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MUSAC Financial Manager

This user guide covers the installation of the Financial
Manager package, setting up the various applications and
guides to help you get started.

Detailed help is available using the F1 Help File. This Help
File is regularly updated as changes are made to the
programs and is distributed with the User Group updates.

The full user guide is available on-screen from inside the
module. Here you may print a full copy of the user guide or
just the pages required.
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Copyright/License Agreement:

MUSAC software

COPYRIGHT
The software described herein (hereafter referred to as “the software") is
copyrighted and all rights are reserved by Massey University (hereafter
referred to as "Massey"). MUSAC stands for Massey University School
Administration by Computer.

Copying for the purpose of selling or otherwise distributing the software is
a violation of the law. Copyright (C) 1998 - 2009

MUSAC SOFTWARE LICENSINGAGREEMENT
PARTIES

1 Massey University (“the Licensor”)
2 You (“the Licensee”)

BACKGROUND

A The Licensor is the exclusive owner of the Software.

B The Licensor has agreed to grant a license to the Licensee to use
the Software upon the terms and conditions contained in this
agreement and any schedules attached.

IT IS AGREED:
1 DEFINITIONS

In this agreement unless the context otherwise requires:

“CPU” means the central processing unit for the System.

“Beta concession” means the form which defines the terms and period in
which the beta Software may be used.

“Beta Software” means the edition of the Software available for a period of
time prior to full release.

“Demonstration License” means a License entitling the Licensee to use the
Software during the Trial Period.

“Enhancement” means upgraded, improved or modified versions of the
Software and

“Enhanced” has the same meaning.
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“Institution” means the single school, organisation or entity which will
receive the exclusive benefit of the Software licensed by this agreement
and the definition specifically excludes organisations.

“License Fee” means the fee advised by the Licensor to the Licensee as
being applicable to this License.

“Support Services” means web, email, fax or telephone based support
provided by the Licensor in relation to the Software.

“the Software” means the MUSAC Software being Student Manager,
ClassRoom Manager, Absences, Financial Manager and Library Manager
and any otherproducts developed and/or released by MUSAC.

“the System” means the computer hardware, including the CPU, used to
execute the Software.

“Trial Period” means a period of 60 days, or other period as stipulated by
the Licensors, in which the Licensee is permitted to utilise the Software for
evaluation purposes without paying the License Fee.

“use” means utilisation of the Software by copying or transmitting the
Software into the System for the processing of the System instructions or
statements contained in such Software and copying the Software which is
in machine readable form in whole or in part, in printed or machine-
readable form for use by the Licensee on the designated System for the
limited purpose only of understanding the contents of such machine
readable material and for backup on condition that no more than one copy
of each item of the Software will be in existence under any license to the
Licensee at any one time without the prior written consent of the Licensor,
except where such copies are used for the sole purpose of conducting the
operational requirements of the Licensee’s Institution.

2 INTERPRETATION

In this Agreement unless the context otherwise requires:

a a reference to a person includes any other entity or association

recognised by law and vice versa;

words include singular and plural numbers;

words referring to one gender include every other gender;

d any reference to any of the parties by their defined terms includes
that party's executors, administrators or permitted assigns or both,
or being an incorporated company, its successors or permitted
assigns or both;

e every agreement or undertaking expressed or implied by which

more persons than one agree or undertake any obligation and derive any

benefit under this agreement binds and is for the benefit of such persons
jointly and severally;

f clause headings are for reference purposes only;

g where any word or phrase is given a defined meaning in this

agreement, any other part or speech or other grammatical form in respect

of such word or phrase has a corresponding meaning;
Financial Manager 9
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h a reference to a statute includes all regulations under and
amendments to that statute and any statute passed in substitution for that
statute or incorporating any of its provisions to the extent that they are
incorporated;

i no benefits under the Contracts (Privity) Act 1982 are intended by
the parties to be created under this agreement;

] the calculations of all periods of time or notice exclude the day on
which the period or the notice is given and the day on which the period or
notice expires;

k "business day" means a day on which registered trading banks in
New Zealand are open for business.

3 LICENCE

3.1 The Licensee acknowledges that the Licensor is the exclusive owner
of the Software. Upon acceptance by the Licensee of this agreement the
Licensor grants and the Licensee accepts a non-exclusive New Zealand
license to use the Software in accordance with the Terms and Conditions of
this agreement.

3.2 Subject to the rights of termination contained in this agreement,
the term of the license is for one (1) year beginning in January from
payment of the License Fee. The License Fee will be pro-rated for
Institutions purchasing the License after February in any one year. Upon
expiration of the term, a further License Fee must be paid or all Software
including any Enhancement must be removed from all systems to which
the License applies.

4 LICENCE FEE

4.1 The Licensee agrees to pay the License Fee prior to the installation
of the Software.

5 DEMONSTRATION LICENCE

51 The Licensor is permitted to install the full version of the Software
with the Demonstration License for the Trial Period if required. Upon
expiration of the Trial Period the License Fee must be paid or the Software
must be removed from all systems on which the Software is installed.
5.2 If the Software is used after the expiration of the Trial Period access
will be denied until a License is purchased.
5.3 Clauses 5, 6, 7, 8, 9, 10 and 11 will apply between the Licensor and
Licensee throughout the term of any Trial Period.
5.4 The Licensor will not be liable to the Licensee for any loss or
damage whatsoever or howsoever caused arising from use of the Software
with a Demonstration License during the Trial Period. For the avoidance of
doubt, the Licensee assumes all risk in use of the Software under a
Demonstration License.
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6 LICENSEE'S UNDERTAKINGS

6.1 The Licensee undertakes with the Licensor:

a Not to copy (other than for normal System operation and permitted
use of the Software), reproduce, sell, rent, lease, translate, distribute,
adapt, vary or modify the Software nor to communicate the Software to
any third party without the Licensor's prior written consent.

b To notify the Licensor and pay a further License Fee should the
Software be required for an additional Institution.

[ To maintain accurate and up to date records of the number and
location of all copies of the Software.

d To supervise and control use of the Software in accordance with the
terms of the license.

e To reproduce and include the copyright notice of the Licensor on all

or any copies, whether in whole or in part, in any form, including partial
copies or modifications of the Software.

f Not to provide or otherwise make available the Software in whole or
in part (including but not limited to program listings, object and source
program listings, object code or source code), in any form to any person
other than to the Licensee's employees engaged in the operation of the
System, in respect of which employees the Licensee undertakes to procure
the signature by such employees of appropriate confidentiality
undertakings in a form approved by the Licensor.

g The Licensee undertakes with the Licensor that the Licensee will not
permit any unauthorised third person to examine, repair or in any way
alter the Software without the prior written consent of the Licensor. The
Licensee further undertakes for the Licensor that the Licensee will be fully
responsible for all Licensor's costs of rectifying the Software should any
such unauthorised action take place.

h The Licensee undertakes with the Licensor that the Licensee will not
use any Software tools to disassemble, examine, patch or in any way alter
the Software without the prior written consent of the Licensor. The
Licensee further undertakes for the Licensor that the Licensee will be fully
responsible for all Licensor's costs of rectifying the Software should any
such unauthorised action take place.

6.2 Notwithstanding 6.1(a) above, the Licensor will permit copies of the
Software product to be installed on multiple systems within the Licensee’s
Institution provided that the Software is exclusively used by one
Institution.

7 LICENSOR'S UNDERTAKINGS

Upon payment of the License Fee the Licensor undertakes to:
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7.1 Make available information and costs of Enhancements to the
Software.

7.2 To provide Support Services to the Licensee in respect of the
Software during normal business hours.

7.3 Clause 7.1 and 7.2 do not apply in respect of a Demonstration
License of the Software during the Trial Period or beta Software under beta
concession.

8 LICENSOR'S LIABILITY

8.1 To the fullest extent permitted by law, it is agreed that the Licensor
is not liable to the Licensee for any loss or damage whatsoever or
howsoever caused arising directly or indirectly in connection with this
license, the Software, its use or other application.

8.2 Notwithstanding the generality of clause 8.1 above the Licensor
excludes liability for any consequential loss or damage which may arise in
respect of the Software, its use, the System or in respect of any other
equipment or property, or for loss of profit, business, revenue, goodwill or
anticipated savings.

8.3 The exclusions of liability referred to in clauses 8.1 and 8.2 above
apply to liability in contract or in tort (negligence) and any other principle
of legal liability. In the event that any limitation or provision contained in
this agreement is held to be invalid for any reason and the Licensor
becomes liable for loss or damage that would otherwise have been
excluded, it is agreed that such liability is limited to one quarter of the
amount of the License Fee.

8.4 To the extent permitted by law, it is agreed that the license to use
the Software is acquired for business purposes by the Licensee so that the
guarantees provided in the Consumer Guarantees Act 1993 do not apply to
the Software.

9 INTELLECTUAL PROPERTY RIGHTS

9.1 The Licensee acknowledges that any and all of the trade marks,
trade names, copyrights, patents and other intellectual property rights
used or embodied in or in connection with the Software are and remain the
sole property of the Licensor. The Licensee agrees that it will not during or
at any time after the expiry or termination of this agreement in any way
question or dispute the ownership by the Licensor of any such rights.

9.2 In the event that new inventions, designs or processes evolve in
the performance of or as a result of this agreement, the Licensee agrees
that such rights are the property of the Licensor unless otherwise agreed in
writing by the Licensor. The Licensee agrees to transfer (and procure that
any person within its control transfers) such rights to the Licensor upon the
Licensor's request but at the Licensor's expense.
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10 CONFIDENTIAL INFORMATION

10.1 (a) All information, data, drawings, specifications, documentation,
Software listings, source or object codes which the Licensor may have
disclosed or given to or may from time to time disclose or give to the
Licensee relating to the Software or the System or both, are proprietary,
secret and confidential to the Licensor.

(b) The Licensee agrees with the Licensor that it will use such materials
solely in accordance with the provisions of this Agreement and that it will
not at any time during or after the expiry or termination of this license,
disclose those materials whether directly or indirectly to any third party
without the Licensor's prior written consent.

10.2 The Licensee further agrees with the Licensor that it will not itself or
through any holding, subsidiary or associated company, agent or third
party, disassemble, modify, use, enable, vary, enhance, copy, sell, lease,
license, sub-license or otherwise deal with the Software or any part or
parts or variations, modifications, copies, releases, versions or
Enhancements of the Software or have any Software or other program
written or developed for itself based on any confidential information
supplied to it by the Licensor.

10.3 All information relating to the parties' respective businesses which
they may have disclosed or given to or may from time to time disclose or
give to the other must be kept strictly confidential by the disclosure.
Nothing in this clause prevents the Licensor from exercising any of its
rights in respect of the Software which may be permitted or authorised by
this agreement.

10.4 All obligations of confidentiality contained in this agreement shall
continue and be enforceable against the Licensee at the end or earlier
termination of this agreement.

11 TERMINATION

11.1 One party may terminate this Agreement should the relevant party
breach this Agreement and such a breach is incapable of being remedied,
or, if capable of being remedied, continues unremedied for 10 business
days after written notice of such breach has been given to the relevant
party by the other party.

11.2 Upon termination of this agreement all Software including any
Enhancement must be removed from all systems of the Licensee to which
the terminated License applies.

12 ARBITRATION

12.1 If any dispute or difference shall arise between the parties or any of
them with respect to this agreement the parties to this dispute shall use
their best endeavours to resolve such dispute or difference in the spirit of
co-operation and goodwill. If the parties are unable to resolve the matter
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themselves they will participate in mediation with a mutually acceptable
third party appointed if necessary by the chairperson of the New Zealand
Chapter of LEADR. Failing mediation being successful within 21 days after
appointment of the mediator the parties to the dispute shall submit to the
arbitration of a single arbitrator to be agreed or failing agreement to be
appointed by the President for the time being of the New Zealand Law
Society and conducted in accordance with the Arbitration Act 1996.

13 ASSIGNMENT

13.1 The Licensee shall not assign this License.

Multiple site licenses are subject to separate negotiation.

WARRANTY

This warranty covers any physical defect in the software distribution
media.

MUSAC agrees to replace defective DVD/CDROMS by return post, without
charge.

MUSAC is not responsible for problems caused by computer hardware or
computer operating systems.

All warranties or merchantability and fitness for a particular purpose are
disclaimed and excluded. MUSAC shall not in any case be liable for
special, incidental, consequential, indirect, or other similar damages even
if MUSAC has been advised of the possibility of such damages.

MUSAC is not responsible for any costs incurred as a result of lost profits
or revenue, loss of use of the software, loss of data, cost of recreating lost
data, the cost of any substitute program, claims by any other party other
than the Licensee, or for other similar costs. MUSAC’s aggregate liability
arising from or relating to this Agreement or the software or the
documentation is limited to the license price paid by the Licensee.

The agents, distributors, and dealers of MUSAC software may not modify
the Limited Warranty nor make additional warranties binding on MUSAC.

Financial Manager
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Installation

INSTALLING THE MODULES

Please follow these instructions to install the package onto your hard drive.

The installation process is covered in three steps. System files, Program
files (Accounts, Asset Manager[Optional], Point of Sale[Optional], Backup,
User Access and Database utility) and then Registration files. Select the
optional modules you wish to install.

INSTALL THE SYSTEM FILES

(SYSTEM 32 BIT AND SYSTEM .NET RUNTIME)

The System (32 bit) files must be installed onto every
terminal that will access any of the Financial Manager
packages. Before loading the System Files close down ALL
programs on the terminal. (Some terminals have hidden
programs running and may require pressing Ctrl+ALT+DEL
to display a list of running programs.)

Place the CD into your drive and close the drive door. The CD has
an ‘autostart’ feature which will result in the main installation
menu screen appearing. Should the screen not appear click the
‘START’ button on your screen and then ‘RUN’. Type D:\SETUP.EXE
(Where D is your CDROM drive letter) and click ‘OK’.

Click ‘Install MUSAC Software’, then ‘Install 32 bit System Files’ to
install the required system files onto your computer. Follow the on
screen instructions. (If you encounter problems with installing the
system files, please read the file: \system\SystemReadMechm on
the CDROM)

The .NET Runtime files are included in Microsoft operating systems
released after 2004. Install the Runtime if you have adequate hard
disk space and your operating system is Windows 2000 or later.
Click ‘Install Other Software’ then ‘Install .NET Framework 2.0’.

INSTALL THE WINDOWS PROGRAM FILES

Place the CD into your drive and close the drive door. The CD will
‘autostart’ and display the menu. Select and click ‘Install MUSAC
Financial Manager 15
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Software’, then ‘Install Financial Manager’. The Financial Manager
set of programs and all support modules will be loaded into the
same directory. Follow the on screen instructions.

Make a record of the drive and directory where you have installed
the program. You (or others) will need this information when
loading future updates.

INSTALL THE MUSAC LICENCE FILE

If the ‘MUSACLicence.lic’ file is supplied on CD or by email, copy
this file into the program folder with the Financial Manager
programs.

The license file can be installed from the MUSAC website
(www.musac.co.nz). First time users will need to register on our
website first to access Downloads and licence files.

Enter the module and go to the Backup module. Select ‘MUSAC
Licence’ to display the license module. Select ‘Load license from
MUSAC Website’ and press the ‘Load License’ button. Enter your
MUSAC website ‘User Name’ and ‘Password’ then press ‘Submit’.
Your license details will be displayed for approval. Press ‘OK’ to
install the license. (The program will install the '"MUSACLicense.lic’
file into the program folder.)

Click OK and follow the instructions.

INSTALL FLOW CHART

LOAD THE SYSTEM FILES ONTO ALL PCS THAT WILL USE ANY OF
THE MUSAC FINANCIAL MANAGER MODULES.
. Close down all programs.

. Load the CD-Rom.

. From the Auto Start menu, click System Files.

LOAD THE PROGRAM FILES
. Close the Financial Manager application and check that NO
Financial Manager modules are running on ANY terminal.
Financial Manager



MUSAC Financial Manager

. Load the CD-Rom and close the door.

. From the Auto Start menu click Windows Program.

NOW YOU ARE READY TO RUN THE PROGRAMS

To set your User Access and Database Directory details go to the User
Access section of this manualand ‘Add a New User’.

MORE ABOUT THE PACKAGES

UPDATES
As changes are made to the program, details of the changes are recorded
in the Changes file. Updates are available for downloading from the
MUSAC website www.musac.co.nzDownloads> Financial Manager.

FORGOTTEN YOUR PASSWORD?7??

A feature is included to help those users who forgettheir personal
password (or any other password) in the package.

There are no default passwords or hidden passwords, so only yours will do.

If you have forgotten it, enter FORGOT as the password, and a series of
digits will be appear on the screen.

Ring MUSAC and we will run them into our decoding program and after
checking with your school, provide the password, as you might not be who
you say you arel!ll

PROGRAM SUGGESTIONS

MUSAC welcomes your suggestions and requests. If you have any
enhancements you would like to see in MUSAC Financial Manager (or
indeed any MUSAC software),email support@musac.co.nz, fax us on 0800
500 159; or send these to:

MUSAC(PN 912)
MasseyUniversity
Private Bag 11222

Palmerston North 4442

Financial Manager 17
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SYSTEM REQUIREMENTS

For the best performance of our Financial Manager software, please do not
hesitate to contact MUSAC or your MUSAC agents for advice.

Financial Manager may be used with any printer which has been set up.

TECHNICAL NOTES

Default dir.
Files:

MUSACFM.EXE

FMANUSER.EXE

FMANBKUP.EXE

FMMAKEDB.EXE

MUSACPOS.EXE

MUSACS.EXE

MUSACDSC.OCX

MUSACA.EXE
README.TXT

WMINU.DAT
WMONU.DAT
WPROP.DAT
WPOSMINU.DAT

MUSACA.HLP

C:\MUSACACC

MUSAC Financial Manager control module used to
access all Financial Manager modules.

The user access module to register users in all
Financial Manager modules allocating access
rights to each package.

The database backup and restore module for all
Financial Manager packages.

The database builder module. This module can
only be called from other modules that need a
database built.

The Point of Sale module that links with the
accounting module.

The Asset Manager and Utility Extension module.

The control that contains core utilities. Copied to
the terminal Windows\System directory and
registered.

The accounts program.
Latest program release notes.

Registration file.
Registration file.
Registration file.
Registration file.

Accounts help file.

MUSACA.CNT  Accounts help index list.

FINMANDB.MDB

User access and log database.

?ASSETDB.MDB Asset Application database.

?ACCDB.MDB

Accounts Application database.
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?APOSDB.MDB Point of Sale database.
For Assets, ‘A’ application = AASSETDB.MDB

The database can be renamed and copied. Rename AASSETDB.MDB to
BASSETDB.MDB to change ‘A’ application to ‘B’ application. Copy
AASSETDB.MDB to CASSETDB.MDB to make a new ‘C’ application a copy of
‘A’ application.

For Accounts, ‘A’ application = AACCDB.MDB

The database can be renamed and copied. Rename AACCDB.MDB to
BACCDB.MDB to change ‘A’ application to ‘B’ application. Copy
AACCDB.MDB to CACCDB.MDB to make a new ‘C’ application a copy of ‘A’
application.

TRAINING
If you would likeFinancial and Asset Manager training, call -
Solutions & Services Ltd admin@solutionsandservices.co.nz

Web solutionsandservices.co.nz Ph 03 3316210 Fax 03 331 6217

HELP DESK
If you need to contact the Help Desk, please phone:

Solutions & Services Ltd Ph 0800 600 159 (option 4)
Fax 03 331 6217

Email accountshelpdesk@solutionsandservices.co.nz

Or, for software support enquiries

MUSAC Software Support on 0800 600 159

MENUS

The programs are entirely menu driven. Menu selections can be
madeeither using the arrow keys or the numeric keys at the top of the
keyboard.

The End key and the Escape key select the last option in a menu. This is
usually the option to return to the previous menu, or to exit from the
current section. In the very rare case, where there are more than nine
menu options, you may access the ninth option using the arrow keys.

Menu numbers have been included before many of the titles in this
manual. The menu numbers required to get to any menu item are
displayed at the top of the menu screen.

Financial Manager 19
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e.g. In MUSAC Accounts, choosing ‘O.Transaction Menu’ and then
‘2.Journals’ will take you to the Journals menu.

[ MUSAC Accounts @l@ [EJ

E 0. Ordinary Single Journals . iﬁ

F]'nancial Manager 1. Multiple Journal entries H‘

Accounts 6 - 0 2. End-OF Year Automatic Journals é
3. Exit to Main Menu &% ‘

THE EscAPE KEY

The Escape key has been programmed to allow the user to interrupt most
of the longer calculation or printing procedures and return to the main
Menu.

HELP

For full details on the functions of each control or data entry field, move
the mouse over the control and display the help prompt in the display
panel usually located to the bottom left corner of the current screen.

For more information, you may obtain access to a built-in Help File by
pressing the F1 function key. From any menu a Help File menu will open,
select the item for which help is required. From any data entry field, the
help is context sensitive and the package will register the page, topic or
control you were on and display the associated help topic. Pressing any
key, other than the cursor keys, will return you to your original place in
the program.

<<>=Navigate through the help file page by page.
Back Return to the previous help page.

Print Send the displayed help topic to the printer for a printed
copy than you may file for later use.

As changes are made they are added to the online Help file and distributed
with the program updates. All the latest changes made to the program are
documented in the ‘About/Notes’ file and included in the help file.

Financial Manager
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THE FIELD INPUT ROUTINE

The software makes use of its own field input routine. This is the control
that accepts your input from the keyboard. The routine is a ‘What You See
Is What You Get’ (WYSIWYG) routine. In general, the usual input features
apply, i.e. the left and right arrow keys move the cursor along within the
field. Backspace, Insert and Delete all operate. Control-Y may be used to
delete from the current cursor position to the end of the field. Press the
‘Enter’ key to save the changes and move to the next tab position. Up and
down arrow moves the focus to the previous or next tab position.

ENTER AND RETURN

Some computers label the large key which means ‘that’s it, go and do it’ as
the Return key, others call it the Enter key. This manual generally refers
to it as the Enter key, but there may still be occasional references to press
Return. The two mean the same thing.

CALCULATOR

A screen calculator is available while working within most pages of the
Accounting, Asset and Point of Sale packages.

To activate:
Press Ctrl-F9.(Hold down the control key and press F9)
Use arrow keys to reposition around the screen
C - Clear
A - All clear
F - Float display
$ - Dollar display
+-x/

Press END to return

m
=
=
"
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EXAMPLES

This manual contains many examples. They have all been obtained using
fictitious transactions for a fictitious set of accounts.

Financial Manager
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MUSAC Financial Manager

[ MUSAC Accounts

Financial Manager

Accounts

MUSAC

Please enter your entry code..  Press ENTER to accept.

MUSAC Financial Manager 2

The MUSAC Financial Manager group of packages contains seven programs
that use shared modules and interlinking routines. They all reside in the
same directory.

MUSACFM.EXEThe Financial Manager service login module.
To run the program:

From your Windows START Button select

All Programs

MUSAC Financial Manager

MUSAC Financial Manager

The login page will be displayed. Enter your user entry code and password
to display the main menu. From here you have direct access to all the
available programs subject to your access rights.

FINANCIAL MANAGER APPLICATIONS
MUSAC Accounts: MUSACA.EXE The full MUSAC Accounts package.

MUSAC Point of Sale: MUSACPOS.EXE The Point of Sale module which links in with
the MUSAC Accounts package. (Optional installation)
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MUSAC Asset Manager: MUSACS.EXE The full MUSAC Asset Manager and Utility
Extension package. (Optional installation)

MUSAC Financial Manager: MUSACFM.EXE The Financial Manager service login
module provides access to Accounts, Asset Manager, User Access Setup and the
Multiple Database Backup module. This module also activates the remoting module.

MUSAC FM User Access module: FMANUSER.EXE The User access module has
been separated from the Accounts package and expanded to set up user access
rights, backup rights and database working directories for each user. This module can
be accessed from the Financial Manager menu, from within the Accounts package and
directly as a standalone program.

MUSAC FM Backup Restore module: FMANBKUP.EXE The backup module has
been separated and expanded to cater for multiple Application database backups if
loaded from outside the accounts package. Use this module to restore backups which
are not already on the computer. If accessed from within the Accounts package, the
backup and restore modes are restricted to single application mode. If you wish to
backup a number of applications and databases in one operation, run this program
either as a standalone program or through the Financial Manager module.

Remoting — MUSACFMRemote.exe The activation program to start remoting on the
Server.

24 Financial Manager Service Module
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Financial Manager User Access

The Financial Manager User Access Modulesets the access rights for
users entering any of the MUSAC Financial Manager packages.

Set your user access rights and directory locations for the databases used
by each of the applications BEFORE entering the Accounts, Asset Manager
or Point of Sale packages for the first time. The new databases will then be
created in the correct location.

RUN THE PACKAGE
From the START Button select

All Programs
MUSAC Financial Manager
MUSAC FM User Access
During the entry process, the following events will occur:
The program will load to the title page and ask for an access name.

Enter your entry code and password or the default entry code and
password.When you first enter the package after installation, enter the
entry code ‘MUSAC’.Your entry password is ‘MUSAC’ too. Please set up
your own entry codes and remove MUSAC to make the package secure.

The Main Menu with a list of current users and their access rights is
displayed.

There are multiple levels of access. Select the access rights appropriate to
the user being loaded.

Note: At least one person must have a supervisor access code.

The User Access program can also be launched from within the Accounts
package, Asset Manager package and Financial Manager service module.

From the Main Menu select the ‘User Access’ menu button. If your access
rights permit, the User Access main menu is displayed.
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nager User Access Module. Versi:

MUSAC Financial Manager User Access Module,

IName | MUSALC decounts | Asset Manager/dsset Extension | Paint of Sale

| Supervisor Ancess | Supervisor Access | Supervisor Access + Backup + User

Supervizor Aocess | Supervisor Ancess |Supervisor Aocess + Backup + User

Edit this User

Delete this User

Add a new User

Print a list of Users

Edit the access levels and details for this user.

Exit

From the Main Menu the following options are available.
Select and edit an existing user.
Delete an existing User
Add a new User to the database

Print a list of users on file and their access rights.

A number of details need to be set when adding a new user or editing an

existing user.

User Access
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M MUSAC Financial Manager User Access Module. Nov-2009

Mame [MUSAC (& SetMUSAC Accounts access
defaults,
password BT
= e Set Aszet Manager [ Extension
4 IF access defaults
Passwar

{" SetPoint of Sale access defaults

" 5et Remote Database Directary

~ Financial Manager Database
Backup/Restore module

MUSAC MUSAC  Remoting MOT selected.

Accounts : Supervisor ABCDEFGHIIKLMNOPQRSTUVWYYZ ~ Financial Manager User Access

Asset : Supervisor ABCDEFGHIIKLMNOPQRSTUVVWXYZ Module

P of Sale: Supervisor ABCDEFGHIIKLMNOPQRSTUYWXYZ

Backup : Supervisor

R i fi i
User : Supervisor Default dir.: C:\FMTest), Emating connguraton

MUSAC Accounts for Windows

V& WE W1 WM W0 ¥ Supervisor access
VB WMF WMJ WN VMR MU Mx " Standard access
L W MK FOD WS MY WY Edit Restrictions (" Restricted access
VD WH WML WP T MW WZ

" Mo access

Display for editing the access details for entry into the MUSAC Financial Manager Backup module. -
(Backup RestoreRebuild MUSAC Financial Manager databases.

Save Users settings hii

ADD A NEW USER
From the Main Menu select ‘Add a New User’

Type in your entry code. This code can be up to 8 alphabetic characters
and will be displayed as upper case.

Type in your first name. You may enter a maximum of 12characters. If
you are having a rough day, try ‘Fantastic’. The package will then address
you as ‘Fantastic’. ‘Good morning Fantastic’or ‘Good night Fantastic’.

Type in your user access password twice. This password can be up to
6 alphabetic characters and is recorded as lower case. If at any stage you
forget your password type in ‘forgot’. The package will display a list of
numbers that you can send to MUSAC to decode and return to an
authorized person.

Access to Applications.The first three options display the application
access levels for MUSAC Accounts, Asset Manager and Point of Sale. Tick
the application codes to which the user may have access. Tick the
processing and reporting functions to which the user may have access.

Set the Remote Database Directory. This function sets where
thedatabase files are to be created and held for the operator with User
Access code. By default this will be the same place as the program
directory. If you wish to work on two applications with the same
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application code, make a new user for the second application and hold that
database in another directory.

[ MUSAC Financial Manager User Access Module. Version: Nov-2009

Entry Code [M Access to Applications
Mame  |Musac ~ ga;al'dll_lSAC Accounts access
efaults.
Password [Trr T
: £~ Set Asset Manager J/ Extension
e—— access defaults
Password I

Set Point of Sale access defaults

B

!

Set Remote Database Directory

- Financial Manager Database
Backup/Restore module

M Musac  Remoting NOT selected.

Accounts ; Supervisor ABCDEFGHIIKLMMOPQRSTUVWXYZ Financial Manager Liser Access

Asset : Supervisor ABCDEFGHIIKLMNOPQRSTL! Module

P of Sale: Supervisor ABCDEFGHIIKLMNOPQRSTUVIY!

Backup : Supervisor

User : Supervisor Defaultdir.: C:\FMTest)

~

Remoting configuration

Remote Database Directory

% Access Database files located in the same directory as the program files, (Default)

" Access Database files located in a remote directory.

Save Users settings

Display for editing the directory halding the database files that this user has access to, (Defaultor
Distributed Database configuration.)

Cancel

If you wish to locate the databases in another location, create the folder,
select the second option and enter the path to the folder that will hold the
databases. Click the drop button to the right of the directory entry field, to
display the directory location and selection utility.

User Access
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@ MUSAC Financial Manager User Access Module. Version:

Entry Code  |M Access to Applications
Mame  |Musac ~ SetMUSAC Accounts access
defaults,
password [T
= r Set Asset Manager / Extension
e access defaults
Password

" SetPoint of Sale access defaults

" Set Remote Database Directory

& Financial Manager Database

Backup/Restore module
M Musac  Remoting NOT selected.
Accounts ¢ Supervisor ABCDEFGHIJKLMNOPQRSTUYWRYZ - Financial Manager User Access
Asset : Supervisor ABCDEFGHIJKLMMOPQR. Module

P of Sale: Supervisor ABCDEFGHIJKLMNOPQRSTL!

Backup : Supervisor : " Remoti fi i
User : Supervisor Defaultdir.: C:\FMTest), R

@& Supervisor access Backup Restore Utility:
™ Restricted access. Backup and restare applications that user has access to.

(™ Restricted access. Backup applications that user has access to.

€™ Mo access

Cancel this operation and return to the previous menu.

Save Users settings h-:d

Set the Backup/Restore module access option and the User module
access permission. The options range from full access through to
restricted, backup only, and no access.

The last option sets the access rights to the User Access module.

Save the settings and exit.

EDIT A USER
Select the record to edit and click the edit menu. Enter the User password.
If you do not know the password, type in ‘forgot’. The package will display
a list of numbers you can send to MUSAC to decode and return to an
authorised person.

Type in your user access password twice and edit the details. See ‘Add a
New User’ above.

DELETE A USER
Select the record to delete and click the Delete menu. Enter the User
password and the record will be deleted. If you do not know the password
type in ‘forgot’. The package will display a list of numbers that you send to
MUSAC to decode and return to an authorised person.

User Access 29



30

MUSAC Financial Manager

PRINT A LIST OF USERS

This routine sends to the printer a list of people having access to MUSAC
Financial manager programs. The list includes the ‘Entry code’, ‘Name’ and
‘Access Level’ for each of the packages as well as the ‘Database Directory’.

Note. If the word ‘GOPRINT’ is entered as the user access code when
entering this program, the printer will print the list of users.

User Access
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MUSAC Backup and Restore

The Financial Manager Backup and Restore program is a service module
for all the packages within Financial Manager.

If the module is launched from within the Accounts, Point of Sale or Asset
Manager packages, the screen display in the Backup and Restore module is
loaded with the user details and application code of the package from
which it was launched.This is the ‘Single Application Mode’. Some options
are not displayed to make the task simpler.

If the module is loaded from the Financial Manager service module or the
program FMANBKUP.EXE is run directly, the package is configured to a
‘Multi Application Mode’ where you are able to select any of the databases
for restore or backup.

Entry to the package looks at the User Entry Code details to set the
location of the databases on the computer. (See ‘Remote Database
Directory’ setting when entering User Access Rights and details in the User
Access module.)

