boss
3. Learn How to account for advances given for expenses

Petty Cash Management

Every business earmarks some cash for daily office expenses done in cash. The cashier is usually made responsible
for this fund and day-to-day expenses are met out of this Imprest. This fund is refilled every day or week once it is
used. Let me show you how petty cash is accounted for.

& ] Ei

lrvonbory - Accayniing Reports

Welcome GLOBAL TRADING CO., Logged in for Home Braneh - GST Plisgin f =

Payment : T e T e
SR 4, |mport Payment | © Add Payment
Home | Expense | Payment —> 1 £ .

Reminders i) Excel m

@ Delete

Displaying 1-36 of 36 resulis

Payment # Dato - Amount Bank Vendorl Category Notes Action

2 danuary 18, 29120000 CASH TEGAN m
ms

] January 17 180,00000 HOFC Bank Appla Comunscation
2018

F i) January 17 500.00 CASH Telephons Chargas Action =

ms

1 20 www.reachaccountant.ae



Cash Management

1. Go to payment under expense tab.
2. Click on add payment button.

Payment

Home | Expanse | Creata Payment

Create Payment

Settings Type *

Payment A

Paymant Type

Derect Payment —_— 3

Paymant No

23
Date -
& 20018 —_— 4

Cheque No
Cheeque Date

Vendor
Select a Vendor W+ ]
Payment Mode

CASH —_— 5 v

Account Price Tax Tax Amount Amount

0.00 500.00 +

Viiater Charges ¥ _> 6 500 1 Taxe: —> T

Tetal 0.00 £00.00

MNotes

Vel @ Cancel

3. Select the direct payment in payment type.

4. Select date.

5. Select payment mode.

6. Now select the Petty cash ledger in account Petty cash means daily office expenses(Water expenses, Tea,coffee
expenses,travelling expenses,) and give the amount.

7.1n case you like to add taxes to the payments made, make sure the taxes are enabled while creating an account-
ing ledger.
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Cash Management

8. Add a notes for your reference.
9. Now Click Save. Payment added successfully.

Expenses spent by Boss
Many times, The boss uses his personal credit card or cash to buy stuffs for the business. It gets settled to the boss
and also needs to be recorded as a Business Expense. Now let me show you how such expenses are accounted

for in Reach Software

ReackH & = [shal

Bosnesshudomabon S oahbeand Ve e

L
2 «— [

Journal

i Dalete

Displaying 1-5 of & results.

Journal # Date = Amount Credit Account Drebit Account Description Action

5 January 20, 2018 5000 Servce Charge Zoro rated cradit note m

4 January 17, 2018 5000 Computer Deproceation Diepriciation far computer Rs 5000

3 January 10, 2018 5238 CASH Intenest on Loan m
HOFC Loan

1. Go to journal under accounting tab.
2. Click on add journal.

Add a Jowmal

drsel
. ]

il T e o
D™ rasgmis —_—
B s
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Cash Management

Now Add Description.

Select date.

Select Loan from Director Ledger or Capital Ledger and Add credit amount.
Select Expenses Ledger and Add debit amount.

Click Save.

N o o Moo

When office will Settled to the boss, aghani go to add journal

sEd
94—

Journal

Displaying 1-5 of § results

Journal # Date - Amount Credit Account Debit Account Description Action

5 January 20, 2018 5000 Serace Charge Zero rated cradit note

4 January 17, 2018 5000 Computer Deprecation Depriciation for computer Rs 5000 =8

3 January 10, 2018 6238 CASH Interest on Loan m
HDFC Loan

8. Click journal under accounting tab
9. Add Journal

Agd a Jouma!

Prrerirte gt is e ot
Dt ™

SRl

Lo AERT

Hamg i ot 1o | e Pl | Wi i i

o <— 2 e
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Cash Management

10. Now select Loan from Director Ledger and Add Debit amount.
11. Select Bank and Add credit amount.
12. Click Save.

Advances given for Expenses
When you give Advance Imprest to Staffs for incurring some Cash expenses, it need to be accounted for. The cash

holder might come back and provide bills for the same and return excess cash. This needs to be accounted too.

