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Setting up and changing

User Preferences

Introduction

MyBusiness is designed to work the way you work and is exceptionally flexible. You can choose and
amend the way the software works to suit you.

In this quick guide you will see how to change and amend the following functions:

e Your VAT and other accounting S S
settings mﬁ/Business Monday 16 May 2005 [ biz.co.uk
e Speed up data entry through wizard ~ [wy vinke..., 555 YELL.COM 3 D &
summaries My options

e How your company details to appear | = e
on your letterhead )

e Select default invoice headers conacs ()

e Decide the way your screens are e @

viewed and behave i @

e Set up Accounts Preparation codes to
allow easy year end data export to
Sage and CCH

| Search @

Help @'

_references @

‘ Print @

My options

Preferences Menu

inbuilt Word and Excel templates for your business, and you can link further templates —

here). Admin €)'

Add template

Remember...

View template

Whenever you make changes which you want to keep — you must select Save at the
bottom of the page.

Preferences

My options Preferences Menu Page Home €Y ' Preferences )~ Help @
Preferences Menu

If you select Preferences you Homo Pago
will find the menu of options i
for preferences. Under

Books

Contacts

preferences you Can Change e In this area you can change the way you want the program to behave.
To change VAT details, invoice and quotation numbering, credit terms, official company registration details select Books.
the way pages behave, access [EEtELLES

To change your settings on wizards to expert mode for faster data inputting select Wizard Summary.

the wizard summary section —
for faster data entry and also ——
access your correspondence
and mailing options. poe

For a full transaction audit trail and system log select View Log.

Stock

To change the way a page view Log
behaves select that page (you
can also access individual
page preferences from other
home pages). Here we follow
the example of changing Books preferences.

Correspondence
If you have the Complete Manager version, you can create your own templates for letters, invoices and quotes etc..

Select Contacts for standard letters, Books for any financial forms and Stock for price list and stock take templates

To set up your email to allow emailing from the program, go to E-Mail.

View Log allows you to view previous corespondence sent.
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e Changing Books Preferences — VAT, invoice numbering etc...

Here you can select

Whether you Want to see [The page you would like to see first on entering Books: -
help When you enter the Show introductory help when selecting the Books Home Page: Oves @No
page and What SeCtlon you [The page you would like to see first on entering Price List:
want to see first as a

Show introductory help when selecting the Price List Home Page: Oves ®No

default.
At what number would you like to start your customer invaice numbering:
You can also choose what
numbering you want
|nV0iC€S and Quotes etc.. to At what number would you like to start your quotation numbering:
start from if you have st what number would you like to start your purchase order numbsring:
already raised invoices.

[t what number would you like to start your customer credit note numbering:

\What currency symbol would you like to use:

® i N
S
o
g

You can choose that the [ote ot thes tarma can be changad for diidua custoner inveices within the product)
SyStem knows yOU to be [Are you VAT registered:
VAT registered and to Work If you are VAT registered please enter your VAT registration number: 123456782

. ‘AT Registration Period: Monthly  +
OUt your VAT (If you do nOt ‘AT Registered Company Name: Smith & Son Limited
Se|eCt thIS 0pt|0n VAT W|” AT Registered Postcode: BG2 3ER

not be handled in the
software). You can also select the type and periods of VAT you wish to operate. Make sure that you get
advice and go through the right steps to become VAT registered.

e Selecting Wizard Summary for faster data entry

By selecting Preferences / Preferences /  |[f S S —
Wizard SUmmary you can choose the izard Summary Preferences
faSteI‘ Option .I:or data entry by tICklng the ou can select which wizards you wish to use in Expert Mode.