RUN THE PACKAGE

MuULTI DATABASE MODE
From the START Button select:

Programs
MUSAC Financial Manager
MUSAC FM Backup Restore
During the entry process, the following events will occur:
The program will load to the title page and ask for an access name.
Enter your entry code and password
The Main Menu is displayed in ‘Multi Database Mode’.

The Backup Restore program can also be launched from within the
Financial Manager service module. Select the ‘Backup/Restore’ menu
button. If your access rights permit, the Backup/Restore main menu is
displayed in ‘Multi Database Mode’.
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[ MUSAC Financial Manager Backup/Rebuild/Restore Database Module & %

MUSAL Financial Manager Backup/Rebuld/Restore Database Module. (Multi Database Mode)

Backup Databases from :C:\FMTest)

Defaults E MUSAC License i_,
Restore files from :F:\
Restore application database (Default)
Reguest bkackup disk for each saved file.
Ask if a second copy is to be made. Backup Databases b 4

=
Ask for approval before overwriting a file.
Wiew a Backup Disk \%
Restore Databases AR
of oY

epuild Databases

This utility repairs the database from incomplete wiite operations that could be caused by power
fluctuations or computer Faults. Default setti
System tables and indexes are checked and validated. Any data that cannat be salvaged will be DEGEsE S 5

discarded.
Exit K

The data in the D atabase will be organized contiguously to recover disk space.

SINGLE DATABASE MODE

The Backup Restore program can also be launched from within the
Accounts, Asset Managerand Point of Sale package.

From the Main Menu select the ‘Backup/Restore’ menu button. If your
access rights permit, the Backup Restore main menu is displayed in ‘Single
Application Mode’.

MUSAC Financial Manager Backup/Rebuild/Restore Database Module =

MUSAC Financial Manager B ackup/Rebuild/Restore Database Module, [Single Mode|

BACKUP THE DATABASE

If the package is in the ‘Multi Database Mode’ a screen is displayed
allowing you to select the database first and then continue to backup the
database(s). (See below). If the package is in the ‘Single Database Mode’
the Application is already known and the backup process starts. Follow the
screen prompts.

The selected database is rebuilt first and then a compressed backup is

made and saved to a .ZIP file in the same directory. (This means that
MUSAC Backup and Restore
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there is always a copy of the latest backup of the database held in case the
file is damaged and you need to restore.) The destination disk is checked
and can be cleaned of files if required. The backup .ZIP file is copied to the
destination disk and checked again. If there is insufficient space on the
disk you will be asked to have a number of disks on hand. Proceed to
create a multiple disk backup following the screen prompts. If the file is
too large for one disk it is recommended that you install and use a
‘ZIP’ drive (3” 100mb+) so that the backup can be stored on one
disk giving greater security.

VIEW A BACKUP DiIsk

If drive ‘A’ or ‘B’ is selected, this utility provides the facility to view the
contents of a backup disk, with the facility to DELETE all the files on that
disk to prepare it for the backup.

RESTORE THE DATABASE

Data from the .ZIP compressed backup of the database held in the
selected drive/directory is restored. (See Default Settings). If the package
is in the ‘Multi Database Mode’ a screen is displayed allowing you to select
from the databases available, and then continue to restore the
database(s). (See below). If the package is in the ‘Single Application Mode’
the Application is already known and the restore process starts. Follow the
screen prompts.

REBUILD THE DATABASE

This utility repairs the database from incomplete write operations that
could be caused by power fluctuations or computer faults. System tables
and indexes are checked and validated. The data in the database will be
organized contiguously to recover disk space.

In the defaults page, a flag may be set to build a NEW database on
rebuild. When a database is rebuilt using this option, the package creates
a NEW DATABASE and then copies the data from the old database to the
new one checking the data and removing any damaged data.
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DEFAULT SETTINGS

MUSAC Financial Manager Backup/Rebuild/Restore Database Module s S

Backup module Default settings.

Backup/Restore Drive Restore files.
 Drive A & Restore application database (Default)
B  Drive A - Manual Ovenwrite Protect. Pause forapproval on
each restored file.
 CAFMTest,
Backup Files
= « F
¥ Askifasecond copy is to be made
I~ Backup without first rebuilding the database. IV Ask for spproval hefore overwiting a file.

" Sawve ALL files to the sarme destination.
[ Backup the Access file also.

v Request backup disk for each saved file

Rebuild Database - Rebuild to NEW Access 2000
database and transfer data.

J=|

Timer Backup - Single copy to the selected backup
drive.

Backup ta and Restare from the Current Directory. Stock File

Return

Backup/Restore Drive. The first option is the computer’s Drive ‘A’. The
second option can be set to any drive from A to Z. This is usually used for
selecting ZIP drives that have been added to your computer. The third
option is the current directory as set by the User Access (typically
C:\MUSACACC)\). Look in here for that spare copy of the last backup. The
fourth option is user defined and can be set to any folder or location on
your computer or network. When using the last two options there are
restrictions on deleting files.

Backup without first rebuilding the database. Flag this ON with a tick
to make a backup of the database without first rebuilding the database.
Only use this option in special cases when a damaged file is to be sent to
MUSAC for inspection/repair.

Backup ACCDB.MDB database only. This option is for service providers
returning the database. Only the main database is included in the backup.

Restore Files. Two options are available.The first option (Default)
restores the main database only. The registration file and user access
database are not restored.The second option displays the details of each
file and pauses for your approval before the data files are restored.
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Backup Files. You may select to ask for a second copy if you usually
make two or more copies of each backup. Tick the second box if you wish
to be asked for approval before overwriting a file with the same name. The
third option (Default) saves all the files to the same set destination. The
last option asks you for the backup disk each time. This is usually used for
making multiple backups to separate disks.

The unmarked button displays the routine to print the database file
structure. This was used during the construction of the package.

MuLTI DATABASE MODE FILE SELECTION
In the ‘Multiple Database Mode’ the following two pages are added,
enabling you to select the files to backup and restore. Highlight the files
and flag (Select or Cancel — see the Hot Keys) the ones you wish to
process. The files with ‘RESTORE’ or ‘BACKUP’ in the ‘Selected’ field will be
processed.

[ MUSAC Financial Manager Backup/Rebuild/Restore Database Module

Select files.

Database | Application | Date | Selected |
Faint of Sale I 24 Mow 2009, 0. 8P BACKLP

: BACKUP

BACKLP

Select

Cancel Selection

Return to the Main Menu Backup Databases

- | Return

lole]o)<
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Select files

Diatahase | &pplication | Date | Selected

Poirk of Sale

fee M 01Decousin BACKUP

Select

LCancel Selection

Insert ‘BACKUP into the 'Selected' field in the listed database to add it from the list of files to backup. Beckup Databases

I | Return

loefol<

RESTORE AN APPLICATION FROM ANOTHER COMPUTER
To move an application from one computer to another -

Backup the application to disk.

In the new computer run the Backup/Restore program in ‘Multi

Application Mode’.
From the START Button select
All Programs
MUSAC Financial Manager
MUSAC FM Backup Restore
Enter your entry code and password

Select and restore the database.

Exit the backup module and run the main program. The database

will now be listed andavailable for selection.
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MUSAC Accounts

[ MUSAC Accounts EHEHEJ

Financial Manager

Accounts

MUSAC

Please enter your entry code..  Press ENTER to accept.

MUSAC Financial Manager  23-Nov-2009

The MUSAC Accounts package holds both the Accounts program and the
Point of Sale program. The Point of Sale program is available as part of the
License to registered users.

ACCOUNTS

Allowance is made for maintaining up to twenty-six different sets of
accounts in any sub-directory. In the User Access module the user is
assigned a data directory to hold the databases to which he/she has
access. There is no limit to the number of users that can be loaded into the
package for each site licence purchased. Most sites would use no more
than three or four different sets of accounts.

The package is designed to meet the needs of and includes report
templates which meet the Ministry of Education School Accounting and
Reporting Requirements.

The package consists of several modules and covers the major accounting
functions described below.

A record of all transactions (Deposits, Cheques, Journal Entries, Debtors
transactions and Creditors transactions)is maintained.

If an error has been made, the transaction can be viewed through screen
reports and be modified or deleted. To maintain the integrity of the
package all transactions, deletions and modifications are reported in full in
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the audit trail. When a month's transactions have been completed, the
reports can be prepared and printed, and the month can be closed.

Corrections cannot be made to transactions in a closed month. Corrections
can be made in a subsequent month by making adjusting journal entries.

Provision has been made to open a closed month, via the 'Unlock' button
in the 'Select Month' menu. This facility is only available to users with
'Supervisor' level access. With the month unlocked you are able to return
to that month and correct errors via the screen reports. Any monthly
reports previously printed could now be invalid and new reports may need
to be printed for Board approval. When the month is locked again, an
audit trail is created, detailing the changes that have been made.

Financial Manager Accounts is configured to operate in a double entry
accrual accounting mode. All transactions are automatically recorded with
balancing debit and credit entries.

The facility exists to have receipts and cheque vouchers, deposit
summaries and cheque summaries printed automatically when the
Deposits and Cheques are entered. When returning from entering
Deposits or Cheques or making Journal Entries, a batch summary can be
printed automatically.

At the month-end (or at any time during any month) the user has access
to various ‘current position' summaries. These form the basis of reports to
the Boards of Trustees, and are available in several different formats.

At any time the user has access to either single or group reports, detailing
the transactions and status of the selected accounts or groups. These may
relate to any range of months within the accounting year.

The user may print ledger accounts for any account or group of accounts
specified.

You can print invoices (also create a PDF which can be emailed as an
attachment) and statements, and maintain a file of items, prices, G.S.T.
rates and ledger numbers, which may be accessed via a screen listing.

A HELP facility may be accessed by pressing the F1 key from almost any
point in the program. A Pop-up Calculator is made available by pressing
CTRL+F9.

Finally, a Backup Utility is included to allow the user to save or retrieve
copies of relevant data files to or from floppy disks.

RESTRICTIONS
The program has been designed to work in most usual situations.
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Most small to medium size applications will occupy less than 20mb of hard
disk space. This includes the program, help file and transaction databases.

As the program records more transactions the database will grow. When
the database is backed up the Microsoft Access database checking and
rebuilding routine is automatically run to check and compact the database
- removing unwanted blank spaces and checking the indexes. Please!
Please! Make regular backups of your database, label them with the
date and store them away in a safe place.

NL = Limited only by the available space on the hard disk.

Max number if different applications per directory : 26

Max number if sub-accounts per application : 10000.00 to
99999.99

Max number of groups of accounts per application : NL

Max number of billable items o NL

Max number of debtors on the address list o NL

Max number of lines per user defined report :500 - to

memory and disk capacity.
Max number of items per invoice : 20

Max number of transactions in a Multi-Transaction : 99

ACCOUNTING TERMS AND CONCEPTS

ACCOUNTING
"The process of identifying, measuring and communicating economic

information to permit informed judgments and decisions by users of the
information.” AAA

"Accounting is an information-gathering and communication system
maintained for the purpose of making decisions about the use of economic
resources, to enable efficient control over the use of those resources, and
for evaluating the results of economic activity."

THE ACCOUNTING ENTITY
A business or school is treated in accounting as a separate entity from the
owner. The business or school can be regarded as owing the
proprietorship to the owner. The owner may be called: Capital, Owners
Equity, Proprietor, Public equity. ( Several terms for the same concept.)
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Note. The accounting entity may not be the same as the legal entity. eg.
In the case of a Sole Proprietor the accounting entity would cover the
assets of the firm, while the legal entity would extend to the proprietors
personal assets.

Accournting Entity rTT oI TTTTTTTT |
Elements ! Outgde '
- Environment )
system ! |
1 1
D o _l__._ :
Input Data
Process the data
Output data
Y

MONEY VALUES

The account records are expressed in terms of money at the time the
transaction occurred, and are therefore essentially historic. If the value of
assets or resources has declined or increased since they were recorded, an
accountant must consider what action, if any, is appropriate.

Human Value Accounting extends this concept by applying a money value
to all assets, including staff members. (How do you tell a staff member
that they are in overdraft or liability?)

REVENUE RECOGNITION

Revenue is brought into account (recognised) on the sale of inventory or
service to an external entity.

Test for revenue recognition-
* The receipt of cash, or claim to cash, in a market transaction.

* Performance of a contract to supply goods or services.

MUSAC Accounts
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CONTINUITY OF ACTIVITY
Accounting is normally carried out under the assumption that the entity
will continue its business operations.

THE ACCOUNTING PERIOD
It is necessary to review business activities and their results periodically,
but an accounting period such as a year, is an arbitrary division of time
and, in a sense, interrupts the continuing transactions of the enterprise.
The accountant must adjust the records so that the report on the activities
of a particular period is as accurate as possible.

CONSISTENCY

Consistency is important in all aspects of accounting, especially in
accounting reports. Reports for one accounting period should be
comparable with those from another. If a change becomes necessary,
this change and its effect must be noted in the report.

CAUTION

An accountant must be cautious in the judgments and estimates involved.
eg. He should make provision for possible losses, and refrain from
recognising profits until they have been actually realised. Note: The
report must still present a "true and fair view".

DISCLOSURE
All relevant facts must be stated fully and clearly. Unusual circumstances
should be noted. Additional notes should be given to provide information
that will enable a proper appraisal of the situation to be made and
appropriate action taken.

MATERIALITY

Accounting is a process of classifying and summarising a large number of
business transactions, resulting finally in the preparation of accounting
reports. Relevant and important facts/results should be reported, drawing
attention to any significant trends or changes.

EcoNOMY
The operation of the accounting system must be cost effective.

A TRUE AND FAIR VIEW
A true and fair view implies:
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. Full disclosure and appropriate classification of all significant
transactions.

e The grouping of all material items.

e The provision of a true, fair, unbiased assessment of the entities
economic activity in a consistent and understandable format.

AUDIT TRAIL
As each transaction is processed an audit trail entry is created.

This audit trail can be viewed and required sections can be printed or
reprinted at any time. Audit trails cannot be deleted and are automatically
retained for three years.

EACH TRANSACTION IS AUTOMATICALLY RECORDED WITH:-
The date

The account to be debited
The account to be credited

The batch number

MUSAC Accounts
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INSTALLATION
See ‘Installing the Package’ of this manual for details about loading the
System files, Program files and Registration files.

FIRST TIME IN

1.

2
3
4.
5

Set your ‘User Access’ and database directory details.
‘Run the Package’.

‘Create a New Application’. (Details follow)

‘Set Up the Printers’. (See heading follows)

‘Set Up the Application Defaults’. (See heading follows)

USER ACCESS
Before running the Accounts and setting up a new database, you should
set up your User Access Rights and default database directory. To do this,
see ‘Add a New User’ in the Financial Manager User Access module of this
manual.

RUN THE PACKAGE
From the Windows START Button select:

All Programs
MUSAC Financial Manager

MUSAC Accounts

Select the ‘Accounts for Windows’ button from the Financial

Manager service module.

MUSAC Accounts
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[ MUSAC Financial Manager. MUSAC Financial Manager (NZ) - Nov-2009

Financial Manager

Registered Name
0 Remoti |/
MUSAC Bemating (V]
1 Accounts for Windows E LS
MUSAC
Logged inat: 3:38AM  Thursday 03-Dec-2008 2 Asset Manager xw
3 Boint of Sale jm |
4 Adjust the file of Users M“‘

5 AccessRights

Load the MUSAC Accounts for Windows package. This option is subject to the registered

package being located in this directory and the User has the necessary access rights, 6 Backup/Restore/Rebuid DE o

7 Exit O]

During the entry process, the following events will occur:

The program will load to the title page and ask for an access name,
(unless you have entered through the Financial Manager Module).

Enter your Entry Code and press the Enter key, (unless you have
entered through the Financial Manager Module).

Enter your password and press the Enter key, (unless you have
entered through the Financial Manager Module).

Approve the date.

Enter the application code required. If you need to create a new
application, follow the instructions in the section titled “Create a
New application”. If the application you require is present, enter the
application letter and press the ENTER key. In future when you
come in the last used letter will be displayed. Press the ENTER key
to confirm and proceed. If your application is not present and you
have a backup of the database on a disk and wish to access it, run
the MUSAC FM Backup Restore program and restore the backup
files. See ‘MUSAC Backup and Restore’.

If the application defaults are set to require a further application
password, you will be asked for the access password for this
application. Enter the PASSWORD and press the ENTER key to
proceed. If you have forgotten your password see ‘Forgotten your
Password?’

The Accounts Main Menu will be displayed
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Once the installation process has been completed, future entry to the
system will be simple. Turn your machine on and then:

Click Start, All Programs, MUSAC Financial Manager,
MUSAC Accounts

Or
Run the Windows Explorer, display the accounts
directory (MUSACACC) and double click the
MUSACA.EXE program file.

Or
Double click the MUSAC Accounts Icon

Or

Run the MUSAC Financial Manager control module
(MUSACFM.EXE) then select Accounts.

The available application codes in the data directory allocated to the User
will be displayed.

I MUSAC Accounts
= i [ 4
= 0. Transactions Menu ”sj
Financial Manager S []
Accounts 6.0 i w|
3. Backup/Restore Rebuild 08 3&) ‘
4, Setup the Package ﬁl
5. Change Application ;; |
e
6, EM Utlities Menu %
7. Exit the Package. (] y‘
F2Receipts Ty || F3 Cheques iy || F4tnvoices T || 5 Journal oy e L MUSAC
Application : M - MUSAC
Directory @ C:\EMTEST),
F&Report MTH || F75creen Replly || Fe Statemenally | [FoobsT oy ‘

CREATE A NEW APPLICATION
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If you have not yet created any applications, or you would like to create
another, you should now follow the prompts in the Application Setup
Wizard module. See ‘New Application Wizard’ (over), for full details.

When completed, the Main Menu will be displayed. If this is you first time
in, this task is now complete, and you are ready to ‘Set up the Printers’
and ‘Set up the Application Defaults’.

NEwW APPLICATION WIZARD
To add a new application -

Run the Accounts package. Enter your Entry Code and Password. Set or
confirm the package date.

You will then be asked to enter the required Application Code. (A list of
codes already set up is displayed.)

Select an unused application code for the database you wish to create and
type in the letter.

Application Code -Y - does not exist!

The database for this sapplication Code does not exist.
Do yvou wish to create or load this application?
Select YES to create and load this application or change to another directory.

Select NO to try another Application Code,
Select CANCEL to exit the package,

e Cancel

Click YES to create and load this new application.

The Accounts package is minimized and the MUSAC Financial Manager
Database Builder program is loaded. The Setup Wizard is displayed with a
range of setup options displayed.

The directory set in your user access defaults is automatically selected.
This enables users to have access to their own set of applications in their
own distributed database directory. The default setting is the same
directory as the program. (\\MUSACACC)

You will be presented with data source options.

The first six options are a selection of charts of accounts that are provided
with the package. Options will allow you to copy the chart from another
MUSAC Accounts application.
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If you select one of the first six chart options, and press NEXT, you will
proceed to the following page where you can enter default details,
addresses, password, GST Number and start month for the new
application. By pressing NEXT, you can proceed to the following page
where you will be given the opportunity to load in the Debtor/Creditor
names, addresses and details from another MUSAC application. Press
NEXT to build and populate the new database containing the new
accounting application.

Option 7 — Copy another Chart of Accounts

Select NEXT to display the screen allowing you to select the application
code and location of the source application from which the new database
will be loaded. (Note the option to load the Debtor/Creditor name file from
the source application.) Make the selection and press NEXT to proceed to
the next page where you can enter default details, addresses, password,
GST Number and start month for the new application. Press NEXT to build
and populate the new database containing the new accounting application.

Make your selection and fill in the data fields as requested.

As the mouse pointer is moved over each selection HELP notes are
displayed in the Help panel at the bottom of the screen.

The last wizard screen provides shortcut keys to:
Go directly to Edit Account Names and Budgets.
Go directly to Edit the Default Settings
Go directly to Adjust the List of Users
Go to the Main Menu.

Your new database is created and ready to use.
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Example Chart of Accounts

Xk

* REVENUE ACCOUNTS List all the sources of revenue

* EXPENSE ACCOUNTSOrganise the expenses into cost centers with
sufficient detail to provide the data for reports. Note. In this package an
account can operate as a revenue and/or expense account.

* ASSETS (Starting with BANK at ledger 80000.00)

*  The BANK account is the division between the Revenue/Expense and
Balance Sheet sections of the Ledger.

Assets can be divided into:-

* CURRENT ASSETS Assets that represent immediate purchasing power
in the form of cash or claims that can be turned intoccash within one
accounting period.

* FIXED ASSETS  Assets that will be retained in their present fprm for a
relatively long period.

* INVESTMENTS e.g.. Long term trust investments.

* LIABILITIES
Liabilities can be divided into:-

* CURRENT LIABILITIES Liabilities that must be paid within the
accounting period. eg. Creditors.

* LONG TERM LIABILITIES Liabilities which normally are not due to be
met within the current accounting period. eg.. Loans on mortgages.

* ACCUMULATED FUND The net value of the accounting entity - also
known as OWNERS EQUITY, PROPRIETORSHIP, CAPITAL or COMMUNITY
EQUITY.
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SET UP THE PRINTERS
From the Main Menu select:

4. Setup the Package.
8. Set up the Printer Defaults.

The Printer set up module will be displayed. Select ‘1.Printer Settings for
Report Printing’. In the top panel select the required printer from the list
of available printers. Adjust any other settings to your personal
preference. Press SAVE to save your settings. Press TEST PRINT to print
out a test sheet to confirm that the printer is working. Repeat the process
for Receipt and Cheque printing options.

Set up the Printer for printing Receipts and Cheques.

Default Loading Option. Select the second option to use these settings
whenever you enter using your personal entry code. If you are working
from different terminals with different printers you may wish to use the
first option or set up a special user code for that terminal. When
completed select ‘4. Exit’ and then ‘9. Exit’ to return to the Main Menu.

SET UP THE APPLICATION DEFAULTS
From the Main Menu select:

4. Setup the Package
0. Specify Application Details
This section of the program contains 3 pages.

Page 1

Application name : This may have been automatically entered
otherwise enter or edit the name here.

Enter details of your:

Trade name (for businesses)
Address (4 lines)

Phone No

Fax No

E-mail address

Electronic Funds Transfer Number
Bank

Below these fields are holding fields where the program will store
information on the last numbers used for statements, invoices, receipts,
and batches, which are automatically incremented after each use.
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In the top right hand corner the password protection details will be
shown. The password for this application will be visible and the option to
use it can toggled on and off, by clicking on either “Auto access for level 3
user” OR “Always ask for application password”. If the Password field is
left blank then no password will be required, however this is not
recommended.

Backup Reminder. Enter the number of times you wish to exit from the
package before you are reminded to make a backup of your database. Set
to zero to de-activate.

Page 2

The first two fields on the left side are holding fields for information on the
last cheque number, and the last direct credit number to be used.

Enter your GST number.

Enter the default directories for the databases for Assets and Stock.
Click the dropdown button to display the directory location display. Select
the directory and click OK to save your selection.

The next field contains the first month of the accounting year. The
default is January but it can be altered here.

The default directory for Student Manager follows. Click the dropdown
button to display the directory location display. Select the directory and
click OK to save your selection. Leave blank to de-activate. This directory
will allow the Report Generator to check the MUSAC Student Manager
database for student debtors and creditors. These ledger values are
available for including in User Defined reports.

In the top right corner of page 2 is an option to change the background
texture for this application by clicking with the left mouse button. The
panel on the right provides a selection of screen background textures and
colours that can be allocated to the application. The last option colour can
be set by clicking the 'Set Colour' button and selecting your background
colour preference. This display varies with the type of graphic card and
monitor attached to your computer.

If a cash drawer is attached to your computer, select the computer port
that can receive the '‘Open Till' message to trigger the till drawer open
action. Test the action using the test button. Note! Alt + zero on the
deposit page will call this function.
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Page 3

The first of the right hand buttons offers the option to proceed directly to
the set up of names and addresses in the Debtor/Creditor file (see
notes on processing Deposits and Cheques).

The second button will allow you to proceed directly to setting up the
default account group names, and the third, to the preferred budget
monthly splits (see ‘Set up the Chart of Accounts’).

Main Menu Hot Buttons. The Hot Buttons on the Main Menu can be
customised here. Select the button to edit and click the [>] drop button to
the right of the field to display the available Hot Key Menu list. Select and
click the required menu item to allocate it to the button.

F2 Receipts D’,;,; F3 Cheques R || | F4 Invoices TR || | F5 Journal Ul,;'

F& Report MT9™ || F7 Screen Ref§ || | F8 Statementil” | (F9JobsT W

MUSAC Accounts 51



MUSAC Financial Manager

MUSAC ACCOUNTS MAIN MENU

52

[T MUSAC Accounts
=
= -5 ? g
= & 0. Transactions Menu & ‘
Financial Manager S []
Accounts 6.0 e M
3. Backup/Restore/Rebuild DB wﬁ‘)
14, Setup the Package &V& ‘
5. Change Application :tl)'
&, EM Utilities Menu i@
i e Pk, w ‘
F2 Receipts D’-’ F3 Cheques G || F4 Invoices T ||| F5 Journal O’rg ‘ User : MUSAC
) Application : M - MUSAC
Directory @ CI\FMTEST
F& Report MTY || F7 Screen Repgly ||| P Statemenzgly | |FodobsT iy ‘

The Up, Down, Left and right arrows help you navigate around the menu.
Home takes you to the first menu item and END takes you to the last item.
The Hot keys are underlined.

To activate a menu button you may:
1. Hold down the ALT key and press the hot key or

2. Use the arrow keys to move the focus to the
required button and press ENTER or

3. Mouse CLICK the required button.

Accounts Menu - a drop down windows type menu containing an
alternative way to select the menu functions available.

MUSAC Accounts About - The Licensed Name and program version
numbers are displayed. System Info - the Microsoft system information
page is displayed and all your system details can be displayed and printed
out. Notes - The MUSAC Accounts Readme.txt file is displayed listing the
latest changes that have been made to the package.

Eight Hot buttons are provided to take you directly to regularly used
transaction and reporting functions. Click the button or press the function
key to go directly to the selected task.
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1) MUSAC Accounts EI@
-
=
= 0. Deposits ) ‘
. . _l Payments
Financial Manager :
Accounts 6.0 BLDE
3. Debtors == ‘
4. Invoices é
5. Creditors =i ‘
6. Credit Notes =
7. Jobs in Progress = ‘
8. Screen Reports —
9, Exit to Main Menu f“ ‘

0. Transactions

0. Deposits - displays a details menu that then displays the Month
selection page which then calls the Deposit data entry page.

1. Deposits
2. Receipts from Debtors - Including an invoice listing.

3. Receipts in advance - Where a deposit is made and a
matching creditor created.

1. Payments - displays a details menu that then displays the
Month selection page which then calls the Cheque data entry page.

1. Payments

2. Payments to Creditors
3. Novopay SUE

4. Custom Payroll

2. Journals -displays a details menu that then displays the Month
selection page which then calls the Journal data entry page.

1. Journals

MUSAC Accounts 53



MUSAC Financial Manager
2. End-Of-Year Automatic Journals - Go to the End of
Year processing module

3. Debtors - displays the Month selection page which then calls the
Debtors data entry page.

4. Invoices - displays the Month selection page which then calls
the Invoice data entry page.

5. Creditors - displays the Month selection page which then calls
the Creditors data entry page.

6. Credit Notes - displays the Month selection page which then
calls the Credit Note data entry page.

7. Jobs in Progress - displays

8. Screen Reports - displays a details menu that then displays the
Month selection page which then calls the Screen Reports page.

0. Deposits
. Payments
. Journals

1
2
3. Debtors
4

. Creditors
{4 MUSAC Accounts o= =]

E 0. Deposits \P‘ ‘
Financial Manager ‘P‘
Accounts 6.0 - w‘
3. Debtors m‘

4. Invoices E
5. Creditors n‘
6. Credit Notes =1 ‘
7. Jobs in Progress =1 ‘

8. Screen Reports E
9. Exit to Main Menu 0\& ‘
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1. Reports Menu

0. Print Monthly Summary Reports - Monthly Deposits,
Cheques, Journal entries, GST Reports, Monthly Summary, Debtors,
Creditors, Bank Cash-Flow, Bank Summary, Variance Summary,
Group Summary

1. Print Specified Reports - direct to monthly specified reports
previously set up.

2. Print Special Search Reports - Select the ‘from month’ and
the ‘to month’. Selected ledgers, bank account entries, GST entries,
selected payee/er, selected date, selected amount, selected
rec/chqg/inv data, batch number, wildcard search.

3. Print Ledger Reports - Trial balance, closing balances, selected
ledgers, run of ledgers, specified ledgers, ledger summary.

4. Print Cash-Flow Reports - direct to monthly Cash-flow report.

5. User Defined Reports - Select report, edit report, new report,
print report, print report construction, delete report, update export
table, Datalist.

6. Table and Datalist Export - Export transaction totals for
inclusion in external reports.

7. Print Audit Trail / Log file - view and print selected sections of
the Audit trail and package activity log file.

8. Print Statements - Print current statements, Reprint
statements, Print aged list.
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41 MUSAC Accounts EI\EI
-
= 4
= 0. Bank Reconciliation é
. . 1. Cheques,Vouchers,Remit. Adv. ]
Financial Manager =
ACCO u n ts 6 0 2. Electronic Funds Transfer !-_:’a
.
3. Recondile Debtors/Creditors - ‘
4. Stock and Invoice Items %
5. End-of-Year Procedure u ‘
6. Delete old transactions —_
7. Debtor [Creditor Mame File E
8. Asset Manager E
9. Ext to Main Menu “

2. Utilities

0. Bank Reconciliation - Select the ‘from’ and ‘to’ months, the
required bank accounts and collect the transactions.

1. Cheque, Vouchers, Remit Adv - Process the -1 flagged
Cheques, Print vouchers and Remittance advices.

2. Electronic Funds Transfer - process the -1 flagged Cheques ,
Print vouchers and Remittance advices

3. Reconcile Debtors/Creditors - After the statements have
been printed reconcile (journal to close) the Debit values against
the Credit values for each selected customer.

4. Stock and Invoice Items - Add and edit the billable items for
invoicing. Edit stock records.

5. End of Year Procedure - The end of year roll over procedure.

6. Delete Old Transactions - Delete over 3 year transactions,
over 5 years, over 7 years, delete application.

7. Debtor/Creditor Name File
8. Asset Manager — Access to the MUSAC Asset Manager
3. Backup, Restore, Rebuild the database - Call the backup module.
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L) MUSAC Accounts \EI\EI
= : ]
— g Specify Application Details LE‘ ‘

. . 1, Account Names and Budgets gf/
Financial Manager :
ACCO u n tS 6 0 2. Spedfy the Account Groupings I
.

3. Spedify the Reserved Ledgers "u ‘
4, Select the Specified Reports é
5, User Defined Reports/Forms L‘ ‘
6. Alter the Passwords éf;
7. Adjust the file of Users “m
8. Setup the Printer Defaults =
9. Exit to Main Menu 4 :

4. Set up the Package

0. Specify Application Details - Names, addresses, phone, fax,
bank numbers, passwords, backup reminder, associated directories,
groups, budget proportions.

1. Account Names and Budgets - print chart of accounts, default
ledgers, edit chart of accounts, allocate groups, budget spread,
active chart of accounts.

2. Specify the Account Groupings - edit chart of accounts and
allocate groupings.

3. Specify the Reserved Ledgers - direct to default ledgers.

4. Select the Specified Reports - set up group reports, single
ledger reports, cross account reports. Print specified reports for the
default month.

5. User Defined Reports/Forms - edit report formats to be used
for Cheques, credit notes, invoices, labels, order forms, receipts,
remittance advice, statement, voucher and report generator.
Review report, new report, delete report.

6. Alter the Passwords - direct to application password edit.
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7. Adjust the file of Users - Add, edit, delete users. Print user
list.

8. Set up the Printer Defaults - Printer, fonts, margins.
5. Change Application - select new application.

6. FM Utilities — this menu button will give you access to the new VB.Net
facilities, from a new Main Menu, known as the MUSACB Main Menu. To
make use of these new facilities, MUSACB must be installed. Follow the
instructions on page 197.

7. Exit the Package

HoT KEYS

To speed up data entry and to save having to stop to pick up the mouse,
HOT KEYS have been added to every page.

HoT KEYS IN THE DEBTOR/CREDITOR NAME CONTROL
Function Key F5 Tag/Untag this name.

