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Cash Based Business -

Handling the “day’s takings™

Introduction

MyBusiness contains a host of features for all ,,KOL‘,
Business

kinds of businesses. As a cash-based | Doy occow |
business you may feel that some of these L EEE&) vei-com s e

features are not as important for you and |[EEiEd - Nvappouiments tocey . mymoneyiochase

. Diary &
want to know how to use the software to suit won e
you. This guide is designed for you.

What might you want to use in
MyBusiness?

e Measure your business through Income

and Expense categories — Go to Books /
Categories to set up income or expense
categories to measure which activities are most profltable

The Complete Manager Home Page

Create income categories for the key income streams you
want to measure through reports.

e Customer invoices / receipts — you may occasionally be asked for an invoice or especially a VAT
receipt. You can create Customer Invoices in Books and can select the Receipt Template.

e Supplier invoices — create and track supplier invoices. These can be used to automatically update your
stock

e Entering you income and expenses — track all of your transactions and view them in your cashbook

e Recurring transactions — regular transactions need only be entered once, but you can only do this
within a wizard and if you have selected Wizard Summary or Expert Mode you will need to go into
Home Page / Preferences to temporarily uncheck the Wizard Summary boxes.

e  Set up projects for promotional activity, departments, or product groups — Go to Projects / Add New Job
e Manage your Stock — see below

e Track customer orders through the diary — when a customer orders a product, keep a track in your diary
and create a reminder in Contacts to contact the customer when the product is in stock.

e Email or mail your contacts through Professional Mailings — you will need to keep a record of customers
and prospects

e Web linked e-commerce — you can link MyBusiness to trading websites. See our e-commerce guide.

e Cash up and track your daily takings — see below.

Expense  Advertising, Promotion and Customer Entertainment
Expense  Advertising, Promotion and Staff Entertainment
Expense  Bad Debts

Expense  Construction

Expense  Cost Price of Asset Disposal

Expense  Cost of Sales

Expense  Depreciation

Expense  Direct Costs

Expense  Employee Costs

Example: Cashing up at the end of the
day

Many cash based businesses need to add up their

Basic Pay
Employers NIC

Expense

receipts at the end of the days and enter them into | Epame X " Empoyars pension
: i . Subcategory Expense  Finance Charges

MyBusiness. In this example we have a retailer S wor

who sells CDs, Records and Tapes and has set e e e e

Subcateqory Expense  Repairs
Expense  Stock Purchases
Expense  Tax Paid
Expense  Travel

Income Business Income

these up as income categories (see opposite) to
track and measure through reports.

Income
Income

Income

Income  Business Income-WEB
Income  Proceeds on Disposal of Assets
Other Assets

Othar Canital Tntradirad
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If you would like further advice please ring our free helpline on 08451 20 30 40, Monday to Friday, 09.00 to
17.00 or email support@mybiz.co.uk. The MyBusiness team will be happy to answer any of your
questions.
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e Create a Receipt

To set up a receipt go to Books Main Menu My cptians
and select “Receive cash into an account” or
“Money in”. This example follows the first

Main Menu

route but they are basically the same. You
can also set up receipts from the Cash Book .

itself.

Supplier Invoices
Stock List

ncome & Expense
Categories

Reports
My Accounts
VAT Codes

This will present you, either with the first wizard screen, or
in this case because we are using Expert Mode, a blank
Wizard Summary Screen. (To change these wizard
settings go to Home Page / Preferences / Preferences /
Wizard Summary). From this blank screen select Add
ltem.

Books

e Enter Receipt Details

Main Menu

Making Money

Set up

new customer

cash into an 3

payment for an invoice

How’s My Business Doin

What am I owed?
What do I owe?

faccount

reference

IDescription

Addiamend cash transaction item

3 quote for a job.

Home €
Spending Money

details.

Help @  Preferences @

Set up new supplier details
a supplier invoice.

a stock purchase.

ccount. Pay cashout..
a supplier invoice.
Issue a customer credit note..

VAT to HMCE.

Tax Date

Job:

Comments

Sub Total
VAT Total

Total

What is the appropriate VAT code for this item: |EIEUSEINIARS ¥

Enter the relevant details in the
Transaction ltem screen — selecting the
relevant Income Category to measure
the sales against. You will be able to
report against these categories later
from Reports.

Description

Enter all of the transactions and details onto

Description

the main screen. Here we have previously | P
created a Job (or Project) called “Promotion o0 Co - o

on tapes”. By linking transactions to this Job
we can later go to Jobs and Projects and view
all transactions where there were promotions
running. Note that you can change these
details at any stage in the future, but a record
will be made in the change log (Books Main
Menu). “Received from” will be Cash
Customer as you will not have all of the
customer names.

net (21277 vat (3723

Select a category for the itefn:

Enter a short description for this

{2ccount Business Current A Jid
Reference |Days Take

Mondays Take for A
21l departments or v

Category

Records
Tapes
cps

My options View cashbook

e View the Cash
Book Entry

The entry for the days
taking can be seeninthe | o] » he
Cash Book. Byclicking ~ far By | = =