Now | will show you how this can be managed in Reach Software

e

Bosntas Atomibon £

2 —

Advance Searth

Contra

@ Deiele

Digplayang 1-2 of 2 resulls

Contra # Amount DOate ~ From = To - Notes ~ Action
i 53,000 00 July 5, 2017 cash HOFC BANK g0 Action =
0 100.00 Augus: 2, 2017 cash HOFC BANK Cash deposit Acton +
1. Go to Contra under accounting tab
2. Click add contra
Add 8 Conira
Comalep o pe
CootaWO i T
Bt 30 —_—
B sateaeis —
L R —_— s g
Eatm -
ToBet ey cun ek = a
oocke bo o
Fow ' ni gy mAn ASPRATEME T —— 3 T
1<— T
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Cash Management

3. Add Advances Amount

4. Select Date

5. Select From Bank details

6. Now select To Bank or cash
7. Add a notes for your reference
8. And click save

Practicals

Take a quick walkthrough of the Cloud Accounting Software along and explore the
various Menu and Submenu

TRY NOW
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Questions

1. What is Petty Cash Management ?
a. Daily office expenses done in cash.
b. Salaries, Travelling and Other office expenses.
c. office expenses and wages.

2. How to record Petty Cash Management in Reach software ?

a.Expense tab>payment>Add Payment>Select the direct payment in payment type>Select payment
mode>Now select the Petty cash ledger >Click Save.

b. Expense tab>payment>Add Payment>Select the direct payment in payment type>Select payment
mode>Now select the Capital Ledger >Click Save.

c. Expense tab>payment>Add Payment>Select the Payment Against bill in payment type>Select payment
mode>Now select the Capital Ledger >Click Save.

3. Which is the payment type selected in petty cash management ?
a. Direct Payment.
b. Payment Against bill.
c. For Advance against Expense.

4. How to account for advances given for expenses in Reach accountant ?

a. Accounting tab>Go to Contra>Click add contra >Add Advances Amount>Select From Bank details>se-
lect To Bank or cash>Click save.

b. Expense tab>payment>Add Payment>Select the direct payment in payment type>Select payment
mode>Now select the Capital Ledger >Click Save.

c. Go to payment> Expense tab>Click Add Payment>Select the direct payment in payment type>Select

date and payment mode> Staff Salary Advances ( current liability)> Click Save.

5.What are the two types of petty cash book ?
a. Receipt petty cash book.
b. Columnar petty cash book and Imprest petty cash book.
c. Payment petty cash book.

6. what kind of expense is petty cash ?
a. When you buy machinery and furniture.
b. purchase goods.
c. Paid for printing work,stationary purchased and general expenses.
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Questions

Y . Vouchers are made to record daily petty cash expenses or payments made against supplier
bills.

a. Payment

b. Receipt

c. invoice

8.The boss uses his personal credit card or cash to buy stuffs for the business. It gets settled to the boss
and also needs to be recorded as a .............. Expense.

a. Office

b. Business

c. Personal

9.When you give Advance Imprest to Staffs for incurring some Cash expenses, it need to be accounted
for. The cash holder might come back and provide ....... for the same and return excess cash.

a. Bills

b. Receipt

C. quote

10. Every business earmarks some cash for daily office expenses done in........
a. Cash
b. Bank transfer
c. cheque

Practicals

Take a quick walkthrough of the Cloud Accounting Software along and explore the
various Menu and Submenu

TRY NOW
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ASSET PURCHASES

In this section, lets learn how Asset Purchases can be recorded in Reach Accounting Software

Learning Objectives:
1. Record an Asset Purchase in Reach
2. Record as Asset Sale in Reach
3.Record Depreciation in Reach

Recording Asset Purchase

When you buy a Fixed Asset, like machinery, furniture etc you incur ancillary expenses on it life transport, insurance,
registration etc

All the expenses incurred till the point such asset is put to use is capitalised and added to the cost of the asset. This
cost needs to be recorded in the Accounting Software.

