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Pay Your Creditors...

This relies on a Creditors Invoice having been previously entered. A
creditor’s invoice is created when you add a vehicle cost onto a vehicle. As
well, a creditor’s invoice can be created via Accounting/Creditors Cost
Invoice.

1. In Eclipse, click on the Accounts Payable Tab.

2. Select Make Payments. A sub menu displays. From here you can
choose which type of payment you are making.
3. Choose the “Pay Your Creditors...".

.-"3)\ = Eclipse Stock & Accounting - My Motors - UBS Administrato
_/ Stock / Sales Accounts Payable Accounts Receivable Staff VicRoads Reports Forms Classic Menu Help
=1 o e , - = - =
= > @ " I B E I =
Make Raise ice Creditors Purchase Batch Reports Add  Client Floorplan Payout Cheque EFT Advanced |Monthly/Yearly |Settings
Payments ~| & P Invoices Orders Payment - Client List Payments Summary | Register Register Tasks ~ Tasks ~ -
T ——— Clients Floorplan Payment History
Pay Your Authorised Creditors }
Bulk Payments & Transfers
Trade-in Payouts
Refund Sale Deposit

This is where all the invoices you created previously and haven't yet
paid, exist in the system. This includes all the vehicles you have yet
to pay for.

4. Click on the creditor you wish to pay. In this example let's pay
“ACME MERCHANDISING”

5 Payments - CREDITORS ===
Ageing & |rvoice Dates AgeBy O Daps
Account |ZD‘I =l |EIF|EDITUF|S - Creditors [we Owe Them)  Pagment Dus & Months
Search Colurnn: | Marne *| Search Text | = Mone ™ Exclude Authorised
Client D] M ame Authorised Terms Dwing Due kay Apr Mar Feb + -
5232/4  BIKE QUOTE 0.00 4. 500.00 4.500.00 0.00 4.500.00 0.00 0.00
E131|4 FIT TYRE AMD/OR E 0.00 300.00 300.00 0.00 30000 0.00 D.DDJ
BE28 | Adt-ErHARGFE-3-EARF 0.00 48.00 48.00 0.00 0.00 0.00 43.00
005 ACME MERCHANDISIN 0.00 30 0.00 5,797.77

5059 ATt 0.oo E12.00 E12.00 0.00 0.00 0.00 E12.00
4605 ALLIED BEARINGS & H* 0.00 22.00 22.00 0.00 0.00 22.00 0.00
B378 ALSCO PTY LTD 0.0 54.73 54.73 0.00 0.00 0.00 5473
4304| ANDY THINGS 0.0 14 451.88 451.88 0.00 0.00 251.68 200.20
1020/ AUSTRALLS POST 0.0 21 190.51 190.51 0.00 19051 0.00 0.00
4533 BALER, PAUL 0.0 13.500.00[ 13,500.00 0.00 0.00 0.00 13.500.00
10326 MW AUSTRALIA PTY 0.0 an [2590.25] [2590.29] 0.00 0.00

1026| BOMNZA MEDIA PTY LTL 0.00 el 90.75 90,75 0.00 90,75

2465 BRAND . JEFFREY 0.0 1850000, 18.500.00 0.00 0.00

7382 ERP ALSTRALIL 0.0 30 979.78 979,78 0.00 0.00

5771 BUFF DOWMNUMNDER P~ 0.0 484.E0 48480 0.00 0.00

0.00 317.364.93] 31645743 0.00 1E.721.62 72124 BB
Record Comrunication Pririt Authorise Payment | [FE
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5.

Click on Payment. The following screen comes up. It is broken into
two basic sections. The top section details what account the payment is
being paid from and to whom, this is followed by the details of the
payment. The second section is the list of outstanding bills to be paid.
In our example there are only invoices outstanding for February and
March.

& Creditor Payment (=B =S|

Accoun ¢ [10107  [NAE BANK - HAE Bank acoun t

Account Details | -
034-195 644572 Balance: $2.913.58
FPayse [1005 [feme Merchandising

Date | 20/05/2011 _~

TIvpe |Cheque -~ Chatt [4556

Amount 6.046_37 Di
iscounts or

Marration |FEB PATRMENT = | Credits.. |

| Date | Clientst | Name | Retererce | Tvpe | Externals... | Namative | Balance | apply | Enc | Hod |
;) 150241 1005 Bcme Merchandis oooooo1 4 Ci CREDITORS IMNWOI 443718 4.437.18
3 15/02/11 1005  Acme Merchandiz.. 00000015 O CREDITORS INVOI... 968.00 368.00
3 15/02/11 1005  Acme Merchandis.. 00000018 | CI CREDITORS INVOL... 392,59 392,59
3 15/03/11 1005  Acme bMerchandis.. 00000273  CI CREDITORS INVOI... 248.60 248.60

HIMT: *You can reduce the number of items shown by Right-Clicking the mouse on the list and selecting Filker

Select all | Clear &ll | Eart F'ayment| Wiews Imvoice | Edit | Authorise

Cancel |

Note that in the top section there is an account selection option. It
will remember the last bank account you picked. You can select a
different bank account to pay from by clicking on the three dot look
up button to the right of the Account field.

You will notice in the second half of the screen it has a Reference,
and a Type. You know this is a Creditor invoice because the reference
type is CI which stands for Creditor Invoice; other reference types are
SN which stands for Stock number.

You have the opportunity to edit this bill or invoice or to part pay the
invoice. You would edit it if the bill was found to be entered
incorrectly. You would part pay it if you decided to pay in instalments
or have a disagreement with the supplier about what was supplied.

We shall pay the full amount.

6. Let’s first fill in all the header details like the date, payment type,
Ref#, next we need to select which invoices to pay, to do this we
need to click on the invoice in the list below that we intend to pay,
and a Narration as I have done in the above picture.

7. Finally, click on the Post button to complete the payment.
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&7 Creditor Payrnent EI@

Account |1 o1a7 |NAB BAME - MAR Bank acount .

Account Details | -
034-195 644572 Balance: $2,913.58

Payee [1005  [Scme Merchandising

Date | 20/05/2011 =

Twpe |Cheque  »|  Chatt [4556

Amount 6.046_37 Di
Izcounts ar
Marration [FEB PAYMENT =] Credits..

| Date | Client# | M arne | Reference | Type | External 5... | Marrative | Balance | Apply | Enc | Hald |
3 1540211 1005 Acme Merchandis... 00000014 CI CREDITORS INYOI... 4.43718 443718
& 15/02M11 1005 Acme Merchandis... 00000015 CI CRECITORS INWOI... 968.00 965.00
3 15/02411 1005 Acme Merchandis... 00000016 CI CRECITORS INwOI... 33259 392.59
@ 18/0341 1005 Acme Merchandis... 00000279 CI CRECITORS INWOI... 248.60 248.60

HIMT: rou can reduce the number of itemz shown by Right-Clicking the mouse on the lizt and zelecting Filker.

Select All Clear all Part Payment | Wiew |rnvoice Edit Authorize Cancel

Pay via a "Raise Invoice & Pay Bill”

Usually it is for things like utility bills or where the cheque has been written
and given in exchange for the service.

1. In Eclipse, click on Accounts Payable Tab, click on Raise Invoice &
Pay Bill.
Administrator

;—/ Stock / Sales

Accounts Payable Accounts Receivable Staff WicRoads Reports Forms Classic Menu Help
= e #7) '®) (3 = E
- = - - e o =
e ) =50 & N - OO =1 [
Make Raise Invoice| Creditors Purchase Batch Reports Add Client Floorplan Payout Cheque EFT Advanced | Monthly/Yearly |Settings
Payments ~ & Pay Bill Inwoices Orders Payment - Client List Payments Summary Register Register Tasks ~ Tasks — 4
Creditors Clients Floorplan Payment History

2. The following screen will appear
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Raise Invaice & Pay Bill @
Balance: $2.913.558

M: MD|TDH5 5] Dale 20/05/2011 ~]
= Y 4J
The: sum of | $
|
013-443 232343
Marative |
Invoicett
{r:%piqu dt Card R0
El redit Can
(™ EFT Batch Arnaourt Flemaining bo Alocate 0.0
G/L Acct  |Marative Fieference |Type  |Client # Amount G5T
» -
*
Dptiong Yoid Cheque Post Pt & Exit Cancel

Acct Client: Yehicle:

. Select the entity you wish to pay. Either type in the first few
characters of their company name or surname or, if the entity does
not exist in the client list, use the three dot look up button to the
right of the client entry field.

NOTE: All screens in Eclipse should have fields filled in
moving down the screen.

. If today’s date is the date you want then leave it, however if you
require a date other than the current day’s date then enter it now.

. Enter the amount of the payment into the field provided.

. Enter in a Narrative for this payment. It's always good to be
descriptive in case you need to identify the payment later.

. Enter the invoice number in the field provided. This will be found on
the (Tax) invoice from the supplier.