Date From:
on the Rejerencg yﬁu can o ®oo
reopen, view and change Datz To: 2 e
. 210602006 [&9)
the details. B e
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Reconciled Date

19/10/2005
19/10/2005
19/10/2005
19/10/2005
19/10/2005
19/10/2005
19/10/2005

19/10/2005

Cash receipt details

Tax Date
Job: Aggneiled
Comments We were running a i
omotion on tapgs
VAT Code VAT Net Amount Total
Standard 37.23 212.77 250.00 O daletel
Standard 104.26 595.74 700.00 [SERER
Standard 74.47 43553 500.00 Eldelete]
Sub Total 1,234.04
VAT Total 215.96
Total 1,450.00
Cancel € ~ Delete @  Additem @

Refergnce

Payee Description

Recon

) (CNixt () (hdditem @) @iFihsiN @

Home € ' Help @

Money
In

ash Customer ;-;?'nday; Take 1,450.00
Brenda Lighthouse ddd 100.00
harris contracts Full Payment 12,795.13

Paula Devonport  Paula D Wages

Mick Evans Mick Evans Wages

Mark Harris Mark Harris Wages

Andrew Wood Andrew Wood
Wages

tony smith Travel Expenses

Office Supplies L... Stationery

t!“andE counter Lacquer tins deli...

Dated: Dec 2005

Money
Out

1,000.00
1,240.00
1,750.00

1,500.00

60.00
34.81

1,000.00

Received from  Cash Customer

ded [

0.00
0.00

0.00

cancel @

Preferences )

Balance

9,522.25
8,072.25
7,872.25

-4,822.88

-3,822.88

-2,582.88

-832.88
667.12
727.12

761.93

If you would like further advice please ring our free helpline on 08451 20 30 40, Monday to Friday, 09.00 to
17.00 or email support@mybiz.co.uk. The MyBusiness team will be happy to answer any of your

questions.
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Managing Stock

Because the process above enters sales of “categories” of products (Records, Tapes etc..) into the cash
book for simplicity and speed, you will need to create a manual stock adjustment if you want to update your
individual product stock levels. It is likely that you may do this on a weekly basis.

Books Stock

Go to Books Main
Menu, and select Stock
List to get the screen to
the right.

My options

reat

StockList. 3| @

Description

15mm metal strip
3mm metal strip

. sh gory: hinge-large
Select Adjust Stock for  Fin oL S

Product Group

the items which you o

. v [e) laquer
wish to amend.

nut/bolt sets
paint
rivets-large
rvets-

Group Class
R ©

New Item
Stock Listing

speciali
Product

3mm metal strip

Select the type of adjustment to make —in
this case Stock Usage, and enter the
(negative) amount in the Adjustment box.

Product

3mm metal strip
3mm metal strip
3mm metal strip
3mm metal strip
3mm metal strip
3mm metal strip
3mm metal strip
3mm metal strip

Under reports you will be able to access
reports on Stock Values and Stock
Histories.

Note: If you create a Customer Invoice or
Customer Receipt (Invoice Template) for the
individual sales this will automatically adjust
your stock if the Auto Adjustment box is
ticked within the Stock Item details screen.

al
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questions.

delivery - up to 100 miles
delivery up to 300 miles

Automatically Adjust:
(Decrement stock

on invoice creation)
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List

Home €

Help @

Preferences )

In Stock Cost Price  Sale Price Reorder Adjust Stock
15 bundle of 10 5.60 8.35, i) delate
25 bundle of 10 3.50 5.2 |1 Sgelete
single drop 20.00 50.00 Z delete
single drop 35.00 65.00 @ ) delete
8  boxof5 5.00 7.50 ] ) delate
box of 10 2.75 3.40 ] D dalet
tin 3.00 5.00 [) Ddelete
box of 100 10.00 12.50 i) D delete
tin 1.30 2.40 | Ddelete
pack of 100 2.57 4.00 ] Cdelate
P @
Date Adjustment Category Instock Actual  Adjustment
Opening Stock
Write Off
Date Damages In Adjustment
Damages Out
21-Dec-2005 o 25 @ edit
21-Dec-2005 gt‘?kpece“’ed -30 @ edit
21-Dec-2005 = 15 @ edit
Stock Usage -Web dit
21-Dec-2005 Deleted Stock 5 -
21-Dec-2005 -3 B edit
21-Dec-2005 Stock Usage -4 B edit
21-Dec-2005 Damages In 2 @) edit
21-Dec-2005 Stack Received 20 @ edit
Save ) | Cancel
Add or amend a price list item Help @

VAT Code: | Stward v

utomatically

Enter a description for this item: ‘W\dgelS |
Adust Amouncinstods 8
Cost / Unit: 2200
Sell Price / Unit: |45.00 Lead Time: 0
Product Group: |Widgets Supplier: None v
Group Class: Bin2 Category: Item b
This could be inf|
about potential s|Semvice
Re-Order Level: Comments: |details about howFinished Goods
or any information about the |
products or how they are used w

days

Add new category

Dated: Dec 2005
If you would like further advice please ring our free helpline on 08451 20 30 40, Monday to Friday, 09.00 to
17.00 or email support@mybiz.co.uk. The MyBusiness team will be happy to answer any of your