Let me now show you how this is done

Reac— @ = [ehl
Boroness dudormabon Schwnie Dashboard Laads -

=HB&
2 — (R

Advance Search

Journal

i Delete

[Displaying 1-5 of 5 results

Journal # Date = Amount Credit Account Debit Account Description Action

5 January 30, 2018 5000 Seriee Charge Zaro rated erodit note
4 January 17, 2018 5000 Computer Depreceation Depriciation for computer R 5000
3 January 10, 2018 6235 CASH Inberest on Loan

HOFC Loan
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Asset Purchases

1. Go to Journal under accountant tab

2. Click add journal option

Add a Journal

Jowmnal Type Journal -

J

Description

Assel Purchase — 3
Date " ogi02i2018 —_— 4

548 =5

Hera is the Proof | Choose File | Mo fla chosen

Account Debit Credit Remarks
- . “
Compurter [ +] + § 50000
HOFC BANK i+ v 50000

Tootal S0000.00 50000.00

4.Add a Description for your reference.

5. select the Date, Ref No, Here is the Proof

6. Now select fixed asset (Computer) and add amount under debit column
7. Select bank or cash and add amount under credit column

8. Click Save

Recording Asset Sale
When an Asset is sold, the receipt needs to be recorded in the software and any profits arising thereof recorded. Let

me now show you how this transaction is recorded in the accounting software

129
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Asset Purchases

& i i

Irveentony = Accoynting Raparts

Welcome SAMPLING HUB & Compane 7 Re3eh

1 €— s

Fiugin
Admin

Accourts 34—
InCome Homa

Setlings  Accounts

Expense
Omders
Leads
Dhsplaying 1-20 of 41 results
Inventony
Name = Account Typa - Opening Balance - Action
AL [§
it Axis OD Account Expense 0.00
» Create Templates
CST Payable Liabifity 0.00
» Ascount Grouts
| | Cash Azset (e ALtion =
» Accound Ledgers —_—
» Tk Salnds f Compitar Assat 0.00
Diepreciation Expense o000 m

1. Click Settings, under Settings tab.
2. Click Account Ledger, under accounting tab.
3. Now click add a account button.

Add an Account

Home | Setinge - Add an Account

GrOUP  CererExpenses  ———3p '

Ascguny i
Hame

LS O ] 5900 e 5

Opaning Dalance a5 on a > G

M0
Taxabla Ledger

MSAC Code

St Resmindin
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Asset Purchases

4. Then Select Group (Other expenses)
5. Add ledger name (loss on fixed asset).
6. Add Opening Balance( 0).

7. Now click create.

Ltk O] -~

Income » procurpment Imeentony =

Conira
=L
e
Journal
Displa-.-ung 1.7 of T resulis
Journal # Date = Amount Credit Aceount Debit Account Description Action
47 February 7, 2018 50000 HOFC BANK Lean from Director Settied to the boss
JE February 7, 2018 50000 Loan from Director Computar Spant by Boss m
Jg Seplembar 11, 2017 20000 Sales Salaries and Commissions
8. Go to Journal under accountant tab
9. Click add journal Button
Add a Joumnal
Aol Typa* L .
LR M

Psciplan | pen pasc — (]
Do’ M0I200 e 1]

Rafbe yamon  —e 1

Haiw b tha Frosd | £ hooss Pl | He b chopes

s 1 nct —_— 12 s — 13
ukivi. Achrarroit —— 14 BN — 15

[— —_— 16 0000 — 17 B
- s p——

e <— 0 =
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Asset Purchases

10. Add a Description for your reference.
11. Select the Date.
12. Fill the Reference Number and click Here is the Proof.

13. Now select bank or Cash and add amount under debit column.

14. Select fixed asset (Computer) and add sale amount under credit column.

15. Now select loss on fixed asset ledger and add loss amount under credit column.

16. Then save.

Recording Depreciation

Depreciation is recorded in the software while doing the year end processing. This needs to be recorded at a fair

percentage calculated according to the wear and tear or according to the prescribed laws.