Function Key F6 Tag ALL names.

Function Key F7 Untag ALL names.

HOT KEYS IN THE DEBTOR, CREDITOR, DEPOSIT, CHEQUE

AND JOURNAL DATA ENTRY PAGE

Function Key F3 Display the Transaction Template Control. Transactions
can be saved with a name and recovered and applied at a later date.

Function Key F4 Copy the last data that was in this field.

Ctrl + F9 - Hold down the control key and press the F9 function key to
display the Calculator.

MENU HOT KEYS
If the menu button or control button has an underscore under one of the
letters in the button’s title (e.g. Delete), the underscored letter becomes
the hot key. Press the ALT key and the Hot Key (e.g. ALT + D) to activate
the menu button or control button.

SPECIAL HOT KEYS
Displays, tables, text boxes throughout the package have Hot Keys
allocated to them. These keys will be displayed in the information panel or
on the table title bar.
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(e.g. CTRL+A indicates holding down the CONTROL key and pressing the A
key would activate the Add Record function for that table)

See Report Generator Hot Keys.

MAIN MENU HOT BUTTONS

The eight Hot Key menu buttons are now user defined and linked to the F2
to F9 function keys.

F2 Deposits OTFS || | F3 Cheques OTFY || | F4 Invoices T P4 ||| FS Report MT #4

F& Journal OT P9 || F7 Screen Rep B9 || | F8 ReportLed P ||| F9 Forms UD #9

Pressing the F2 function key will activate the top left button through to F9
activating the bottom right button. In the above setting F1 will go directly
to the Deposits page for Ordinary deposits for this month.

To change the default menu settings select 'Setup the Package' - 'Specify
Application Details' - 'Page 3' and make the selection for each button from
the drop down list. Select the button menu and click the Drop Down button
to display the list of available menu items. Select to allocate and exit to
save the settings.

) MUSAC Accounts EI@
Pagel | Page2 | Page3 |
[F2 Deposits OT Deposits - Ordinary this montk Hot Kzys o
Custom Pay Custom Payroll Processing-This month
‘F.’i Cheques OT Cheques - Ordinary this montl Debtors T Debtors - This month
Deposits ML Deposits - Multiple last month
‘H Invoices T Invoices - This month Depasits MT Deposits - Multiple this month
Deposits OL Deposits - Ordinary last month
‘FS Report MT  Report - Monthly this month | D=posits OT Deposits - Ordinary this month
Exit Exit the package £Mail Settings,
‘Fﬁ Journal OT Journal - Ordinary this month |Forms UD Edit the forms and reports
Invoices T Invoices - This month E
‘FI Screen Rep D Screen Report - Deposits this| Jobs T Jobs in Progress - This Month Category  [ZF
Journal ML Journal - Multiple last month
‘ps ReportLed Report - Ledger this month Journal MT Journal - Multiple this month e Y
Journal OL Journal - Ordinary last month = adhd
\m Forms UD  Edit the forms and reports Journal OT Journal - Ordinary this month
Nowaopay SUE Novopay SUE processing - This month Ers F .
Printer Set up the Printer defaults i -
Receipts AL Receipts in advance last month
Receipts AT Receipts in advance this month ~ Budget% ==
Page 1 LE-
Application :A Page 2 LE-
Select the menu function for the F2 Hot Key on the Main Menu from the list of available Hot Key Menu items.
Gl
= X
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MUSAC Accounts Transactions

DEPOSITS

From the Main Menu select:
0. Transactions
0. Deposits
1. Deposits
Select the required month and click ‘Select’
The Deposit data entry page will be loaded.

(Note: the Deposit Hot Key on the main menu is a shortcut to key to the
Single Entry deposits page using the default entry date and month.)

1 MUSAC Accounts =N =R
December 2013 Application : A MUSAC Accounts |
DEPOSITS |
Batch Number il ﬂ
Transaction Date g j 09-Dec-2013
Receipt Reference
Account | j Total Deposits -
Amount 0.00
G.5.T. 0.00
Detais |
Customer Reference |
Entry Number 1 j
J Defaults H
Name [ - H
Cash or cheQue (Cash,DC C/Q
Copy Last | U
Save 'D.
Cancel 4 n
Exit p_ ¢

Batch Number The transaction batch number to which this transaction
will be added. This field is held in the default settings from the previous
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set of transactions. The number can be incremented when the batch report
is printed at the conclusion of a transaction run.

Bank Account Number If there is only one bank account configured this
field is NOT displayed. If there are multiple bank accounts configured in
the Chart of Accounts, this field is automatically updated, as the ACCOUNT
field is entered. Each ledger has a default bank account number allocated
to it in the Chart of Accounts. This field can be edited after the ledger
account has been allocated and another bank account can be assigned to
this transaction.

Transaction Date This date is the default from the entry date set on
loading the package. The day can be changed within the selected month
only.

Receipt Number The next available receipt number is displayed. This field
can be edited but the receipt number is checked for duplicates before it
can be saved.

Account Press the right arrow to display the current Chart of Accounts,
showing ledger numbers, names, balances and budgets. Use the Up and
Down Arrows, Page Up and Page Down, Home and End keys to move
through the list. Type in the ledger number to search and locate the
required account. Highlight and press the Enter key to select the ledger
account or mouse click the ledger you wish to be allocated to the
transaction.

i) MUSAC Accounts E@
December 2013 Application : A MUSAC Accounts |
DEPOSITS | LedNum | Ledger Name Cl. Balance| Ann. Budgs ~
= 11000.00 [CASH SALES. 50.00 £0.0(_
Batch Number * = 11010.00 [CREDIT SALES 50.00 S0.01
11300.00 [COMMISSION REC 50.00 50,01
11310.00 [RENT REC 50.00 $0.0/
EansackaniDate i j 08-Dec-2013  [11320.00 |INTEREST REC 50.00 50.01
Receipt Reference ’17 11330.00 | DIVIDENTS REC 50.00 $0.0/
11340.00 [DONATIONS REC 50.00 £0.0i
Account | 12000.00 |WAGES SALESMAN 50.00 $0.0/
m
J— .00 12010.00 |WAGES STOREMAN 50.00 £0.0i
12020.00 |FREIGHT OUT 50.00 $0.0/
GS.T. 0.00 12030.00 | VAN EXP. 50.00 £0.0i
. 12040.00 | VAN DEP. 50.00 $0.0/
Detas | 12050.00|CAR EXP. 50.00 5001~
Customer Reference | E u b
Entry Number L j
Name | 5] et
Cash or cheQue Cash,DC €/Q
Copy Last IEj
Save o B
~
Cancel L
Select the ledger number to be credited with this transaction.
Right Arrow - to display the Chart of Accounts
Exit p_ 4
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Amount Enter the transaction amount. If the ledger selected is flagged to
calculate GST, the correct GST amount will be entered into the GST field.
(Note: If the transaction has both a GST and non-GST component - split
the transaction into two - one with full GST and the other with no GST.)

Details This field is for any notes you wish to add to the transaction.

Customer Reference This field is for any notes you wish to add to the
transaction. In the defaults page there are three settings that relate to this
field. 1. Copy the data held in the Name file Banknote field into the
Customer Reference field, as the name is allocated to the transaction. 2.
Do not display the Customer Reference field. If you do not want to use the
field there is no need to clutter up the page by displaying the field. 3.
Start each transaction with a blank Customer reference field.

Name Press the right arrow to display the list of names. Start typing in
the name to search and locate the name on the list displayed. Mouse-click
the selection, or highlight and press Enter to select the name and allocate
it to the transaction. New names can be added, and existing ones edited
or deleted. (If a name is in use in any transaction it cannot be deleted. |If
an address or other detail is updated - all transaction referenced to that
name will be automatically updated.)

[ MUSAC Accounts EI@

De — _|
DEPOSITS pLIBIS ATRE: | S|P !l

END OF YEAR TRANSFER. | B [
T | | add +

Batch Number

Transaction Date MR TOM ADAMS

]
Receipt Reference B Delete  m
Account B
| -<_ |cancel p
Amount - v
| “ | |belect V)
Details | -
Customer Reference -
Entry Number -
MName )
Cash or cheQue |4 Records. IM— -

Cash or Cheque Flag Cash for a cash deposit or Cheque for a cheque
deposit.
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Entry Number If no more transactions are to be added press the enter
key to continue to the next field.

If another transaction is to be added to this deposit, press + or the next
number in the Entry Number field. The Account and Amount fields are
presented for the next entry. The scroll bar gives a visual record of the
number of transactions in this deposit.

Move the scroll bar or change the entry number to display any transaction
making up this deposit. The details can be edited if any errors have been
made. To delete a transaction, display the transaction, move to the Entry
Number field and press DELETE.

Bank for Cheque This field is only displayed if Cheque is flagged above.
Press the Right arrow to display the available banks. Select the bank the
cheque comes from. This helps when preparing your banking lists.

[ MUSAC Accounts E@
December 2013 Application : A MUSAC Accounts |
DEPOSITS |
1 ||
Batch Number =
|-
Transaction Date 9 = 09-Dec-2013
Receipt Reference 1
Account ‘(onmssmn REC :11300.00 : j Total Deposits -
Amount 0.00
G.5.T. 0.00
Details ‘ =
Bank (to Add,Edit,Delete,Cancel. Ctrl
Customer Reference ANZ Banking Group(NZ) Ltd.
. Auckland Savings Bank Ltd.
Entry Numbs Ay — —1
iy FumRer = | Bank of New Zealand Ltd.
Name MR TOM ADAMS Citbank NA aults EN
Countrywide Banking Corp. Ltd. |
Cash or cheQue Cheque  C/Q National Bank of New Zealand Ltd. Last
S 5 = 2 Las =]
Bank for Cheque ANZ Banking Group(NZ Taranaki Savings Bank Limited =1
The Hong Kong & Shanghai Banking Corp. |
Westpac Banking Corporation k= | =}
WestpacTrust Bank |8 |
™
Cancel
Nominate the BANK on the cheque. A Bank Lodgement list of cheques can be printed out with the batch
Exit
(o)

Transaction totals are displayed below the data entry fields.

At the bottom of the screen there is a user help note box. As the mouse
pointer moves over a field or button or as a button or field receives focus
(highlights), details about the button or field are displayed.

Defaults Display the default settings. A large number of default settings
are available. Place the mouse over the control and the help box will
display details concerning that control
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. Multiple data entry mode. If you wish to switch to multiple
data entry mode (many transactions to different ledgers for the
same person on the same receipt) click the DEFAULT button and

select multiple data entry.
. Debtors to Deposits. A list of current debtors, ready to

transfer to deposits can be displayed. If a debtor is making part
payments use this option. (See page 111)

. Invoices to Deposits. A list of current invoices ready to transfer
to deposits can be displayed. If a debtor is paying an invoice in
full use this option. (See page 111)

k) MUSAC Accounts EI@

Default Settings. |

Receipt printing Receipt Report format  [MUSAC Invoice 4. j
& Print No receipts

) Tedger Number, Name and Totals display.
€ Print One receipt per deposit © Name:Number (" Number : Name

" Print Two receipts per deposit |¥ Display Closing Balance for the ledger.
[¥ Display the Annual Budget
[¥ Display the Year to Dat Budget
[¥ Display the Annual Budget - Closing Balance
" Automatically copy last transaction.
W Display the YTD Budget - Closing Balance

Pre loading transaction fields

% Start each transaction with blank fields.

Customer Reference field [V Display GST Percent
™ Copy data from Name file Banknote field.
™ Do not display Customer Ref field.

%" Start each transaction with blank field.
Deposit page Data Entry Mode Cheques .
Debtor/Invoice Sort Order (~ Single Entry Mode b
~ Date % Name " Mumber
(& Multiple Entry Mode
©D <D OB o Ca Cs Journals D
~ Transfer Debtors/Invoices to ¥
Default value for new transactions Deposits [ Ind.Creditors
p " Income in Advance Debtors/Creditors
* Setnew transaction as UNPRESENTED. Edit Field First £ Account
" Setnew transaction to PRESENTED =
Receipt ' Date " Bank vices =]
(=]
Screen Reports L
Load Journals for December, 2013 —
In the defaults page select Single or Multiple transaction mode. R
Close :

Save and Print Receipt. If the default receipt printing option is activated
- press this button to save the transaction and print the receipt now.
Receipts not printed now (by clicking the SAVE button instead) can be
printed at the end of the batch as you exit the page.

Copy Last. Copy data from the previous transaction into the selected data
entry fields

Save. Save the transaction data and update the totals.

Cancel. Cancel the transaction, and if selected in defaults, set the data
entry fields to blank.
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Exit. Display the Batch Printing page. The batch summary now can be
printed. Any outstanding receipts can be printed. Exit on this page will
return you to the Main Menu.

4] MUSAC Accounts EI
Batch Printing |j
Print Batch Mumber 1 j Application :A MUSAC Accounts il
Batch report content and output DEPCSITS entered in Batch Number 1

m

¥ Print a list of individual entries for this batch. Elartm _2‘,,!3 é‘n ReCy At GET Ne tEme
SO0 BE5H S NrTamAsm
prrens

HmOX CoUMESS RS s
™ Custom Format IDefajt j

Taz oo =5m
I Print a bank lodgement summary for this batch

I™ Print a list of Ledger totals for this batch
I Print batch total and summary

¥ Increment batch Mumber on printing

fl

i~ Qutput directly to the Printer
i+ Output to Screen + print to Printer option < [} 3

1 Output to 3 file on Disk BT Y T R - S E =1

" Qutput to Screen + print to PDF File option

Ej_r\nt this Report | Defaults

 Print Table Border % NO Table Border i
< > Batch + 1and Exit

Display Batch report

Double dick Left/Right mouse to zoom infout.
Click and Drag to Scroll.

X[ ¥ =

Exit
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TRANSFER DEBTORS/INVOICES TO DEPOSITS
See the Single Deposits for the main features on this page.

From the Main Menu select:
0. Transactions
0. Deposits
2. Receipts from Debtors
Select the month.
The Deposit data entry page will be loaded.

(Note: the Deposit Hot Key on the main menu is a shortcut to key to the
Single Entry deposits page using the default entry date and month.)

From the single entry page you may switch to Transfer Debtors mode by
clicking the DEFAULT button and select ‘Transfer Debtors/Invoices to
Deposits' data entry.

Click the Transfer Debtors to display the list of current debtors on file.
Select the debtor to transfer (Full or Part payment) and the details will be
loaded into a single entry deposit form for processing.

Click the Transfer Invoices to display the list of current Invoices on file.
Select the Invoice to transfer (Full payment only) and the details will be
loaded into a multiple entry deposit form for processing.

{] MUSAC Accounts EI@
December 2013 Application : A MUSAC Accounts ‘
DEBTOR to DEPOSIT Single Entry |
Batch Number i =
Transaction Date s 09-Dec-2013
Receipt Reference 2
Account | j
Transfer Invoices =
Amount 0.00 |B|
GST. o0 Transfer Deblors | L;E
Details |
Customer Reference |
- | B et
Cash or cheQue Cash,DC C/Q
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DEBTOR to DEPOSIT Single Entry Transfer. |

Date Name [Amount  [Ledger Invoice Details Customer Reference
03-12-13 New Motors. | 5700.0012050.00 12345

Select the DEETOR you wish to transfer to a DEPOSIT. Load Debtar rE
Hot Keys - Cirl+T Tag to Transfer, Ctrl-+J Untag, Ctrl-+H Load, Ctrl+C Cancel
Ctrl+D Apply a discount, Ctrl-+\W Part payment writeoff.
G £

RECEIPTS IN ADVANCE
See the Single Deposits for the main features on this page.

From the Main Menu select:
0. Transactions
0. Deposits
3. Receipts in Advance
Select the month.
The Deposit data entry page will be loaded.

This is a single entry page that makes a deposit to the Income in Advance
default ledger (contra to the bank) and also creates a Creditor to the
Income in Advance default ledger. This double transaction recognized the
receipt of the money and the creation of the liability for the money
received in advance.

After the statement has been printed the 'Reconcile outstanding Debtors &
Creditors' function can be run to process the reconciliation of debtors and
creditors.
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PAYMENTS

From the Main Menu select:
0. Transactions
1. Payments
1. Payments
Select the month.
The Payment data entry page will be loaded.

(Note: the Cheque Hot Key on the main menu is a shortcut to key to the
Single Entry cheque page using the default entry date and month.)

When data entry in a field is completed press ENTER to record the data
and move to the next field. Press the up and down arrow to move to the
previous or next data entry field.

Batch Number. This transaction will be added to this batch. This field is
held in the default settings from the previous set of transactions made.
The number can be incremented when the batch report is printed at the
conclusion of a transaction run.

Bank Account Number. If there is only one bank account configured,
this field will be display only. If there are multiple bank accounts
configured in the Chart of Accounts, this field is automatically updated as
the ACCOUNT field is filled. Each ledger has a default bank account
number allocated to it in the Chart of Accounts. This field can then be
edited after the ledger account has been allocated and another bank
account is to be assigned to this transaction.

TransactionDate. This date is defaulted to the package date set on
entry. The day can be changed within the selected month only.

Cheque Reference The last loaded cheque number is displayed. Press +
to load the next number. Press - (the minus key) to set the field to -1 as a
flag for Automatic Cheque processing or Electronic Funds Transfer
processing.

Account Press the right arrow to display the current Chart of Accounts,
showing ledger numbers, names, balances and budgets. Use the Up and
Down Arrows, Page Up and Page Down, Home and End keys to move
through the list. Type in the ledger number to search and locate the
required account. Highlight and press the Enter key to select the ledger
account or mouse click the ledger you wish to be allocated to the
transaction.
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Amount Enter the transaction amount. If the ledger selected is flagged to
calculate GST, the correct GST amount will be entered into the GST field.
(Note: If the transaction has both a GST and a non-GST component - split
the transaction into two - one with full GST and the other with no GST.)

Details This field is for any notes you wish to add to the transaction.

Customer Reference This field is for any notes you wish to add to the
transaction. In the defaults page there are three settings relating to this
field. 1. Copy the data held in the Name file Banknote field into the
Customer Reference field as the name is allocated to the transaction. 2.
Do not display the Customer Reference field. If you do not want to use the
field there is no need to clutter up the page by displaying the field. 3 Start
each transaction with a blank Customer reference field.

Name Press the right arrow to display the list of nhames. Start typing in
the name to search and locate the name on the list displayed. Mouse-click
the selection, or highlight and press Enter to select the name and allocate
it to the transaction. (If a name is in use in any transaction it cannot be
deleted. If an address or other detail is updated - all transaction
referenced to that name will be automatically updated.)

Entry Number If no more transactions are to be added press the enter
key to continue to the next field.

If another transaction is to be added to this payment, press + or the
next number in the Entry Number field. The Account and Amount
fields are presented for the next entry. The scroll bar gives a visual record
of the number of transactions in this payment.

Move the scroll bar or change the entry number to display any transaction
making up this payment. The details can be edited if any errors have been
made. To delete a transaction, display the transaction, move to the Entry
Number field and press DELETE.
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) MUSAC Accounts E@
December 2013 Application : A MUSAC Accounts |
PAYMENTS \ d
R »

Batch Number 1 j

Transaction Date 9 j 09-Dec-2013

Cheque Reference

Account |sTATIONERY :13090.00 : j Total Payments. -

Amount 25.00 25.00

65T .78 2.78

Detais |

Customer Reference

Name [aBc sTATIONERY j

Eniry Number j Defaults g |
Copy Last Ug|

Gross :25.00 | Net:22.22 | G5T :2.78 Save =3

Cancel ﬁ
Exit $

Transaction totals are displayed below the data entry fields.

At the bottom of the screen there is a help note box. As the mouse pointer
moves over a field or button or as a button or field receives focus
(Highlights), details about the button or field are displayed.

When completed, press SAVE to record the transaction.

Once saved, the transaction can only be edited through the Screen Reports
module.

If you wish to switch between multiple and single data entry mode, click
the DEFAULT button and select the required entry mode.

Print Voucher If the default voucher and/or remittance printing option is
activated - press this button to save the transaction and print the
requested reports now.

Defaults Display the default settings. You are also able to switch to
multiple data entry mode here to save exiting and coming in again.

CopylLast Copy the data from the previous transaction into the selected
data entry field. Save the transaction data and update the totals.

Cancel the transaction, and if selected in defaults, set the data entry fields
to blank.

Exit Display the batch reporting page. The batch summary can be printed.
Exit on this page returns you to the main menu.
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TRANSFER CREDITORS TO CHEQUES

From the Main Menu select:
0. Transactions
1. Payments
2. Payments to Creditors
Select the month.
A list of current creditors is displayed and three main options are available.

Transfer Cheque Number. Set the cheque number to the next number
in the cheque book to be allocated. Highlight the creditor to be paid. If
there are several transactions for the same creditor you may highlight the
group of payments to be covered by the cheque. The program will allow
you to multi allocate the same cheque number to transactions that have
the same name only. Ctrl+C or Alt+C or click the 'Transfer Cheque
Number' button to create the cheque transactions, and transfer the
creditors.

Transfer to -1 Cheques. Highlight the Creditors to be transferred to -1
Cheques ready for processing by the EFT and Cheque numbering module.
Ctrl+T or Alt+T or click the 'Transfer to -1 Cheques' button to create the -
1 Cheques and transfer the Creditors.

Transfer Edit Creditor. Highlight the creditor to be transferred. If a
range is selected only the first will be transferred. Ctrl+E or AIt+E or click
the 'Transfer Edit Creditor' button to load and display the Cheque Edit page
with the transaction data. Make any changes to the data and save the
transaction. If part payment is made you are given the choice of retaining
the remaining value as a creditor or deleting the remaining value.

MAKING PAYMENT WITH CHEQUES OR ELECTRONIC FUNDS
TRANSFER

INCOMING INVOICES
If you will be paying all incoming invoices in the current month on your
monthly cheque run, you can enter these invoices directly as —1 Cheque
transactions ready for processing in the cheque run.

If the incoming invoice is to be paid in a subsequent month, record the
transaction as a creditor to give an accurate current financial position. This
creditor should then be transferred to a —1 cheque in the month of
payment and be included in the cheque run.
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HAND WRITING A CHEQUE AT AN ODD TIME IN THE MONTH
From the Main Menu:

0. Transactions Menu

1. Payments

0. Payments — Select the month for the transaction.
Enter the transaction data

Enter the next cheque number for this transaction.
(See the Hot Keys)

Enter the account number to which this transaction
will be allocated.

Enter the Amount. If this is a GST ledger the GST
value will be calculated.

Enter transaction details and reference.

Select the Name to which the transaction will be
attached.

Hand-write the Cheque and save the transaction.

ENTER A CHEQUE TRANSACTION READY FOR THE MONTHLY

CHEQUE RUN
From the Main Menu:

0. Transactions Menu

1. Payments

0. Payments — Select the month for the transaction.
Enter the transaction data

Press the — key to enter -1 into the cheque reference
field. In the cheque run you will flag those -1 Cheque
transactions you wish to pay.

Enter the account number to which this transaction
will be allocated.

Enter the Amount. If this is a GST ledger the GST
value will be calculated.

Enter transaction details and reference

Select the Name to which the transaction will be
attached.
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Save the transaction.

Note! Hot Keys: F3 Template, F4 Copy Last, Ctrl+F9 Calculator.

CHEQUE, DEPOSIT AND JOURNAL TEMPLATES

Templates are available for cheques, deposits and journals. They are an
excellent feature for regular monthly transactions of all kinds.

For cheques which will be entered on a regular basis, you may wish to hold
the details in a template ready for future use.

To save a cheque template: After filling in all the details and before
saving the transaction press the F3 function key to display the Transaction
template utility. Select ‘Save Cheque template,” nhame the transaction and
save for future use.

To load a cheque template: Display the Cheque entry page and press
the F3 function key to display the Transaction template utility. Select
‘Load Cheque template’, select the name from the list on file and ‘Load’.
Adjust any details and save. (Hot Key ALT+S to save)

ENTER A CREDITOR TRANSACTION
From the Main Menu:

0. Transactions Menu

5. Creditors — Select the month for the transaction
Enter the transaction data

Enter the Invoice and Order details.

Enter the account number to which this transaction
will be allocated.

Enter the Amount. If this is a GST ledger the GST
value will be calculated.

Enter transaction details and reference.
Select the Name.
Save the transaction.

Note! Hot Keys: F3 Template, F4 Copy Last, Ctrl+F9 Calculator.
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TRANSFER CREDITOR TRANSACTIONS TO CHEQUE TRANSACTIONS
READY FOR THE MONTHLY CHEQUE RUN

74

From the Main Menu:
0. Transactions Menu
1. Payments
2. Payment to Creditors
Select the required month.

The list of creditors, up to the end of the month selected, will be displayed
in alphabetic order. There are three options for processing.

Transfer to Cheque Number. Enter the next cheque number in the ‘Cheque
Number’ box. Select the creditor, or number of transactions for the same
creditor, by highlighting the transactions in the table and clicking ‘Transfer
Cheque Number.’ The Creditor transaction(s) will be flagged as transferred
as at this date and the Cheque transactions will be created with this
cheque number ready for hand writing the cheque.

Transfer to —1 Cheque. Select the creditor, or number of transactions for
the same creditor by highlighting the transactions in the table and clicking
‘Transfer to -1 Cheque’ The Creditor transaction(s) will be flagged as
transferred as at this date and the Cheque transactions will be created
with a —1 in the cheque number field ready for processing in the Monthly
Cheque Run.

Transfer Edit Creditor. Select the Creditor (Single selection only) and
display the details on the Cheque Edit page. Enter the cheque number or a
—1 cheque number. Change any details for this transfer. On saving, if the
amount is changed to make a part payment or correct the payment, you
will be asked if you wish to retain the balance amount as a Creditor.

Once a creditor has been transferred to ‘-1’, it cannot be reversed!

Note! Hot Keys: Ctrl+C Transfer Cheque Number, Ctrl+T Transfer as -1,
Ctrl+E Transfer Edit.

CHEQUE NUMBERING AND PRINTING AND ELECTRONIC
FUNDS TRANSFERS

From the Main Menu:

2. Utilities
MUSAC Accounts
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1. Cheques, Vouchers and Remittance Advices or
2. Electronic Funds Transfer

Select the month

) MUSAC Accounts E@

Application : A MUSAC Accounts Cheque and EFT Utlities |

Transaction Selection

{* Cheque Transactions from [01Dec-2013  to |314:\ec—2013

" Cheque Transactions from Batch Number |1 ﬂ

* Collect all cheques
" Collect only -1 cheques.

" Collect only cheques that are NOT -1.

Default Settings

Print Cheque Details

Cheque format: Cheque 12. Ed NZ Page Print
Voucher format: VOUCHER Page Print
Remittance format:  Remittance Advice Noucher
Bank File format :  Westpac. (Deskbank data)

1, Select Transactions il

2, Default Settings E
3. Exit .

This is a combined module, covering Printed and Hand-written Cheques,
and Electronic Funds Transfers.

Cheque Collection. Collect transactions between dates, or from a cheque
batch.

Cheque Collection Filter. Choose all cheques, or filter -1 cheques.

Default Settings. The current default settings are displayed in a panel on
the left hand side of the screen. To change the settings, use the ‘7.
Defaults Settings’ menu button on the right.

THE PROCESSES TO BE FOLLOWED FOR ALLOCATING
CHEQUES NUMBERS, PRINTING CHEQUES AND MAKING EFT
TRANSACTIONS ARE LISTED AFTER THE DESCRIPTION OF
THE MENU BUTTON FACILITIES.
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THE MENU BUTTONS PROVIDE THE FOLLOWING FACILITIES:

1. Select Transactions. A list of Cheques will be displayed, according to
the filter set. You may now flag the cheques to be processed.

[Dwsacpecoms T oiae

Application : A MUSAC Accounts |

Batch|EFT |Ledger
001N |RATES

| Amount|Fiag | Detail
| s7so.on| | |inv.222

[Date [ custref
|09-Dec-2013 |

[ Cheque Nc[Name |
-1 |council [

|§d|t»!d\lool‘§ettn-1b'll|ﬁag-1[_hr ||F|ag-1EFF|

Cleer Fla ¥ ||F|ag-l F”FI At |E|ag,\mﬂalrl

1. Chegues & Cheque Utiities k

2. Blectronic Fund Transfers E
-

3. Return x

Edit AcNum. Click on a transaction, highlighting it, then click on this button
to display the name file for the creditor. You are able to edit any of the fields
for this creditor. Particular fields that may need to be changed are the
creditor’s DC Bank Number field, Bank Note field, EFT Note 2 and EFT Note 3
fields, all found on Page 2. Edit the fields - Ok to save - Select to return. Hot
key Alt+E

Set to -1. This utility is provided to UNDO any cheque number allocation so
that you can do them again( with full audit trail notes). Click + drag to
highlight the transactions to process then click the button to set the Cheque
No field settings to -1. Hot key Alt+S

Flag -1Chq. Unflag all the listed transactions and then FLAG all listed
transactions that have -1 in the Cheque No field and do not have a bank
number (EFT = N) ready for processing Cheques. Use this option if you wish
to separate out the transactions that cannot be processed by Electronic
Funds Transfer and must have Cheques written. Hot key Alt+C

Flag -1 EFT. Unflag all the listed transactions and then FLAG all listed
transactions that have -1 in the Cheque No field and DO have a bank
number (EFT = Y) ready for processing Electronic Funds Transfers. Use this
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option if you wish to separate out the transactions that can be processed by
Electronic Funds Transfer. Hot key Alt+T

Clear flag. Unflag all listed transactions. Hot key Alt+G

Flag -1.Unflag all the listed transactions and then FLAG all listed transactions
that have -1 in the Cheque No field. Hot key Alt+1

Flag All. FLAG all listed transactions. Hot key Alt+A

Flag/Unflag. Click + drag to highlight the transactions, then click the button
to toggle the flag setting for those transactions.

2. Electronic Funds Transfer. The Electronic Funds Transfer module is
displayed with the list of previously flagged transactions, grouped under
the customer's name. If there were multiple transactions, the total amount
will be displayed and the ‘ltems’ field will display the number of
transactions that make up the total. The Date of Transaction is the date
to be allocated to these transfers. The DC Cheque Number should be set
to the next number that can be allocated to a transfer. This is the
transaction reference number that is stored in the Cheque Number field.

Application : A MUSAC Accounts Electronic Funds Transfer, |

| Name | Amount | Ttems | Cheque No
$750.00 |1 -1

Date on Transaction Ill)-lhc—zl]:}

DC Cheque Number DC10001

il Process EFT Transactions

2. Print DC Report

3. Print Sorted List

4. Copy the DC Batch file

5. Print Vouchers

6. Print Remittance Advice

7. Defaults
Return to the Module Menu.

8. Return

1. Process EFT Transactions is the routine that runs through the list of
transactions, displaying the details for each transfer. The following details
can then be edited for each transaction —
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W5 MUSAC Accounts EI@
Application : A MUSAC Accounts Electronic Funds Transfer. |
Batch File Name W1111111.W01 Report File Name W1111111.REP
List Position 11
Payee Name Coundl
Address 1
Address 2
Address 3
Address 4
Transaction Reference  DC10001
1. Load Customer Reference ——
Transaction Amount §750.00 | |
Payer Reference MUSAC 000000000/000 TAX 5 Loud 12D detai . .
G5T/1D122013 | < ~0°0 &7 detEls ]
Customer Bank Ac. 010745-0432351-000
/I | 3. Load DrCr details L 1 1
Particulars Inv 222 | 4. Load Transaction details L 1 1
Code
Reference 5. Accept this transaction \\:/
6. Skip this transaction ﬁ
7. Exit :

Customer Bank Ac. If there are changes to the customers bank account
number you are able to enter the changes here with the option to save
back to the database on completing the transaction.

Particulars, Code, Reference Three fields of 12 characters each will be
printed on most creditor’s bank statements, alongside the EFT transaction,
together with the registered name for this package. You may enter the
data directly into these fields, or you may use the quick load utility buttons
to load and then edit the fields.