. Choose whether this is a Cheque, an EFT or EFT Batch. The choice
here will designate which register the payment will appear on.
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9. Enter either the cheque number if it is a cheque or if it is an EFT
payment the Payment Reference.

NOTE: For the payment reference you only have 8 characters
so choose a reference that is descriptive for the 8 characters.

10.

In the list to the far left hand side there is a field for adding an

account. Within this field and to the right there is a drop down
button. You can either use this button to display a drop down list of
accounts or, entering the number of the account you already know.

If you type, for example, a “6” (Within the Ultimate Business
System’s standard Chart of Accounts “6” is defined as Expenses.) only
the accounts starting with a 6.

Raise Invoice & Pay Bill (=3
- Balance: $2.913.58
bt (IR Date  20/05/2011 x|

Pap | TELSTRA -] ... $ 555000
The sum of Five Hundred and Sisty dollars and 00 cents |

|
013-443 232343

Marrative |CREDITORS INVOICE

Invoicel |SEE433689

9 Hes g Chegue Mumber |23556

= EFT ¢ Credit Card

" EFT Batch Amount Bemaining to Allocate $560.00
G/L Acct  |Mamative Reference |Type  [Client # Amount GST

= | MOBILE PHOME ACCOUNT 12

D
| * | Code

G0530 MEMBERSHIPS |Memberships & Subcriptions

Mame Description -
MOB PHOME taobile Phones

BOE00 PETROL Mon Stock Mator Vehicle Fuel & Ol

BOE10 LAMDOCRUSIER E| Toyota Landeoruizer Expenses

BOEZ20 ki SERYICE Mon Stock Motor Vehicle Servicing

BOE30 REGO & IMSURA |Mon Stock Motor Vehicle Rego & Insur:

-

crncAn [ ] M m Comimmmman b s = 2000

Dptionz Woid Cheque Post | Post & Exit | Cancel
Acct | MOB PHOME | Client: | Telstra Wehicle:
11. Using the Tab key tab off that field and the Narrative field will

automatically be filled in from the Narrative filled in above.

o to
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12. Enter a reference in the Reference Field. If this is unrelated to
a vehicle then use the invoice number. If this is for a vehicle then you
will need to enter in the vehicle’s stock number. There is a drop
down arrow within and to the right of the field. This automatically
displays as soon as you either tab to the field or click on it. Clicking
on the arrow will access the vehicle lookup screen.

13. If a vehicle was selected then the “Type” field will automatically
populate with "SN” for stock. However if you enter your own
reference — no vehicle was involved — then you will need to select
“OT” for “Other”. In our example we actually do NOT want to select
a vehicle. We are paying a Phone Bill. Therefore we will cancel the
stock lookup screen and instead just type a reference into the
Reference field.

14. The client field will automatically populate with the clients
“Client #” based on the client you entered above. You can override
this and place another client number into this field. This will cause the
system to pay one person while creating a reference to the other
client. You are paying someone on behalf of someone else.

15. Tabbing onto the Amount field will automatically enter the
amount entered above into this field. At the same time it will
calculate the GST and place that amount into the GST field. If you
intend to pay a number of invoices then overwrite this amount with
the amount of the first individual invoice.

16. If you want to split the invoice to go to different account, you
can by clicking in the line below the line you have just done.

The entered invoice ready for posting is displayed below:
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Raise Invoice & Pay Bill @
- Balance: $2,913.58
s MDTTET:TH; Date  20/05/2011 =]

P | =] ) $ $560.00
The sum of Five Hundred and Sisty dallars and 00 cents |
|
013-443 232343
Marrative |CF|EDITDHS IMYOICE
Imvoicedt |5EE4.33683
i%ﬁq;g G Cheque Number | 23556
El redit Car
" EFT Batch Amount Remaining to Allocate $0.00
G/ Acct  [Marnative Reference [Tvpe | Client # Aot E5T
p |G05R0 MOBILE PHOME ACCOLMNT 45533 o7 12241 $5E0.00| #5091
*
Options Yoid Cheque | Post ‘ Poszt & Exit | Cancel |

Acct | MOB PHOMWE | Client: | Telstra Wehicle:

17. Either click on the Post button to commit the transaction and

create another Raise Invoice & Pay Bill or the Post and Exit button to
commit the transaction and close the screen. You have just entered
and paid for a phone bill that originally did not have a creditors
invoice entered into Eclipse yet.

18. If you do not want to continue with the payment you can click
on the Cancel button at any time.

Editing Creditors Cost Invoices

There will be times when you have entered an invoice faithfully and then
noticed you have entered it incorrectly. It needs to be changed.

Let’s see the process of editing a Creditors Cost Invoice.
1. In Eclipse, click on Accounts Payable tab

2. Select Creditors Invoices.
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3 ¥ Eclipse Stock & Accounting - My Motors - Jewel Schmidt =
—j Stock / Sales Accounts Payable Accounts Receivable Staff Transport & MainRoads Reports Forms Classic Menu Help Theme ™ o
= e 7 F o /SN e e [s? =
B <% s 58 € w S
Make  Raise Invoice |Creditors Purchase Batch Reports Add  Client | Floorplan Payout Cheque  EFT Advanced | Monthly/Yearly | Settings
Payments~ & Pay Bill | Invoices | Orders Payment Client  List Payments Summary | Register Register || Tasks = Tasks = -
Creditors Clients Floorplan Payment History
3. The Creditors Invoices lookup screen displays.
r.'E:j Creditors Invoices = ][ E ]
Open Invoices | Al lnvoices | Clozed Invoices | Statements
Search By |All Suppliers -
Date From  (01/01A11 - Ta |/A_/4 =
I Mo
Date It Clientd M ame Amount Owing|Pay Ref  |Pay Tvp =
28/02/2011 | 00430 /2400 1230) Ultirnate Business Systems 11.40 11.40 o
4024201 00423 #2333 1230|Ultimate Business Spstems 11.40 11.40
1140342071 | 00433 4 2375 1230| Ultimate Business Spstems 11.40 11.40
1/02/2011 7176 1230| Ultimate Busineszs Systems 975.45 975,45
10342011 37552 1230 Ultimate Business Systems 393.80 393.80
2340342171 | 00435 /2437 1230|Ultimate Business Spstems 11.40 11.40
24/M42M71 | 00418 4 2378 1230| Ultimate Business Spstems 11.40 11.40
4022011 3205 5289| Twisted Creations Embroidery Pty Lid 28.60 28.60
740242011 E280 Transpacific 304.70 304.70
1740342011 gave 5690 Topace Pty Ltd 54582 54582
224024201 gvav 5690 Topace Pty Ltd 337.88 337.88
EDrEIE.-"EEI'I'I 2136314 12251 Toll Marth Prw Ltd;’#ﬁﬁ a0 B23.02 B83.02 J T
4 3
e
Fay Mow Wi Edi Mew... E xit

As with most processes in Eclipse you need to be able to manage the
list of Creditors Cost Invoices whether they have been paid or not.
This list does that. You can search for old invoices and also invoices
from single suppliers.

4. Highlight the invoice you need to change and then select the “Edit...”
Button from the bottom to edit an invoice.

For example assume that one of the invoices has the invoice number
around the wrong way. It has been entered as 1546570 and it
should have been entered as 1546555!

Eclipse Everyday
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r.'E:j Creditors Invoices

Open lnvoices | Alllnvoices | Closed Invoices |

Search By |All Suppliers -
Date From (01401411 - To |/ 4 =
Ihw Mo

= |

Statements

Invoice 1546570 has been highlighted.
The invoice number should have been

[ ate lrwet]  Clientf M ame

1546555 instead of 1546570

240142011 | 00413 / 2373
4/02/2011

28/02/2017 | 00430/ 2400 1230] Ultimate Buziness Spe
40242011 00423/ 2393 1230\ Ultimate Buziness Spe
110242017 | 00433 /2375 1230] Ultimate Buziness Syl
1/02/2011 7176 1230{Ultimate Business Syste
1/03/2011 3792 1230| Ultimate Business System
2370320171 | 00435 7 2437 1230{Ulkimate Business Systems
1230| Ultimate Bugsiness Systems
R289( Twisted Creations F robroidem P | bd

Click the Edit button below after the invoice
has been highlighted.

TaAr 1 Em

170342011 8e76

Tranzpacific
opace Py Lid

2240242011 avar Topace Pty Ltd
20[02#2011 2136314 1225( Tall Morth Pt LthﬁH an J 5
4 3
e
Fay Mow Wi ) Credit Mew... E xit

Once the Edit button has been clicked on the invoice, it displays. This
is the very same screen that was used to enter a new invoice and
EVERY FIELD IS EDITABLE. It is very easy to make the changes and

save them.

NOTE: making changes to the invoice will have NO IMPACT
on the payment. The two are associated within Eclipse by
client number and invoice number only. So you can make
changes to the invoice and the payment will still apply to it
but will either now apply perfectly or there will amounts

either outstanding or overpaid.