Let me show you how depreciation is recorded in Reach Accounting Software

[ ]

Jobs - Income « Expense »

& i

Irwentory « Accoynting

Accounts

Homa /| Seftings = Accounts

Orders

Leads
Displaying 1-20 of 41 results

Inventory

Name - Account Type -

Accounting Asis OD Account Expate
» Create Templates

CST Payable Liability
» ALCOUN Groups

| Cash Assat

» Accoun! Ladgers —_—
» Tar Sabings Comgater Assat

Depreciation Expenze

1. Click Settings, under Settings tab.
2. click Account Ledger, under accounting tab.
3. Now click add a account button.
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Welcome SAMPLING HUB & COMPAN

1 <—

34—

Opening Balance -

0.00
000
000
000

00

My Reach

Settings

Acton =
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Asset Purchases

Add an Account

Home /| Settings /| Add an Account

GrouP  niner Expenses

Account ID

Name -
Depreciation

Alias Name

Opening Balance as on
01/04/2017

Taxable Ledger | |

M3IC Code

Set Reminder

—> 4

—>5

4. Then Select Group (Other expenses)

5. Add ledger name (Depreciation).

6. Add Opening Balance( 0).
7. Now click create.

< [

Journal

Damaving 150l & naum

Jeap il @ [aiw =
L] Jaruaary 20, 500
& Juruinry 17, A0

www.reachaccountant.ae

Crwait Acoonmi
Sercgw Charge

Cartput

Dol Betiavami
Lers wiwd

i g itane:

=W &
o— [

Dwnaription Micibem
v =
Daprwutan b ¢ ospatir Fla S000 m
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Asset Purchases

8. Go to Journal under accountant tab
9. Click add journal Button

Add a Journal

Journal Typa *

Journal .
JW Mo q 8
Descriplion  pocreciation —_— 10
Date *
080212018 —_— 11
RelNo gery —_ 12

Here is the Prool | Choosa Fila | Mo file chosen

Account IDhebit Credit Remarks
+
Compuber A1+ + 13 SC00
Depreciaton * 0 —>- 14 5000
Total 5000 00 500000

15 —o |_ Sl o concer

10. Add a Description for your reference.

11. Select the Date.

12. Fill the Reference Number and click Here is the Proof.

13. Now select Depreciation ledger and add amount under credit column.
14. Select fixed asset (Computer) and add sale amount under debit column.
15. Then save.
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Questions

1.Choose the fixed asset ?
a. Equipments and Building.
b. Investments and Cash.
c. Receivables and Inventory.

2. When the depreciation is recorded in the software ?
a. Depreciation is recorded in the middle of year.
b. Depreciation is recorded in the software while doing the year end processing.
c. Depreciation is recorded in monthly basis.

3. Which ledger would you select for sale of asset ?
a. fixed asset.
b. Current asset.

4. How to record Asset Purchase in Reach software ?

a. accountant tab>Go to Journal>Click add journal>select fixed asset (Computer) and add amount under
debit column>Select bank or cash and add amount under credit column>Click save.

b. accountant tab>Go to Journal>Click add journal>select fixed asset (Computer) and add amount under
credit column>Select bank or cash and add amount under debit column>Click save.

¢. accountant tab>Go to Journal>Click add journal>select current asset (inventory) and add amount under
debit column>Select bank or cash and add amount under credit column>Click save.

L is recorded in the software while doing the year end processing.
a. Depreciation
b. Bank transaction
c. Expenses

6.Whenyoubuy a ........... like machinery, furniture etc you incur ancillary expenses on it life transport,
insurance, registration etc.

a. Current asset

b. Fixed Asset

c. Capital

7.When an Asset is sold, the....... needs to be recorded in the software and any profits arising thereof
recorded.

a. Receipt

b. Payment

c. Accounts.
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Questions

8. Go to Journal under ........... Tab.
a. Expense
b. Accountant

c. Inventory

9. All the expenses incurred till the point such asset is put to use is capitalised and added to the cost of
the ......

a. Asset

b. Balance

c. Expense

10. Intangible assets is a ........ Asset.
a. Current asset
b. Fixed asset

Practicals

Take a quick walkthrough of the Cloud Accounting Software along and explore the
various Menu and Submenu

TRY NOW
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CAPITAL/LOAN

In this section, lets learn how to Record Loans taken and Capital Infusion in Reach Accounting Software

Learning Objectives:
1. Record a Loan
2. Record an EMI Payment
3. Record Partners Capital

Recording a Loan

A Loan or a Debt is raised for a business to finance its trade or Investment.