1. Load Reference details. The contents of the
Customer Reference field for this transaction is displayed
in the box to the left of the button. Press this button and
the first three blocks of 12 characters will be loaded into
the Particulars, Code and Reference fields. Hot Key Alt-R

2. Load IRD details. Press this button and the
Particulars field is loaded with the IRD Number, the Code
field is loaded with '000 TAX GST' and the Reference field
is loaded with the date in number format. Hot Key Alt-I

3. Load DrCr details. Press this button and the
Particulars field is loaded with the data held in the
Customer's Particulars field, the Code field is loaded with
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the data held in the Customer's Code field and the
Reference field is loaded with the data held in the
Customer's Reference field. After loading you are able to
enter and edit the data. Hot Key Alt-D

4. Load Cheque details. The contents of the transaction’s
Details field is displayed in the box to the left of the
button. Press this button and the first three blocks of 12
characters are loaded into the Particulars, Code and
Reference fields. Hot Key Alt-C

5. Accept this transaction. The transaction is added to
the file and number allocated - updating the database and
audit file. Display the next transaction in the list.

6. Skip this transaction. Display the next transaction in
the list.

When all transactions in the list are processed you are returned to
the Electronic Funds Transfer processing page ready to —

2. Print the DC Report. When the transactions have been
processed the Transaction Report is usually printed to provide a
hard copy for filing.

3. Print Sorted List. Print a sorted list of the flagged transactions
with a payment authorisation section at the end. The report can be
printed showing the details or in summary format.

4. Copy the DC Batch File. When the transactions have been
processed the Transaction Batch File is usually sent to a disk or the
Bank directory for processing by the bank. The destination
directory is set in Defaults Settings. Press this button to transfer
the batch file.

5. Print Vouchers. Vouchers will be printed for the flagged
transactions. Allocated Cheque numbers will be shown if printed
after processing the cheques.

6. Print Remittance Advice. Remittance advice reports will be
printed for the flagged transactions. Allocated cheque numbers will
be shown if printed after processing the cheques.

2. Cheques and Cheque Utilities. The Cheque printing module is
displayed with the list of flagged Cheques to be printed grouped under the
customer's name. If there were multiple transactions for a name the total
cheque amount will be displayed and the ‘Items’ field will display the
number of transactions that make up the total. The First Cheque Number
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should be set to the next cheque number available to be allocated to a
transaction. This is the next number in your cheque book or the first on
the stack of pre-printed cheques to be printed. The Last Cheque Number
should be the last number in the current book or stack of Cheques. This
routine will cope with allocating cheques from a second book that may
have another number series. The Date of Transactionis thedate to be
allocated to these transactions. Prepare the printer with the cheque forms.
Print Test Cheque. Using default data print a test cheque to test the print
format. Print Cheques. The details for each cheque are displayed and you
are able to confirm to print the cheque or skip to the next name. The
Cheques will be printed and the numbers allocated to the transactions. The
database and Audit file are updated.

7. Default Settings. Help is available for these fields, and will be
displayed in the help panel as the mouse arrow is moved over each field.

The Cheque, Voucher, Remittance Advice, and Bank File
format to be used, may be changed. These formats can be
customised in the Report Generator Edit Module.

DC File Name. This is the direct credit file name that is
generated when the Electronic Funds Transfer file is
created. If you have changed this file name, and wish to
return it to its correct default setting, entering the direct
credit authority number from the bank in the DC Authority
field below, and then changing the Bank File format setting
to another and back again, will reset the Direct Credit file
name correctly.

DC File Directory. The export directory for the Electronic
Funds Transfer file may be edited. This directory would be
A:\ if a disk is used to take the data to the bank, or the
bank processing sub directory if the Bank Programme is
picking up the data for processing. Press Ctrl-Right arrow
or the drop down button to display the directory utility,
locate and nominate the required directory.

DC Authority. Some banks require a Direct Credit
authority number to be used to validate the transaction
and the number to make up part of the export file name. If
the bank supplies this number enter it here. If not, enter
your own number to identify files from this application.

DC Bank Number. Enter your bank account number
FROM which the Electronic Funds Transfer file to will be
paid.

MUSAC Accounts



MUSAC Financial Manager

Employer IRD Number. Enter your accounting entity's
IRD number. This number is required on Electronic Funds
Transfers to certain firms.

Print Sorted List format. Select Page Print format unless you
have an old printer that needs line by line printing from LPT1.The
sorted list may be printed showing the details or the summary only.

To PROCESS A CHEQUERUN—
Set the defaults correctly (7. Default Settings)

Select the transactions to be processed (1. Select Transactions)
Print a sorted list for authorisation (5. Print Sorted List)
Set the numbers and date for the cheques (6. Cheques)
For printed cheques only —
Prepare the printer with the cheque forms
Print a test cheque (6.Cheques)
Print the cheques, allocating the cheque numbers (6. Cheques)
Print a sorted list with the allocated numbers (5. Print Sorted List)
For hand-written cheques only —

Allocate numbers, to all transactions that have a -1 cheque number
(6. Allocate Numbers)

Print the sorted list as a master copy from which to write the
cheques (5. Print Sorted List)

Print cheque vouchers or remittance advices, if required (3.Print vouchers/
4. Remittance Advice)

TO MAKE ELECTRONIC FUNDS TRANSFERS-
Set the defaults correctly (7. Default Settings)

Select transactions to be processed (1. Select Transactions)
Print a sorted list for authorisation (5. Print Sorted List)
Go to 2. Electronic Funds Transfer and ...
Process the list of EFT transactions (7. Process EFT Transactions)

Copy the DC Batch File to disk or the bank directory (2. Copy the
DC Batch File)

Print the DC Report (3. Print the DC Report)
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Print a sorted list with the allocated numbers (4. Print Sorted List)

Print vouchers and remittance advices if required (5.Print vouchers/
6. Remittance Advice)

| MADE A MISTAKE. UNDO AND START AGAIN.

From the Main Menu:

Utilities
Electronic Funds Transfer.
Select the month

The Print Cheques, Electronic Funds Transfer,
Vouchers and Remittance Advice module is
displayed.

Select Transactions. Set the filter to collect ALL Cheques. A list of
Cheques that meet the selection defaults is displayed and you are
able to:

Set to -1. This utility is provided to UNDO any cheque
number allocation so that you can do them again( with full
audit trail notes). Click + drag to highlight the transactions
to process then click the button to set the Cheque No field
settings to -1. Hot key Alt+S

Continue to flag the —1 transactions and process them again.

To UNDO A CHEQUE NUMBER ALLOCATION BY EDITING THE
CHEQUE TRANSACTION IN SCREEN REPORTS -

82

From the Main Menu:

0. Transaction Menu
8. Screen Reports
1. Cheques

Select the month
Load Screen Report

Select the transaction. Click the RIGHT ARROW and
click EDIT.

Change the Cheque Reference to —1 by pressing the
— key.

ALT+S or click SAVE to save the changes
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JOURNALS
SINGLE JOURNALS
From the Main Menu select:
0. Transactions
2. Journals

1. Journals

I MUSAC Accounts

_E: 0. Ordinary Single Journals $ l
F-inanc.ial Manager 1, Multiple Journal entries = I
ACCOUI’] tS 6 = 0 2, End-Of-Year Automatic Journals % |

3, Exit to Main Menu xl

Select the month.

The Journal data entry page will be loaded.

H MUSAC Accounts E’
December 2013 Application : A MUSAC Accounts |
JOURNALS |
Batch Number ll—j
Transaction Date el ::I 05-Dec-2013

Debit Account I j
Credit Account I j
Amount 0.00 Total Journals -

Details [

Customer Reference I

Entry Mumber ll_::l -
Mame I j

Defaults
Copy Last Fﬁ
Save
Cancel p
Exit x
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When data entry in a field is completed press ENTER to record the data
and move to the next field. Press the up and down arrow to move to the
previous or next data entry field.

Batch Number This is the number of the batch where this transaction
will be added. This field is held in the default settings from the previous set
of transactions. The number can be incremented when the batch report is
printed at the conclusion of a transaction run.

TransactionDate This date is defaulted to the package date set on entry.
The day can be changed within the selected month only.

Debit Account and Credit Account Press the right arrow to display the
current Chart of Accounts, showing ledger numbers, names, balances and
budgets. Use the Up and Down Arrows, Page Up and Page Down, Home
and End keys to move through the list. Type in the ledger number you
wish to search for and locate the required account. Highlight and press
the Enter key to select the ledger account or mouse click the ledger you
wish to be allocated to the transaction.

Amount Enter the transaction amount.

Name Press the right arrow to display the list of names. Start typing in
the name to search and locate the name on the list displayed. Mouse-click
the selection, or highlight and press Enter to select the name and allocate
it to the transaction. New names can be added, and existing ones edited
or deleted. (If a name is in use in any transaction it cannot be deleted. If
an address or other detail is updated - all transaction referenced to that
name will be updated automatically.)

Details This field is for any notes you wish to add to the transaction.

Customer Reference This field is for any notes you wish to add to the
transaction. In the defaults page there are three settings relating to this
field. 1. Copy the data held in the Name file Banknote field into the
Customer Reference field as the name is allocated to the transaction. 2. Do
not display the Customer Reference field. If you do not want to use the
field there is no need to clutter up the page by displaying the field. 3 Start
each transaction with a blank Customer reference field.

Entry Number If no more transactions are to be added press the enter
key to continue to the next field.

If another transaction is to be added to this Journal, press + or the next
number in the Entry Number field. Focus is returned to the Debit ledger
data field. Select the Debit or Credit field to change for the next journal
and enter the new ledger and the amount. The other ledger will be locked
as the common transaction ledger. The scroll bar gives a visual record of
the number of transactions in this multiple Journal.
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Move the scroll bar or change the entry number to display any transaction
making up this multiple Journal. The details can be edited if any errors
have been made. To delete a transaction, display the transaction, move to
the Entry Number field and press DELETE.

Transaction totals are displayed below the data entry fields.

If you wish to switch to multiple data entry mode (Many transactions to
different ledgers from a ledger) click the DEFAULT button and select
multiple data entry.

At the bottom of the screen there is a help note box. As the mouse pointer
moves over a field or button or as a button or field receives focus
(Highlights), details about the button or field are displayed.

Defaults Display the default settings. You are also able to switch to
multiple data entry mode here to save exiting and coming in again.

CopylLast Copy the data from the previous transaction into the selected
data entry field

Save the transaction data and update the totals.

Cancel the transaction, and if selected in defaults, set the data entry fields
to blank.

Exit Display the batch reporting page. The batch summary can be printed.
Exit on this page returns you to the main menu.

When completed, press SAVE to record the transaction.

Once saved, the transaction can only be edited through the Screen Reports
module.
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END OF YEAR JOURNALS

END OF YEAR PROCEDURE

The End of Year Journal routine can be accessed via:
0. Transactions
2. Journals
2. End of Year Automatic Journals

Select the LAST month of the year

2. Utilities
5. End-of-Year Procedure
Select the LAST month of the year

(If the last month is locked and you have ‘Supervisor’ level of access,
select the last month and click ‘Unlock” to clear the lock and permit
access.)

] MUSAC Accounts = )
PLEASE SELECT THE REQUIRED MONTH.

The Financial Year et Manty s Ly B
began in | 03 March 2013 =
01-January-2013 B 04 April 2013 @
B 05 May 2013 @
B 06 June 2013
B 07 uy 2013 @
B 08 August 2013 =
B 00 September 2013 fm
B 10 October 2013 fm
B 11 november 2013 fm

|_12[pecember __[2013 (& | |

| 01 January 2014 fm

1 02 February 2014 = £
] 03 March 2014 =
B 04 april 2014 =
B 05 mMay 2014 fm
B 06 June 2014 fm
B 07 wuly 2014 fm
B 08 August 2014 =
) B 00 september 2014 =
ore Fthent o oot B wooqober 20 &
Pglp - Previous Year, B 11 november 2014 =

e tetier ormost NN i veceber 24 G |

For dates outside this range go to 4.Setup, 1. Account Names,Dates.

The End of Year procedure module will be loaded.

MUSAC Accounts



MUSAC Financial Manager

UL MUSAC Accounts EI@

End Of Year Procedure, Application : A MUSAC Accounts ‘

Merge Annual Adjustments

Transactions from: 01-Jan-2013 to: 31-Dec-2013
* Active Chart of accounts for 2014 accounting year found. e L%
* Transaction Ledger numbers checked and validated.
T WARNING = ADD‘iEEﬁDH has NOT been backed UD! B
1 Backup Database
End of Year Procedure
1. Backup database, date and store in a safe place. 2 Print Trial Balance =
- (==
2. Print a Trial Balance and Summary to: ¢ printer Land © Printer Port © Table |
3. Enter Balance Day Adjustments. LT TETains Lﬁ
4. Print Monthly Reports.
4 Monthly Reports
5. Create EQY Closing Journals to Ledger : 89660.00 ACCMTD FUND j
6. Transfer Closing Balances to next years Opening Balances. 5 Create EOY Journals \Q.
7. Print a Trial Balance and Summary to: % Printer Land [ Printer Port ¢ Table |
6 Transfer Balances | u
7 Print Trial Balance =
B ==
Exit and return to the Main Menu,
BExt :

Check that:
The Transaction dates are correct.
There is an active chart of accounts set up for next year.
All transaction ledger numbers are valid.

You have made a backup copy of your database, dated it,
and stored it away in a safe place.

Step through the End of Year procedure items in order. (Make a check list
and tick them off!)

Make a backup copy of the database, date it, and store it away in a safe
place. (There is a menu button to take you directly to the backup
module if necessary.)

Print a copy of the trial balance report to the table and check the
balances for any obvious error. Check the desired output and press
menu button '2 Print the Trial Balance'. An extra print button is
available in the table display page to send the output to the printer.

Add any balance day adjustments that will be included in the normal
monthly reports. (There is a menu button to take you directly to the
Journal transaction module if necessary.)
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Print the normal Monthly reports. (There is a menu button to take you
directly to the Monthly Reports module if necessary.)

Create the End of Year journal entries required to zero the balances in
all revenue and expense ledger and transfer the balance to the
nominated Public Equity ledger. To change the destination ledger
number, set focus (click or left arrow while on a menu) to the ledger
Number/Name field and right arrow to display the current chart of
accounts. Select and allocate the desired ledger. When the '5 Create
EQY Journals' menu is pressed an automatic routine creates all the
required journal transactions. This routine can be run many times and
new journals are only added if the ledger balance is greater or less than
zero.

Transfer the Closing Ledger balances (including the closing journals and
adjusted for Debtors and Creditors) to the Opening Balance field in the
next years active Chart of Accounts. If you change your next year’s
active chart of accounts press the '6 Transfer Balances' menu again to
transfer the balances to the new active Chart of Accounts. When this
has been completed all the months in the old year are automatically
locked.

Note! If this function is selected and the Revenue
and Expense closing balances are not zero (the
Create EQY Journals has not been run) you are given
the option to:

Calculate and transfer opening balances as if closing
journals had been made (Interim measure until
Audit is completed) or

Transfer the current balances to the new year.

Print a copy of the trial balance report to the printer and store with your
audit records. This report provides a hard copy of your closing ledger
balances, Debtors, Creditors and new year Opening Balances.
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DEBTORS

From the Main Menu select:

0. Transactions

3. Debtors

Select the month, and click Select.
The Debtor data entry page will be loaded.

When data entry in a field is completed press ENTER to record the data
and move to the next field. Press the up and down arrow to move to the
previous or next data entry field.

4 MUSAC Accounts EI@
December 2013 Application : A MUSAC Accounts |
DEBTORS |
Batch Number 1 -
Transaction Date 31 j 31-Dec-2013
Invoice Reference (]
Order Reference
Account [ j Total
Amaunt 0.00
G.5.T. 0.00
Details [
Customer Reference |
Entry Mumber 1 ﬂ
ol
Name | j Defaults Eﬂ
Copy Last | | U
Save @
Cancel n
Exit N

Batch Number This transaction will be added to this batch. This field is
held in the default settings from the previous set of transactions made.
The number can be incremented when the batch report is printed at the
conclusion of a transaction run.

Transaction Date This date is defaulted to the package date set on
entry. The day can be changed within the selected month only.

Invoice Reference Enter the Invoice number (this number will be
checked for duplicates when saved) or, press Enter for the last number, or
press + to load the next available number.

MUSAC Accounts 89



90

MUSAC Financial Manager

Order Reference A reference field to link to purchase orders.

Account Press the right arrow to display the current Chart of Accounts,
showing ledger numbers, names, balances and budgets. Use the Up and
Down Arrows, Page Up and Page Down, Home and End keys to move
through the list. Type in the ledger number you wish to search for, and
locate the required account. Highlight and press the Enter key to select
the ledger account or mouse click the ledger you wish to be allocated to
the transaction.

Amount Enter the transaction amount. If the ledger selected is flagged
to calculate GST, the correct GST amount will be entered into the GST
field. (Note: If the transaction has a GST and a non-GST component - split
the transaction into two - one with full GST and the other with no GST.)

Name Press the right arrow to display the list of names. Start typing in
the name to search and locate the name on the list displayed. Mouse-click
the selection, or highlight and press Enter to select the name and allocate
it to the transaction. New names can be added, and existing ones edited
or deleted. (If a name is in use in any transaction it cannot be deleted. If
an address or other detail is updated - all transaction referenced to that
name will be automatically updated.)

Details This field is for any notes you wish to add to the transaction.

Customer Reference This field is for any notes you wish to add to the
transaction. In the defaults page there are three settings relating to this
field. 1. Copy the data held in the Name file Banknote field into the
Customer Reference field as the name is allocated to the transaction. 2.
Do not display the Customer Reference field. If you do not want to use the
field there is no need to clutter up the page by displaying the field. 3 Start
each transaction with a blank Customer reference field.

Entry Number If another transaction is to be added to this debtor, press
+ or the next number in the Entry Number field. The Account and Amount
fields are presented for the next entry. The scroll bar gives a visual record
of the number of transactions in this deposit.

Move the scroll bar or change the entry number to display any transaction
for this debtor. The details can be edited if any errors have been made.
To delete a transaction, display the transaction, move to the Entry Number
field and press DELETE.

Transaction totals are displayed below the data entry fields.

At the bottom of the screen there is a help note box. As the mouse pointer
moves over a field or button or as a button or field receives focus
(Highlights), details about the button or field are displayed.
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Asset ManagerOpen the Asset Manager program and go to the ‘Add an
Asset’ screen.

Defaults Display the default settings. You may switch to multiple data
entry mode here to save exiting and coming in again. You may also switch
from Creditor to Debtor data entry page and back as a shortcut to the
other data entry page without needing to go back to the Main Menu.

Copy Last Copy into the selected data entry field the data from the
previous transaction.

Save the transaction data and update the totals.

Cancel the transaction, and if selected in defaults, set the data entry fields
to blank.

Exit Display the batch reporting page. The batch summary can be printed.
Exit on this page returns you to the main menu.

When completed, press SAVE to record the transaction.

Once saved, the transaction can only be edited through the Screen Reports
module.
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CREDITORS

From the Main Menu select:
0. Transactions
5. Creditors
Select the month.
The Creditor data entry page will be loaded.

When data entry in a field is completed press ENTER to record the data
and move to the next field. Press the up and down arrow to move to the
previous or next data entry field.

) MUSAC Accounts E@
December 2013 Application : & MUSAC Accounts ‘
CREDITORS |
Batch Number 1 ﬂ
Transaction Date ’rﬂ 31-Dec-2013

Invoice Reference []
Order Reference
Account ‘ j Total -

Amount 0.00

G.5.T. 0.00

Details \ -

Customer Reference ‘

Entry Number ’l_j

e ‘ j Defaults LEﬂ
Copy Last i u
Save u“__hl
Cancel n
Exit N

Batch Number This transaction will be added to this batch. This field is
held in the default settings from the previous set of transactions made.
The number can be incremented when the batch report is printed at the
conclusion of a transaction run.

Transaction Date The date is defaulted to the package date set on
entry. The day can be changed within the selected month only.
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Invoice Reference Enter the Invoice number (this number will be
checked for duplicates when saved) or, press Enter for the last number, or
press + to load the next available number.

Order Reference A reference field to link to purchase orders.

Account Press the right arrow to display the current Chart of Accounts,
showing ledger numbers, names, balances and budgets. Use the Up and
Down Arrows, Page Up and Page Down, Home and End keys to move
through the list. Type in the ledger number you wish to search for and
locate the required account. Highlight and press the Enter key to select
the ledger account or mouse click the ledger you wish to be allocated to
the transaction.

Amount Enter the transaction amount. If the ledger selected is flagged to
calculate GST, the correct GST amount will be entered into the GST field.
(Note: If the transaction a GST and a non-GST component - split the
transaction into two - one with full GST and the other with no GST.)

Name Press the right arrow to display the list of hames. Start typing in
the name to search and locate the name on the list displayed. Mouse-click
the selection, or highlight and press Enter to select the name and allocate
it to the transaction. New names can be added, and existing ones edited
or deleted. (If a name is in use in any transaction it cannot be deleted. If
an address or other detail is updated - all transaction referenced to that
name will be automatically updated.)

Details This field is for any notes you wish to add to the transaction.

Customer Reference This field is for any notes you wish to add to the
transaction. In the defaults page there are three settings relating to this
field. 1. Copy the data held in the Name file Banknote field into the
Customer Reference field as the name is allocated to the transaction. 2. Do
not display the Customer Reference field. If you do not want to use the
field there is no need to clutter up the page by displaying the field. 3. Start
each transaction with a blank Customer reference field.

If another transaction is to be added to this deposit, press + or the next
number in the Entry Number field. The Account and Amount fields are
presented for the next entry. The scroll bar gives a visual record of the
number of transactions in this deposit.

Move the scroll bar or change the entry number to display any transaction
making up this creditor. The details can be edited if any errors have been
made. To delete a transaction, display the transaction, move to the Entry
Number field and press DELETE.

When complete, press SAVE to record the transaction.
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Once saved, the transaction can only be edited through the Screen Reports
module.

Transaction totals are displayed below the data entry fields.

At the bottom of the screen there is a help note box. As the mouse pointer
moves over a field or button or as a button or field receives focus
(Highlights), details about the button or field are displayed.

Asset Manager Open the Asset Manager program and go to the ‘Add an
Asset’ screen.

Defaults Display the default settings. You may switch to multiple data
entry mode here to save exiting and coming in again. You may also switch
from Creditor to Debtor data entry page and back again.

Copy Last Copy the data from the previous transaction into the selected
data entry field.

Save the transaction data and update the totals.

Cancel the transaction, and if selected in defaults, set the data entry fields
to blank.

Exit Display the batch reporting page. The batch summary can be printed.
Exit on this page returns you to the main menu.
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INVOICES, CREDIT NOTES AND JOBS IN PROGRESS

This module is used for Invoices, Credit Notes and Jobs in Progress.

To enter the Invoices, Credit Notes and Jobs in Progress module select:
0. Transactions
4. Invoices or 6. Credit Notes or 7.Jobsin Progress
Select the month.

(For Invoices, you may also use the ‘'Invoice' hot key, and go directly to
the invoice module for the current month.)

The current Default settings are displayed on the left of the screen.
(Multiple/Single mode, number of copies etc.)

The following menu buttons are displayed on the right. They will differ
slightly, depending on whether you are dealing with Invoices, Credit Notes
or Jobs in Progress.

0. Print Invoice. Go directly to prepare and print an Invoice - or

0. Print Credit Note. Go directly to prepare and print a Credit
Note or

0. New Job. Create a new Job in Progress.

1. Billable Items. Display the list of Billable Items (Inventory list) for
editing.

2. Transactions. All Invoices created between the two dates are
displayed. Menu items enable you to print the summary, delete an invoice
or reprint a particular invoice - or

2.Transactions. All credit notes created between the two dates
are displayed. Menu items enable you to print the summary, deletes a
credit note or reprint a particular credit note - or

2. Jobs in Progress. All jobs in progress created
between the two dates are displayed. Menu items enable you to edit a
job, print the summary, delete a job in progress or print a particular job.

3. Defaults. These are the default settings for printing invoices, credit
notes, Orders, Multiple Flagged Debtor Invoices or Jobs in Progress.

Defaults include:
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. MUSAC Accounts

= B =

Application : A MUSAC Accounts GST. Single Transaction. Invoice.

Ledger Number, Name and Totals display.
% Name :Number (" Number : Name
[¥ Display Closing Balance for the ledger.
[¥ Display the Annual Budget
[¥ Display the Year to Date Budget
Iv Display the Annual Budget - Closing Balance

Transaction Type

(% Create a Single Transaction

¢ Create Multiple Transactions ‘

Number of Copies

" One copy of each

¥ Two copies of each ‘

Report Type
[¥ Display the YTD Budget - Closing Balance
P . N @ Invoice " CreditNote " Order
[V Display GST Percent
" Multiple Flagged Debtor Invoice T Job
Qutput
Indude GST in Calaulations % Printer {~ Screen then Printer or PDF
i (o (o il
Indude GST Mo GST NameFile ST billng calculation
Print Table Borders % Bill Net Value Deposits J
€ Print Table Border (' NQ Table Border " Bil Gross Value R
Chegues &«
P
|
Tran. Date 31 = 31-Dec-2013
Journals S
Invoice Format [MUSAC Invaice 1. j
Debtors
Screen Reports —_
=3
Zlose
................................... £y

Ledger Number Display. Set the display details for the Ledger Number
selection control.

GST. There are three options:
1 Automatically calculate the GST value.
2 Do NOT calculate the GST value.

3 Look at the GST flag setting on page 2 of the Debtor/Creditor
Name file database. If the customer has GST flag YES then GST is
automatically calculated — NO — No GST calculated.

If NO GST is to be applied to any transaction in the package set the default
GST to 0.00 in the package ‘Setup’ module.

Print Table borders. Print table borders when data is set out in a table
format. The default is ‘No Table Border’

Transaction Type. Create a single transaction where all the items on the
document are to be added together and entered as one transaction in the
ledger and charged to one ledger number. Create multiple transactions
where each item on the document is selected from the billable items and
charged as a separate transaction to its allocated ledger. (Default setting)

Number of Copies. Print one or two copies of the document.

Report Type. Print an Invoice or Credit Note or Order or Multiple Flagged
Debtor Invoice. The Multiple Flagged Debtor Invoice mode enables you to
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set up an invoice and then flag a number of debtor names. When PRINT is
selected the routine will cycle through the flagged names and print the
same invoice to each debtor. This routine is ideal for billing a number of
people for the same thing e.g. a field trip.

GST billing calculation. Bill Net Value. If GST is selected and multiple
items are invoiced, multiply the NET amount and then calculate the GST
for the GROSS Total. Use this setting if your document prints the NET
values. Bill Gross Value. If GST is selected and multiple items are
invoiced, multiply the GROSS amount and then calculate the GST for the
NET Total. Use this setting if your document prints the GROSS values.

Transaction Date. The month is selected while loading the module. The
day can be edited here. The default is the confirmed date on entering the
package.

Format. Select the document format to be used when printing this
transaction. Right arrow

available. Document formats can be edited in the Report Generator module
and customised to your particular requirements.

Deposits, Cheques, Journals, Debtors, Screen Reports. These menu
buttons load the respective data entry modules with the current selected
data. These are short cuts to move directly to these data entry pages
without having to return to the Main Menu and then load the module.

CREATING AN INVOICE

Selecting ‘0. Print Invoice’ will display the Invoice data entry page where
you can create and then print your invoice (including to PDF which can
then be emailed as an attachment from the PDF Reader). Help will be
displayed in the bottom panel, when you move your mouse over the
relevant field.

The Name is entered by selecting from the drop down list (..>). The
address will be displayed automatically. The Batch, Day within the
selected month, and transaction Number may be edited here. A ledger
account number can be entered in the Account field, or chosen from the
drop down list, if all the items in the transactions are to be posted to the
same ledger account. The Add, Delete and Insert buttons, just above the
help panel will allow you to add, delete or insert Billable Items or Text lines
to the Invoice.

The Output for ‘Print Invoice’ includes a default ‘Screen then Printer or
PDF’ option displaying a print preview from which to print or create a PDF
file. Alternatively you can choose ‘Printer’ directly.
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E)
0]
i

Invoice : Application : A MUSAC Accounts GST. Single Transaction. Invoice. |

Name |mcsnmon£|1v j Batch Number _j
| Date [~ 10Dec-2013
| wmer T
|

Account |cumn SALES j

Comment I -
0 Save and Print to Screen  [N)
Total: Gross $112.50 GST 12,50 Net $100,00 =
N
| ﬂdd | | gdete | | = t | . Defeuits
N
— B
X
i
=0 E=E
Application : A MUSAC Accounts GST. Single Transaction. Invoice. |
INVOICE FROM : TAX INVOICE
G5.T No: 00-000-000
MUSAC
Invoice Number : 1
Dste: 21-Dec2013
INVOICE T Flease pay on this invoice
ABC Stationery
‘Account code : ABC Station®
Item Quantity/Rate Price Total
Test 1 11250 311250
** G.8 T(Included)312 50~
Total Paysble 511250
W owm ol e - S|
@ 1 Print to Printer |
1Print to PDF
1 =
Print this document to the printer.
2Retun «

If the email settings have been entered (>4.Set up the package
>0.Specify Application Details >Page 3 >eMail Settings) and the debtor
has an email address, the invoice may be emailed directly from the email

button. @
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Send by eMail

To |ABC@xtra.co.nz

Subject |Invaice 2

Attach Inv2.pdf

Message |Please find Inveice 2 attached.

Return Address |musack@gmail.com

The message body. The default message can be deleted or edited.

Close

CREATING A CREDIT NOTE

Selecting ‘0. Print Credit Note’ will display the Credit Note data entry page
where you can create and then print your credit note. Data entry follows
the same format as is used for Invoices. Help will be displayed in the
bottom panel, when you move your mouse over the relevant field.

CREATING A JOB IN PROGRESS

Selecting ‘0. New Job’ will display the Job in Progress data entry page
where you can create and then print your Job when it is complete. Data
entry follows the same format as is used for Invoices. Help will be
displayed in the bottom panel, when you move your mouse over the
relevant field.
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SCREEN REPORTS

From the Main Menu select:
0. Transactions
8. Screen Reports

0. to 4. Select the type of transactions you wish to view -
Deposits, Cheques, Journals, Debtors or Creditors.

Select the required month.

The default settings are displayed. The reporting sort order may be
changed. There is a facility to merge and subtotal up to the first three
columns. The column width can be adjusted, or the fields, field order, field
width, sorting order and report title can be amended and saved for future
use under ‘User Defined Reports’ in the Reports Menu.

{1} MUSAC Accounts (=N ECR (==
Default Settings.  December 2013 Application : A MUSAC Accounts |
Date Receipt PJU \Name |Cr‘Ledger \Bank \ Gras_sl GST | Net| Detail =
] m ’
Report Format. Data File Selection.
o]

& Display in Entry Order Deposits " Cheques

(" Display in Receipt Order " Journals

" Display in Name Order " Debtors " Creditors

¢ Display in Cr.Ledger Order
¢ Batch Order Display. (User Def.)

Merge Report Columns

& Do not merge any columns.

€ Merge Column 1 only. Default Month and GoTo |51
" Merge Column 1and 2.

¢ Merge columns 1,2 and 3.

Restore Default Report Léw
Subtotal on columns,

& Do not subtotal on any columns. Restore Cobomn Wi 213

" Subtotal on column 1 only.

" Subtotal on column 1and 2.

" Subtotal on columns 1,2 and 3.

Print Screen Report y—

You may change to any of the other data files (Deposits,Cheques,
Journals, Debtors or Creditors) directly from this page and then display the
data.

Select 'Load Screen Report' to load and display the transactions or 'Print
Screen Report' to send the data to a printer.

To EDIT a transaction, select (highlight) the required transaction, press
the right arrow and click EDIT. The transaction edit page will be loaded.
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MUSAC Accounts Reports
PAGE 1 — MONTHLY SUMMARY REPORTS
Select from the Main Menu:
1. Reports Menu
0. Print Monthly Summary Reports
Select the required month

Note! Hot Key! From the main menu click the
‘Report” hot key (AlIt+P) to go directly to the
monthly report page selecting this month by default

Page 1 displays the current defaults for the display of Ledger
Numbers/Names, sort order, subtotals etc. These can be changed under e
‘9. Default’. Note: Portrait mode prints a limited number of columns
whereas landscape includes all columns.

Output can be sent to the printer, screen, PDF file, a file on disk, or to a
table for analysis.

0 Print All Five Reports - for the selected month. (Deposits, Cheques,
Journals, Income and Expenditure, Cashflow and GST Summary Reports.)

1 Print Deposits Only
2 Print Cheques Only
3 Print Journals Only
4 Print GST Summary Only
Check the settings in the Defaults page.