Eclipse Everyday
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5| Creditors Invoice
Inwoice From (6280 | TRANSPACIFIC

Date |O07/02/2011 >

Inviice Humb
Amaount $304.70

Namation |[CREDITORS INWDICE

GAL Acct: Wehicle:

the changes.

Cheque Register Lookup Screen

G/ Acct Marrative Reference |Tvpe  |Client # Arnount GST
p |E1060 - |PARTS WASHER SERVICE 1546570 |0OT E280 $304.70(  $27.70
*
Cancel |

Puast |

Client

Click on Accounts Payable, Cheque Register.

Eclipse Stock & Accounting - My Metors - UBS Administrator

Transport & MainRoads Reports

’_))\ s
—/ Stock / Sales Accounts Payable Accounts Receivable Staff
— —
= - # 7 Q| Y E
N7 H 9 S i W 5 I ‘
Make Raise Invoice Creditors Purchase Batch Reports Add  Client | Floorplan Payout Cheque| EFT
Payments = & Pay Bill Invoices Orders Payment - Client  List Payments Summary | Register Register
Creditors Clients Floorplan Payment History

Forms

Advanced Maonthly/Yearly Settings

Tasks =

5. Make the changes you need and then click on the Post button to post

Classic Menu

Tasks ~

Help

-

Eclipse Everyday
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5| Cheque Register
Cheque Print

=13 |EOR| ==

Status

Account | MAB BANK

From |01/04/11 -

ﬂ Search Text | v Prezented v “oid

To |4 &4 - | Search Field - | v Unpresented

Account - Select which bank account you wish to view the cheques for.

From/To - If you wish to search within a certain date range type in the From and To dates.
Search Text - Type in some detail about the cheque eq: Cheque Number or Payee Mame.
Search Field - Click of the drop down arrow to select what you are searching for eg: Cheque

Number.

Status - Tick and untick the box's this allows you to chose what you want shown in your search.
View - A ledger enquiry will appear and this will tell you where the payment has been allocated.
Edit - This will allow you to change the details of an unpresented cheque.

Exit - Exits the screen.

Wiew Edit E =it

Cheque Register Menu Items — Cheque and Print

In the top left corner of the Cheque Register Screen you will notice two
headings - one nhamed Cheque and the other Print. These buttons offer
you additional functions in the Cheque Register Screen as per follows:

&l Cheque Register
Cheque | Print

=3 ol =5

Void
View...

Prompt Payment...

Exit

Change Cheque Mumber...

300342 06/04/11
300342 15/0411
00342 15/0411
0023 23051

w | Search Text | v Yoid

Change Cheque Number - If you have made a mistake with the cheque
number and need to change it.

Void - This voilds the Cheque and reverses the payment.

View - A ledger enquiry will appear and this will tell you where the
payment has been allocated.

Prompt Payment - Allows you to process a new cheque from here.
Exit - Exits the screen.

Wiewm Edit E xit

Eclipse Everyday
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=l Ch eque Register

Cheque

[= e s

- Status
Register...
Account [ Chg _LI search Test | ¥ Presented v “oid
From [ Sque.. _L| SearchField L~ M W Unpresented

N Remittance Advice

Chgtt Printer Settings... | M arration | Amount ‘ Status | Fec. Date | Rec. Page
200342, L imial

200342 064411 0

Reqister - Frints the Register according to you

a00342...  DB/04/7 4430 CAF status and date selection.

200342... 00411 E131 AFITT

300342... 15/04.11 E131 AFIT TYRE ...
00123 2320511 E205  Acer
Options, and the Reports and Printing tab.

select cheque.

rinter you would like to use.

. Print Cheque - Allows you to print cheques if you have
J00342.. 15404411 4490 CAPITAL FI
brought pre-printed cheques through your bank. (This

needs to also have been "turned on" through System
Remittance Advice - Frints the remittance advice for a

Printer Settings - Allows you to nominate which

r current

Wi | Edi

| Esit |

Handy Hint: If you have voided a cheque but wish to re-use the
same cheque number simply change the cheque number of the

voided cheque to a number that you won't ever use.

EFT Register Lookup Screen

Click on Accounts Payable tab, EFT Register.

Classic Menu Help

Tasks ~ =

})\ v Eclipse Stock & Accounting - My Motors - UBS Administrator
—-/ Stock / Sales Accounts Payable Accounts Receivable Staff Transport & MainRoads Reports Forms

B ~~ o

= - P @S S| = E

= ) =X c. - o)

¥ OO w @O &5 b

Make Raise Invoice Creditors Purchase Batch Reports Add  Client Floorplan Payout Cheque EFT Advanced | Maonthly/Yearly  Settings
Payments - & Pay Bill Inwoices Orders Payment 4 Client  List Payments Summary || Register Register| | Tasks -

Creditors Clients Floorplan Payment History
o to
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5] EFT Register =N Eol| <=
EFT  Print
Status
Accaunt IN.{\B Bk ;I Search Tent I ¥ Reconciled W “oid
From |09;1 210 =] Ta |_£_;_ ~ | 5earch Field | ~] M| ¥ UnReconciled

Reft | ©

Datel I:Iientﬂl Pavee I M arration I .-'1'-.m0unt| Status I FRec. Datel Fec. F'agel

291110

012410 301110

bank account you wish to view the EFT

payments for.
From/To - If you wish to search within a certain date range type in the
From & To dates.

Search Text - Type in a "Search Text" eg: Reference Number or a
Client Number.

Seach Field - Select the "Search Field" from tge drop down menu eg
Client Number.

Status - Enables you to search for one type of payment eg: void
tranactions by ticking the boxs of which transactions you wish to view.
View - A ledger enquiry will appear and this will tell you where the
payment has been allocated.

Edit - This will allow you to change the details of an uncreconciled EFT

Edit Exit

EFT Register Menu Items — EFT and Print

E EFT Register

[EFF Print

=1 | >

Status
Change Reference Mumber...
) - j Search Text I ¥ Reconciled v “oid
LI vl Search Field I "I Ml W UnReconciled
View...
Prompt Payment... Amount | Status FRec. Date | Rec. Page
2 Change Reference Number - If you have made a mistake with
the reference number and need to change it.
Void - This voids the EFT payment and reverses the payment.
View - A ledger enquiry will appear and this will tell you where the
payment has been allocated.
Prompt Payment - Allows you to process a new invoice and
payment from here.
Exit - Exits the screen.
Wiew Edit E it
o to
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=] EFT Register [F=H|Eol| >3
eFT

- Status
Register...
feeay R ’ . Advi ] [BIEETEIES | v FReconcied v foid
Fr emittance Advice ——Ll e I—LI i v UnReconciled
Refft T Date| Elientﬁ| PA | M arration | ﬂmu:uunt| Statug | Rec. Date | Rec. Page
281110 ‘I ‘l‘ln’:l‘lT b dT | E"Irl.l‘l | =i jm] M 100017010 ‘:ﬂ‘I‘I‘ID

Register - Prints the Register according to your current status and date selection.
Remittance Advice - Prints the Remittance advice for the highlighted EFT transaction.

Wig Edit Exit

Ledger Enguiry

This is a powerful tool that will allow you to see what has been posted to
the general ledger; you are able to look up everything and anything. There
are a variety of drop down boxes and selection filters to allow you to refine
or expand your enquiry.

This is a report and doesn't do anything but display information; play with
it to your hearts content to help you understand how your accounting
system works, and help you find transactions you may be looking for.

An example might be that you want to see all the entries for all the
accounts affected by a single vehicle. In this case you would type in the
stock number in the Reference field and then in the Reference type field
select Stock.

You can find the Ledger Enquiry in both Accounts Payable tab and Accounts
Receivable.

Finding Ledger Enquiry under the Accounts Payable tab

1. Click on Accounts Payable tab, click Advanced Tasks and click Ledger
Enquiry

o to

Eclipse Everyday

Accounting 16




Z )) = Eclipse Stock & Accounting - My Motors to
= Stock / Sales Accounts Payable Accounts Receivable Staff T ai ads e s Forms Classic Menu Help Theme ™ 9

- y o —~
= = (g e ~ ¢ b,
= =~ . ] = = i o O
Make Raise Invoice Creditors Purchase Batch Reports || Add  Client | Floorplan Payout | Cheque EFT | |Advanced Monthly/Yearly Settings
Payments -~ & Pay Bill Invoices Orders Paymen Client  List Payments Summary | Register Register || Tasks - Tasks - -
Creditors Clients Floorplan Payment History

4 = =
l—-i. £ \ |: B r—
Ledger Reference Journa 1 Account

Enquiry Reconciliation Entry Maintenance
Advanced Tasks

Or finding icon Ledger Enquiry through the Accounts Receivable tab.