Loans can be recieved as Term Loans, Asset Loans or Over drafts.

When a Loan is recieved it has to be recorded in Reach Accounting Software. Let me now show you how its done.

Aeack @&
P uoenaten SN Dashboard

-— N
SHE
2 «—

Journal

Displaying 1-5 of & results.

Journal # Date = Ameoumt Credit Account Drebit Account Description Action

5 Jaruary 20, 2018 5000 Servce Charge Zero raled cradit note m
4 January 17, 2018 5000 Computer Deprecation Depriciation for computer Rs 5000
3 January 10, 2018 6235 CASH Interest on Loan

HOFC Loan
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Captial/Loan

1. Go to Journal under account tab
2. Add Journal Button

Add a Journal

JoumalType * L el '
Nho | 5 :
Descripion | can amount paid for direcior  ———3pe 3
Date® oapia01s —> 4
Ref No

Here Is the Proof Chom File | Mo file chasan

Account Diebit Credit Remarks

Totsl

3. Now add Description.
4.Then Select date.
5.You can add the details of the new ledger by clicking on the “+” button near the account field.

Add an Account

Group

Cument liaiity —

Accound [0

Lean from Dinector —_— 7

flias Nama

Opanlng Dalance ss on (IATHT
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Captial/Loan

T At R

o

Taxable Ladger

MSIC Code

Do you want to ndd & product?

Dy ool 'welind B0 track profitability

Bo1 Remindar

6. Select group.
7.Then Add ledger name.
8. Now Click Create.

Loan from Dirsttor *@—» 9 soo00
HDFC BANK T @=>» 10 i
Total 5000000 50000.00

n<— E3

9. Now select Loan ledger and add amount under Credit column
10. Select bank and add amount under debit column.
11. Now Click Save.

Recording an EMI Payment

When a term loan or an Asset loan is repaid in Equated Monthly Instalments, The payment includes both Principal
and Interest repayments

We will have to calculate the Interest component in the EMI and record it as an Expense.

The loan account has to be reduced to the extent of the principal component.

Let me show you how that is done.
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Captial/Loan

ReEacCH ] X -
Bosness Adomaben SO opbeamy Lot

Advance Searh  w

Journal

Displaying 1-5 of & results

Journal # Date - Amount Credit Account Debit Account Description Action

5 Jaruary 20, 2016 5000 Serice Charge Zero raled cradit note

4 January 17, 2018 5000 Computer Deprecaation Depriciation for computer Re 5000

3 January 10, 2018 5233 CASH Intresst on Loan m
HOFC Loan

1. Go to Journal under account tab
2. Add Journal

Add a Journal

doimakTypa ! Journal v

Desiceipton Lean amount paid for direcior =g 3

" aapizoie —_— 4

Ref No

Here is the Proof Choom File | Mo file chogan

Account Deebit Credit Remarks

tlo>s

Todal

3. Now add Description.

4. Then Select date.
5.You can add the details of the new ledger by clicking on the “+” button near the account field.
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Captial/Loan

www.reachaccountant.ae

Add an Account

Group

Current liability

—> 6

Account ID

Name

Loan From Baja)

— 7

Alias Name

Opening Balance as on 01/07/2017

0

Taxable Ledger
]

MSIC Code

Do you want to add a product?

Do you want to track profitability?

Set Reminder

8 €—

+ Create
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Captial/Loan

6. Select current liability group.
7.Then Add ledger name.
8. Now Click Create.

Account Credit

Loan from Bajay @9 2000 \2
HDFC BANK " =P 10 2000

Tetal 2000.00 2000.00

1 <— [ =

9. Now select Loan ledger and add amount under Credit column
10. Select bank and add amount under debit column.

11. Now Click Save.

Add a Journal

Journal Type * Sl

JV Ho 6

Description

03/02/2018

Ref No

Here is the Proof | Choose File | No file chosen

Account Remarks
+
Loan from Bajaj T 12 2000
Interest on loan T 13 200
Select an Artount T E 14 2200 =
Total 2200.00 220000

15 <«— B0
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Captial/Loan

12. Select ledger (Loan from Bajaj) and add amount under debit column.
18. Then select Interest on loan and add amount under debit column.
14. Select bank and add amount under Credit column.