The GST report can be for a single month or for
multiple months. If the latter is selected the ‘Last
number of months® setting is used. Set this field to
the number of months to be included in the report.

Normally you will select the ‘Payments (Cash) Basis
GST Report’ but the ‘Invoice Basis Report’ is also
available. An option is available to print out the
details of any transaction that has GST that is not
calculated at the correct GST %b.

5 Print Monthly Summary Only
6 Print the Debtors

7 Print the Creditors
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8 Page 2 Specified/Var , displays the Cash-flow and Variance Menu. See
‘Cash-flow and Variance Reports.’

9 Defaults. Edit the data collection and print format details for these
reports. Click the ‘Custom Report Formats’ to select and edit the fields to
be included in each of these reports. The field sizes and fonts can also be
selected.

PAGE 2 — CASH-FLOW AND VARIANCE REPORTS
Select from the Main Menu:
1. Reports Menu

0. Print Monthly Summary Reports

Select the required month
8. Page 2 Specified/Var
Or, from the Main Menu select:
1. Reports Menu
4. Print Cashflow reports

The default settings for printing these reports are displayed and the
following reports are available:

O. Print Budget Profile Report

1. Print Category Summary — with details or totals
only

2. Print Cashflow Report
3. Print Bank Summary
4. Print Variance Summary

5. Print Group Summary. An option is given to print
details or summary only.

6. Page 1 — Monthly Reports
7. Page 3 — Specified Reports

8. Defaults. Edit the data collection and print format
details for these reports.

102 MUSAC Accounts



MUSAC Financial Manager

PAGE 3 - SPECIFIED REPORTS
Select from the Main Menu:

1. Reports Menu
1. Print Specified reports
Select the Month
Or, from the Main Menu select:
1. Reports Menu

0. Print Monthly Summary Reports

Select the required month
8. Page 2 Specified/Var
7. Page 3 Specified Reports
Page 3 displays the default settings and the following functions:

0. Print Selected Reports. Display the list of Single Reports, Cross Account
Reports or Group Reports available. Select the report (or a run of reports)
to print. This is ideal if only one special copy of a report is requested.

1. All Selected Reports. Print all the Single Reports, Cross Account Reports
or Group Reports that have their flags set for printing.

2. Print Single Reports. Print all the Single Reports that have their flags set
for printing.

3. Print Group Reports. Print all the Group Reports that have their flags set
for printing.

4. Print X-Account Reports. Print all the Cross Account Reports that have
their flags set for printing.

5. Edit Specified Reports. Load the Specified Report Design Module. In this
module you may create the Single and Cross Account reports giving them
a name and allocating ledger numbers to be included in each report. When
created the reports can be flagged to be printed along with the Specified
Reports.

6. Page 1 Monthly Reports
7. Page 2 Cashflow Reports

8. Defaults. Edit the data collection and print format details for these
specified reports.
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SPECIAL SEARCH REPORTS

From the Main Menu select:

1. Reports Menu
2. Print Special Search Reports
Select the FIRST Month to get transactions from.

Select the LAST Month to get transactions to.

The special report module is loaded and the default settings are displayed.

Reports include:

Selected Ledger(s). Go to the Ledger section page and
request the ledgers to search for. Print active or all
transactions for these ledgers between the selected dates.

Bank Account Entries. Print the Bank Account transactions
for the selected period.

GST Entries. Print the GST transactions for the selected
period.

Select Dr/Cr Name. Go to the Name selection page to
select a Name to search for. All transactions for this name
for the selected period will be collected and printed.

Selected Amount. Go to the Amount selection page to
request an amount to search for. All transactions with this
amount will be collected and printed.

Selected Date. Go to the Date selection page to request an
amount to search for. All transactions with this Date will be
collected and printed.

Selected Rec/Chg/Inv. Go to the Receipt/Cheque/Invoice
selection page to request a text to search for. All
transactions with this text will be collected and printed.

Wildcard Search. Go to the Wildcard selection page to
request a text to search for. All transactions with this text
will be collected and printed.

Batch Number Search. Go to the Batch Number selection
page to request the batch number to search for.

Defaults. Edit the data collection and print format details
for these reports.
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LEDGER REPORTS

Select:

1. Reports Menu
3. Print Ledger Reports

Select the month.

The Ledger report module is loaded and the default settings are displayed.

Reports include:

Trial Balance. Print the trial balance report for Revenue,
Expense, Assets and Liabilities.

Closing Ledger Balances. Print the ledger list with the
closing ledger balances. This report can be customised to
include other totals such as Opening chart and Ledger
Balances.

Selected Ledgers. Print the transactions as selected in the
Defaults page for the Selected Ledgers.

Run of Ledgers. Print the transactions as selected in the
Defaults page for the Selected Ledgers.

Specified Ledgers. Go to the Selection page and select the
Group or Cross Account Group of ledgers to print. Print the
transactions as selected in the Defaults page for the
Specified Ledgers.

Ledger Summary Print the ledger list as selected in the
Defaults page. This report can be customised to include
any of the thirteen available totals for each ledger.

Defaults. Edit the data collection and print format details
for these reports. Note: Standard print + Portrait mode
prints a limited number of columns of data. Compressed
print font + landscape mode prints the maximum number
of columns in the report. Select the report format that
gives you the data you require. The Custom Report Format
gives you full control on the layout and font to be used in
the report.

USER DEFINED REPORTS (REPORT GENERATOR)

Select from the

Main Menu:

1. Reports Menu
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5. User Defined Reports

2. Edit Rep. Gen. Reports

Select the Month

The Ledger Balance table is regenerated and then the Report Generator

modaule is displayed.

0. Select Report. Displays the list of User Defined reports on file. Select

the report to edit/print.

1. Edit Report. Loads the report editor and an existing report and
displays the elements of the report. Note. This function is not available to
users with 'Print Report only"' access level.

2. New Report.

displays the default page.

Loads the report editor and

With the report loaded click the 'Report Defaults' button to
display the defaults page.

W) MUSAC Accounts

[E=8 Bl 5|

Application : A MUSAC Accounts

Report Module

Title Petonz1a.bal
Note fimported and converted from MUSAC DOS repart :Petone 1a.bal
16000 =
Height = 8.2 an. Report Report Generator
Width [12000 = oazem PrintMade PAGEPRINT
Rows 1 j Date 13-Aug-1998
Columns 1 = Editby .
Top Gap [t j| 0.0 cm, Auto Save 10] jl
Left Gap E = oo
Row Gap [t = 0.0 cm
Col Gap [t = 0.0 am
2 Copies o YN 1. EditReport |
2. Save 25 EW Report —
3. Save Report .
Enter any notes to be attached to this report. =
4. Cancel I

Enter your report title and report notes. For the normal
User Defined report the height will be the default 24.7cm
and width 17.6cm, the rows, columns and gaps set to 1,
and 2 Copies is set to NO. (These settings have special
reference to Cheque, Voucher, Receipt and Label design.)

‘1.Edit Report’

design a new report.

MUSAC Accounts
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Move the mouse over to the panel on the left of the page
to display the TOOLS available.

] MUSAC Accounts [E=NEcE|

il

Petone1a.bal | (1,43)mm

|Ele Report Eﬂ Report Defalts g ‘: |

TooLs

- e b e e e B e —|
A L 3 Columns by 55 Rows.

B A

RGTable : Report Generator table

AGTsble Properties i

________________________________ e

Top 540

Left 90
With 12572

Height 1985

Columns. 3 v|

Rows 55 v

c [oo7es0081002745 ¥

ColumnAlgn [<e<>s>>5255555: ¥
ShowGrid __|ND

OnMainCopy B
OnPage a
Currency I
Data
FontName  |Arial
Fontsize o

Fontbold o
Fontitalic o
o

o

1«

>

Click on the tool you wish to add to the report. Move the
mouse back to the report, position the mouse pointer at
the top left spot for the tool - hold down the left mouse
and drag out the box to size, then release the mouse to
apply the tool to the page.

Right mouse click to display the settings for this tool.
Enter the settings and click then 'CLOSE' menu to save.
Now move the mouse over to the panel on the left of the
page to display the TOOL settings for the selected tool.
Click on the font fields to display and set the fonts to be
used by this tool.

The Report Generator Table has its own set of hot keys
and editing wizards built in.

Click a box on the report to select. (Give it black
positioning blocks.) Hold down the ‘control' key and
mouse click several boxes if you wish to move them in a
block or align then.

Click the 'LOCK' button to lock the boxes in position. If
they are moved they spring back to their place. This is a
good idea if you have positioned each item and just want
to edit their details.
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Note. In the locked condition you can nudge a box to a
new position by selecting the box and use the arrow keys
to move in that direction a small amount. Very handy for
fine alignment.

Right mouse click a box on the report to Cut, Copy, Paste,
Delete or Edit.

The 'Fn' button displays the Font setting utility for the
selected box.

The 'Ed' button displays the Editing utility for the selected
box.

2. Save as a New Report Change the name of the report
that is currently loaded, and use this menu button to make
a copy of this report, with the new name. Exit and load
the copy to make your changes, leaving the original intact.

The Auto Save time gives the time in minutes between
asking if you wish to save the changes made as you build
a report.

{11} MUSAC Accounts =l = ] [3a]
A B C s} E F G -

1 KAIRAKAL SCHOOL

2 Statement of Financial Position

3 as at 31 January 1994

41993 1934 1991

HEG Notes $ §

5

7 PUBLIC EQUITY 7 75.01 93319 |
- — s P—— E
9 Represented by -

10 CURRENT ASSETS

11 Cash and deposits 8 0.00 78263.00

12 Stock on hand 0.00 1086.00

13 Accounts receivable 0.00 2703.24

14 Income accrued

15 Prepayments 0.00 830.76 82933.00

16 Investments 3 0.00

17—

18 0.00

19
) Less CURRENT LIABILITIES

21/3320 Accounts payable (7500 (i8631.47)

22| 20368 GST payable 0.00 (1000.00)

23 Revenue in Advance 0.00

24 61107 Deferred Maintenance 0.00

25/59074 Provisions & Reserves 0.00

25— —

27143868 (75.01)

2 -
T - 0 e v

Hot keys: Arrow Left Right,Up,Down to navigate, D72 - Defaults, Ctrl-N LedCapy HE"M_HHMHH cese Y
F3 - Insert Line. F4 - Delete line. E,F6 - Wizard Edit. Q,F5 - Quick Edit. F7 - Recalc.
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THE TABLE EDITING MODULE
The buttons:

X" (Delete) With the mouse select and highlight a cell or
range of cells. Click X to delete the selected range of cells.

'‘C' (Copy) With the mouse select and highlight a cell or
range of cells. Click C to select this range as the source for
copying to a new location

'V*' (Paste) With the mouse select the new position. Copy
the contents of the range of cells/cell (Previously selected)
to the range starting from....

‘A" (Adapt) With the mouse select the new position. Copy
and ADAPT the contents of the range of cells/cell
(Previously selected) to the range starting from....

‘W' (Wizard) Display the Wizard edit module with
reference to cell....

‘D" (Defaults) Display the table DEFAULTS page where the
number and alignment of columns are set. New rows can
be inserted or added. The table Grid Lines can be switched
on or off. The Currency display mode for the grid can be
set to 'Print Dollars + Cents' or 'Print Dollars Only"

'Q" (Quick) Quick edit data entry field for the cell. Once
you have mastered the cell formulae with the help of the
wizard you can use this edit utility. See the hot keys for
Cut, Copy, Paste, Save and Move help.

Right Mouse Click to load the formulae and display the
table cells.
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{11 MUSAC Accounts [E=3E=R ===
cel 2
1. Copy Ex
s e
Less CURRENT
| TN TTTES 3. Paste and Adapt
efe [ccounts payable | Right
’—GH payable 4, TextCell <
Down
5 v X
A “,
6. Edit Wizard \%
Display | Accounts payable
Copy Hold 7. Delete Wizard "
[ o N,
Edit the cell formatting function for this cell Selected cel to edit format function C21 8. Close ﬂ

THE CELL EDIT WIZARD.

Hot Keys: In the Report Generator TABLE - see Report
Generator Hot Keys.

Cell functions available.

Calculation functions available - Subtract + Add
% Multiply by 100 and divide by * Multiply / Divide
( ) Left and right brackets to control the order of
calculation

' Single quote forces the cell to be a text cell
Ln = Ledger Number e.g. 10010.00

Lnf = Ledger Number from

Lnt = Ledger Number to

Tn = Table Number e.g. cell G350

Tnf = Table Number from

Tnt = Table Number to

Dn = Data Number
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TSUM( Tnf,Tnt) Sum the values in the cells from first
cell to the last cell

LSUM( Lnf,Lnt,Dn) Sum the Data Number values from
first to the last ledger number

TVAL(TN) Get the value from table cell listed

LVAL(LNn,DN) Get the Data Number value for the
nominated ledger.

GVAL(Group,Dn) Sum the Data Number values for all
ledgers in this group.

XVAL(CrossGroup,Dn) Sum the Data Number values for
all ledgers in this Cross account group.

CVAL(Category,Dn) Sum the Data Number values for all
ledgers in this Category.

Which text is in column A -

SKIP Do not print this line or any following
lines until:

START Start printing from this line.
PAGE Start this line on a new page.
END Stop printing at this line of the table.
Text in any text field. (starting with a single quote )

[date] Replace the six characters with the MONTH and
YEAR from the date selected when collecting the data for
the report.

Data Numbers. Some frequently used data numbers are:
Win Description
Code Number.
7 Opening Bal
16 Closing Led Bal
161 Cur Deposits
163 Cur Cheques
164 Cur Drinl
165 Cur Cr Jnl

166 Cur Journals
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167 Cur DpCqgJn
172 Cur Budget
180 YTD Dp Cash
181 YTD Deposits
182 YTD Cq Cash
183 YTD Cheques
184 YTD DrJnl
185 YTD Cr Jnl
186 YTD Journals
187 YTD DpCqgJn
188 DrJniCashfl
189 Cr JniCashfl
190 Debtors

191 Creditors

192 YTD Budget

LedgerBalsDatanum
Title Data Number

Ledger Number

Ledger Title 2
Ledger Group Title 5
Budget Annual 6
Opening Chart Balance 7
Opening Debtors
Opening Creditors
EOY Closing Journals 10
EQY Closing Balance 11
EOY Closing Debtors 12
EQY Closing Creditors 13
Student Manager Net Debtors 14
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YTD Previous Year Net Closing Bal. 15

Note. This value is modified by a default setting on Page
2 of 'Specify Application Details. You can select to ‘Collect
Last Year YTD Balance to the selected month' Or 'Collect
Last Year Closing Balance for Full Year." These totals do
NOT include end of year journals flagged ‘'Closing'.

YTD Net Closing Bal. 16

Month 1 17
Month 2 28
Month 3 39
Month 4 50
Month 5 61
Month 6 72
Month 7 83
Month 8 94
Month 9 105
Month 10 116
Month 11 127
Month 12 138
Current Month - Gross Deposit. 160

Current Month - Net Deposit. 161
Current Month - Gross Cheque. 162

Current Month - Net Cheque. 163

Current Month - Debit Journal. 164

Current Month - Credit Journal. 165

Current Month - Net Journal. 166

Current Month - Dep + Chqg + Jnl. 167

Current Month - Bank Debit Journal. 168

Current Month - Bank Credit Journal. 169

Current Month - Debtors. 170
Current Month - Creditors. 171

MUSAC Accounts 113



MUSAC Financial Manager

Current Month - Budget.

YTD - Gross Deposit.

YTD - Net Deposit.

YTD - Gross Cheque.

YTD - Net Cheque.

YTD - Debit Journal.

YTD - Credit Journal.

YTD - Net Journal.

YTD - Deposit + Cheque + Journal.
YTD - Bank Debit Journal.

YTD - Bank Credit Journal.

YTD - Debtors.

YTD - Creditors.

YTD - Budget.

Net Closing Balance Last Month
Net Balance change this month

Opening Balance

Monthly subgroups
- Gross Deposit.
- Net Deposit.
- Gross Cheque.
- Net Cheque.
- Debit Journal.
- Credit Journal.

- Bank Debit Journal.
Month + 6

- Bank Credit Journal.
Month + 7

- Change in Debtors & Creditors
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187
188
189
190
191
192
193

194

Month
Month
Month
Month
Month

Month

Month

172

181
182
183
184
185

186

195

+0
+1
+2
+3
+4

+5

+ 8
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- Net balance Change this month
Month + 9
- Budget. Month + 10

Use the data number for the required month and add the
offset number.

Report Generator Functions.
GVAL(IGrouplID,iDataNum) Group Value
XVAL(IXGroupID,iDataNum) Cross Account Group Value

TVAL(CellAddress) e.g. A23 Value from another cell
Column AtoZ Row 1 to

TSUM(CellAddressFrom,CellAddressTo) e.g. (A23,A28) or
(A3,C3) Values from Column or Row of cells Column A
toZ Rowlto?

LVAL(sLedgerNo,iDataNum) Ledger Number Value

LVAL(13444.00,192) The Year to Date budget for
ledgers 13444.00

LSUM(sLedgerNoFrom,sLedgerNoTo,iDataNum) sum
Values for a range of ledgers

LSUM(13444.00,13888.00,192) The total Year to Date
budgets for ledgers 13444.00 to 13888.00

CVAL(ICategoryID,iDataNum)Sum the Data Number values
for all ledgers in this Category.

SVAL(A) to SVAL(Z) Value from the Holding Array of
saved currency values

IFF(eval,"If True Text","Tf False Text") If the eval is true
then return the true text else return the false text.
IFF(TVAL(C35)<0,"Overspent Budget","Budget funds
available™) If the value in cell C35 is less than zero then
display "Overspent Budget"

[$] Display the currency result with $ and ,
inserted. Eg. $24,333.00 or if negative
($24,333.00)

single quote to the left to force a comment field if
there are numbers in the text

[sA] to [sZ] Do NOT display the result. Save the
currency result to the Holding Array
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[SA] to [SZ] Display the result. Save the currency
result to the Holding Array

3.Print Report - 3.Report Preview If the selected report is a User
Defined Report Generator financial report the report is generated using the
current selected ledger balances and the output is sent to the printer,
screen or PDF file as selected in the defaults. For other types of reports
being designed or edited the report is loaded with sample data and sent to
the printer or screen for previewing. Note. Line Print mode sends the
output directly to LPT1 and is designed to cope with antique type printers.
The Page Print mode is designed to use the windows printer drivers and
gain access to all the printer functions.

4.Print Report Construction. Print a summary of the construction details
of the selected report.

5.Delete Report. Delete the selected report from the database.
6.Import/Export Report.

1. Import DOS UDReport. Displays the file import utility
where you can select a MUSAC DOS Accounting package
report generator report (???.BAL file) to import into this
application and convert to the Windows format.

2. Import Report from disk. Displays the file import
utility where you can select a MUSAC WINDOWS
Accounting package report to import into this application.

3. Select Report to Export. Display the list of available
reports based on the Report Type set in the Defaults
page. Click on the required report to select.

4. Export report to Disk. Export the selected report. The
file export utility is displayed to enable you to set the
report name and export destination.

7.Datalist, Export Table. Close this page and display the Datalist and
Table Export module.

View Data in Access. Select the transaction table to
export and view in Microsoft Access.

View Data in Excel. Select the transaction table to export
and view in Microsoft Excel.

Report Generator Report. Return to the Report
Generator module.

View Database Table. This utility enables you to select
one of the main database tables that makes up this
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applications database and then view the raw data held in
it. As this is a secure protected database you are not able
to edit any of the data in any of the tables. All changes to
the data made in the package are encrypted and recorded
in the Log and Audit table.

Export DB Table Display the page to create and export
the Ledger Summary table to an open database. The
database is available to other programs. Update Export
DB Table. This utility rebuilds the current ledger balance
table to collect the latest data. (The default date and
month can be changed in the Defaults page.) It then
creates or rebuilds an open non-password-protected
database containing a copy of the table in the current
directory. (Application code + LEDBALS.MDB) This Access
database and table is available to any other package for
importing data.

View Export DB Table. A facility to view the contents of
this table.

Datalist. This facility enables you to design the format of
a sequential file of selected ledger balance names and
values from the current ledger balance table. The file
format can be saved for future use. The file format
description can be printed out. In defaults you can select
the export destination, Datalist record deliminator and the
data selection dates. This sequential data file is available
to any other package for importing data.

8.Defaults. Set the default report type, print method, report output and
ledger balance transaction collection dates.

REPORT GENERATOR HOT KEYS

IN THE REPORT DESIGN PAGE MODE -
Mouse Left. Move the mouse pointer to the left of the page and the Tools
box will slide out and display the report design tools available. Move the
mouse over the tool button and a description of its function will be
displayed.

Click the Tool button to select. Move the mouse pointer to the design
page, locate the top left position for placing the control, left mouse hold
down and drag to position and size the control. Click the control to display
the sizing tabs. Use the mouse to resize or relocate the control to the
correct position on the report.
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Click the control on the report to select (it will then display its bounding
tabs). Move the mouse to the left of the page to display the control
properties. Click the property you wish to edit and the editing pages will be
displayed.

Right Mouse Click the control to directly display the control editing page.

USER DEFINED REPORT TABLE CONTROL
F1 Display the HELP file.

F2 or "D" Display the Setup page and edit the default settings for the
table. Add, insert and delete rows and columns. Adjust column widths
and column data alignment. Set table grid printing flag On or Off. Set
currency to Dollars and Cents or Dollars only for the table.

F3 Insert a line in the report at this point. You are asked if you wish this
new line to be a blank line or copy the contents from another nominated
line in the table. If linked to the old line, TVAL and TSUM formulae are
corrected for the new line.

F4 Delete the selected line.

F5 or "Q" Display the Quick Edit text box linked to the selected cell.
F6 or "E" Display the Wizard edit pages.

F7 Recalculate the formulae in the table.

Ctrl+T Display the Quick Edit text box in TEXT mode linked to the selected
cell. (A'is placed to the left of the cell to make this a display cell and not
a calculating cell.)

Ctrl+Y Delete the contents of this cell.

Ctrl+L  Number + Ledger Name. Display the list of ledger numbers and
names for selection and inclusion in the cell. Select a ledger name - the
ledger number and name are saved back to the table. All cells in that line
are scanned for LVAL and an option is provided to update the formulae
reference to the new ledger number.

Ctrl+M Ledger Name only. Display the list of ledger numbers and names
for selection and inclusion in the cell. Select a ledger name - the ledger
name is saved back to the table. All cells in that line are scanned for LVAL
and an option is provided to update the formulae reference to the new
ledger number.

Ctrl+N Designed to add a new ledger name to the selected cell on a new
line and copy and adapt the formulae from the previous line. Ledger Name
only. Display the list of ledger numbers and names for selection and
inclusion in the cell. Select a ledger name - the ledger name is saved
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back to the table. All other cells in the PREVIOUS line will be copied to this
line, scanned for LVAL to update the formulae reference to the new ledger
number, and scanned for TVAL and TSUM formulae to adapt to the new
line.

Ctrl+G Ledger Group. Display the list of ledger groups and names for
selection and inclusion in the cell. Select a ledger group name - the name
is saved back to the table. All cells in that line are scanned for GVAL( and
an option is provided to update the formulae reference to the new ledger
number.

Ctrl+X Ledger Cross Account Group. Display the list of cross account
groups and names for selection and inclusion in the cell. Select a Cross
account group name - the name is saved back to the table. All cells in
that line are scanned for XVAL and an option is provided to update the
formulae reference to the new ledger number.

Right, Left, Up, Down arrows are used to move around the cells of the
table.

IN QUICK EDIT TEXT

Ctrl+Left-Arrow, Ctrl+Right-Arrow, Up-Arrow, Down-Arrow to move to the
new cell.

ENTER to calculate and save the formulae values (or save the text if a text
cell) and return to the table.

Ctrl+S  Save the changes but remain in the quick edit mode.

Ctrl+L  Number + Ledger Name. Display the list of ledger numbers and
names for selection and inclusion in the cell. Select a ledger name - the
ledger number and name are saved back to the table. All cells in that line
are scanned for LVAL and an option is provided to update the formulae
reference to the new ledger number.

Ctrl+M Ledger Name only. Display the list of ledger numbers and names
for selection and inclusion in the cell. Select a ledger name - the ledger
name is saved back to the table. All cells in that line are scanned for LVAL
and an option is provided to update the formulae reference to the new
ledger number.

Ctrl+N Designed to add a new ledger name to the selected cell on a new
line and copy and adapt the formulae from the previous line. Ledger Name
only. Display the list of ledger numbers and names for selection and
inclusion in the cell. Select a ledger name - the ledger name is saved
back to the table. All other cells in the PREVIOUS line will be copied to this
line, scanned for LVAL to update the formulae reference to the new ledger
number, and scanned for TVAL and TSUM formulae to adapt to the new

line.
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Ctrl+T Make this a text field.
Ctrl+E Display the full wizard edit page for this cell.
Ctrl+U Return to the table without saving any changes. Undo.
Highlight the text and:
Ctrl+C Copy the text to the clipboard.
Ctrl+X Cut the text to the clipboard.

Ctrl+V Paste the text from the clipboard.
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MUSAC Accounts Tasks — How to...

TRANSACTIONS
ENTER A DEPOSIT FLOW CHART
From the main Menu select:

Deposit Hot Button. Go directly to the deposit page
with 'Single entry mode' and current month selected.

0. Transactions Menu
0. Deposits
Select from:
1. Deposits
2. Receipts from Debtors
3. Receipts in Advance
Select the transaction month
The Deposit entry page will be displayed.

Account. Right arrow to display the chart of accounts. Select ledger and
press ENTER.

Amount. Enter the amount. GST will be calculated if the ledger is flagged
for GST.

Details. Enter any transaction notes you wish to add.

Customer Reference. Enter any transaction reference notes you wish to
add.

Name. Right arrow to display the Names list. Select. ALT-A to add a new
name.

Cash/Cheque. Toggle between Cash and Cheque, using the arrow keys.
If the deposit is a cheque, toggle to Cheque and add the bank name on the
next line.

Save. Save the transaction.
Exit. Exit to the batch report page.

Exit. Return to the Main Menu.
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ENTER A CHEQUE FLOW CHART
From the main Menu select:

Cheque Hot Button. Go directly to the cheque page with
'Single entry mode' and the current date selected.

0. Transactions
1. Payments
Select from:
1. Payments
2. Payments to Creditors
Select the transaction month.
The cheque data entry page will be displayed.

Cheque Reference. Enter the cheque number or -1 for automatic
cheque handling.

Account. Right arrow to display the chart of accounts. Select ledger and
press ENTER.

Amount. Enter the amount. GST will be calculated if the ledger is flagged
for GST.

Details. Enter any transaction notes you wish to add.

Customer Reference. Enter any transaction reference notes you wish to
add.

Name. Right arrow to display the Names list. Select. ALT-A to add a new
name.

Save. Save the transaction.
Exit. Exit to the batch report page.
Exit. Return to the Main Menu.
ENTER A CREDITOR FLOW CHART
From the main Menu select:
O.Transactions
5.Creditor
Select the transaction month.

The Creditor data entry page will be displayed
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Invoice Reference. Enter the invoice number. Press + to enter the next
number.

Order Reference. Enter the order number. Press + to enter the next
number.

Account. Right arrow to display the chart of accounts. Select ledger and
press ENTER.

Amount. Enter the amount. GST will be calculated if the ledger is flagged
for GST.

Details. Enter any transaction notes you wish to add.

Customer Reference. Enter any transaction reference notes you wish to
add.

Name. Right arrow to display the Names list. Select. ALT-A to add a new
name.

Save. Save the transaction.
Exit. Exit to the batch report page.
Exit. Return to the Main Menu.
ENTER A DEBTOR FLOW CHART
From the main Menu select:
0. Transactions
3. Debtors
Select the transaction month.
The Debtor data entry page will be displayed.

Invoice Reference. Enter the invoice number. Press + to enter the next
number.

Order Reference. Enter the order number. Press + to enter the next
number.

Account. Right arrow to display the chart of accounts. Select ledger and
press ENTER.

Amount. Enter the amount. GST will be calculated if the ledger is flagged
for GST.

Details. Enter any transaction notes you wish to add.

Customer Reference. Enter any transaction reference notes you wish to
add.

MUSAC Accounts 123



124

MUSAC Financial Manager

Name. Right arrow to display the Names list. Select. ALT-A to add a new
name.

Save. Save the transaction.
Exit. Exit to the batch report page.
Exit. Return to the Main Menu.
RECORD JOURNALS FLOW CHART
From the main Menu select:
0. Transactions
2. Journals
Select from:
1. Journal Entries.
2. End Of Year Automatic Journals.
Select the transaction month.
The data entry page will be displayed

Debit Account. Right arrow to display the chart of accounts. Select
ledger and press ENTER.

Credit Account. Right arrow to display the chart of accounts. Select
ledger and press ENTER.

Amount. Enter the amount.
Details. Enter any transaction notes you wish to add.

Customer Reference. Enter any transaction reference notes you wish to
add.

Name. Right arrow to display the Names list. Select. ALT-A to add a new
name.

Save. Save the transaction.
Exit. Exit to the batch report page.

Exit. Return to the Main Menu.

REPORTS

EDIT CHEQUE DESIGN
My cheque printout needs adjusting. How can | fix it?

From the main menu select:
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4. Setup the Package

5. User Defined Reports/Forms

Select the month

For 'Report Type', select the Cheque option

For 'Print Method', select Page or Line print

6. Return

0. Select Report - Click and select the format to edit.
1. Edit Report

Click the field - right mouse click and EDIT to enter the text or select from
the options available.

Report Defaults - Set the report width, height, margins and title.

(Tip! Set Rows = land Columns = 1, unless you are printing labels or
special reports.)

EDIT INVOICE DETAILS

Mybottom invoice value is showing the total owing by the customer and |
want it to display the invoice total. How can | change it?

From the main menu select:
4. Setup the Package
5. User Defined Reports/Forms
Select the month.
Select 'Report Type' Invoice
6. Return

0. Select Report - Click and select the invoice format to
edit.

1 Edit Report

(Tip! Click the LOCK button to prevent you moving any of
the fields )

Click the field to change - right mouse click and EDIT.
Click 'Transaction Gross Total' to change from 'Closing Balance'.
Click ' Close and Save.'

Save Report.
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PRINT CHEQUE VOUCHER SUMMARIES
From the Main Menu Select:

2. Utilities Menu
1. Cheg/Vouch/Remit Adv
Select the month.

Set the selection filter - From date and To date or Batch
number. Collect all Cheques.

The voucher format that is used when printing is set in the defaults page (7.
Default Settings).

1. Select Transactions
Flag the transactions you wish to print vouchers for.
2. Return.

3. Print Vouchers. Go and print vouchers for the selected
transactions.

The voucher formats can be edited in the report generator module.
1. Reports Menu
5. User Defined Reports
2. Edit Report Generator Reports
Select the month.
8. Defaults
Select Voucher in the Report Type panel.
6. Return.
0. Select Report. Click the report to be edited.
1. Edit Report

Make any changes to the voucher format and save.

PRINT STATEMENTS

From the Main Menu select:
1. Reports Menu
8. Print Statements

Select the month.
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1. Print Statement Log. As the statements are printed the details are
added to the print log temporary file. Click this button to send the file to
the printer. The log file is automatically emptied on returning to the main
menu.

2. Print Current Statements. ‘Unstatemented’ transactions for each
Debtor/Creditor are collected, subject to the filters set on the default page.
Statements are prepared and are either sent to the printer or displayed in
a list. Statements in this list can be printed or expanded to show the
details. The opening balance and last statement date details are held in
the customers Name file.

3. Reprint Statements. All transactions for each Debtor/Creditor for the
current accounting year are collected, subject to the filters set on the
default page. Statements are prepared and are either sent to the printer
or displayed in a list. Statements in this list can be printed or expanded to
show the details.

4. Print Aged List. Print a report of the current Debtors/Creditors
showing the age details of the account.

5. Reconcile Debtors/Creditors. When the statements have been
printed go to the Reconcile Dr/Cr module to automatically create the
journals to correct (reconcile) the database where a customer has both a
Debit and Credit recorded against their name.

6. Defaults. Set the default values and selections to be used when
printing statements.

‘Unstatemented Transactions’. When transactions have been included
in a printed statement they are flagged as 'Statemented'. If the
statements are printed in the morning and further transactions added in
the afternoon, the afternoon transactions will not be flagged and will be
added to the next statement.

SET UP MONTHLY REPORTS
From the main menu select
1. Reports Menu
0. Print Monthly Summary Reports
Select the month.