2. Click on Accounts Receivable tab, and click Ledger Enquiry.

)) - Eclipse Stock & Accounting - My Motors - UBS Administrator
' stock /sales Accounts Payable Accounts Receivable Staff Transport & MainRoads Reports Forms Classic Menu Help Theme ~ €

S & BIh S8 & = s 7 N B G 26 2

Debtor Debtors Control Factory Reports Add  Client Bank Bank Receipts | Ledger| Reference Journal Account OVERDUE EOY Options Support
Invoices Centre Receivables - Client  List Deposits Reconciliation Enquiry Reconciliation Entry Maintenance Rollover only ~
Debtors Clients Banking Advanced Tasks Monthly/Yearly Tasks Settings

The following screen will appear.

- Ledger Enquiry @

Erquiry Date From |4 & - To |4 & -

gc:c:ountl Select | Multi-Select |

- << Debtors
- << Creditars
Client | -] ...

Beference | Type | j I Check Refl Only
Trangaction Type | j
Sort optionz Dizplay Options
f+ Account, Date I Summary Only
T Reference } — [ Exclude Reverzed Trxns
¢ Client I Single Amount Column

Wiewer Options
= Allow Drill-Dyoven

" Allow PDF E=xport & E-FMail

Clear Selections | [ Femember Last Enguiry Ok I Cloze |

From Date | If you wish to search for a particular date or date
range.

To Date If you wish to search for a particular date or date
range.

Account Click on the lookup button (...) and select the
account.

Multi- Allows you to select multiple accounts at once.

Select
Client You can either start typing the clients name, or click

the (...).
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Reference |Type a reference relating to your search if you have

one.
Reference | What the reference relates to, ie Creditors Invoice,
Type Stock #, Chq #, Banking reference etc. Click on the

down arrow and select a reference.

Transaction | Click the down arrow if you wish to select a

Type transaction type ie; if you are looking for a Creditor
Invoice, or a Journal Entry, Vehicle Sale and so on.

Sort You may choose a sort order; this is defaulted to

Option date order.

Summary | Displays a summary with current totals only. You

Only can then drill down to more detailed reports.

Exclude Excludes all reversed transactions on your report.

Reversed This allows you to see just those transactions that
occurred and not all the reversal journals that
occurred prior to the final journal.

Single Will display Single amount Column.

Amount

Column

OK Processes your request. This will display the report.
Close Exits the screen.

Remember | If you tick this box, when you exit and go back into
Last this screen it will remember all fields selected the
Enquiry last time you did a Ledger Enquiry.

Journal Entry Lookup Screen

We at Ultimate Business Systems provide a free copy of the software to the
dealership accountant so that they may use the product to create
adjustment journals. Part of the beauty of this is that the accountant might
not be just around the corner so by emailing the backup to the accountant
they can then see the system as you do and perform any necessary
journals that might be required — at which point the accountant ONLY
NEEDS TO EMAIL THE JOURNALS HE/SHE HAS DONE. Once the dealership
receives the journals all they need to do is save them in a directory, open
up a new journal window and then drag the journal icon just saved ONTO
THE NEW JOURNAL.
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Click on the Accounts Receivable tab, and click Journal Entry as

shown below

-“--/ Stock / Sales

Eclipse Stock & Accounting - My Motors - UBS Administrator

Accounts Payable Accounts Receivable Staff Transport & MainRoads Reports Faorms Classic Menu Help Theme ™ £

o G - : . se 0

S & B Co O % S S || & N | 08 w»
Debtor Debtors Control  Factory  Reports Add  Client Bank Bank Receipts ||| Ledger| Reference Journal  Account OVERDUE  EOY Options Support
Invoices Centre Receivables B Client  List Deposits Reconciliation Enquiry Reconciliation Entry Maintenance Rollover Only ~

Debtors Clients Banking Advanced Tasks Monthly/Yearly Tasks Settings
The following screen will display.
=2 User Journal List = = (]
Date From (07404471 ~| To 03,0611 -

D ate R eference Arnount Processed| Operator

1540442011 |BUSIMESS LOAM THE 250000 15/04/2011 5:28:43 PM | UBS

15042011 |AIRCOM LOAMN 2.800.65(15/04/20117 5:20:44 PM |UBS

08/04/2011 |BUSIMESS LOAMN TRF 2.500.00/15/04/2011 5:26: 25 PM | UBS

01/04/2011 |BUSIMESS LOAM TRF 2.500.00(15/04/2011 5:23:00 PM |UBS

01/04/2011 |REWT PEEL ST 15.125.00(7/04/200117 12:18:37 P | PS

01042011 |CORM BILL LOARW SCOTT E.000.00(1-04/2011 12:17:57 PM | PS

01/04/2011 | TAx TFR 10000007 /0420117 12:17:33 PM | PS

01/04/2011 |BUSIMESS LOAN THF 2.500.00(7-04/20017 12:17:12 PM | PS

01042011 |BALDWIM FamMILy TRUST 1.000.007A04/20017 12:16:48 PM | PS

01./04/2011 |MEW WEHICLE REGO 21.7011/04/20011 12:14:51 PM|PS

Fecurring Journalz. .. | Scheduled Journals Mew Jaurnal | Edit Delete E mit

Journal Entry Look up Screen — Functions

Date Type in a date range if you wish to search for journals

From/To | within a certain date range.

Recurring | Lists any recurring journals you may have created.

Journals

Scheduled | Are Recurring Journals that are Scheduled for certain

Journals |dates, ie; yellow pages advertising monthly
instalments.

New Allows you to perform a new journal.

Journal

Edit Edits a journal entry.

Delete Deletes a journal entry.

Exit Exits the screen.
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Journal Entry — New Journal Screen

Click new Journal Entry as shown below.

% User Journal List = || = )[ES
Drate From (07170417 ~| To 03/068411 -

[ ate Reference Lot Processzed| Operator
1540442011 |BUSIMESS LOAM TRF 2.500.0015/04/207117 5:28:43 P | UBS
150442011 |AIRCOM LOAMN 3,800 E5(15/04/2011 5:20:44 P | UBS
080420117 |BUSIMESS LOAM TRF 2.500.0015/04/20101 5:26:25 PM|UBS
010442011 |BUSIMESS LOAM TRF 2.500.0015/04/2011 5:223:00 P |UBS
0140442011 |REMT PEEL ST 15.125.00{1/04/2007 1218:37 P | PS
01/04/2011 COMBM BILL LOAM SCOTT B.000.00 1/A04/2001 121757 P PS
014042007 | TAx TFR 10,000,007 /042007 121733 PM|PS
010442011 |BUSIMESS LOAM TRF 2.500.001/04/2001 121712 Pr|PS
01404420117 | BALDWIM FaRMILY TRUST 1.000.00(1/04,/2017 12716:48 P | PS
0140442011 |HEW WEHICLE REGO 21. 701042011 12:14:51 P | PS

Recurring Journals. .. | Scheduled Journals F Mew Journal : Edit Delete E zit

The following screen will appear.

Journal Entry @
Journal # | Saved Journals | j
Date |034/08411 -
|Accountt | Marration | Client |Reference |Twp= | O bt Credit|
* | | | | |
Tatak | $000 | $0.00
Out of Balance: | |
E mail | FPost | Save | Cancel
Acch Cliert: Wehicle:

Journal # | Name of the Journal. Eg. Registration Costs or you can
use the date backwards and your initials.

Date Date you wish the recurring journal to occur.

Account Detail (List)

You need to fill in each line, entering in details for Account,
Narration, Client # Reference Type and either a debit or a credit.
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The Journal MUST BALANCE - that is it must have equal value for
total credits and total debits.

There can be more than one line but credits must equal debits.
This is what keeps the system “"Balanced”.

Account Select the account number appropriate to the Journal.

Narration | Brief description of the journal.

Client # Select the client if relevant.

Reference | Type in the reference you would like to use. Eg. Stock
Number/Invoice Number/Date.

Type If you have used a Stock Number for the reference the
type will be SN.

If you have used Invoice Number/Date etc for the
reference the type will be OT.

Debit If you want it to be a debit amount type in the
amount, if not leave it blank.

Credit If you want it to be a credit amount type in the
amount, if not leave it blank.

E-mail E-mails the journal.

Post Posts the journal to the ledger accounts.

Save If you are not ready to post but would like to save
what you have typed so far.

Cancel Exits the journal without saving.

Debtors Invoices

Non-Vehicle Sales Invoices

The *Non-Vehicle Sales Invoices’ screen can be accessed through the
‘Debtor Invoices’ tab. This screen allows you to process non-vehicle related
invoices for things such as consulting fees, sale of assets, rent income...
etc.