15. Now Click Save.

Recording Partners Capital
When the partner brings in Capital to fund the business, it needs to be recorded in the software. This transaction
needs to be journalised and recorded to give effect in the Balance sheet.

Now let me show you how a capital is recorded.

REOcChH &

Pt Auternabon Soltwnie Dashboard

SHE

Journal

@ Delete

Displaying 1-5 of & results.

Journal & Date = Amount Credit Account Drebit Account Description Action

5 Jaruary 20, 2018 5000 Servce Charge Zeco rated cradit note m
4 January 17, 2018 5000 Computer Depreceation Depriciation for computer Rs 5000
3 Jaruary 10, 2018 6233 CASH Interest on Laan

HOFC Loan

1. Go to Journal under account tab.
2. Add Journal Button.

Add a Joumal

E L L T
o B %
Prmarplen pwmen Cages —
Buie® s —_— 4
B

P b s Proasl Choons Fie o S cromes

" A= G
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Captial/Loan

3. Now add Description.
4. Then Select date.
5.You can add the details of the new ledger by clicking on the “+” button near the account field.

Add an Account

Nama

Partners, Capdal

Allas Hamea

Cpening Balance as on 01072047

o

Taxable Ledper

Do you want 1o add & product?

Do o want 1o track profitabiling?
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Captial/Loan

6. Select Equity group.
7.Then Add ledger name.
8. Now Click Create.

Account Debit I nedit Remarks
+
Partners Capital - 9 2000
HDFC BANK " @— 10 2000
Total 200000 200000

9. Select ledger (Partner Capital) and add amount under Credit column.
10. Select bank and add amount under Debit column.
11. Now Click Save.
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Questions

1.The loan account has to be reduced to the extent of ................ ?
a. The Interest component.
b. The principal component.
c. The loan component

2.When the partner brings in Capital to fund the business, This transaction needs to be journalised and
recorded to give effect in the ............. ?

a. Trial balance.

b. Balance sheet.

c. Profit & loss account.

3. A Loan or a Debt is raised for a business to finance its trade or Investment. Loans can be received as
.............. or Over drafts.

a. Term Loans, Asset Loans

b. Long term loan.

c. Short term loan.

4.When is a term loan or an Asset loan repaid, in Equated ........... Instalments.
a. Quarterly
b. Half Yearly
c. Monthly.

5.The loan account has to be reduced to the extent of the ........... component.
a. Principal
b. Interest repayments
c. Interest

6. How to record a loan in Reach software ?

a.Go to Journal under account tab>Add Journal Button>add Description.>Select date.>Select group.>Add
ledger name.>Click Create>select fixed asset ledger and add amount under Credit column>bank and add amount
under debit column>Click Save

b. Go to Journal under account tab>Add Journal Button>add Description.>Select date.>Select
group.>Add ledger name.>Click Create>select Loan ledger and add amount under Credit column>bank and add
amount under debit column>Click Save.

c¢. Go to Journal under account tab>Add Journal Button>add Description.>Select date.>Select
group.>Add ledger name.>Click Create>select Loan ledger and add amount under Debit column>bank and add
amount under debit column>Click Save.
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Questions

7.When the partner brings in Capital to fund the business is called .......
a. Partner capital
b. Provident fund
c. Petty Cash

8. Calculate the........ component in the EMI and record it as an Expense.
a. Capital
b. Principle
C. Interest
9. In Reach software you can add the details of the new ledger by clicking on the “.....” button near the

account field.
a.-
b. +
c. %

10. What is a Partner capital ?

a. When the partner brings in Capital to fund the business, it needs to be recorded in the software. This
transaction needs to be journalised and recorded to give effect in the Balance sheet.

b. When you buy a Fixed Asset, like machinery, furniture etc you incur ancillary expenses on it life trans-
port, insurance, registration etc. All the expenses incurred till the point such asset is put to use is capitalised and
added to the cost of the asset.

c. The boss uses his personal credit card or cash to buy stuffs for the business. It gets settled to the boss
and also needs to be recorded as a Business Expense.

