
Chapter 4

System

4.1 Chart of Accounts

4.1.1 Accounts

Accountsareorganizedby ”Heading” and”Account”. A Headingaccountprovidesa convenientway to divide your chart
of accounts.Youmaychangeanaccountfrom aheadingaccountto aregularaccountandviceversa.Headingsdonotshow
all theinformationnormallyavailablefor regularaccountsandcannotbeincludedin themenus.Headingaccountsarealso
usedto subtotalall accountsuntil thenext Headingaccountsoyoucangroupaccounts.

The“AccountType” signifieswhattypeof accountit is. Chooseoneof Asset,Contra,Liability, Equity Incomeor Expense
account.

You cansafelychangean accountnumberto a differentnumberto re-organizeyour chartof accounts.All transactions
linkedto theold accountnumberwill belinkedto thenew accountnumber.

From the “Edit” Screenyou canalsodeletean account.Only orphanedaccounts,accountswithout transactions,may be
deleted.
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The following lists all theavailablefields for settingup a Headingaccountanda regularaccountandhow theaccountis
linkedwhenyoucheckvariousoptions.

Account Number: any typeof stringexcludingspacesanddoubledashes.It is bestto useanumberingsystemfrom major
1 - 5, where1 = Assets/Contra,2= Liabilities, 3 = Equity, 4 = Income,5 = Expenses
Howeverany stringmaybeusedto bestdescribeyoursituation.

Description: accountdescription
It is bestto keepdescriptionsasshortaspossible,especiallyfor taxaccounts.

Account Type: Asset,Contra,Liability, Equity, Incomeor Expense.It canalsobedesignatedto bea regularaccountor a
Headingaccount.
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A Contraaccountis a reversedAssetaccountusedto keeptrackof accumulateddepreciationandamortization.In combi-
nationwith anAssetaccountyoucanquickly find out thebookvalueof anasset.

Is this a summary account to record AR, AP, Inventory: checkoneof theboxesif this accountis usedto recordtrans-
actionsfor receivables,payablesor inventory, theaccountwill thenbeincludedin theselectionmenusto recordAR,
AP or Inventory.
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To keepreceivablesseparatesetup asmany AR accountsasneeded.For instance,if you regionalizesalessetup an AR
accountfor eachregion.

If oneof AR, AP or Inventoryis checkedyou cannotusetheaccountfor any othertypeof account.Any othercheckmark
will be removedbeforetheaccountis saved. This is a safetymeasurebecauseaccountsmusthave a uniquelink for each
transaction.

Include in drop-down menus: checktheappropriateboxesto includetheaccountin themodulesasindicatedbelow. You
cannotcheckmorethanoneoptionin eachcolumn.

Receivables:

• Income-> includeaccountin menuto selectincome

• Payment-> includeaccountin menuto recordpayment

• Tax -> includeon form to recordtaxcollected

Payables:

• Expense-> includeaccountin menuto selectexpense

• Payment-> includeaccountin menuto recordpayment

• Tax -> includeon form to recordtaxpaid
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Parts Inventory:

• Sales-> includeaccountonpartsform to selectsalesaccount

• COGS-> includeaccountonpartsform to select“Costof GoodsSold” account

• Tax -> includeaccountonpartsform to checkif partis taxable

Service Items

• Income-> includeaccountonserviceitem form to selectincomeaccount

• Expense-> includeaccountonserviceitem form to selectexpenseaccount

• Tax -> includeaccountonserviceitem form to checkif serviceis taxable

Labor/Overhead

• COGS-> includeaccounton labor/overheaditem form to selectCOGSaccount

Include this account on thecustomer/ vendorformsto flagcustomer/ vendorastaxable?

• check“Yes” to include this accounton the customerandvendorforms to indicatethat the customeror vendoris
taxable.

If the”Tax” is checkedfor any of theotheroptionsaboveyoumustalsosetcustomer/vendortaxableto ”Yes”. If it is setto
”No” taxeswill not show upon theparts,serviceandassemblyscreensbecausethereis nothingto betaxed.

GIFI Code

• In somecountriesthiscodeis providedfor by theGovernment.GIFI means“GeneralIndex of FinancialInformation”.
Enterthecodeto link theaccountto theofficial accountonyourchartof accountfor yourcountry.

4.1.1.1 GIFI Chart of Accounts

• TheGIFI chartof accountsis for official chartof accountsor if youdonothaveoneit mayalsobeusedfor yourown
purposes.Accountsfrom theGIFI chartcanbecopiedto yourworkingchartof accounts.This letsyouquickly build
a chartof accountsfrom a masterchartof accounts.All reportscanbegeneratedin accordanceto your regularchart
of accountsor in accordanceto aGIFI.

• You canalsousethe GIFI asa substitutefor sub-accounts.If you usethe sameGIFI accountnumberfor several
standardaccountstheamountsareaddedtogether.
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4.1.1.2 Tax Accounts

Eachtax level musthave anaccount.If you have VAT @ 10%andVAT @ 14%you mustaddanaccountfor eachrateand
checkthe“Tax” box on theaccountform to make theaccountavailableon theAR, AP, Parts/ ServiceItem,andCustomer
/ Vendorscreens.Taxaccountsareonly includedon formsif thecustomer/vendortaxableswitchis setto ”yes”.

To calculatetaxesfor parts,assembliesandserviceson invoicesyou mustalsomake theaccountavailableon thecustomer
/ vendorformsandcheckif thecustomer/ vendoris taxableataparticularrate.

Somecountrieshave a requirementto keeptrack of taxescollectedandtaxespaid. To do this addan accountfor taxes
collectedandanaccountfor taxespaid.
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Thencheckall your items(parts,servicesandassembliesfor both taxes)andcheckyour customerswith the accountfor
taxescollectedandyour vendorswith theaccountfor taxespaid.Whenyou createaninvoice,taxeswill berecordedin the
properaccounts.

To entertax ratesclick on ”System”–> ”Defaults”.

Tax descriptionsareprintedon theformswith thevariable<%taxdescription%>.Keepthenamesasshortaspossible,i.e
VAT (10%),VAT (14%),GST, PST, etc.

Thereis no limit to how many taxaccountsyoucanhave.

Taxaccountscanalsobeusedfor otherpurposeslikecommissionaccounts,franchisefees,shopsupplies.