1. Click on Accounts Receivable tab and click on Debtor Invoices

)) = Eclipse Stock & Accounting - My Motors - UBS Administrator - =3
Jy

=~ Stock/ Sales Accounts Payable Accounts Receivable Staff Transport & MainRoads Repaorts Forms Classic Menu Help Theme ~ (
| 5 t o Q& s & = \ ~ @5 u

Debtor |Debtors Control  Factory  Reports Add  Client Bank Bank Receipts | Ledger Reference Journal  Account OVERDUE  EOY Options Support
Invoices Centre Receivables v Client  List Deposits Reconciliation Enguiry Reconciliation Entry Maintenance Rollover Cnly =

Debtors Clients Banking Advanced Tasks Monthly/Yearly Tasks Settings
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The following screen will appear.

rr:‘j Mon-Vehicle Sales Invoices =0 E=E| 5

Al Invaices | Closed Inveoices | Statements

Search By  |all Customers -
Drate From (01702471 - To |_/_/ -

Debtors Group | <alls> ﬂ
[ ate e ClientH# M arne Arnounk Owing|Rec Ref |Fec Tvpe
20242011 020211 1674 | Beale. D arret -0.01 -0.01
250220101 58887 7382 Brp Asustralia 5.236.00 5.236.00
2302220101 28132 4490 Capital Finance Auszstralia Limited 1.869.53 1.319.53| 20110225 | RCW
3003420101 53820 4430| Capital Finance Australia Limited 2.089.56 2.089.56
2103220101 59240 4490 Capital Finance Auszstralia Limited 2.312.41 231241
16/02/20101 58567 1096 Harlep-Davidson Australia P Ltd 1.100.00 1.100.00
160222011 2562 1096 | Harlep-Dravidzon Australia P Ltd 1.100.00 1.100.00
235022001 58844 1096 Harlep-Davidson Australia P Ltd 2.200.00 2.200.00
20342011 59095 7296 willis, Sirman 109.90 109.90
Frint Settings... | R ecord Communication | Frint | Freview | Edit... LCredit Hew... E =it
NOTE: the tabs at the top of the screen
Open These are all your invoices that are still owing.
Invoices
All All invoices, so owing and paid invoices.
Invoices
Closed Paid invoices.
Invoices
Statements | To Print statements

Creating a "New” invoice

e To create a new invoice click on the ‘New’ tab along the bottom of
the ‘Non-vehicle Sales Invoice’ screen.

N\

1municalion| Print Preview ‘ Edit.. ] LCredit New... l Exit
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Please continue below...

e In the following screen follow these steps:

1. Select the client who you wish to invoice.

2. Select the date.

3. You have the option to create a system generated invoice number
or to create your own. (system generated is recommended)

Enter a General Narration (description) of what the invoice is for.

Select the G/L Account to which the payment is being made to.

Enter a narrative (description) to what is exactly being paid for.

Enter a reference number.

Enter a type. (Stock, service, etc...)

Client# will be automatically filled in by the client details above.

10. Enter the amount being invoiced.

11. Enter the GST amount being invoiced.

(at this time you should see the ‘Amount’ Field populated as a total
amount under the ‘Invoice number’ field.

12. If you wish to ‘Print’ the invoice, then check the ‘Print Invoice’
checkbox and if you wish to ‘Preview’ the invoice also check the
‘Preview Invoice’ checkbox.

13. Finally click the ‘Post’ button to finalise the invoice.

[l Non Yehicle Sales Invoice ) x|

Invoice To: I— I‘;
Y e P ) —
Invoice Number IW [v Use System Generated Invoice Number*—- 3
Amount W

Narration I _v_] J‘— 4

G/L Acct N arrative Reference |Type |Client # Amount GST

O\ T

" 8 g 49 M

13

|~ Piint Invoice ;EF; 1 =) z
PreviewInvoice: | = | =

12

G/L Acct: | Vehicle: |Client | 7




Printing Debtor Statements.

This can also be done through Debtors click on the Statement tab
in the debtor screen as shown below.

r.':r:j MNon-Vehicle Sales Invoices [ | = |-
Open lnvaices | Al lrvoices | Clozed Invoices | 9
All Customers =
@ o021 - Tao m I Show Reconciled Statement (Printed anly)
Drebtars Group | <ALL> j
Date Inv#| Type Client#| Mame Debit Credit Balance| «
1/02/2011 OFEMIMNG BALAMCE E5984.71 |
1022011 58037 | Partz [nyvaoice 1343| Cazh Sales - Point Of Sale 250,00 55.634.71
1/02/2011 58033 Parts Invoice 1343| Cazh Sales - Point OF Sale 13785 55,436 56
1/02/42011 580395| Parts Inwoice 1343| Cazh Sales - Point OF Sale G740 55,439 46
1022011 58099 Partz lnyvaoice 1343| Cazh Sales - Point Of Sale 150.00 55.2839. 46
1./02/2011 58102 | Partz Invoice 1343| Cazh Sales - Point Of Sale 4360 55.245 86
1/0242011 58118 Parts Invoice 1343 Cash Sales - Point OF Sale 13.00 55 258.86
1/02/42011 58118| Parts Inwoice 1343| Caszh Sales - Point OF Sale 13.00 55 245 86
1022011 58121 Partz lnvaoice 1343| Cazh Sales - Point Of Sale EE.90 BE.A12.76
1/0242011 58125| Parts Invoice 1343| Cash Sales - Point OF Sale 5.00 BE.317.7E
1/0242011 58125 Parts Invoice 1343 Cagh Sales - Point OF Sale 5.00 BEIZ2YE
1022011 58131 | Partz lnvaoice 1343| Cazh Sales - Point Of Sale 91.00 55.403.76
1/02/2011 58131 Partz Invoice 1343| Cazh Sales - Point OF Sale 51.00 BR.AT2TE
1/0242011 58123 Mon Wehicle 5a 1485| Swann Insurance 487251 50,440 25
10242011 58094 Partz Inwoice 4128 Dempsey, Peter 1010 5043015
/0242011 57921 | Service Invoice 4933| Borgnet. Craig 334.85 B0, 7E5.00
1/02/2011 23917 |Stock 50317 |Bullet Bikes Pty Lid E.500.00 44 265,00
124201 R7ATRIS arvire Trnemicre F173Rarmes Kewin 1 2nnnn A7 ARR NN T
Print Settings. .. | Record Communication | Ledger E nguiry | FPreview | E =it

If you wish to print a statement for a single customer, click on “Search By”
Customer and enter in the customer’s name into the field next to it.

You will now see a list of the transactions that have occurred within the
selected period. You can select either the Print or Preview option to
produce the statement.

The Statement will also contain all vehicle transactions that might have
occurred during the period.

If you wish to perform a statement for all clients then change the “Search
By” option to “All Customers”.

Printing for all clients may be when you are running the Eclipse Service or
Eclipse Parts and clients have an account with the dealership. These
Account clients may pay only on receipt of a Statement.
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Conversely, when setting up a client you do have the option on the Client
Details screen (See Clients) to set a client as a Cash/Special Purpose client.
This means that for these clients they will not receive a statement.

Debtor Control Centre

The Debtors Control Centre is a tool that clients can use within Rego
Wizard to help manage their outstanding debtors at any point in time. It
will allow clients to manage their debtors, allocate responsibility to fellow
staff members to follow up their respective outstanding debtors and allow
clients to look at positive means of overcoming outstanding debtors. The
debtor control centre will help clients enhance their business relations with
their fellow clients.

1. Click on Accounts Receivable tab and click on Debtor Control Centre.

J) = Eclipse Stock 8 Accounting - My Motors - UBS Administrator =
4 Stock / Sales Accounts Payable Accounts Receivable Staff Transport & MainRoads Reports Forms Classic Menu Help Theme"

&) (4> S O O | = D || e ‘ : 2 E @5 v

Debtor |Debtors Control| Factory Reports Add  Client Bank Bank Receipts || Ledger Reference Journal  Account OVERDUE EOY Options Support

Invaices Centre Receivables - Client  List Deposits Reconciliation Enquiry Recondiliation Entry Maintenance Rollover only -
Debtors Clients Banking Advanced Tasks Manthly/Yearly Tasks Settings

The following screen will appear.