Expert Mode allows you to enter the information for the wizard on a summary screen.

relevant box(es). Activity Wizard
Cash Payment Wizard
. . Cash Receipt Wizard
The software will now take you straight contact wizard
to data entry summary pages rather
than going through the wizard screens.
e Selecting headers for your
invoices and Ietters Please select the default header options to use for all templates:
If you are using your own headed paper:
He!der space iuy\eave at top uprgz: o mm.
By selecting Preferences / Preferences / |, ... S v © o
Correspondence you can select the I —— e
defaults for your letters and invoices. In e - mvice: ® )
i H (Cover Letter) General Text Header 1
the example of invoices, select Books — GonealimageHasdar | 8 8
and choose your defaults. If you are ' (cover totcer) G Tampiste Foma) B o o0
printing on your own letterhead you Books - Purchase Order : [P.0. with Address v ® ®
(Cover Letter) |P.0. Template (Formal) v ® ©
need to te” the SOftware hOW mUCh Books - Customer Invoice / Reminders : | Reminder Template v ® ®
space to allow at the top. You can (cover Lerter)  [Remindai Templae (Forma) ] 0] ©
alternatively choose (and design) your e L 8 g
own Header Option. You can also Bosk - Statament [Simple Sigomert 3 ® ®
choose which invoice format you want to (Covertoner)  |sitemeni(nioma) | @ 6}
Note:
appear when you use the software.
o If you use a cover letter for an invoice or reminder it will automatically enter the details for them.

Choose P to preview the invoice style
and E to edit and create your own invoice template formats.
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Admin

If you select Admin from the
Main Preferences options
you will be presented with a
range of functions, including
contacts import, changing
passwords and data
backup. We are going to identify some of
these activities below.

My options

Preferences Menu

Preferences
Admin

Add template
View template

Select Company profile under the
Admin section. These are the details
which will appear on your forms,
invoices and letters (if they are included
in the individual form “fields”).

Edit the details as required and select
Save.

At the year end your accountant may
wish to import your data into a Sage or
CCH Accounts Preparation software.

To facilitate this you can easily link your
income and expense categories to the
relevant Codes for Sage and CCH. The
Codes can be found at the bottom of
this screen, but you may want to obtain
the advice of your accountant before
linking these codes.

Having done this, when you produce
Accounts Preparation reports from the
software there will be a worksheet which
reports by Accounts Preparation Codes.

We hope that this guide has been helpful.
helpline on 08451 20 30 40.
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hoxBy options
Admin Menu

Home @ Preferences )

System Administration Menu Page Help @

User Administration
System Preferences
AP Codes

Import Contacts
Export Contacts
Backup Data

Restore Data

Company Profile _ )
Select from the list on the left for system functions such as importing contacts from Outlook, backing up data, amending

Update Licence the Company Profile details (which wil appear on your inveices and templates), Licencing and Passwords.

Register Product

Password

Company Profile on your invoicing and letters

Preferences Company Details and Profile Help @
About you:
About your company:
Company Name Smith & Son Limited
Type of Business Professional Services v
Company Registration Number 123456752
Mail address: The Workenop B
32 Grantham Road
Bigtown LE
Bigtownshire v
Postcods: BG23ER
Telephone: 01876 234432
Fax: 01876 234435
Email address: tonys@smithson.co.uk
Mobile Phone 07932789382
Do you have access to the Intemet?
Internet Access : @ves ONo

Year end Accounts Preparation (AP) codes

System Administration

Set Accounts Preparation Codes

Please select the Accounts Preparation Codes values to use for each Category and Subcategory:

Type  Category Code Name Description

Expense  Administration |sates - United Kingdom ] [ |

Expense  Advertising, Promotion and Customer Entertainment I:l N ] [ |
one

Expense  Advertising, Promation and Staff Entertainment [ ] [None ] |

Expense  Bad Debts O 1w I [ |
one

xpence Construcion T Iene | [ |

Expense  Cost Price of Asset Disposal [ ] [None ] [ J

Expense  Cost of Sales N ] [ J
one

Expense  Depreciation l:l [None ] [ |

Expense  Direct Costs [N ] [ J
one

Expense  Employee Costs T [None I [ |

Expense ... Basic Pay [Wages and Salaries ] [ |

Expense ....... Employers NIC 303 | [Employers NIC ] [ |

Expense ... Employers Pension [stafweltare | [ |

Expense  Finance Charges [N ] [ J
one

Expense  Motor [NAna 11 L

You can find a list of codes for Sage and PROcap Accounts Preparation by choosing Help or Online here.

If there is additional information you require please contact our
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