The standard defaults are listed on the left side of the screen. To alter
these, select ‘4. Defaults’.

The following defaults are available on the Left-hand side of the screen-

. Sort by Ledger Number, Ledger Group or Ledger Category
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Print Monthly Bank Report in Landscape or Portrait mode. In
all reports the landscape mode prints the full report, and the
portrait mode a shortened form of the report.

Print Output may be to printer, screen, file (for importation to
a word processing document), or table ( a very full version of
the report containing 21 columns which is available to screen
only).

Printing Format — select Yes to print a border, or No to utilize
maximum space available for the report itself.

Ledger Number/Name options.

The right-hand side of the screen contains a second block of default
selections for printing reports 0,1,2,3,6,7 —

Sort Order
Print Portrait or landscape

Sub-totals if required

The third block of defaults contains GST report defaults

Single or multiple months. Select number of months if,
multiple months are chosen. (Note - The two parts of the GST
report for multiple months have been separated. The list of
transactions is available in Special (or Unspecified) Reports,
the same place as in the DOS version of the program). The
summary (which prints at the end in the DOS version) is
obtained here, after selecting the number of months required
(e.g..2)

Payments or Invoice Basis GST Report

Print a list of Non-Standard GST Transactions option

SET UP GROUP REPORTS

To set up the specific group reports that are required to be printed every
month go to the Main Menu and select:

4. Set up the Package

4. Select the Specified Reports

Select the current month (this facility is not month specific until printing is

requested).

Click on the Group Reports button.

Highlight the group required for monthly printed report.
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Click on the Y/N Print toggle button to change from No to Yes. Press this
toggle again to change back from Yes to No.
Click on Save Changes.

SET UP SINGLE AND CROSS ACCOUNT LEDGER REPORTS

To set up single ledger or cross account report for monthly printing, from
the Main Menu go to:

4. Set up the Package
4. Select the Specified Reports

Select the current month (this facility is not month specific until printing is
requested).

Click on Single Ledger Reports or Cross Account Reports (both go to same
screen).

Select Add to set up new report.
Give the report a name.

Select Specified Print (printing request) - toggle left/right arrow keys for
Y/N. Yes will select the report to be included in the list of reports to be
printed from the Reports Menu, Monthly Summary Reports, Page 3.
Specified Reports — Options 1 — 4.

Select Report Type — Choose between a Single Ledger Report, which will
print a separate report for each ledger number included in the list, or a
Cross Account Report, where all the ledger numbers in the list will be
included in one collective report.

Click on Save Changes

To edit or change an existing report request, click on the edit button, make
changes as required and save the changes.

To delete an existing report request, highlight the report required for
deletion, click on delete button and click on Yes to delete.

To change a report type, highlight the report, click on the S/X Type Toggle
button to change (repeat to change back) or click on the edit button and
change the appropriate field.

To change a print request, highlight the report, click on the Y/N Print
toggle button (repeat to change back) or click on the edit button and
change the appropriate field.

SET UP A CASH FLOW REPORT
From the Main Menu select:
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1. Reports Menu
4. Print Cash Flow Reports
Select the month required
8. Defaults
Check that you have the required defaults on left-hand side of the screen.

On the right-hand side, in the Cash Flow Report block, choose between
ACTUAL values in Current Month or BUDGET values in Current Month. You
may choose to use Gross GST Values. A custom report format may be set
up if required. Press ‘2. Return’ when set up is complete.

SET UP VARIANCE REPORTS
From the Main Menu select:
1. Reports Menu
4. Print Cash Flow Reports
Select the month.
8. Defaults
Check that you have the required defaults on left-hand side of the screen.

On the right-hand side, in the Variances Report block, choose between
printing all named ledgers (for a full report), printing ledgers with
transactions only (active ledgers) or printing ledgers with a % year to
date variance greater than the percentage you have set in the next box.

SET UP LEDGER REPORTS

To set up the defaults for the viewing or printing of ledgers go to:
1. Reports Menu
3. Print Ledger Reports
Select the month.
7. Defaults

The following default options are available —

Custom Report Print Formats

Standard Printer Font - Standard or Compressed

Standard Print Orientation - Portrait or Landscape mode

Print Output may be to Printer, Screen, File, or Table (Table contains
more information and is in spreadsheet format)
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Sort Order - Sort by date, date + name, name + date, or amount

Table Border - Select to have a border round the printed table or not,
(no border allows more print space on the table)

Ledger Name and Number - Select the display for ledger numbers and
names

Multiple Ledgers If more than one ledger is selected then check to print
as a single report or separate reports.

Report Details to be Printed Select from the options available.

Collect Transactions Select from ‘Full Year’, ‘Year to 31 January’, ‘This
Month’ OR ‘Between selected dates’. Full Year is the default. The other
options give greater detail on the transferred Debtors and Creditors.

SET UP THE PRINTERS
To set up the printer defaults for up to three printers go to:
4. Set up the package
8. Set up the printer defaults

Here, the Line Print Output Port, as well as the
Printer Default Loading Option, can be set.

You will then be offered options -
1. Printer settings for Report Printing
2. Printer settings for Receipt Printing
3. Printer settings for Cheque Printing
Here you can set the type of printer, the margins and the fonts required.

When the required settings have been completed, and on returning to the
Printer Defaults screen, a test print for each option may be printed.

VIEW AND PRINT THE AUDIT TRAIL OR LOG FILE
From the Main Menu select:
1. Reports Menu
7. Print Audit Trail/Log File.

The Audit Trail / Log File screen is displayed. Using the buttons on the
right, you may choose to display either :

Log File - the log of users coming into the applications, where they went
and the date and time of entry,
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or

Audit File - the date and time of the transaction, what the transaction
was and who made the transaction.

Use the navigation buttons (Home, Page up, Page down, End, Right and
Left) to move through the displayed data. Position the screen over the
data you wish to start printing from and set the number of lines to print.

Click the print button to send the selected number of lines of data to the
printer, or adjust the From Date and the To Date and print all the entries
between, and including, the chosen dates.

Log and Audit data is held in an encrypted form in the database and
cannot be edited or deleted. Log and Audit transactions are automatically
held for three years.

UTILITIES

RECONCILE THE BANK

From the Main Menu select:
2. Utilities Menu
0. Bank Reconciliation

Select the first month. By default this is set back two
months, but if the application detects any un-presented
transactions further back, it will notify you and include
them in the data collection.

Select the TO month for the bank reconciliation.
Set the default settings.
Collect the Transactions.

You may print the various lists and summaries to the printer, screen or to
a file on disk.

Scan the Deposits, Cheques and Journals entries to flag the Presented/Un-
presented field. (Click and select multiple transactions if you wish to flag in
bulk)

Reconcile to prepare and display the reconciliation data. Select the reports
you wish print to the printer or to file.

DELETE OLD TRANSACTIONS
From the Main Menu select:

2. Utilities
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6. Delete Old Transactions

Please make a backup copy of the database BEFORE proceeding with any
of these options. (0. Backup database)

This module provides the facility to delete transactions more than 3 , 5 or
7 years old.

There is also the facility to delete the entire application. You will need to
have the correct access level and to persist past two checking/warning
messages!

BACKUP/RESTORE THE DATABASE
From the Main Menu select:
3. Backup/Restore/Rebuild DB
The MUSAC Backup, Restore and Rebuild utility will be loaded.
For full details see the MUSAC Backup, Restore section in this manual.
EDIT STOCK & INVOICE ITEMS
From the Main Menu select:
2. Utilities Menu
4. Stock & Invoice Items
4. Stock Edit
The stock movement control is displayed -
O Help. A list of hot keys is displayed.

1 Record Stock. Go to the Stock Movement menu to
select the required category and enter the stock
movement in or out of the enterprise.

2 Sales. Record Sales of stock in the inventory records.
This is for manual entries as stock levels are automatically
recorded if linked to Invoices or Credit Notes.

3 Received. Record the receipt of stock into the stock
records. Stock on hand is automatically updated.

4 Print. Print a list of items on file that are available to be
invoiced.

5 Delete. Delete a stock item from the list.

6 Add. Add an new stock item to the list of items available
for invoicing.
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7 Edit. Edit the details of the selected stock item in the
stock list.

8 Select. Select the stock item for inclusion in the
document.

EDIT DEBTOR/CREDITOR NAME FILE
From the Main Menu select:
2. Utilities Menu
7. Debt/Cred Name File
The names and addresses can be edited and reports prepared.
END OF YEAR PROCEDURE
From the Main Menu select:
2. Utilities Menu
5. End-of-Year Procedure
Select the LAST month of the year

(Also available through the Transactions Menu, under Journals, End of Year
Journals)

The End of Year procedure can be broken into three stages.

(1) PREPARE NEXT YEAR CHART OF ACCOUNTS AND

BUDGETS.

This task is normally done a few months before the start of the new
accounting year. Here is my preferred way to proceed. From the Main
Menu select:

2. Utilities
5. End of Year Procedure
Select the LAST month of the year and click SELECT

Select YES to create NEXT years chart of accounts based on this year's
chart of accounts and set it as active.

8. Exit — to return to the Main Menu
4. Set up the Package
1. Account Names and Budgets
Select Next Years Chart of Accounts and click the ‘Edit Chart’ button.

Ctrl+D - to delete all budgets.
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Ctrl+A - to display a data entry box to edit the Annual Budget for a
selected ledger account. Enter a negative value for revenue budgets and
positive value for expense budgets. Press Enter to accept.

Save Changes
Select Next Years Chart of Accounts and click ‘Print Chart Report’.

Select the 'Print the Chart of Accounts and will all budgets' option and
‘Print Chart Report’ to the Printer to get a hard copy of the budgets
allocated.

As changes need to be made to the budgets, return and edit the budget
value or allocation.

(2) FIRST DAY OF THE NEW YEAR OPENING BALANCES.

On the first day of the new year, you will need to start processing
transactions with correct bank totals, but it will be some time before the
end of year reports are completed, audit done and closing journals ready.

Interim opening balances are required which can be updated when the
final full end of year closing journal procedure is carried out. For this,
select:

2. Utilities Menu
5. End of Year Procedure
Select the LAST month of the previous year

The End of Year Procedure page will be displayed. (Ensure that you have
made a backup.)

Go directly to:
6. Transfer Balances

Select YES to calculate and transfer opening balances as if closing journals
had been made. (Adjusted for Debtors and Creditors.) Print the list of
opening balances for the new year.

8. Exit

You are now ready to continue with new year transactions. Note. This
process can be run again to refresh the opening balances if subsequent
changes have been made in the previous year.

(3) END OF YEAR JOURNALS AND BF BALANCES AFTER
FINAL REPORTS AND AUDIT.
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When all the reports have been made for the old year, create the closing
journal and close the year. For full details go to ‘End of Year Journals.’

REcCONCILE DEBTORS & CREDITORS
From the Main Menu select:

2. Utilities Menu
3. Reconcile Debtors/Creditors
Select the month.

The default settings are displayed and the number of transactions ready
for processing are listed.

When the statements have been printed it is time to automatically create
the journals to correct (reconcile) the database where a customer has both
a Debit and Credit recorded against the name.

Statemented transactions are those that have been included in a printed
statement. At present there is no provision to reconcile GST transactions
with NON-GST transactions.

1. Print Processed List. As the transactions are reconciled the
details are added to the temporary log file. Click this button to
send the file to the printer. The log file is automatically emptied on
returning to the main menu.

2.Reconcile. Proceed to reconcile all the transactions that have
been collected subject to the transaction collection filter.

3. Pause for Approval. Proceed to list all the transactions that
have been collected subject to the transaction collection filter.
Transactions can be expanded to display details. Transactions can
be selected for reconciliation.

CREATE INVOICE TEMPLATES

The template option enables you to save the contents of an invoice you
have just created with a name and then call it back to reprint at a later
date.

To save an invoice from the Print Invoice screen:

Click the Templates button to display the template
utility.

Save Invoice Template.

Enter the title to save the template under and click
‘Save'.

To retrieve a template from the Print Invoice screen:
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Click the Templates button to display the template
utility.
Load Invoice Template

With the mouse select and click the template name
from the list.

Click ‘Load’ to load the template.

If the Name field is already populated the template name will not be
loaded.

If the Comment field is already populated the template Comment details
will not be loaded.

To delete a template:
Click the Templates button to display the template utility.
Delete Invoice Template

With the mouse select and click the template name from
the list.

Click 'Delete’ to remove the template. (Alternatively,
Right- arrow or click the [..>] button to change your
selection.)

SET Up THE CHART OF ACCOUNTS

To set up the chart of accounts go to:
4. Set up the package

1. Account Names and Budgets

MULTIPLE CHARTS AND ACTIVE CHARTS
Within each application, multiple charts of accounts can be available, and
can be flagged as active or inactive. If more than one chart of accounts is
opened for a particular year they will be labelled 1999/01, 1999/02,
1999/03 etc, but only one chart within each year can be active at any
time.

To open a new chart, which is a copy of one already there, highlight the
chart you want to copy, then click on ADD NEW CHART. The year will
appear in the box below the list and can be altered at this point, and then
click on save changes to open the new duplicate chart. If the new one
happens to be the same year as the previous one then the new one will
automatically be flagged active, and the one it copied from will have been
changed to inactive.

MUSAC Accounts 137



138

MUSAC Financial Manager

To change the status of any particular chart click on it to highlight it, then
click the SET AS ACTIVE button. A message may appear giving the option
to update the opening balances at this point, with the required menu trail
listed, which is

1. Reports Menu

3. Print Ledger Reports
Select the year

1. Trial Balance

This routine will automatically update the closing balances.

CREATING A NEW APPLICATION

To create a new chart of accounts from scratch see 'Setting Up," New
Application Wizard,' and then 'Add a New Application' from the online help
file (F1).

Once the database loading has been completed, you may wish to make
changes to the Chart of Accounts.

CREATING NEW LEDGER ACCOUNTS AND BUDGETS
To add new Ledger account names and budgets go to:

4. Set up the Package

1. Account Names and Budgets

Highlight the chart required

Click Edit Chart

Click Add Ledger

Type in the Ledger Number and press enter.

(The available ledger numbers range from 10000 - 99999, and each
ledger number also has sub-codes 01 - 99 available, e.g. 12700.01,
12700.02. The bank current account is 80000.00, with other bank
accounts allocated the sub-codes 01 - 09 as required.)

As each ledger number is entered the screen containing details for that
ledger will appear.

Enter the Ledger Name.

Flag the GST as Y or N using the left and right arrow keys to toggle.
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Bank Acc Number is the current account by default, unless another
account is activated by clicking on the drop down menu (or right arrow
key) and selecting the account required.

Select the Ledger Group by using the drop down menu and selecting.
Note: When setting up GROUP names begin each name with a number
(e.g. 101 Govt Grants, 020 Investment Income etc). This will enable the
printing of the monthly reports by group and in ledger number order
instead of alphabetically)

Opening ledger balance will remain nil unless

a) copying an application from the DOS version, when it will be
entered automatically

b) starting the windows version part way through a year with no
DOS details available

c) starting a new application at the beginning of a financial year, in
which case only the opening balances for the Balance Sheet ledgers
will need to be entered.

Budget spread is selected from those available on the drop down menu
initially, and can then be tailored for individual ledger flexibility. Budget
spreads can be edited by clicking on the right hand box or pressing the
right arrow key to display the 26 (A-Z) budget spreads already defined.
Press Control-E to edit this list and customise for your own use.

When the Annual Budget amount is entered, the breakdown in monthly
amounts according to the selected spread is shown in the boxes on the
right. The monthly breakdown can be altered manually as required. The
Annual budget is prefixed with either a minus sign for income or no sign
for expenditure. When setting annual budgets, the buttons on the bottom
left can be used to increase or decrease a budget by a selected
percentage.

EDIT LEDGER NAMES AND DETAILS
Ledger names and details can be edited by two methods -

Single Ledger Edit

Highlight the ledger you wish to edit and click or press enter on the Edit a
Ledger button. The set-up details for the ledger will then be displayed.
These can be altered as required.

Multiple Ledger Edit

Highlight the group of ledgers you wish to edit by clicking the mouse on
the first one, holding the button down and then dragging the mouse down
to the last ledger you wish to edit. Then click on the Edit a Ledger button.
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The screen will then display the defaults available to be edited for this
range of selected ledgers.

RESERVED LEDGERS
From the Main Menu select:

4. Set up the Package
1. Account Name and Budgets
Reserved ledgers

These are the ledgers used by the program to do automatic of entries
during data entry. It is advisable not to change these ledger numbers.

PRINT THE CHART OF ACCOUNTS
From the main menu select:

4. Set up the package
1. Account names and budgets
Select the chart of accounts to be printed
Print Chart Report
The options offered on the next screen are
Print the Chart of Accounts by Number
Print the Chart of Accounts by Category
Print the Chart of Accounts alphabetically
Print the Chart of Accounts with all budgets
Print the list of Group Headings
Print the list of Budget Proportions
Print the list of Categories
Print the list of Old and New Ledger Numbers
SET UpP THE FILE OF USERS
From the Main Menu select:
4. Set up the package
7. Adjust the file of users
Add a new user

Entry Code — enter a code for the new user of up to 8 alpha characters
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Name — enter the name of the new user
Password — enter a password for the new user of up to 6 alpha characters
Repeat password

Choose which application you would like to give the user access to, from
the panel on the right-hand side of the screen. The access options for that
package will then appear in the bottom panel.

Select access to applications and functions by clicking the check box on
and off with the mouse.

Select the overall access level for this person, from Supervisor, Standard,
Restricted or No access.

Activate the new user by pressing the ‘Save the user settings’ button. You
will be returned to the previous screen where the other options are to:

Edit this user
Delete this user
Or Print a list of users.

SUE REPORT BATCH PROCESSING

This process takes the SUE report attached text file and loads the details
into the MUSAC Accounts package. Ledger numbers are allocated to the
pay amounts that are then entered into the '‘Cheque' transaction database.
The ledger numbers can be allocated to one default number or linked to
ledgers allocated to the SUE report departments. There is an option to
split a pay over several ledger codes.

When the transactions are saved, the pay records may be saved for future
reference.

LOAD THE REPORT.
Start the MUSAC Accounts package and from the Main Menu and select:

0. Transaction Menu
1. Cheques
3. Novopay SUE Report

Select the month.
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4] MUSAC Accounts == o |

Novopay Staff Usage and Expenditure(SUE) processing module. Application : A MUSAC Accounts ‘

Staff Usage and Expenditure Processing Defaults.

Automatically post pay amounts to ledgers allocated to SUE Departments.

When the Ledger transactions are saved, transfer the SUE report details to a table for future
reference,

Sort on Name and Department.

Custom Payroll
Load SUE File L_f
SUE Table Utiity i
Defauts B
Locate and load the SUE transaction ZIP file, unpack it with the password, add the ledger numbers to
post to according to the default settings and display the results ready for editing and saving.
Exit A

Defaults

When entering this module for the first time, you should load the defaults
page and check that the correct ledger number have been allocated for the
default settings and the SUE departments.

Select to auto-post to SUE Department ledgers or to a default pay ledger.

Tick the box (by clicking with the mouse) to save the pay data in a history
table, if required for future reference.

Choose the sort order required.

LoAaD THE SUE FILE.
Click the 'Load SUE file' button and browse to the SUE report file. Click
'Open’' to load the data.

Ledger allocations can be changed by selecting the pay line and pressing
'Alt+E' to display the list of ledger accounts available.

'Alt + M' displays the multi allocation utility where the pay can be split
over several ledges. ‘Ctrl+A' displays the amount. Enter the amount to
split off and save. The balance is then listed as an added item to the list.
'Ctrl+L" displays the ledger list to change the ledger number. Save the
changes. The total splits still add up to the total pay in the line.
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When you have completed the changes required, 'Save the Postings'.

Check and enter the details and save the transactions.
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MUSAC Accounts - FM Utilities (MUSACB
Main Menu)
INSTALLING THE VB.NET FACILITIES

144

To make use of these VB.Net facilities, MUSACB must be installed. To do
this, you will need to run the setup.exe program in the VB.Net folder on
the installation CD. If the required runtime is missing, an installation
request note will be displayed. To install the VB.Net runtime, locate the
DotNetFX.exe in the program directory and run it. If the runtime is
already installed, the program will check for the up-dated version before
giving access to the MUSACB utility.

VB.Net Security Settings for Network Operation

When accessing the program over a network, the following error message
can occur — Microsoft .NET Framework. '...operation not allowed by the
security policy...." To adjust the settings select:

For Windows 98 - START - Programs - Administrative Tools - Microsoft
.NET Framework Wizards - Adjust .NET Security - Make Changes for the
computer (Or a user if necessary) - Local Intranet - Set to full Trust - Next
- Finish — Close Wizards.

For Windows XP - START - Settings - Control Panel - Administrative Tools -
Microsoft .NET Framework Wizards - Adjust .NET Security - Make Changes
for the computer (Or a user if necessary) - Local Intranet - Set to full Trust
- Next - Finish - Close Wizards.

Note! If you cannot find the menu item, you can run the .NET Framework
Configuration Tool from the command line.

C:\Windows\Microsoft. NET\Framework\v1.1.4322\ConfigWizards.EXE
or
C:AWinnt\Microsoft. NET\Framework\v1.1.4322\ConfigWizards.EXE

Adjust .NET Security - Make Changes for the computer (Or a user if
necessary) - Local Intranet - Set to Full Trust - Next - Finish - Close
Wizards.

Now the program will run over the internal network.

MUSAC Accounts



MUSAC Financial Manager

THE VB.NET FACILITIES

From the Accounts Main Menu select:
6. FM Utilities Menu
6. Display Utility Menu

This will display the VB.Net MUSACB Main Menu.

[™ MUSAC Accounts

D

z

0. Transactions Menu

1. Reports Menu

Financial Manager
Accounts 6.0

2. Utiities Menu

3. Backup/Restore/Rebuild DB

4, Setup the Package

o [ [l

3
¢

5. Change Application

&[0

6. EM Utiities Menu

w
7

e

7. Exit the Package.

£3 Cheques GJF

F5 Journal OTRY I User : MUSAC
1 Application : M - MUSAC
Directory  : C:\FMTESTY,

F2 Receipts Uy J F4 Invoices T ]

F7 Screen R

F6 Report MT[ ]

F8 Statementiy ‘

FalobsT W ‘

Alternatively, from the Accounts Main Menu select:
6. FM Utilities Menu

These menu buttons will take you directly to the FM Utilities facilities on
the MUSACB Menu.
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(] MUSAC Accounts E’
Financial Manager L =

Accounts 6.0

2. Reports é |
3. Print East Reports ﬁl
4, Name and Address file é |
5. Process Overdue Debtors -

6. Display Utility Menu ﬁl
7. Exit to Main Menu %l

A brief description of the facilities available from this menu follows.

0. Edit Billable ItemsThis is an enhanced stock and billable items facility,
which includes the extra information about each item, and the option of
allocating photographs to each item. These records could then be used in
a Web Shopping Mall utility.
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K1 MUSAC Financial Manager Utility Module.

Stock file editing module. Flag
Description 10 Days to Faster Reading Set Price e YN
ISBM | 0-446-676E7-5 GST % 128
Mate/Authar Stock an Hand i}
Barcode 9780446676670 Fie Order O u antit 10
Categary Stock Ikem zl Hinimum Stock
Location azimum Stock
Diepaitment = Markup %
Order From BUTTERFLIES - Cost Price MET
Ledger  [12121.00 SALES INCOME GEMERAL > Sell Price MET
Sell Price GROS

Weh Stock Ikem Na /M
Shipping In Stack - Dispatch nest working zl
Sale ltem Nao ¥
Sale Frice GROS
Sale §% ,7
ReOrder Lead [l
Comment

£ Cancel ! a

Relrder lead details — =

1. Email ModuleThis facility will enable you to send email messages out
to a number of customers at once. Customers can be flagged according to

their particular interests.

K1 MUSAC Financial Manager Utility Module.

EMail Transmit page. EMail to tagged Mames. Default School EMal address.  From: info{@barkfire.co.nz

T |ND Tagged Mames Select E;:_”
Ce: | Select Add ’:?l

Subject: |

Attach: | Select Add 002

Load Fie i 'i |

Body:

Defaults @u |
Send EMail g |

Single Mode: Enter the EM al address of the person to receive this message. it
Tag Mode: Select and tag the names to receive this message.

2. Edit Fast ReportsThis facility contains a collection of all the single line
reports to be found throughout the package. The user is able to define

MUSAC Accounts
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collection and display criteria, as well as naming and saving groups of
reports for specific people or specific uses.

3. Print Fast ReportsThis facility allows the user to print fast reports to
specific location or email them straight to those that require them.

4. Edit Name and Address FileThis is an enhanced Name and Address
file facility. Extra information can be held here for each person on the file.

K1 MUSAC Financial Manager Utility Module.

Name file editing module.
Mame Flag
Title Tag [Ma /N
Address 1 DC Bank Mumber = o
Address 2 Last Stat. Bal.
Address 3 Last Stat. D ate
Address 4 Current Bal
Phane GS5T Invaice |Ma YéN
Fax Bank Mote
etdail 1 EFT Mate 2
etdail 2 EFT Mate 2
eMai 3 Interests |0 interests :I
eMai 4 Chsh/CRedt |Credit Accourt B
etal § Dizcount 1%
eMail B Dizcount 2 %
ehdail HTML Password
Mote 3 Uzer Mame
Maote 4
Mate 5
Commet
E Cancel ! 2 |
Okt dop b o o e e rowe PR

5. Print Name ReportsPrint reports from the Name and Address file.

6. Display Utility MenuThis menu button will take you to the VB.Net
MUSACB Main Menu. The MUSACB Main Menu is a parallel menu. It has
links to the facilities described above, and back to items on the MUSACA
Main Menu (which is the menu displayed when entering the package).
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MUSAC Asset Manager and Utility
Extension

The MUSACAsset Manager package holds both the Asset utility and the
Utility Extension. The Utility Extensionfacility is available to licensed users.

ASSET MANAGER

The Asset Manager utility allows the user to maintain up to twenty-six
different sets of asset data and transactions in any sub directory. In the
User Access module the user is assigned a database directory to hold the
asset application databases to which that he/she has access. There is no
limit to the number of users that can be loaded into the package for each
site licence purchased. Most sites would use no more than three or four
different sets of assets, and these are held, by default, in the main
program directory.

The Asset Manager package provides the routines to record asset details,
process purchase, depreciation, disposal and revaluationtransactions and
produce full reports for the assets on file. Database Maintenance, User
Accessand Backup modules are also included in the routines activated by
purchasing the ‘Asset Manager’ registration file.If no registration file is
found, Asset Manager may betrialled for a 60 day demonstration period,
during which you are able to contact MUSAC and purchase your
registration file.

The package has a context-sensitive Help facility, accessed by pressing the
F1 key from almost any point in the program. There is also a pop-up
calculator, accessed by pressing Ctrl + F9.

Finally, a backup utility is included to allow the user to save or retrieve
copies of relevant data files.

UTILITY EXTENSION

The Utility Extension menu buttons are located on the Utilities Menu page
of the Asset Manager and include access to:

Capital Purchase

Customer and trade Contacts

School Facility use

Key issue to staff and assets

Occupational Health and Safety Accident reports
Occupational Health and Safety Hazards reports

Occupational Health and Safety Hazardous Material reports
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Property Maintenance

To gain full access to these utilities a ‘MUSAC Asset Manager’ registration
file must be purchased and loaded and the user must have User Group
membership.

Extensive report design and printing routines are provided for all data
tables.

PACKAGE RESTRICTIONS
The program has been designed to work in most usual situations.

Most small to medium size applications will occupy less than 20mb of hard
disk space. This includes the program, help file and transaction databases.

As the program records more transactions the database will grow. When
the database is backed up the Microsoft Access database checking and
rebuilding routine is automatically run to check and compact the database
- removing unwanted blank spaces and checking the indexes. Please!
Please! Make regular backups of your database, label them with the
date and store them away in a safe place.

NL = Limited only by the available space on the hard disk.

Maximum number if different applications per directory : 26
Maximum number of Assets per application : NL
Maximum number of Keys, Categories, Departments etc o NL
Maximum number of Names on the address list :NL
Maximum number of lines per user defined report : 500

INSTALLATION

See ‘Installing the Package’for details about loading the System files,
Program files and Registration files.

USER ACCESS

Before running the Asset Manager program and setting up a new database,
you should set up your User Access Rights and default database directory.
To do this, see ‘Add a New User’ in the Financial Manager User Access
module of this manual.

RUN THE PROGRAM
From the START Button select:

Programs

MUSAC Financial Manager

Asset Manager



MUSAC Financial Manager

MUSAC Asset Manager

Select the ‘Asset Manager’ button from within the Accounts
package or the Financial Manager service module. (The
entry code and password will not be required this way).

During the entry process, the following events will occur:

The program will load to the title page and ask for an access name.
Enter your Entry Code and press the enter key

Enter your password and press the enter key

Approve the date, and enter the application code that you wish to load. (If
there are no applications, enter the application letter you wish to create
and follow the prompts in the Application Setup Wizard module. See ‘Add a
New Application’ just below.)

The package is MULTI-USER NETWORK-ABLE.
You are now at the Main Menu.

ADD A NEwW APPLICATION

After entering your Entry Code and Password and confirming the package
date, you will be asked to enter the required Application Code. (A list of
codes already set up is displayed.)

Select an unused application code for your new application and type in the
letter.

Application Code -Y - does not exist!

) ] The database for this application Code does not exist,
Do you wish to create or load this application?
Select YES to create and load this application or change to another directory.,

Select NO ta try another Application Code.
Select CAMCEL to exit the package,

Cancel

Click YES to create and load this new application.

PACKAGE AND PRINTER SETUP

From the Main Menu, select ‘4. Setup the Package’ and then ‘0. Specify
Application Details’. Here you will need to complete the following tasks:
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Enter the default details, application password and accounts linking
details.

Set the Background and Hot Keys.

Set the Category details and the ledger numbers to be used.
Set up the Locations, Departments, Keys and Names to be used.
Set up the Printer Defaults.

A detailed description of how to complete these tasks can be found in the
‘First Time In Tutorial’ that begins just below. The next time you run the
Asset Manager program, your new application code will be displayed ready
for selection and loading.

‘FIRST TIME IN’ TUTORIAL
This tutorial will take you through a simple installation and introduce you
to the main parts of the program. It covers the essential components that
must be set up before making transactions. When you have completed this
tutorial you should feel confident to investigate the finer points and
capabilities of the package.

INSTALLATION
The first task is to install the package onto your hard disk.

Asset Manager is part of the MUSAC Financial Manager package. For full
details on installing the Financial Manager package see the ‘Installation’
chapter found on page 11 of this manual.

There are three sets of files to load.

System files - to be installed on every terminal that will access the
package.

Program files - On loading you will be asked to enter or confirm the
directory to hold the application. The default is C:\MUSACACC. Please take
care to remember where the application is and install all updates into the
same directory.

Registration file - A single registration disk. Install this registration into the
same directory as the application.

SETTING UP

The first task is to set up your User Access details.See the ‘Financial
Manager User Access’ chapter starting on page 23 for details about how to
complete this task.
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The second task is to create the database. See ‘Add a New Application’ on
page 39 for details about how to complete this task.

RUNNING THE PACKAGE
To run the package:

Click the MUSAC Asset Manager Icon

Or Select  Start — Programs — MUSAC Financial Manager — MUSAC
Asset Manager

The splash screen will be displayed and then the main entry page will be
loaded and displayed.

Enter your Entry Code as requested and press the Enter key to
proceed.

Enter your Password as requested and press the Enter key to
proceed.

Press Enter to confirm the current date. Press the Enter key to
proceed.

Enter the Application code. Select from the list displayed. (To create
a new application, enter a letter not listed and click the Yes button
to launch the New Application Wizard)

Continue to the Main Menu.
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MUSAC ASSeT MANAGER MAIN MENU

[ MUSAC Assets — - = | B |t
= 5
= *
0. Maintain Assets h,é"/
Financial Manager R ‘
Assets 14.1 E— o ‘
3. Backup/Restore/Rebuild DB \:J"21
4. Setup the Package 1% ‘
5. Change Application - ‘
&, Help 4 ‘
7. Exit the Package. )
A a ] ,‘
Edit Record FZ¥ | | Add Record FBY || PrintList F4 M4 | |Dep. Cale. F5*% User : MUSAC
Application : J - JASSETDB.MDB
Directory  : E:\SCHOOL DATA\HELP
DESK\PORIRUA COLLEGEY
EditField F6 "% || Defaults F7 ¥ || Print Sum. F8"% | |Rep. Design F5%

The Up, Down, Left and right arrows help you navigate around the menu.
Home takes you to the first menu item and END takes you to the last item.