Practicals

Take a quick walkthrough of the Cloud Accounting Software along and explore the
various Menu and Submenu

TRY NOW
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YEAR-END CLOSURE

In this section Let us learn how year end closures have to be made in Reach.

Learning Objectives:
1. Methods of year end closure
2. Understand the accounting entries at the end of year.
3. Exporting of key transactions are done in Reach

Methods of year end closure

Once the financial year comes to a close, we have to enter the transactions in the new financial year either as a new
data file or as a continuation to the existing file.

The balances of customers and vendors have to be re-instated and reserves needs to be started fresh. These trans-
actions need to be done in reach once the financial year ends.

Accounting Entries to be passed at the end of the year

At the end of the year, the following accounting entries need to be passed:
1. Journals for Depreciation
2. Journals to transfer Revenue Reserves

Let me now show you how these transactions are made.

Exporting or Segmenting Previous year Transactions

A new Financial year needs to be created in Reach carrying forward all the closing balances. This can be done auto-
matically in Reach. Let me show you how this is done.

Once this is done, it is recommended to freeze the transactions of that financial year. Let me now show you how this

is done.
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Year End Closure

Methods

W AR USAY PP TR . | opged b Fos Prwms Paslhcs, 3

Hi AHEHAY JEWELLERS , Toa0se thi trgan - aio-nComadr™y o Warm b S0oev

Organisation | Company =i E
a

Separg T 1ol Vil

e Y (R T [ C St e [l - Top -

El et B T sl Efresee S rom TIPRRINERS TR

1. Go to the Setting
2. Select My reach
3. Select Organisation name

Financial Datas of Jewellery =
B 1-1 of | el
[E— Yaur - $ium [ - e St O - darigen ﬂ".
0% 30T Bpri 1 2EW [ = -1—4 E

4. Select Action button in financial Data, Run Year End Process

s v B ST | e e e

Year End Processing

"““‘m [0 T 1LY Endhamd .*.__ 5 ..:
Profi e Lows ¢ b i e b 4 e E

Lo

0 s et b e ST S e, T
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Year End Closure

5. Choose the Previous financial year period. 01st April 2016 to 31st march 2017

6. Please tick Profit and Loss Balance to Reserves and Surplus, If you want to transfer . It means current year net
profit and Loss will be transfer to Reserves and Surplus Account

7. Please tick Freeze entries if you want freeze your old entries. It means your old entries will not editable.

8. And Save

Methods

i 0 8 0 s

Financial Datas of Jewealary 11—
Mo e 8« Rt

T - Taai = hart latw =

1. Select Add new financial Year

Agd Financial Data

s o e
e ] +— 3 a

i o Dnetelegg falancy 5

Fu P " 4
e Dol ..*_ 5

2. Enter new financial year name

3. Select new financial year start date 01st April 2017

4. If you want import your closing balance from old financial year, Please tick Auto Import Opening Balance. It isl
Opening balance for your new Financial Year

5.Tick is Default

6. And Save, Your new financial year created successfully.
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Questions

1.At the end of the year, the following accounting entries need to be passed.
a. Journals for Depreciation & Journals to transfer Revenue Reserves.
b. Exporting of key transactions are done.
c. Journal entries.

2. A new Financial year needs to be created in Reach carrying forward all the ................
a. Capital.
c. Closing balance.
c. Opening balance.

3. Once the financial year comes to a close, we have to enter the transactions in the new financial year

either as a new data file or as a continuation to the ....... file.
a. Existing
b. Same
c. New data

4. At the............ the accounting entries need to be passed.

a. End of the year
b. Middle of the year
c. Every month

5.The balances of customers and vendors have to be ...... and reserves needs to be started fresh.
a. Added
b. Re-instated
c. Deleted

Practicals

Take a quick walkthrough of the Cloud Accounting Software along and explore the
various Menu and Submenu

TRY NOW
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