£ DEBTORS =1 Fol|t>|
0O
Account[10120  [DEETORS - Debtors [They Owe Us) Fallow Up: [ <SHOW ALL> - Age By (f: aays
= ohths
Search Column: | Hame - Search Text: | Diebtors Group: | <alls L
[ Show Owerdus Orly
Client I-H'-T"j":1 Follow Up Tems Olwaing 0-7 D ays 5-30 Days 31-60 Days E0+ Days =~
5324|4  BIKE INVOICE [4.555.00) .00 0.00 [4.555.00) 0.00
FED3|ADAMS. PALIL [4.40] 0.00 0.00 0.00 [4.40]
7EEE | ALLOWwWaSY, BRETT [315.30] 0.00 0.00 0.00 [315.30
02| APLIM, MICK [50.00] 0.00 0.00 0.00 [50.00]
7404 | ARKELL. MICHELLE [13.95) 0.00 0.00 [19.95) 0.00
5204 | ATKIMSOM, JAMES 237.35 0.00 0.00 0.00 237.35
7303| BAILEY, STEFHEN 17.95 0.00 0.00 0.00 17.95
3626|BALDWIM,. PETER 30 E74.03 0.00 0.00 0.00 E74.03
6425 BARMNARD. CECIL [28.50] 0.00 0.00 0.00 [28.50)
5853 BARTLETT. Jay [300.00] 0.00 0.00 0.00 [300.00)
5426 | BARWICK, MITCH [1.45] 0.00 0.00 0.00 [1.45]
4952 | BAY, EDWARD [8.75] 0.00 0.00 0.00 [8.75]
5760 BEER. SKYE-LEE [54.E8] 0.00 0.00 0.00 [54.65]
1450 BEZZINA, GEORGE [0.03] 0.00 0.00 0.00 [0.03]
1350| BLACK., STEPHER 20 384.30 0.00 0.00 0.00 384.30
8236 BLACKWELL, SCOTT 2.000.00 0.00 0.00 0.00 2,000.00
1431 BOUIBKE KEL %Ik 10,901 000 000 000 0,901
0.00 0.00 7083277 25,425.05 E8.EEG.45 vl

Diebtor Statement Fecord Communication Print Exit

In the Debtors Control Centre, you will see all your outstanding debtors
listed. They are listed with the following headings:
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Client ID- This is the ID number of the client in the eclipse software.
Name- This is the name of the client in Eclipse.

Follow Up- This is the name of the staff member who has been assigned to
follow up the debtor.

Terms- These are the terms you have set for an account customer to pay
by.

Owing- This is the amount of money the debtor owes you in total.

Due- This is the current amount due from the debtor.

0-7 Days - This is the amount of money owed within a day or month range
8-30 Days

31-60 Days

60+Days

How to Enter Bank Deposits

There are many different scenarios with bank deposits. It could be that
you are banking money received from a sale, or banking a deposit for the
money received for commissions or else for rent received.

The Deposit screen is designed to display all those references for the client
entered. It will look at both the Debtors Account and the Deposits account
for any references that are outstanding. These will display and it’s then
easy to bank the monies received against them.

The banking screen can also create a reference to bank to. For example
consider the situation where you are banking monies for a vehicle deposit
BEFORE the sale had been entered. The Bank Deposits screen can handle
this process by CREATING a reference for the monies received.

There are also times where the monies received have nothing to do with
the sale of a vehicle. Consider the situation where you are receiving money
for rent received. GST is involved and a Non Vehicle Sales Invoice must be
supplied. The bank deposit screen can also link, on the fly, to the Non
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Vehicle Sales invoice screen to create a new invoice — a REFERENCE — to
bank money against.

In summary, you bank money against references that have either been
created previously or are created at the time of the banking. Let’s look at
the following basic scenarios:

Banking a deposit ALREADY RECORDED in Eclipse.

Banking a deposit NOT ALREADY RECORDED in Eclipse.

Banking a vehicle payment

Banking money that does NOT HAVE A REFERENCE.

Banking money as a result of revenue NOT RELATED TO THE SALE
OF A VEHICLE — Non Vehicle Sales Invoice.

Banking

1. To bank this deposit, go to Accounts Receivable tab and select Bank

Deposits.
2.

)) Eclipse Stock & Accounting - My Motors - Jewel Schmidt - 8 Xx

2 Stock / Sales Accounts Payable Accounts Receivable Staff Transport & MainRoads Reports Forms Classic Menu Help Theme ™ e

g, At !’ﬂ s v &:;;-.- '_‘. @& $ X x @ L =y \

=) 5 > | <0 WO ||| == D || ks - 2 3 5 o
Debtor Debtors Control  Factory  Reports Add  Client Bank Bank Receipts || Ledger Reference Journal — Account OVERDUE  EOY Options Support
Invoices Centre Receivables  ~ Client  List Depaosits Recondiliation Enguiry Reconciliation Entry Maintenance Rollover Only ~

Debtors Clients Banking Advanced Tasks Monthly/Yearly Tasks Settings

3. Once you have selected Bank Deposits the following screen will

appear.

& Bank Deposits == E=E =
Account |Freedom Azt Motorcycles T/as Mack-&j
Date From 0141240 ~| Io  [23/05411 |

Date Diezcription Arnount| Beconciled Processed| Operatar
15/04/2011 |Banking for Friday 15 April 2011 11.10 Mo 15/04/2011 4:19:47 P | UBS
15/04/2011 |Banking for Friday 15 April 2011 50.00| Mo 15/04/2011 4:20:28 P | UBS
15/04/2011 |Banking for Friday 15 April 2011 16.35 Mo 15/04/2011 4:31:13 PR |UBS
154042011 |Banking for Friday 15 April 2011 19.95 Mo 15/04/2011 4:33:428 PM |UBS
08/04/2011 |Banking for Friday 02 April 20711 4,555.00| Mo 15042011 4:29:.10 P | UBS
OE/04/2011 |Banking for wednesday 06 April 2011 18.500.00|v'es EA04/2011 11:01:48 Abkd | > TASH-P
08042011 |Banking for wednesday 06 April 2011 29.50 Yes E/04/20117 11:02:51 Ak | > TASH-P

Click On Mew Banking to
display the Banking Screen.

Erint List | @ Edit | Delete | E xit

This is a list of previous bank deposits that you have entered.
4. Click on New Banking.
o to
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Banking = | HoE| 5|

Pasting Date |4 /4 =| Bank Accounl t |OLD TRADING AC - ,::::; f‘:,j::;’5°'=g;‘i?3;'5;3;‘;;;51f Rlolecyees
Deposit Details Include Filter Totals
Payment Tvpe - Amount ™ Sales / Deposits Start |4/ -~ Cheques $0.00
Fayment From | j _ .. | Client# [ Parts Invoices End |+ + Cash $0.00
- Bt W Show only clients with known debts [~ Service Invoices Credit Cards 0100
£
eq”: stals crac] I Account Clients mEFT et Cand EFT.] #0900
Hame on Cheque [~ Cash Clients Tatal $0.00
Bank | Branch| —
Debt List | Unlisted Security Deposit | New Invoice /Ref | Cash Taken | Eloorplan | Load &ll Debts | Part Payment | Becord |
Acctl Date Clients | Client Mame Fef M arration Arnount Apply
Type | Drawer Bank_|Branch Acctt | Clienttt Amount
$0.00
| =] | == | Post Save | Cancel |

We will work our way from the top to bottom of this screen, left to
right.

5. Enter the date of the bank deposit. Ensure it is the same date that
you banked the money.

6. Ensure you have the correct bank account selected (this only applies
to dealerships that have multiple bank accounts).

7. Select Payment Type — e.g. Cash, Cheque. In this instance we will
select Cheque.

8. Type in the amount of the deposit, the client's name and details of
the cheque. If it is not a cheque then the screen will change to reflect
cash or direct debit.

9. Tick the box that this money relates to — in this case the Deposit
(States DEPOSIT in the Narration column).

10. If the amount of the bank deposit is the same as the amount
owing, click Record.
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Banking = =[]

: Fresdom Aust Motorcycies Tias Mackay Motorcych
Posting Date |23/05/2011 = | Bank Account |OLD TRADING AC Wat:a”c‘_“mick“ m1%’a;02;;8 ¥

Deposit Detail: — Include Filter Totals
Payment Tpe | Cheque - Armount $7.000.00 ¥ Sales / Depasits Start |_/_/ - Cheques $0.00
Payment From | TORCKLER. RODMEY j .. | Client# [V Parts Invoices End | s ¢ - Cash $0.00

Credit Cards $0.00

L/ Service [nvoices
: i EE EFT. $0.00
ccount Clisnts EFT /Credit Card

Cash Clients Tatal $0.00

| Load All Debts | Part F'a_l,lment| .
S

Amount|

v Show arly clients with kgv._
Cheque Details

Mame on Cheque | TORCKLER, RODME

Bank Branch

The amounts in the top half of the
screen must be equal to the
amount applied before you can
click on Record.

Debt List | Unlisted Security Deposit | Y

|&cort | Client#t | Client Mame
Torckler, Rodney

Torckler, Rodney

|Date

JADING SALE: 2011 HARLEY-L
JEPOSIT: 2011 HARLE'Y i

goe Select Al Itern Count: 2 $32.141.95 $7.000.00
Tupe Dirawer Bank |Branch Acctl Client# Amount
$0.00

S ‘E ‘ Post | Save | Cancel |

Clicking Record will clear all the fields in the Deposit Details frame
and load the deposit down in the lower window ready for posting.