To activate a menu button you may:
1. Hold down the ALT key and press the underlined hot key or

2. Use the arrow keys to move the focus to the required button and
press ENTER or

3. Mouse CLICK the required button.

MAIN MENU BUTTONS SUMMARY

Moving the mouse arrow over any menu button will display a description of
its function in the message box to the bottom left of the screen.

Function key F1 will call the context sensitive help file.

Asset Menu — A drop down Windows type menu, containing an alternative
way to select the menu functions.

MUSAC About — The Licensed Name and program version numbers are
displayed here. System Info — the Microsoft system information page is
displayed and all your system details can be displayed and printed out.

154 Asset Manager



MUSAC Financial Manager

Notes — The MUSAC Financial Manager Readme.txt file is displayed listing
the latest changes that have been made to the package.

Hot Buttons — Eight hot buttons are provided to bypass menus and take
you directly to Data report pages. These menu buttons can be configured
in the package setup module. Select ‘4. Setup the Package’, ‘O Specify
Application Details’, ‘2. Background/Hot Keys’.

0. Maintain Assets - Displays a second menu page.

‘0.Maintain’ is displayed in the top left-hand corner to indicate the
menu stream being taken.

(@ MusaC Assets N— SRRCEC X
E
0. Edit a Record Gy
Financial Manager s csar Q)
Assets 14.1 - o
3. Delete a Record — ‘
4. Undelete a Record \g‘
5. View Data Table ==
6. Calculate Deprediation 8
7. Asset Reports =]
8. Asset Utilities w“ ‘
9. Exit to Main Menu “ ‘

O.Edit a Record - displays a Data Editing module for editing asset
records and asset transaction data.

1.Edit a field — displays a table where a pecific field in the data
table can be edited.

2.Add a Record —displays the data entry modulefor adding new
assets. (See page 53)

3.Delete a Record - displays the table of assets where records can
be flagged as deleted.

4.Undelete a Record - displays the table of records flagged as
deleted and allows them to be flagged as active again.

5.View Data Table — displays the asset records in a table format.
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6.Calculate Depreciation - displays the depreciation calculation
module.

7. Asset Reports—takes the user directly to the Report Menu
without first returning to the Main Menu.

8. Asset Utilities - takes the user to a third menu page as shown

below.
" musac assets — NET)
= 0. Delete Old Transactions — ‘
Financial Manager 2|
ASSG‘tS 1 4 . 1 2. Asset Stock-Take V ‘
3. Exit to Main Menu “ ‘

h ———

Here the user may select :

‘0. Delete OIld Transactions’ (also available from the
Utilities Menu) or

‘1. DB Maintenance’. Database Maintenance displays the
module used when making bulk changes to the Assets in
the data table.

1.Reports Menu- displays a second menu page.

‘1.Reports’ is displayed in the top left-hand corner to indicate the
menu stream being taken.
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'._d MUSAC Assets — | [

- Q Print Asset Reports h,‘ ‘

Fi nanCial Manager 1. Print Asset Detail Summary é ‘
Assets 14.1 2 rtoaresasnprorcin [

3. Print Cat/Loc/Dep Lists 8 ‘

4. Print Utlity Extension Reports h ‘

5. Report Design Ll ‘
&, Print Audit Trail/Log File k‘-ﬁl

Z. Print Stock-Take Reports % ‘

8. Exit to Main Menu A ‘

O.Print Asset Reports — design and print lists of assets. Select
and print details of particular assets.

1.Print Asset DetailsSummary — direct to summary report
module.

2.Print Depreciation Projection — edit the projected purchasing
details and print the projected capital purchase and depreciation
table for the next 10 years.

3.Print Cat/Loc/DeplLists — print routines for printing the lists of
Categories, Locations, and Departments.

4.Print Utility Extension Reports — direct to module for
designing, selecting and printing a wide range of reports on data
held in the Utility Extension tables.

5.Report Design — select report, edit report, new report, print
report, print report construction, delete report, update export table,
Utility Extension data entry screen design editing.

6.Print Audit Trail& Log File — view and print selected sections of
the Audit trail and package activity log file.

2.Utilities — displays a second menu page.

‘2. Utilities’ is displayed in the top left-hand corner to indicate the
menu stream being taken.
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[ Musac Assets — - = =0 |
0. Delete Old Transactions L ‘
Financial Manager ot é‘
Assets 14.1 2 Concs =]
= =
3 Faility Use &;o/
4, Key Issue and Reporting S ‘
5, Name File 8
6. OSH Management I ‘
Z Property Maintenance \.'V
8. Exit to Main Menu “ ‘
K

0O.Delete Old Transactions — select and remove transactions that
have been flagged as deleted from the database.

1.Capital Purchase — Utility Extension editing module for these
records.

2.Contacts — Utility Extension editing module for these records.
3.Facility Use - Utility Extension editing module for these records.

4.Key Issue and Reporting - Utility Extension editing module for
these records.

5.Name File - editing module for these records.

6.0SH Management — Utility Extension editing module for
Accident, Hazards and Hazardous material records.

7.Property Maintenance - Utility Extension editing module for
these records

3.Backup, Restore, Rebuild the database — call the backup module,
‘Single DatabaseMode’.

4.Set up the Package — displays a second menu page.

‘4. Setup’ is displayed in the top left-hand corner to indicate the
menu stream being taken.
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.—m MUSAC Assets R — - SE)
U Spedfy Application Details Eh ‘
F]nanc]al Manager 1. Adjust the file of Users d‘fﬁ‘
ASSE‘tS 1 4 . 1 2. Setup the Printer Defaults .—EA-.
3, Ext to Main Menu “ ‘ f

L ———

0.Specify Application Details — names, addresses, phone, fax,
passwords, backup reminder, accounts link, associated directories.

1.Adjust the file of Users — add, edit, or delete user access to all
Financial Manager modules. Print user list.

2.Set up the Printer Defaults- Printer, fonts, and margins.
5.Change Application — Change to another database.

6.Help — Call the package help file.
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Asset Manager and Utility ExtensionTasks

‘How DO | DO THIS?’

This section includes a number of ‘How do | do this?’ tasks. Each task is
described in a flow chart format with comments where appropriate.

MAIN MENU HOT KEYS

On the Main Menu there are eight menu buttons in a block in the middle of
the page. If you move the mouse arrow over them, a description of their
function will be displayed. e.g. Hot Key F3 - Add a new record to the
database.

Edit Record F2% || Add Record FEN ||| PrintList F4 P || Dep. Calc. F™

EditField F& F% ||Defaults F7 ¥4 ||| Print Sum. F8"% ||Rep. Design F5Y

Function Keys F2 to F9 have been allocated to these menu buttons. In the
example above, clicking the menu button, or pressing the F2 function key
will load the AssetData Editing module ready to add a new asset.

These menu buttons can be configured to your most frequent tasks.
To customise the buttons select:

Setup the Package

Specify Application Details

Background/Hot Keys

The Main Menu Hot Keys defaults are displayed. Select and highlight the
menu to be customised. Press the right arrow or click the drop button (the
[>] button to the right of the control.) to display the list of menu
destinations available. Select and click the task to apply. Click RETURN
and EXIT to save the changes and return to the main menu.
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-
[} MUSAC Assets - = | B eS|

Set the Hot Keys and the backaground texture and colour. ‘

Main Menu Hot Keps Background Colour
(s Colour 1 " Colowr 14
P2 |Fz Edit Recard Edit a racord j  Colow 2 £ Colour 15
- " Colowr 3 " Colowr 16
‘FS Add Record Add a new record to the dij " Colow 4 " Colow 17
- — _ _ _ " Colow §  Colour 18
‘F4 Print List Print User Defined lists. j  Colowt  Colow 19
5 e " Colour 8 " Calowr 20
‘FS Dep. Calc. Calculate Depreciation. j
" Colowr 3 € Colow 21
e — - — " Colour 10 " Colow 22
‘FG Edit Field Quick edit a field through lhej
" Colow 11 " Colow 23
F7 ‘F? Defaults  Specify Application Details/L j " Celaur 12 " Colour 24
" Colowr 13 © User Defined Calaur
F8 ‘FB Print Sum. Print Asset Detail Summary j Set Colour

F9 ‘Fﬁ Rep. Design Multi Line Report Design hj

Fieturn to the Defaults Menu, f
iReturn

L

Change the Background colour
From the Main Menu select:
Setup the Package
Specify Application Defaults
Background/Hot Keys

Your computer monitor and video card will determine the colours and
background textures that can be displayed in your package. Try the
various textures or click the ‘Set Colour’ button to display the colour
control. Try out some colours and click OK. Select ‘User DefColour’ to apply
this setting.

EDIT THE APPLICATION DEFAULT SETTINGS
From the Main Menu select:
Setup the Package
Specify Application Defaults

Default Settings
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[ MUSAC Assets - =RACE X |

Set the Application Defaults. |

tpplication Name |JASSETDB MDE

Trade MName |Cn||ega

Address 1 | Application Password [labolg

Address 2 |

" Automatic access for Level 3+ User

Address 3 |
Address 4 |
Phone |
Fax |

= Always ask for application password

B ackup Reminder for Application :J

Curently recording 1 exits since the last backup
Email | was made.

Link to MUSAC Accounts Application D atabase

&+ Use Database Directary set in User Access

" Custom select the MUSAC Accounts Directony Fieminder trigger number |40 Z‘

MUSAC Aocounts Di. [Ex\School Datal j
MUSAC Ace. pp. [& [~ Attach Photas
OE Led Mumber |89660.00 j Fitst Accounting Month [January

Fetumn to the Defaults Menu. m~

Return

&

Name and Details. Starting from the top enter the name for this
application and then the details of the entity owning the assets.

Link to Accounts. If the package is to link to the MUSAC Accounts
database, first set up the Accounts package and the full chart of accounts.
When that is done you can enter these settings and link to that application.
These settings will only be used if the ‘Record Added Assets into MUSAC
Accounts’ flag is set in the Asset Transaction Defaults page, or ‘Record
Depreciation in a batch file for Accounts’ defaults is set in the Depreciation
module.

If the package is to link to a MUSAC Accounts database set the directory
holding the database. The default setting is the first option where the
location is set in your User Access code. The second option and the
directory field below are used in special distributed database situations.
Contact MUSAC for help in this area.

Select the code for the Accounts applicationto be linked.

Select the Public Equity, Owners Equity or Capital Purchase ledger
number from the chart of accounts selected above. If ‘Record Added
Assets into MUSAC Accounts’ has been selected the transaction will debit
the Asset ledger assigned to the asset’sCategory and credit this ledger
number. If this ledger number is set to the Equity ledger number the
transaction will capitalize the asset value. Alternatively, the ledger number
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could be set to a Revenue/Expense ledger (e.g. Capital Purchase) to
provide greater detail in the monthly reports and be capitalized later.

Password. Enter the password for this application. If the password is left
blank the password test is turned off and no password is required.

Set the password testing conditions. The first option allows direct
access to the package without asking for a password if the user has
supervisor level of access. The second option will ask for a password if a
valid password was entered in the password field above.

Backup. Enter the number of times you may exit the package before a
message is displayed to remind you to make a backup of your database.
Set the number to O to de-activate this function. (It only takes a computer
crash with loss of data, and no recent backup to encourage you to turn this
function back on again and make regular backups!)

First Accounting Month. Enter the first month of the financial year.

EDIT CATEGORY, LOCATION, DEPARTMENT, KEY AND

NAMEENTRIES
From the Main Menu select:

Setup the Package
Specify Application Defaults
Cat/Loc/Dep/Key/Name

Select the required table from the list at the top of the screen and press
‘Display List’.

You are able to add, delete, edit and tag the records. If the record has
been allocated to an asset you will not be permitted to delete it. If you
change any detail on a record then all assets that have this record
assigned to them will be updated.

When editing a Category record the Ledger Number Drop button (The [>]
button to the right of the control) will display the MUSAC Chart of accounts
set in the application Defaults page. If not linked to a ‘MUSAC Application’
just enter the appropriate ledger number — up to 20 characters. Enter the
default depreciation percentage for the category. This will help speed up
data entry when adding new assets.

When adding a Key to the Key table, enter the key description, a code for
the key and select a location already entered in the ‘Location’ table.
Locations are sorted alphabetically. If you start typing in the Location, the
table will be searched and the nearest Location will be displayed. Select
and press Enter to apply this Location to the Key record. Save the record.
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Click ‘Print’ to print the selected table to the printer.

CuUsTOMISE THE DATA ENTRY AND EDIT SCREENS

Before changing any of the display settings, it would be advisable to make
a backup of your database and the current settings.

Now you are ready to customise your Asset data entry screens.
From the Main Menu select:
Setup the Package
Specify Application Defaults
Data display
Select the display you wish to edit from the top panel.
Edit+  Asset edit data entry pages with maximum flag option
Edit- Asset edit data entry pages with minimum flag option
Add+  Asset add data entry pages with maximum flag option
Add- Asset add data entry pages with minimum flag option
Disp+ Asset disposal data entry pages with maximum flag option
Disp- Asset disposal data entry pages with minimum flag option
Dep+  Asset depreciation data entry pages with maximum flag
option
Dep- Asset depreciation data entry pages with minimum flag
option
Rev+  Asset revaluation data entry pages with maximum flag
option
Rev- Asset revaluation data entry pages with minimum flag

option

Click the ‘Edit’ button to display the list of available fields

Select the field and click ‘Edit field’

On this panel you can set:
Enable data editing. Set to view only or to edit the data.
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Visible. Set the data field to be visible or invisible.

Title. Set the field title.

Tab. Set the data entry tab order.

Location. Set the location of the data entry control on the page.

Save the new settings for the field and then view the display. You may
then choose to edit again, or, if you are satisfied, save the new display

settings as you leave the data display screen.
ADJUST THE FILE OF USERS
From the Main Menu select:
Setup the Package
Adjust the File of Users.
The User Access module will be launched and display its Main Menu.

This module is shared by all the Financial Manager packages. See the
‘Financial Manager User Access’ chapter starting on page 23 for details on
how to add and edit a user record.

SET UP THE PRINTER DEFAULTS
From the Main Menu select:
Setup the Package
Set up the Printer Defaults.
Settings for Report Printing

By choosing ‘1.Settings for Report Printing’, you mayset the margins, line
spacing and page border, and set the Font details for Headers, Normal
print, Expanded print and Condensed print. Save the settings and print a
test page to check that reports can be printed.
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Printer Setup Module

Line Print Quiput Port

+ LPT1 " LPT2
" com1 " com2
" Default Printer

Printer default loading option

Printer Selection: On Loading use
™ the printer selected for this
terminal. a. Test Print

Settings for Report Printing

Printer Selection: On loading use
{* the printer last selected in the Print
Setup for this package.

Printer Selection: On loading use
™ the printer settings allocated to the
USER code.

Select the printer and set the Fonts, Margins and line spacing for
printing Reports. 4. Exit to previous menu i “ s

SET ASSET DATA MODULE DEFAULTS

[ MUSAC Assets —

Default settings for Application : J JASSETDE MDB |

Adding Records Data Display Mode
" Printa Log of New Records " EditaRecord ™ Min. Display
" Print Details of each New Record  EditaField
& Avoid printing New Asset Report & Add a Naw Asset ™ Min. Display
" Automatically Record Entries into MUSAC Accounts " Delete a Record I~ Min. Display
@ Do NOT Record Entries into Accounts " Un-Delete a Record [~ Min. Display
Deleting Records Editing Records Report Output to!
¢ Printa Log of Deleted Records  Printa Log of Edited Records  Printer  Access
 Print Details of each Deleted Record " Awvoid printing Edit Report * Screen " Excel
& Avoid printing Deleted Report, " File  wWord
Edita Record - Table to include:

& Location Log Report Format ‘DEfE‘UM
~

Benatin=nl Detail Report Format ‘AEEE”

Edit Detai Report

(<[ [ =] (e

Brinter sstup

Edit Display Templates

Retum to the Selection Menu,

S|

Return

From the Main Menu select:
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0.Maintain Assets
2. Add a Record
Defaults

This default page applies to the ‘Add a Record’, ‘Edit a Record’, ‘Edit a
Field’, ‘Delete a Record’ and ‘Undelete a Record’ functions used for
maintaining records.

ADD A RECORD
New Record Report. When adding new assets you may select to:

Print a single line log of any new records when leaving the
moduleor

Print a detailed multi-line report of any new records when leaving
the module or

Avoid printing a report

Record entries into MUSAC Accounts. With this option button you can
select to create a batch file of added records that will be processed next
time an operator enters the MUSAC Accounts for Windows package. The
default setting for the location of the accounts package and the correct
accounts application code must be set up in the Asset Manager Defaults
page. See ‘Edit the Application Defaults’ which starts on page 51. The
correct ledger numbers must be set up in the ‘Category’ table. See ‘Edit
Category, Location, Department, Key and Name Entries ' on page 53.

DELETING RECORDS
When deleting assets select to:

Print a single line Log Report of deleted records when leaving the
module or

Print a detailed multi-line Log Report of deleted records when
leaving the module or

Avoid printing a log of deleted records.

EDITING RECORDS
When editing assets select to

Print a single line Log Report of edited records when leaving the
module or

Avoid printing a log of edited records.

Asset Manager 167



168

MUSAC Financial Manager

REPORT OUTPUT
Select the destination of the report from the following options - Printer,
Screen (with a printer option), File, Microsoft Access, Microsoft Excel or
Microsoft Word.

REPORT FORMAT
Log Report Format. Select the single line report format to be used when
printing log reports. Click the button [>] to the right of the field to display
the report selection and design module. A new report format can be
created, given a name and the desired fields set out and sized to your own
requirements. Standard fonts or custom fonts can be selected. Save the
changes and select the report for printing.

Multi-line Format. Select the multi-line report format to be used when
printing detail reports. Click the button [>] to the right of the field to
display the list of reports available. These reports can be added to and
edited by clicking the menu button ‘Edit Detail Reports’. The new reports
can be saved and selected from the new list.

DATA DISPLAY MODE

This panel displays the current page display settings selected when you
came into this module. Here you can change to another data mode quickly
without going back to the Main first. e.g. If you came into this module
through the asset edit menu and you wish to now change a single field
over many assets, select the default button to display this page, select
‘Edit a Field’ and click the RETURN button. You are now ready to select the
edit field, display the record table and edit the field.

The ‘Min’ Display remembers the Maximum/Minimum display setting used
the last time you were in that data page. This is another place to change
that setting before displaying the page.

EDIT CUSTOM SEARCH

This search utility is called in many parts of the Asset module when
selecting reports to edit or to print.

From the Main Menu select:
0.Maintain Assets
0.Edit a Record
You may edit the Custom Searchby selecting

3. New Custom Search — which will display the Search design page.
The default Search Name is displayed with a date time stamp.
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Rename the search if you wish to save it for later use, and then edit
the search criteria, as described below, before saving and searching

or

4. Search Menu page — which will display a list of existing searches

that you may use or edit.

Search Name Sort Order

I wildeard search

[~ Calegory

I~ Location I~ Depattment 2
[~ Department 1 I~ Depattment 3
[~ Amourt

I~ Date

I Status I Service Agent
I~ Method I Insurance Co

I~ Frequency
= Sart Ascending Order

Iterm

" Sort Descending Order

L

I~ Has Keys issued I™ Fully Disposed 4 years ago @ AND search logic

" O search logic

Sot the results in Descending Order. 2 to A then 3 to 0,

Search Menu Page

Search Records

SORT ORDER

Select the field to be used for sorting the database. The default is to sort
on the ‘Item’ field. Click[>] to the right of the field, to display the available
sort fields. Click the required field to close the table and allocate the field.

SELECTION CRITERIA

There are fifteen check boxes providing selection options. Click a check
box and a tick will be displayed indicating that this criterion will be used in
the search. When a box is ticked further search condition details will be

displayed.

If no boxes are selected all records are included.

Wildcard. The search will look for the string entered here.

The string is

not case sensitive. If it is found in any asset record, the record will be

included in the selection.
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Category. Click[>] to the right of the field to display the available
Categories.Tag the Categories to be included in the search.Click ‘RETURN’
to record the selection. The display will indicate the number of categories
you have selected.

Note. While you are in the selection mode you can also edit the Categories
table.

Location. Click[>] to the right of the field to display the available
Locations. Tag the Locations to be included in the search. Click ‘RETURN’
to record the selection. The display will indicate the number of Locations
you have selected.

Note. While you are in the selection mode you can also edit the Locations
table.

Departmentsl, 2, 3.Click[>] to the right of the field to display the
available Departments.Tag the Departments to be included in the search.
Click ‘RETURN'’ to record the selection.The display will indicate the number
of Departments you have selected.

Note. While you are in the selection mode you can also edit the
Departments table.

Amount. Choose between the amount being ‘Less than and equal’,
‘Equal’, ‘Greater than and equal’ and ‘Between and equal’ to the amount(s)
you enter. Click[>] to the right of the Amount field to display the amount
fields available for selection. Click to select the field required.

Date. Choose between the date being ‘Earlier than and equal’, ‘Equal’,
‘Later than and equal’ and ‘Between and equal’ to the date(s) you have
entered. Click[>] to the right of the Date field to display the date fields
available for selection. Click to select the field required.

Status. Use the arrow keys to toggle the data field to select the Status
option required. The available options are — Owned, Leased, Rented,
Community or N/A.

Method. Use the arrow keys to toggle the Depreciation Method field to
select the option required. The available options are — Straight-line,
Diminishing Value, or N/A.

Frequency. Use the arrow keys toggle the Depreciation Frequency field
to select the option required. The available options are — Annual, Half
Yearly, Quarterly, Monthly or N/A.
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Service Agent. Click[>] to the right of the Name field to display the
names available for selection. Click or press ENTER to select the Service
Agent name required in the search.

Insurance Company. Click[>] to the right of the Name field to display
the names available for selection. Click or press ENTER to select the
Insurance company name required in the search.

Has Keys Issued. Click to look for assets that have keys issued.

Fully disposed 4 years ago.Click to look for records have been fully
disposed, over 4 years ago.

SORT ORDER
Select to sort in Ascending or Descending order.

SEARCH LOGIC

AND search logic. ALL the search conditions must be met for the item to
be included.

OR Search logic. If any of the conditions are met the item is included.

SEARCH MENU PAGE MENU BUTTON

Display the list of past searches available for use. In this page you can
select to create a New Search, Edit Search, Delete Search, Edit as New
(duplicate) or Search Records. Select a search description and click the
menu option you require.

SEARCH RECORDS

You will be given the opportunity to save you search parameters for future
use, before going on to collect and display the records that meet the
search conditions.

ADD A NEW ASSET
From the Main Menu select:

0.Maintain Assets
2.Add a Record
Add New Asset

The data entry page will be loaded with a blank record, as it has been set
up in the data display defaults.
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P_, MUSAC Assets - )
# Max  C Min
e [Tt stas [Owned O/LIR/CAN
Mumber |3 Frequency (Annual — M/Q/HEAMN
Model Method [Straight Line /0N
el | Depreciation % [10
Mumber oflems 1 Bacods PuchsonDote [06-Dec 20l
Category ‘«BIank) & Disposal Date ,7
Losaion <Blank> » ToolPushase Cont 100
Department 1 ‘«BIank) j Total Cast to Dep luwi
Responsibilty ‘ Residusl Value luwi
Ergrave | Depreciation to Date [0.00
Resticton Book Value [0.00
Insuance Co. [¢Blanka j Last Depreciation |0.00
s RenewDae [~ = LastDepreciation Dt [~ =
mepiceflOD RephosdueData[- =
History 1
History 2
History 3 ‘
gd\l Transaction L_l Add Tran L 1 1| Previous < Next r 4 ScanMode .‘T:Q Exit N
Deta Field. Lip, Dowin, Home, END - Save Button, Right Aiow - Drop Button

The Max/Min button in the top right corner switches the data entry display
from the Max — full data entry field display to Min — the restricted data
entry display of essential fields. These field displays can be customized via
‘Defaults’ on the previous page, ‘Edit Display Templates’.)

Enter the details into the data fields required and press enter to move to
the next field.

In the Category, Location and Department fields you may start typing the
name, press the right arrow or click the drop button (the [>] button to the
right of the control.) to display the list of possible table items. Use the
mouse, search, press enter or click to select the item from the table to
allocate. If the item is not in the table press the control key and the ‘E’ key
(Ctrl+E) to display the ‘ADD’, ‘EDIT’, ‘DELETE’ buttons. Items can then be
added, edited, deleted or selected from the table. If the item has been
applied to any data record it will not be available for deletion. Pressing the
Enter key will return control to the selection mode again.

By default the purchase date is set to the package date, but it can be
adjusted if necessary.This is used when calculating depreciation elsewhere
in the package. The DAY of purchase is used to work out the correct
number of days of the year to depreciate the asset, if it was purchased
during the year. The note field at the bottom of the screen will give
guidance as you enter the data. Move the mouse over the field to display
the correct note.
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Pressing the END key will to set focus to the SAVE button.Press Enter to
save the record.

You are then given the option to select YES to insert another record or
CANCEL to return to the main menu.

If you select to enter another asset you are also given the option to copy
the details from the previous record or to start the new record with blank
fields.

EDIT AN ASSET
From the Main Menu select:
0.Maintain Assets
Edit a Record
The menu buttons then offer the following search choices.
All Records Alphabetically.

Use Last Search. — Collect and list the assets on file that meet the last
selected search template (named in the note).

New Custom Search. — Display the Custom Search Design page to create
a new search template. See the ‘Edit Custom Search’ on page 59 for more
details

Search Menu Page — Display a list of existing searches available for use.

Once the search has been completed, a scan list will be displayed showing
all the asset records meeting the selection criteria.

To find the asset record you require, use your mouse and the scroll bar or
the arrow keys to search the scan list. Alternatively, start typing in the
name of the asset and the table will be scanned to find the nearest fit. (To
clear the search buffer and start a new search, press the up or down arrow
key.) Select the record, press Enter and then click ‘View Record’ to display
the record details. You may also click the record and then click ‘View
Record’.
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[ MUsAC Ascets - o[ [ |
& Max  © Min

Item ‘Test Status ’m

Nurber ‘3 Frequency ,m

Madel ‘ Method ’m

Senal‘ Depreciation % [10

Humber o heme [1 Barcade Puchass Date [I6-Dec2013

Category ‘(Blﬂnk) 5 Disposal Date ,7

Losation ¢Blank> ﬁ ToolPuchsssCost 000

Department 1 [<Blank> j Total Cost to Dep. ,Dmi

Fiesponsihilty ‘ Residual Vale lunni

Engrave | Depreciation ta Date (0100

Resticton sokvae[000

insuerice Co. [¢Blank> j Last Depreciation lﬂﬂﬂi

s Renewbae[ - - LsstDeprecisionDate [ - -

e Fiesf000 RepboodaDae[- =
History 1 ‘
History 2 ‘
History ‘

Edit ([ zromsscsan [ addTon || previows | et r 4 EicR e { [ b4 ‘

‘ Data Field. Up, Davn, Home, END - Save Button, Right Atow - Drop Buttan

The record details will be displayed, and the following menu buttons will
bedisplayed along the bottom of the screen.

Edit — Change the data fields from read only to Edit mode. Edit the fields
as required and then click the ‘Save’ button to save the changes back to
the database.

Transac — Display the list of transactions associated with this Asset.
These could include Purchase, Depreciation, Disposal and Revaluation
transactions. The most common display will be one purchase transaction
followed by all the depreciation transactions. You can see at a glance the
depreciation history of the asset. These transactions can be selected and
edited or deleted.

Add Tran — Select to add a new transaction to the Asset.

Purchase — This is where you record updates or additions to the
asset.

Revaluation - You may wish to revalue an asset. Record the
changes here.

Depreciation — A depreciation transaction can be added manually
here. This would only be in exceptional circumstances as
Depreciation transactions are normally createdusing the ‘Calculate
Depreciation’ module
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Disposal — This is where you record the Disposal of the asset. Set
the disposal date and sale price and then, save the record. The
asset should be left on file for at least four years before you
considering deleting it.

Previous — Display the details of the previous record on the scan list.
Next - Display the details for the next record on the list.

Scan Mode — Return to the scan list display.

DISPOSE OF AN ASSET
From the Main Menu select:

0.Maintain Assets

Edit a Record

All Records Alphabetically
Select the Asset to be disposed.

View Record

Add Transaction

Add Disposal

Record the Disposal date and select the name of the purchaser. Enter the
Sale Price and the Cost Price of the asset that was disposed. By default
the values listed are for a full disposal. Adjust the values if this is a partial
disposal. Add any notes if necessary.

Save the transaction.

Do NOT delete this record of the asset for at least four years. It is needed
to provide the details of the value of assets at the beginning of the year
when printing the ‘Asset Details Summary’.

EDIT A FIELD

There are times when you wish to change the details in one particular field
fora number of asset records. e.g. Update the depreciation percentage for
buildings from 5% to 6%.

From the Main Menu select:
0.Maintain Assets
Edit a Field

Select the field to edit from the display on the left. (e.g.
Depreciation)
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The menu buttons then offer the following search choices.
All Records Alphabetically.

Use Last Search. — Collect and list the assets on file that meet the last
selected search template (named in the note).

New Custom Search. — Display the Custom Search Design page to create
a new search template. See the ‘Edit Custom Search’ for more details

Search Menu Page — Display a list of existing searches available for use.

Perform the search and collect the transactions. (e.g. ‘New Custom Search’
— Change Search Name to ‘Depreciation’ — Sort Order to ‘Depreciation %’ —
Select ‘Category’ and tick 'Buildings’ - Save and Search) The list of assets
will be displayed with the field to be edited in the right side column.

Edit. Select the first record to edit and click the ‘Edit’ menu button. A data
entry field will be displayed. Enter the new value and ‘Save’ the changes.
The saved value will be placed into the ‘Hold’ field.

Hold. Select the record with the data you wish to copyand click the ‘Hold’
button.

Paste. Select the records to update and press the ‘Paste’ button to insert
the data into the fields. Select a single record to paste to or use the
mouse to select a range of records and update multiple records. (Click the
first record with the left mouse holding the left button down as you drag
the arrow down the table highlighting the selected records. Release the
mouse when the whole range has been selected.)

Tip! To select multiple records, highlight the first record — hold down the
shift key and the arrow down key to highlight the required records. Alt+P
to paste to these records. Hot Keys. Alt+S, Alt+E, Alt+H, Alt+P, Alt+D,
Alt+X.

DELETE AN ASSET

If an Asset is ‘Disposed of’ the record should be EDITED and a transaction
added to dispose of the asset, giving the date and details of the disposal.
|The asset should NOT be deleted at this stage.|The information on the
asset record is needed in the preparation of the Asset Details Summary
Reports. The only time it may be appropriate to use the facility is if the
original addition was an error, and has been identified as an error in the
same financial year.

Assetsmay be deleted when no longer needed for reports (four years after
disposal is usually safe) however it is best practise not to delete these at
all for future reference.

From the Main Menu select:
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0.Maintain Assets
Delete a Record
Disposed records 4 Years +

(The reference date used to calculate 4 years is the date set on
entering the package) The list of assets that have been disposed of
over four years ago are displayed.

Delete/Undelete. Toggle the selected record as DELETED or set
the record back to active.

View. View the details of the selected record.

Defaults. Display the defaults page for setting the log printing
defaults or changing to another Data Display Mode.

Exit. Return to the main menu.

These records have been flagged as ‘Deleted’ but are still in the
database and can be returned to ‘Active’ again. See ‘Undelete a
Record’

At a suitable time you may wish to remove these deleted records
from the database. See ‘Delete Old Transactions’.

UNDELETE AN ASSET

Oops! You have made a mistake and wish to undo a deleted record and
set it back to active.

From the Main Menu select:
0. Maintain Assets
4. Undelete a Record
All Records Alphabetically
The list of assets that have been flagged as deleted is displayed.

Delete/Undelete. Toggle the selected record back to active or set
the record as DELETED.

View. View the details of the selected record.

Defaults. Display the defaults page for setting the log printing
defaults or changing to another Data Display Mode.

EXit. Return to the main menu.
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DELETE OLD TRANSACTIONS

The time has come to clean up the database of all those disposed and
deleted records. Before continuing, make a backup of the database and
store it in a safe place.

From the Main Menu select:
2. Utilities Menu
0. Delete Old Transactions

This utility allows you to remove DELETED transactions from the
database. There are four options and the display panel gives a
summary of the number of records involved at each of the dates.
Select your option and delete the records.

A screen will be displayed asking you to confirm what you are about
to do. Change the default from Cancel to OK and delete the
records.

Remove ALL Deleted Records.

Remove Del.Disposed 3Yr+ records. — Remove all records that
are flagged as deleted and completely disposed of over 3 years
prior to the date set on entering the package.

Remove Del.Disposed 4Yr+ records. — Remove all records that
are flagged as deleted and completely disposed of over 4 years
prior to the date set on entering the package.

Remove Del.Disposed 5Yr+ records. — Remove all records that
are flagged as deleted and completely disposed of over 5 years
prior to the date set on entering the package.

VIEW DATA TABLE

This database uses over 18 tables to hold the data files. Fields in some
tables contain ID links to data contained on other tables. This utility allows
you to view the contents of the tables or export the contents to an
external password free Access Database or to an Excel Spreadsheet ready
for viewing in Microsoft Access or Excel.

From the Main Menu select:
Maintain Assets
View Data Table

Select the table to view and then select the view method.
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CALCULATE DEPRECIATION
From the Main Menu select:

0. Maintain Assets

6. Calculate Depreciation

(1] MUSAC Assets | B e S

Calculate Depreciation for Assets in Application : J JASSETDE.MDB |

Next Depreciation Date

DEPRECIATION DEF&ULTS 31-Dec-2013

Caiculatz ANNUAL depreciation on 1 assets.
The remairing assets are depreciated as (allovs -
0 Quarterly, 0 HaFVear, and D Manthly

Proceed calculaling without pause.
Proceed without printing a transaction lag.
Completed Annual Depreciation Dates
Do not include assets tat are less than one month old P Mo De VEE\E(IE”\ found.

Do nct display a warning if the previous period's depreciation has ot been completed. P

The first month of the Accounting Financial Year i January,
MUSAC Windows Accounts ledger format.

FReport output to the screen,
Fiint copy of the deprecistion enly. Do NOT record in Accounts

The package has been lnaded once since the last backup was made. Calculate Depreciation
= “
Frint Asset Detall Summary
Backup Datzbzse =
Defaults B

Defaults that apply to Depreciation arc listed here: These may be changed by chossing the
DEFALLTS menu button.
Exit
= (o)

Next Depreciation Date. Check the date and adjust if

necessary. The panel below listed completed
depreciation runs, to help you choose the correct
date.

Depreciation Defaults.The Depreciation Default settings are displayed on
the left-hand side of the screen, so that you can check the settings. If
changes are required, click the ‘Defaults’ menu button on the right. To
help you set up your defaults correctly, details of each setting are
displayed in the help panel at the bottom of the defaults page. Move the
mouse pointer over the control or option button and the description will be
displayed. It is here that the link to MUSAC Accounts for the depreciation
log file is set up.

Backup. If you have not made a recent backup of the
database. Make a backup NOW by selecting ‘Backup
database’.

Calculate Depreciation. The depreciation process will
start. If the ‘Pause for approval’ default is activated
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the depreciation calculation screen is displayed with
the ‘Before’ and ‘After’ details ready to ‘Skip’ over or
‘Record’ the depreciation transaction. When the
depreciation run has been completed you have the
option to EXIT without recording the depreciation
transactions back to the database. You may then
choose to print the depreciation batch file created
during this calculation run.

Print Asset Detail Summary. Check the default
settings and change if necessary. Print the report.
Note! The Portrait setting prints less detail while the
Landscape report prints the full report. Details of
depreciation transactions can also be printed from
here.

DATABASE MAINTENANCE
This utility provides a number of routines to update details in all the Asset
records in the database. If the function you need is not here try the ‘Edit a
Field’ module, or using the ‘Help’ files in the program.

[ MUSAC Assets SRECE X

Database Mairtenance Utility for &pplication - J JASSETDE MDE ‘

& Copy PURCHASE COST to COST TO DEPRECIATE
" Copy CURRENT WALUE ta INSURANCE WALUE
" Round the Depreciation value to a whole § value.

" Undo LAST DEPRECIATION datedt

" Change Depreciation frequency to

 Change Depreciation method o

" Change Inswiance Company name to:

" DISPOSE of All Assets in CATEGORY:

" Check Database

 Importt Data

This pracess updates ALL records

If you wish to edit selected fields for selected records use the EDIT & FIELD wutility.
Frorn the MAIN MENU select: O maintain Assets - 1Edit a field - Select field and records - Edit Record -
Hold Change - Select Records and Paste Changes.

Update All Records = ‘

Exit to the main Menu

{Exit,
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From the Main Menu select:

0. Maintain Assets
8. Asset Utilities

1. DB Maintenance

Functions available are:

Copy PURCHASE COST to COST TO DEPRECIATE - in each of the
purchase transaction, the Purchase Cost is copied to the Cost to
Depreciate field. This has the effect of making the residual value
of the asset zero.

Copy CURRENT VALUE to INSURANCE VALUE

Round the Depreciation value to a whole $ value - all depreciation
transactions will have their depreciation value rounded up to the
to whole dollars and the totals will be re-calculated.

Undo LAST DEPRECIATION dated... - choose a date from the list.
This function will delete all the depreciation transactions for that
date and re-calculate the totals.

Change Depreciation frequency to .. - Select the depreciation
frequency and then update all assets to this setting.

Change Depreciation method to .. - Select the depreciation
method and then update all assets to this setting

Change Insurance Company name to .. - Select the insurance
company name and update all assets to this name.

DISPOSE of All Assets in CATEGORY: - creates full disposal
transactions for all assets in the category chosen.

Check Database — checks for invalid data in all transactions for
each asset in the database.

Import Data — imports and merges another database, or name
file.

One you have made your selection you may be required to enter additional
information before clicking ‘Update ALL records’. You will be asked to
confirm your intentions before the update proceeds.

REPORTS

PRINT ASSET REPORTS
From the Main Menu select:
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1. Reports Menu
0. Print Asset Reports

Select the records to print or create a special search for the required
records. All the records can be printed or selected records can be tagged
and included in the report.

Select the output destination for the report.
Select the report to print. There are two types or reports.

1. The single line report prints one line per record. The formatting and
fields to be included in this line can be customised and stored for later use.
Click the drop-down button[>] to display the list of available reports and
the report edit menu.

2. The multi-line or page report option enables you to print the details of
the record over a number of lines. Click the drop-down button[>] to
display the list of available reports. Select the ‘Edit Multi-Line Report’
menu button to load the report design module to create or edit a multi-line
report.

ASSET DETAILS SUMMARY
From the Main Menu select:
1. Reports Menu
2. Print Asset Details Summary
Select the grouping for sorting and collection.
Select the components to be included in the report.
Select the output destination for the report.
Select the financial period to be covered by the report.
REPORT DESIGN
From the Main Menu select:
1. Reports Menu
5. Report Design

This module provides the routines to design multi-line and page print
reports and data entry screen formats used in this package. The reports
can be exported to disk for use in another application, or imported from
disk to be added to this application.

DATA EXPORT
From the Main Menu select:
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1. Reports Menu
5. Report Design
7. Datalist, Export table.

The raw data held in the database tables may be viewed and exported to
Microsoft Excel or Access.

Asset Manager 183



184

MUSAC Financial Manager

MUSAC Point of Sale

Wami— LW
Financial Manager

Point of Sale

Plaase anie your entry code_.  Press ENTER 1o sccepl

The MUSAC Point of Sale package is an extension to the MUSAC Accounts
package and provides Point of Sale (Till) data entry routines for Cash and
Invoice sales. All transactions are recorded in a Point of Sale database for
staff and sale analysis. Invoice sales are also recorded in the linked
Accounts database. When End of Day Banking is processed the till banking
batch is prepared for inclusion in the linked Accounts banking deposits.
The list of billable items that forms the shop inventory is held in the linked
Accounts database. This is a multi-user package and transactions to the
database can be made through the point of sale package or through the
MUSAC Accounts package, to the application database. In practice, the
Point of Sale package is used for sale data entry and the MUSAC Accounts
package provides all the associated Reporting, Statement, Debtor payment
and Banking functions.

FIRST TIME IN

SETUP

See ‘Installing the Package’ for details on loading the System files,
Program files and registration files.
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USER ACCESS

Before running the Point of Sale program and setting up a new database,
set up your User access rights and default database directory. If you have
not done this see ‘Add a New User’ in the Financial Manager User Access
module on page 189.

MUSAC ACCOUNTS

Before running the Point of Sale program and setting up a new database,
set up an Accounts application and edit the Chart of accounts to include
ledger numbers for Discount and for Rounding, which will be required by
the Point of Sale package. Edit the Invoice, Credit Note and Receipt
printing formats to be used in Point of Sale.

LOAD THE PROGRAM
From the START Button select
Programs
MUSAC Financial Manager
MUSAC Point of Sale
Or

Select the ‘Point of Sale’ button from within the
Financial Manager service module.

During the entry process, the following events will occur:

The program will load to the title page and ask for an access name.
Enter your Entry Code and press the enter key

Enter your password and press the enter key

Approve the date, and enter register code you wish to load. (If there are
no applications, enter the letter to be used as the code for the register that
you wish to create and follow the prompts in the Register Setup Wizard
module. See ‘Add a New Point of Sale Register’ below.)

The package is MULTI-USER NETWORKABLE.
You are now at the Main Menu.

ADD A NEwW POINT OF SALE REGISTER

Run the Point of Sale package. Enter your Entry Code and Password. Set
or confirm the package date.

You will then be asked to enter the required Register Code. (A list of codes
already set up is displayed.)
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Select an unused register code for the register that you wish to create and
type in the letter.

Reagizter Code - B - does not exizt! |
@ The databasze for thiz Begister Code does not exist,
Do pou wigh to create or load this Register?
Select YES to create and load thiz Register or change to another directary.

Select MO to ty another Regizter Code.
Select CAMCEL to exit the package.

Cancel |

Click YES to create and load this new register.

The Setup Wizard is loaded and a list of the MUSAC Accounts applications
will be displayed.

Select the MUSAC Accounts application that is to be linked to this Point of
Sale database.

Click ‘NEXT’ to proceed with the loading process.

When completed the Point of Sale main menu is displayed and then the
Defaults page loaded.

POINT OF SALE DEFAULTS

SETTING UpP
The default settings for the Point of Sale database are contained in four
pages.

Page 1
The following defaults need to be set.
Register Name. Give the register or till a name. e.g. Clothing

Register Location. Record where this register’s location. e.g. Clothing
Room

Note. Field available for notes.

Invoice Format. Click the [..>] button to display the list of formats and
select the Invoice format to be used by this register. This format can be
edited in the MUSAC Accounts package and is held in the linked accounts
application database.
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Credit Note Format. Click the [..>] button to display the list of formats
and select the Credit Note format to be used by this register. This format
can be edited in the MUSAC Accounts package and is held in the linked
accounts application database.

Receipt Format. Click the [..>] button to display the list of formats and
select the Receipt format to be used by this register. This format can be
edited in the MUSAC Accounts package and is held in the linked accounts
application database.

Cash Float. Enter the amount of Cash Float to be held in the register.

Min. Value. Enter the minimum amount to be charged for any cash
transaction. The rounding amount is to go into the Round Ledger number
below.

Floor Max Value. Enter the maximum amount to be charged on this
register.

Discount Ledger Number. Click the [..>] button to display the linked
chart of accounts.Select the ledger number charge the discount
transactions to.

Round Ledger Number. Click the [..>] button to display the linked chart
of accounts. Select the ledger number charge the rounding amounts to.

Quantity Decimal place. Set to O for whole numbers, or up to 3 for the
number of decimal places in the transaction quantity field.

Cash Batch Number. The current cash transaction batch number.

Cash Transaction Number. The current cash transaction number. When
printed it is preceded by the register and application code.

Register Password. In the top right hand corner the password protection
details will be shown. The password for this application will be visible and
the following options available - Auto access for level 3 user OR Always ask
for application password. Giving automatic access to the main program
user can improve speed of access. If the Password field is left blank then
no password is required, however, this is NOT recommended.

Backup Reminder. Enter the number of times you wish to exit from the
package before being reminded to make a backup of your database. Set to
zero to de-activate.

Retain Transactions. Hold the Point of Sale transactions for the selected
number of years. Old records will be cleaned up automatically when
leaving the package.

Receipt Printing. You may print either one or two copies of a receipt. If
the ‘save Cash Sales to Accounts DB’ box is ticked, CASH Sales will be
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saved as deposits to the Accounts package. See the program Help files for

details.
r N
|11l MUSAC Paint of Sale | B |
Default Settings for this Register. Page 1. |
|§ Register Password
| Password.  |abale
| " Automatic access for Level 3+
* Always ask for Password.
|MUSAC Tnvoice 1. j - - -
Backup Remmder for this Register
|MUSACCN2 j Currently recording 1 exits since the
| T j last backup was made.
100.00 Reminder trigger No. |40 ﬁ
0.05 Retain transactions for
3000.00  2Years (" 3Years & 5Years
Quantit(Not Found - 0 = Receipt Printing
(Cash |[Not Found - 1 *| | # Print One Receipt
= | € Print Two Receipts
Cash Tran. No. 1 =
2 an- e =1 |~ Save Cash Sales to Accounts DB
Enter a title or name for this register.
1 Printer Defaults = ‘
- Page 2 Page 3 Page 4 ‘ 2 Return to Main Menu i = ‘
Page 2

In the transaction entry page the function keys can be configured to
special tasks. The F1 function key is the HELP file by default but F2 to F9
can be assigned a special task. Click the [>] button for the key to display
the available list of tasks. Select the task and assign it to the key. The
range is extended by holding down the Control key and then the function
key, or the Alt key and the function key.

To the right of the panel you can select and allocate the screen
background colour.
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-

Save the changes to the default settings and return to the Main
Menu.

— o
1l MUSAC Point of Sale - (= i) e
Default Settings. Hot keys and Background. Page 2. |
F2 | cteEs | & Texmure 1 ¢ Texture High 5
I I e |—J © Texture 2 © Texture High 6
F4 liJ C+F8 liJ Texture 3 i Texture High 7
= liJ CilFo liJ  Texture 4  Texture High 8
-+
: ¢ Texture 5 ¢ Texture High 9
F6 | avez | © Textwe6 € TextweMed1l | ||
£ LE
7 ] © Texture 8 © Texture Med2 ||
s [ AlFs | 2| ¢ Tertweo ¢ Texture Med 3
e Alt+F4 | 2| © Texture High |  Testure Low 1
N )
AEs [T © Textuwre High2 ¢ Texture Low 2
CHLF2 lij AIF6 Iij " Texture High3 ( Texture Low 3
" Texture High4 ¢ User Colour
CtH+F3 | seEr B
Set Col
Cters [ s [
CtI+F5 2| A | B

Page 3 |

Page 4 |

turn to Main Menu

X|

Page 3

This page contains the edit routines for the list of Sales Assistants to be
used in recording Point of Sale transactions. New staff can be added, old
deleted, and names edited. Each member has a code for quick allocation.

Point of Sale

189



MUSAC Financial Manager

MUSAC Point of Sale I .—

(| Settings. Assi: Page 3.

Sales Assistant Code:

Add +

Save the changes to the default settings and return to the Main _

Menu.

-
= —

Page 4

Return to Main Menu xl

Page 4

The User Entry code holds the directory details for the Accounts database
and the Point of Sale database. This page lists the available MUSAC
Accounts databases that this Point of sale package is to link to. This is
normally set as the Wizard creates the database.
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-
[l MUSAC Paint of Sale = | B | )

Default Settings. Link to Accounts application. Page 4.

MUSAC Accounts Application Link.
Select the Accounts application code to link this Register to.

MUSAC Accounts Application : A

These MUSAC accounts applications were found in the
C:\MUSACACC) directory.
A5

Save the changes to the default settings and return to the Main

Page 1 Page 2

Return to Main Menu . i

Menu.
=2 ‘-

RUN THE PACKAGE.
To run the package.
Either Click the MUSAC Point of Sale Icon or select -
Start
Programs
MUSAC Financial Manager

MUSAC Point of Sale

The splash screen will be displayed and then the main entry page will be

loaded and displayed.
Enter your Entry Code as requested and press the enter key to proceed.
Enter your Password as requested and press the enter key to proceed.

Press enter to confirm the current date. Press the enter key to proceed.

Enter the Application code. Select from the list displayed. (To create a new
application, enter a letter not listed and click the Yes button to launch the

New Application Wizard)
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Continue to the Main Menu.

-
11 MUSAC Peint of Sale of X
Financial Manager — y
: . 2 Print Reports
Point of Sale Register 14.1 [
3 End of day Banking ‘p‘_
Registered Name 4 Tnquiry Q
MUSAC
5 Stock Control o
User : MUSAC L
Register Code : A

MUSAC Accounts Application : A © REbmy i =

Trading Entity Chart of Accounts
10-Dec-2013 7 Backup/Restore Rebuild DB '\;"w
8 Default Settings h,‘

Load the Point of Sale transaction data entry page.

9 Exit w

To activate a menu button you may:
1. Hold down the ALT key and press the hot key or

2. Use the arrow keys to move the focus to the

required button and press ENTER or

3. Mouse CLICK the required button.

Point of Sale

Here is a brief summary of the Main Menu buttons.

The Up and Down arrows keys help you navigate around the menu. Home
takes you to the first menu item and END takes you to the last item. The
Hot keys are underlined.

About MUSAC PoS - The Licensed Name and program version numbers
are displayed. System Info - the Microsoft system information page is
displayed and all your system details can be displayed and printed out.
Notes - The MUSAC Accounts Readme.txt file is displayed listing the latest
changes that have been made to the package.

1. Transactions- Load the Point of Sale transaction data entry page.
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2. Print Reports- displays a details menu that then displays the Month
selection page which then calls the Report page.

1. Sales Journal — Print the Sales Transaction report.
The default settings give the option to print the
details and the summary.

2. Banking Summary — Print the Banking Summary
report. The default settings give the option to print
transaction details, transaction totals, banking
totals, and bank lodgement slip.

3. Analysis Report — Print the Sales Analysis report.
The default settings give the option to print Stock
Movement totals, Sales Assistant totals, Batch totals,
Day totals, Ledger totals and
Cash/Invoice/Card/Cheque totals.

3. End of day Banking - process the day’s transactions and prepare the
banking report. Transfer the banking batch file ready for processing the
next time you enter the Main Menu of the linked Accounts application.

4. Inquiry. — Search and print a Transaction Record Report.

5. Stock Control. - Add and edit the billable items for invoicing. Edit stock
records.

6. Debtor/Creditor . - Access the Debtor/Creditor Name and Address file.

7. Backup, Restore, Rebuild the database - Call the backup module. See
‘MUSAC Backup and Restore’ on page 30.

8. Default Settings — See ‘Point of Sale Defaults’ on page 199.

Page 1. - Names, notes, formats, cash details, ledger
numbers, transaction hold time, passwords and
backup reminder. Printer defaults.

Page 2. — Hot Keys and background colour.
Page 3. — List of sales assistants.
Page 4. — Link to MUSAC Accounts database.

9. EXit

TRANSACTIONS
From the Main Menu select:

1. Transactions
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The transaction data entry page will be displayed.

-_— - -
1} MUSAC Paint of Sale I - =
W
i o — -
i Cash GST. Sales Assistant  MUSAC |
| Cash Transaction | 10Dec-2013
Cash Transaction Number A1
Item Q/Rate 4

N
0 Payment

. | 'Y
Alt+F2 Alt+F3 Alt+F4 Alt+FS 1Assistant adsd
Alt+F6 Alt+F7 Alt+F8 Alt+F9 i
2 Held Transaction E

Display the transaction entry field to enter a new itern to the end of the list, e x

= —— e vl

At the bottom on the left, a number of buttons are visible. They perform
the following functions -

Add — Displays the stock list and enables the addition of items to the sale,
from the list.

Delete — Delete a selected item from the sale.

Insert - Display the stock list and insert an item into the sale list, above
the selected item.

The display page can be set to three modes:

Cash Sale mode — Click the ‘Cash’ button to change the display to the
Cash mode. After the items have been selected press the ‘O.
Payment’menu button on the right.The Cash details will be recorded and a
receipt printed.

Invoice mode — Click the ‘Invoice’ button to change the display to the
Invoice mode. The Name and Address fields are displayed. After the items
have been selected press the ‘0. Print’ button. The transactions are
processed as an Invoice and an Invoice is printed.

Credit Note mode — Click the ‘C/Note’ button to change the display to the
Credit Note mode. The Name and Address fields are displayed. After the
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items have been selected press the ‘0. Print’ button. The transactions are
processed as a Credit Note and a Credit Note is printed.

Hot Keys — The function hot keys,defined by the user, are displayed.
Press the Control or Alt keys to extend the range.

0. Payment — The cash sale is complete. Record the payment and press
enter to save the transaction and calculate the change. Print the receipt.

or

0. Print — The details are complete. Print the Invoice or Credit Note and
record the transaction.

Assistant — Select the assistant to be responsible for this sale.

Held Transaction — If a transaction is in process but not complete, click
this menu button. The sale details will be put into ‘Held Transaction’ and
the screen cleared ready for another sale. If the screen is clear, click this
button to display a list of held transactions. These can be deleted or loaded
again and the sale completed.

Exit — At the end of the day when you exit, the day’s transaction summary
report will be prepared and displayed. Print and save the report.

— v -
12} MUSAC Point of Sale l —— B o E‘EE

I Cash. GST. Sales Assistant : MUSAC |

Cash Tran:

S [item |Sale Price On Hand | OHelp

[ o =
42 OF SCIENCE | 11500 1 Record Stack
2 [fRaIs

3 Received

4 Print

5 Delets

Eadd

T Edit

85elect

9Cancel

Comment | N
0 Payment

=~ - I = I I
[ ]
Alt+F2 Alt+F3 Alt4F4 Alt+F5 1Assistant &“

Alt+F6 Alt+F7 Alt+F8 Alt+Fg

2 Held Transaction E
Display the transaction entry field to insert a new item at this position in the list o x
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_
T

Cash. GST. Sales Assistant : MUSAC

Cash Transaction. 10-Dec-2013

Cash Transaction Number :AA1

Total:  $115.00

Comment ||

Add I|Qelete ”Lnsert ”Lngotce ”Cﬂote

Alt+F3 Alt+F5

Alt+F7 Alt+Fa

Exit to the Batch report page and then return 1o the Main Menu

_

Transaction Payment

Total Cost 115.00

conce DT

Cancel thiz tranzaction, clear the details and return ta the Sales Data Enty page.

Save Transaction D
=3

Return to Transactions «
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|1 MUSAC Point of Sale l I' | B e
Trahsaction Summary. |
-
MUSAC
Register: 4 Account A Trading Entity Chart of Accounts
Transactions for :10-Dec-2013 A
$ Total Me: Tran. S Average =
Cheque Totsl $0.00 0 000
Credit Card Tots| 30.00 a 3000
EFTPos Totsl $0.00 0 000
Cesh Totml $0.00 0 000
Amount Tendered Total 50.00 0 5000 [
Change Tatal -$115.00 1 511500
Cash Sale Totsl $115.00 1 511500 :
Invoice Sale Total $0.00 0 000
Credit Note Total $0.00 0 000 o
[
K] M w0 a |- S
Print Report = 0Return to Transactions 4~ Y
I
1Exit to the Main Menu 3 :
Double click Left/Right mouse to zoom indout.
Click and Drag ta Scroll

IL
REPORTS
From the Main Menu select:

2. Print Reports

1. Sales Journal — Print the Sales Transaction report. The default settings
give the option to print the details and the summary.

2. Banking Summary — Print the Banking Summary report. The default
settings give the option to print transaction details, transaction totals,
banking totals, and a bank lodgment slip.

3. Analysis Report — Print the Sales Analysis report. The default settings
give the option to print Stock Movement totals, Sales Assistant totals,
Batch totals, Day totals, Ledger totals and Cash/Invoice/Card/Cheque
totals.

4. Defaults

Print Output - — Send to printer,
screen or file.

Collect transactions from — Select the batch number
or the date range to collect the report transactions
from.
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Sales Journal — Select the sort order, subtotal and
report details for the sales report.

Analysis Report (Totals) — Select the items to be
included in the report.

Banking Summary — Select the items to be included
in the report.

~
lil MUSAC Point of Sale = | ] -
Application : & Trading Entity Chart of Accounts |
Default settings selected:
* Output ta Printer,
* Collect transactions from Batch No: 1
Sales Journal Defaults:
*Sort in Date arder.
Frint :
Analysis Aeport Defaults:
Print Toktals for :
1 Sales Journal o
»
2 Banking Summar: S
Banking Summary Defaults: fenene K [ ¢ ]
3 Analysis Report ~
4 Defaults E
Print the Sales Transaction report.
5 Exit
L

END OF DAY BANKING
From the Main Menu select:

3. End of day Banking.

The table displays the ledger numbers to which items have been charged
since the last banking, and the total value of the transactions.

Transaction To Date - All un-flagged transactions up to this date
will be processed.

Enter Cash draw Total — Cash up the till and enter the total value
of the Cash Draw including the Cash Float. Press ENTER.

Till Float. — This value is set in the defaults.

Transaction Totals — The total of all transactions created since the
last banking.
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Till Variance — The difference between the cash draw total and the
total sales plus till float.

Accumulated Till Variance. — The total of till variances up to
date.

Banking Details. — The totals for each category of cash sale.

1. Flag Trans. and Post Bals. — Process this banking. Post the ledger
totals as displayed in the table to the MUSAC Accounts package ready for
approving and recording as deposits with the rest of the banking. Flag all
these transactions as ‘BANKED’. The Bank Report should be printed under
2 below, before processing the banking.

2. Print Banking Report. — Print this report before processing the
transactions as FLAGGED. Print the banking report. The report design and
output is set in the defaults page.

3. Defaults - Report output. — Set to printer, screen or file.Flag. — Set
to flag the transactions as ‘BANKED’ only or flag transactions and post the
ledger totals for this banking to a batch file to be included in the next
banking deposit in the MUSAC Accounts package.Banking Summary. —
From the list select the items to be included in the report.Till Float. — The
till float value can be edited here.Accumulated Till Variance. — The total
can be edited here. Printer Setup. — Display the printer setup module to
set the printer defaults.
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[} MUSAC Point of Sale ‘_

Transaction To Date

Enter Cashdraw Total

Till Float $100.00
Tranzsaction Tatal $0.00

Til Variance -$100.00

accumulated Till Varance $0.00

Cheque $0.00
$0.00)
$0.00
$0.00)
$0.00)
£0.00)

Banking D etail

1Flag Trans. and Post Bals.

2 Print Banking Report

3 Defaults

Save the changes and return to the Main Menu,

INQUIRY
From the Main Menu select:

4. Inquiry

The transaction search report module and the selected report details
aredisplayed on the panel.Each search is made up of three components:

Data to Collect — Select the search details. Click the field
to be included in the search parameter. Enter the details in
the fields provided. e.g. data in the date search etc. Save
and return

Sort Order/Output to — Select the transaction sort
order. Select to include subtotals and send the output to
the printer or the screen. Save and return.

Output Print Format — Use the default print format or
customise the transaction fields to be displayed. The paper
layout and fonts can be selected. Save and return.

Template — This report description can be given a name and saved for
future use. To select a previously saved template select ‘Load’, Select the
report, load and print the report.

200 Point of Sale



MUSAC Financial Manager

Print — Go collect the data and print the report.

[l MUSAC Point of Sale . T x|
¥ Batch Batch Number [0 il
= ( =
M Date it ; o Before [31:Dec1333

[~ Trantype

[~ PShssistant

™ Ledger Number

v Name Custorner Mame |7 MO NAME LISTED., j
[~ Amaunt
[~ Stack ltem
- Cancel é
Gathet data on a specific product Narme.
Save and Return y ﬁ
STocK CONTROL
From the Main Menu select:
5. Stock Control
Load the stock module and ‘Display Inventory’.
The Inventory utility will be displayed where you are able to:
Add — Add new billable items to the database.
Edit — Edit the details of a billable item.
Delete — If the billable item is not allocated to a

transaction, you may delete the record from the database.
Record Stock — Record stock movement in and out.
DEBTOR/CREDITOR
From the Main Menu select:
5. Debtor/Creditor
Load the Name file module and ‘Display Name File’.

The Name File utility will be displayed where you are able to:
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Add. — Add names to the database.

Edit. — Select the name and then edit the details for that
name.

Delete. — Select the name and if it is not linked to any
transaction, delete the name from the database.
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INDEX
A True and Fair view, 41 Contacts, 158
Access, 25 Continuity of Activity, 41
Account Names and Budgets, 57 Copyright, 8
Accounting, 39 Create a New Application, 43
Accounting Period, 41 Creating A New Application, 138
Accounting Terms and Concepts, 39 Credit Note mode, 194
Accounts, 37 Credit Notes, 54, 95, 99
Accounts Reports, 101 Creditors, 54, 73, 92, 122
Add a New Asset, 171 Cross Account Ledger Reports, 129
Add a New Point Of Sale Register, 185 Custom Search, 168
Add a New User, 27, 29 Data Display, 168
Add a Record, 155, 167 Data Entry Screens, 164
Adjust the File of Users, 159, 165 Data Export, 182
Application Defaults, 49 Database Maintenance, 156, 180
Asset Details Summary, 157, 182 Datalist Export, 55
Asset Manager, 56, 149 Debtor/Creditor, 201
Asset Manager Main Menu, 154 Debtor/Creditor Name File, 56, 134
Asset Reports, 156 Debtors, 54, 89, 123
Assistant, 195 Default Settings, 34, 161
Audit Trail, 42, 55, 131, 157 Delete a User, 29
Background, 50 Delete an Asset, 155, 167, 176
Backup Disk, 33 Delete Old Transactions, 56, 132,
Backup the Database, 31, 158, 163 158, 178
Backup/Restore, 29, 31, 32, 34, 36, Deleting Records, 167

133 Department, 163
Bank Reconciliation, 56, 132 Deposits, 53, 60, 66, 121
Billable Items, 146 Depreciation, 174
Calculate Depreciation, 156, 179 Depreciation Defaults, 179
Calculator, 21, 58, 73 Depreciation Projection, 157
Capital Purchase, 158, 162 Disclosure, 41
Cash Float, 187 Discount Ledger Number, 187
Cash Sale mode, 194 Disposal, 175
Cash-Flow Reports, 55, 102, 129 Dispose of an Asset, 175
Category, 163 Economy, 41
Caution, 41 Edit a Field, 155, 175
Cell Edit Wizard, 110 Edit a Record, 155
Chart of Accounts, 48, 137 Edit a User, 29
Cheque Design, 124 Edit an Asset, 167, 173
Cheque Numbering, 74 Edit Screens, 164
Cheque Run, 81 Edit Stock & Invoice Items, 133
Cheque Voucher Summaries, 126 Editing Records, 167
Cheques, 53, 56, 71, 122 Electronic Funds Transfer, 56, 71, 77,
Consistency, 41 81
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Email, 147

End of Day Banking, 198

End of Year Journals, 86

End of Year Procedure, 56, 86, 134

Entry Code, 25, 27, 153

Escape, 20

Facility Use, 158

Fast Reports, 147, 148

Field Input, 21

Financial Manager, 23

First Accounting Month, 163

FM Utilities, 58, 144, 145

FORGOT, 17, 27

Group Reports, 128

Hand Writing a Cheque, 72

Held Transaction, 195

Help, 20

Help Desk, 19

Hot Buttons, 59

Hot Keys, 35, 58, 59, 72, 73, 74, 110,
117, 152, 155, 160, 176, 193, 195

Inquiry, 200

Install Flow Chart, 16

Installing the Package, 15, 43

Invoice Details, 125

Invoice Format, 186

Invoice mode, 194

Invoice Templates, 136

Invoices, 54, 95, 97

Jobs in Progress, 54, 95, 99

Journals, 53, 83, 124

Key, 163

Key Issue and Reporting, 158

Ledger Accounts and Budgets, 138

Ledger Names, 139

Ledger Reports, 55, 105, 130

License, 8

Link to Accounts, 162

Location, 163

Log File, 55, 131, 157

Log Report Format, 168

Main Menu, 192

Maintain Assets, 155
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