Banking = [E =
: - | Freedom Aust M yoles Tias Mackay M ok
Posting Date |23/05/2011 Bank Account | OLD TRADING AC e —— o R
Deposit Details Include Filter Totals
Payment Type | Cheque - Amount $0.00 [ Sales / Deposits Stat |/ /4 0w Cheques $7.000.00
Payment Fram | j _.. | Clienttt W Paits Invoices End |+ / « Cazh $0.00
- o [v Show only clients with known debts v Service Invoices Credit Cards $0.00
il )
equ: s - | [v Account Clients EFT /Credit Card E'F'T'ﬂ
HName on Cheque [ Cash Clients Total $7.000.00
Bank [ Branch [ —
Dbt List | Urilisted Security Deposit | Hew |nvoice / Ref | Cash Taken | Floorplan | Load Al Debts | Part Paymert | Becord |
Acct [Date Clienttt | Client Mame Fief Marration Amount Apply
The entry is finished and ready to be
&= Select Al Itern Count: 0 Posted when it sits here in the lower $0.00 $0.00
windowr.
Tupe Dirawer Bank |Branch CCl [ Amaunt

If you need to Edit the entry,
Highlight the entry and then
click on this Edit button.

$7.000.00

E E Past Save Cancel
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NOTE: if the entry is wrong and needs to be changed you can
edit or move the deposit back to the top by clicking on the
Edit button at the bottom left.

The list at the bottom of the screen is so you can add multiple deposits for
the one banking. For example you might receive money throughout the day
but only go to the bank once. Every time you receive a deposit you can
enter it into here and click on the Save button. When you bring up the
Deposits screen again later in the day the list will be as you left it.

$7.000.00

Posts | Save ) Cancel |

Once you are ready to go to the bank, click on the Print button to produce
a Bank Deposit Slip.

Then click on the Post button to Post the banking and enter this banking
into the ledger.

If you need to remove a line from the bottom of the screen then you can
click on the Cancel button.

%| a( 2| p

-5

Click on Post to Post the bank Deposit. You have now completed banking
your Vehicle Security Deposit and any other banking entries you might
have included for this banking.

Eclipse Everyday
Accounting




$7.000.00/

«. Save Cancel ’

Bank Reconciliation

Bank Reconciliation is always performed against a bank account. In Eclipse
an account must be set to be a Bank Account before it can be reconciled.

Bank Reconciliation is one of the most important processes you can
perform in an accounting system. It is the acid test to determine whether
your system represents what actually happened in the business.

Its one of the most important tools the owner operator can have since once
it is completed the GST BAS can be run with confidence.

The fundamental reason for performing a bank reconciliation is that it
forces your system to be correct making sure you have entered all your
entries into the system such as invoices, payments, vehicles and so on.

Let’s look at this closer. The question is WHY does it force Eclipse to be
correct?

Part of the bank'’s service to its customers is the supply of the “Bank
Statement”. The bank statement details all transactions that have occurred
within the client’s account for the period specified.

Now from a dealership’s perspective, if all the monies that travel through
the business were to only go through the bank account then that bank
statement is a PERFECT AND TRUE INDICATION of the dealership’s
activity. So the bank statement is a COMPLETE record of what the
dealership did during the bank statement period.

Knowing that the bank statement has ALL the transactions on it means that
if you can check off all those transactions within Eclipse for the same period
then Eclipse will be correct for that period.
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So businesses USE the bank statement to force their respective
management systems to be correct.

Let’'s have a look at
process.

the screens associated with the bank reconciliation

1. Click the Accounts Receivable tab, and click on Bank Reconciliation.

¥ )) ¥ Eclipse Stock & Accounting - My Motors - UBS Administrator =
—-/I Stock / Sales Accounts Payable Accounts Receivable Staff Transport & MainRoads Reports Forms Classic Menu Help Theme ~ e
- | e o ¢ ) o ) & . (| i N Yy
o 8 t&; 1 0O B S & ] @ - @5 w
Debtor Debtors Control  Factory Reports | Add  Client Bank Bank Receipts || Ledger Reference Journal Account OVERDUE  EOY Options Support
Invoices Centre Receivables  ~ Client  List Deposits Reconciliation Enquiry Recondiliation Entry Maintenance Rollover only =
Debtors Clients Banking Advanced Tasks Monthly/Yearly Tasks Settings
2. The following screen that displays is the Bank Reconciliation List.
j%’ Bank Reconciliation List E@
S count |MY MOTORS v|
Date From  |04/08470 - To 02/06/11 - |
Drate Statement Clozing Bal Proceszed| 0 perator Status
104122000 301110 [17.03] 10A92/2010 10:1 8| > bAkd-ADRMIMN | Completed
05411 /2000 51110 [2.954.E7] 05/117/2010 14:57 | frn Completed
294102000 291010 245382 05117/2010 14:19) frin Completed
as8s/03,/.20100 20310 25E.95 02/03,/2010 10:54 | > M -ADMIMN | Completed
as/03/2000 40210 [284.63] 02/03/2010 10:43| > M -ADMIMN | Completed
Fe-Frint Feport Eeconcile Aiccount | UnReconcile | E =it

You can choose which bank account you want to reconcile here.

1. From the account field use the drop down arrow next to the box to
select the account.
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ﬁ Bank Recenciliation List E@

@ R~ MOTORS D

Date From | Eode I ame Account Description
10102 OLD TRADIMG ACC
Datel [ 53170 OLD MASTERCARIL
23190 COMMERCIAL BILL
23200 s
10103
23300 il
23400 | A
23220
10104
10106 M
10107

Click on the down arrow and click the bank account
you wish to use.

Re-Print Report Beconcile Account | UnReconcile | E =it |

Eclipse remembers the last bank account you selected. If you were only
using one bank account you wouldn't have to worry about clicking on the
down arrow.

1. To start a reconciliation click on the Reconcile Account button. The
Bank Reconciliation screen displays.

Bank Reconciliation = || = 2R
Acct# |10107 NAB Bank acount Opeing Balance 417.03
Last Reconcie Date [10/12/2010 Cleared Balance -$17.03
Date |04/02/11 = Mew Statement Balance $0.00
Staternent # |40211 Ot of Balance Ii_a;1 7
Reference | Date | F'| Harration Depogit | withdrawal
011210 112/20010 M. TRF O'DREAWMN FEE TO DD AC $3.00
1210 112/20010 M., TRFIMTEREST TO DD AC $8.03
021210 212/20M0 M., TRF TRAMS FEE TO DD AC $3.50
BRP 2312/2010 F.. TRF TO COVER BRP DD $1.357.29
291210 2912/2010 M., TRF OWERDR&WM FEE FROM DD AC $3.00
041110 4/00/2011 M., TRFIMTEREST FEE $0.74
MACQUARIE B/01/20171 M. TRF TO COWER QRLTY LASER & REMNTAL CHARGES $355.90
070111 FA42011 M. TRF TO COVER ORLTY LASER TOMERS & REMTAL $536 60
AR 1102011 ACCOUMT WERDRAMWM FEE 221210 $9.00
AFTIMM 1101201 TRAMSACTION FEE $3.50
AF110111 110172011 INTEREST FEE 074
040211 4/02/20011 M., TRFFEES TO DD AC $3.79
Itern Caunt: 12 Total Cleared: | $0.00 | $0.00
HINT: Double-Click an entry in the list to edit that item. | $2.94385 | $13.24
é ‘ b ark Al ‘ Clear Al | Feedlnt Entry Journal Entry Becaoncile NOW | Finizh Later
o to
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Now let’s go through some of the features of the Bank Reconciliation

screen.

Bank Reconciliation

/

The account is greyed out. This s
beause the bank account was
sekeded in the Bank Reconcifiation
list.

Acct # I .

Bank 063145 - 00

DEAADDD

Last Reconcile Date 11 5/12/2005 =
Date |23a"06e"05 v l
Statement # |
by

This is the date that this bank
acoount was last reconciled within
UBS RegoWizard.

Reference

l Date \LPayee

101

14/02/2006

This is the date that the current
statement FINISHES ON.

A ales

Enter the Statement Number on the
statement here.

For your convenience the Account number displays (greyed out) and the

date last reconciled. This is the date that the last bank statement closed on

and, incidentally, the bank statement you are currently intending to

reconcile starts on.

You can also enter in the statement number. This can be found on the
statement about to be reconciled.

This is the Opening Balance. This
balance i also the Closing Balance
of the previous bank statement.

Lo

Once the (leared Balance FEQUALS
the New Statement Bakbnce, the
Out of Balance amount WILL EQUAL
ZERO. It means all items on the
bank statement have been ticked
off.

The Opening Balance is the opening balance of the current Bank Statement

This is what’s called the Cleared S

balance. It & the Opening Balance mx_’ﬂ pening Balance | -$19.277.00
PLUS all checked off items. Cleared Balance $19.277.00

New Statement Balance | $0.00
This field is the New Statement / —_—————
Baknce. It is the CLOSING /Dul of Balance I -$19.277.00
BAIANCE OF THE STATEMENT —
ABOUT TO BE RECONCILED. Deposit | Withdrawal | |
$4.000.00

you are intending to reconcile. It is also the Closing balance of the
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previous statement that was reconciled. This of course coincides with the
last reconciled date.

Bank reconciliations should be unbroken. That is, the closing date and
balance of the last statement becomes the opening date and balance of the
next statement.

The Cleared Balance shows the “"Running Balance”. The running balance
refers to those items that have been checked off on the bank statement. If
it is on the statement then it should be checked off in UBS Eclipse.

Using the Cleared Balance field you can monitor those items you checked
off as some bank statements have the running balance next to the entries.
It is another safeguard measure helping you to get the reconciliation right.

The Out of Balance amount refers to the total of those entries NOT
CHECKED OFF. Simply, if all entries have been checked off and you started
with the same opening balance then your Cleared Balance should equal the
New Statement Balance.

The New Statement Balance is the CLOSING BALANCE on the bank
statement being reconciled. You will need to fill in this field in order to
complete the bank reconciliation.

This "Print " icon, when clidked,
will print the Bank
Reconciliation Report.

This is the tem Count or the
number of items in the list.

21/02/2006  Mew
21/02/2006  National Mo
21702/2006

. PAYMENI «| Mark All will mark all items in
Urded Moto.. PAYMENT | the flist and Clear AN will clear
L C R naunA all items in the list.

| 000 [ s

HINT: Pouble-Click an entry in the list to edi - |$2186961.50  [$214992457

Beconcie NOW I Fish Later l

Fea/Int Entry ‘ Joumal Entry I

T~

This button will If you need to do EVERYTHING If you need to do
display the screen Jjournals then click BAIANCES. This will something else then
for entering bank on this button. It reconcike the bank click on this button.
charges/bank will display the account up to the It will SAVE every
interest into the list. iournal sareen. date entered. thing you have done
till now untif later.
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The bottom of the screen has a number of buttons on it.

The first button is for printing the Reconciliation Report. This report should
be printed at the time you are ready to reconcile. The report details all the
unpresented cheques and unpresented deposits along with the summary
listing of entries that bring the ledger bank balance back into line with the
actual bank balance.

Let’s digress a little with regard to the idea of reconciling back to the Bank
Balance. When you run a cheque account and write cheques you will
either send these out via mail or give them to the creditor in person. Either
way you are recognising that the person or entity is paid before it actually
happens in the bank. Reconciling is the process of identifying what is
outstanding between the ledger balance and actual bank balance. So,
apart from helping the dealership know that all the activity for the business
has been entered into the system the bank statement helps determine
what cheques and deposits have not been banked yet.

In rare cases you may need to just mark all the entries. You know that if
all the entries are marked then the bank statement will reconcile.

Alternatively, you may find you have mucked up the checking off of entries
to the point you need to start again. It's always a good idea to stay well on
top of doing bank reconciliations as the longer they are left the harder and
more time consuming it is to reconcile. If you have mucked up the bank rec
then you will need to start again. Use the Clear All button and clear all the
“Orange Balls".

Every bank statement sent by the bank also includes entries that the
business won't know about. They also include all the bank charges for the
account. These need to be entered into the system. To do this, use the
button Fee/Int Entry.
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Acct #f Bank 063145 - 0012544323 Opening Balance $19.277.00
Last Reconcile Date h 5/12/2005 Cleared Balance -$19.277.00
Date |23/06/06 » Record Account Fees / Interest Earned
Statement #
[ Account Fee / Charge

Reference l Date | Payee [ Na

1001 14/02/2006  AutoSales.. VE Fee / Charge $0.00 (incl. GST) GST

1002 14/02/2006 First Autow... VE Reference |AF230606

1003 14/02/2006 Southbank ... VE

1004 14/02/2006  Cropdon A1 ... Pa| Date [23/06/06 - |

1005 14/02/2006 Alliance Mot... VE Acct # .

20051017 17/02/2006 Ba . :

Client [opti |

20051018 18/02/2008 g SEee '°rfa] £

20051018 18/02/2006 Ba Narration I

20051020 20/02/2008 Ba

1019 21/02/2006  Dixon, Alied P4 [ ImerestCamad

1020 21/02/2008 First Auto'™W... P&l

1021 21/02/2008 Melbourne ...  PA| Interest Earned $0.00

Reference |IE230606
Date |23/06/06
HINT: Double-Click an entry in the list to edit that iten Acct # '—

oY I T | Cear Al ¢ FoorimErty ID 4 Client {optional) |

Narration I

Item Count: 234

Record | Cancel ]

From here you can enter in any bank charges that might appear on the
bank statement or enter in any interest that might have accrued. The top
part of this screen allows the entry of the bank fee or charge and the
bottom part allows for any entries that relate to interest earned. These
entries are actually journals and can be edited or deleted if found to be
incorrect.

There is a journal button. This button can be used to enter in all those
items that have affected the bank but are not a result of a payment or a
receipt in the normal sense.

The Reconcile NOW button is used when all entries on the bank statement
exist in Eclipse and have also been checked off. If a bank reconciliation
report has not been printed it will ask if you require one. If you failed to
print off the report UBS Eclipse will save a copy in PDF format if you require
it at a later date.

The Finish Later Button can be used to close the screen BUT STILL RETAIN
ALL THE MARKED OFF TRANSACTIONS AS YOU CHECKED THEM. You do
not lose any of the work you have done.
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Bank Reconciliation — the Process

This process assumes you have accessed the Bank Reconciliation
screen previously and are ready to start the bank reconciliation.

1. Enter the date the bank statement goes up to into the date field of
the bank reconciliation screen.

Bank Reconciliation

Acetdt [Toioz Bank 063145 - 0012544323

Last Reconcile Date !1 541272005
€ Date |23/06/06 v | > Enterthe date the

bank statement closes

Statement # fere.

I Reference | Date
1001 i
1n°

When you enter a date and then “tab” off the field, all entries UP TO
THE DATE ENTERED, made to this bank account and NOT reconciled,
display.

NOTE: No bank account entries will appear AFTER the date
entered UNLESS THEY HAVE ALREADY BEEN CHECKED OR
MARKED OFF. We are only interested in those entries from
the start of the bank statement date to the closing bank
statement date.

If entries display AFTER the closing date of the bank statement they
display because they have been checked or marked off. They MUST
BE UN MARKED. They do not relate to any entries on the bank
statement.

If the entries do relate then they have been dated wrongly. They
need to be redated.

If entries are missing they need to be added.
If entries are wrong they need to be corrected.
2. Enter in the statement number.
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Bank Reconciliation

Acct # l Bank 063145 - 0012544323
Last Reconcile Date {15/12/2005

Date [0 ]

] Reference Date

1001 1402200
1002

3. Next enter the “"New Statement Balance” into the third field to the top
left.

=1}
Opening Balance -$19,277.00
Cleared Balance -$19.277.00
New Statement Balan $135,076.20 §

Out of Balance -$154,353.20

Deposit | Withdrawal l o
$4,000.00
75000

This is the closing balance of the bank statement and it's the KEY to
matching what has gone through the actual bank account to what
has gone through Eclipse. You will note the field right above it called
“Cleared Balance”. This is the value of the combination of the
checked off deposit and withdrawal items PLUS the closing balance of
the last bank statement.

The process is simple from here — check off all the items listed on the
bank statement. Now there WILL be a number of items on the bank
statement that don't appear in the Eclipse Bank list. They most
probably will be EFT transactions deposited into the bank account —
interest — and any bank fees and charges. For EFT deposits you will
need to drop out of this screen (Click on the “Finish Later” button and
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8.

enter those in via the bank deposit screen. For the fees and charges
you can use the fee/Int Entry button at the bottom.

Now it's a matter of checking off each item that appears in the bank
statement to that displaying in the bank reconciliation list. Once an
item is ticked and reconciled it disappears from this screen.

If the bank statement has a running balance to the right then this can
be used to “sync” with “Cleared Balance” field as, for every entry
checked or marked, the cleared balance will increase or decrease
depending on whether it was a deposit or a payment.

Alternatively you can concentrate just on receipts first and then
payments, as the list is fully sortable. This is the method described
below.

. The bank Reconciliation screen “remembers” the items you ticked off

the last time you were working in the Bank Reconciliation screen so
you don't have to redo any work.

You also have the same “sort” feature available at the top of each
column that you have for lists in the other lookup screens. This
makes the process easier as you can sort the Deposit column listing
all items in either a descending or ascending order. Then it's a matter
of identifying each deposit item on the bank reconciliation screen that
appears on the bank statement. Any entries that don't appear simply
need to be entered.

In this way all activity that actually occurred in the business via the
bank account for the period selected will be entered, making the
system match accurately to the real world.

Check off all deposits. Go to the deposit screen and enter any
deposits not in the system.

Check off all withdrawals. Enter any cheques that appear on the bank
statement but not in the system.

Enter all bank fees and charges as well as interest using the button at
the bottom of the window.

@
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9. The aim is to match the New statement balance entered at the top
right of the screen to the value in the field directly above it. Once

both concur then all items within the bank statement have been
checked off and exist in Eclipse.

10. Print off the bank reconciliation report and file it.

11. The only thing left to do is select the Reconcile NOW button at
the bottom right.

That's the process for the reconciliation of a hormal bank account.
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