Debut Accounts

Overview

This document is divided into four main sections, intended for different users:
The Introduction is intended for all users, and describes some basic concepts and how to get started.

The Administration section is intended for administrative users, and describes how to set things up and
manage businesses, users and contacts.

The Data Entry section is intended for users who will be entering transactions.

The Data Viewing section is intended for users who need to view and extract information about
transactions, and describes how to search the accounts and generate reports.

These are followed by a Troubleshooting section, providing solutions to common problems, and an
Introduction to Double Entry Bookkeeping.

Introduction

Debut Accounts is a multi-user accounting system, where the accounting information is stored centrally
on a server. Users can view and update the information using a browser on a PC that accesses the server
via a local network or the Internet. The user interface has the look and feel of a traditional desktop
application, with multiple windows that interact with each other.

Debut implements Double Entry Bookkeeping See the appendix for an explanation of this method of
bookkeeping.

The system is designed to allow multiple users to have simultaneous access. Locking mechanisms
prevent conflicting updates being made.

The transaction information stored on the server is strongly encrypted (using 256 bit AES). All
encryption and decryption takes place on the user’s PC, so no unencrypted information is transmitted

over the network or Internet. Therefore there is no requirement for a secure connection between the
user’s PC and the server (though this would add an additional layer of security).

General Conventions
The following icons are used throughout to perform particular functions:

View an item,;

&~ Edit an item;

¥* Create a new item based on an existing item;

Print a report;

©) Make or receive a payment;
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v Include an item, or indicate completion;

X Delete or exclude an item.

An “OK” button saves the contents of a form and closes the window.

A “Save” button saves the contents of a form and leaves the window open.

An “Undo” button resets the form to the state following the last save or to its original state.
A “Cancel” button closes the window without saving any changes, after prompting the user.

Buttons are displayed ‘greyed out’ if they are not currently enabled, e.g. when a form cannot be saved
because not all mandatory fields have valid values. Most forms have a ‘default’ button, which is displayed
with a thicker darker border when enabled. Hitting the Enter key has the same effect as clicking the
default button. Even if the button was disabled when the Enter key was pressed the action may still take
place, e.g. after typing a value in the last empty mandatory field.

You can resize windows that contain scrollable lists, to increase the height available to display more
rows. If you attempt to resize other windows they will snap back to their original size, and the width
cannot be adjusted for any window.

Currency values can be entered with or without the currency symbol, thousands separator and decimal
part.

Dates can be entered with 2 or 4 digit years. 2 digit years are interpreted as lying between 1950 and 2049.
Dates can be adjusted by 1 day/month/year by clicking the up/down arrows to the right of the
displayed date.

Accounting years are designated by the year in which they end. If your financial year runs from April to
March then the year that runs from April 2017 to March 2018 is designated “2018”.

When selecting dates for reports etc., the last accounting year to be started is always referred to as “This
Year”, even when the current date is after the end of this year. In that case the accounting year including
the current date is referred to as “Next Year”, and “Last Year” always refers to the accounting year
before “This Yeatr”.

Say your financial year runs from April to Match, and the first year you record in Debut is 2017/18. This
will be referred to as “This Yeat” initially, When you reach 1% April 2018, 2017/18 remains as “This
Year”, and the new financial year 2018/19 is “Next Yeat”. At some later date, when you have entered
and reconciled all transactions for 2017/18 you will start a new year (as described in the section on
“Starting a New Year” below.) Then 2018/19 becomes “This Year” and 2017/18 is now “Last Yeat”.
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Getting Started

) ) < C @
Before Debut can be used it must be installed

on the server and the database set up. See
separate Installation Guide.

JavaScript must be enabled in your browser,
and pop-up windows allowed for the Debut
server’s address.

If you are intending to use the scanning facility
see separate section on Setup for Scanning.

Type the address of the Debut server into the
browser. The correct address to wuse is
described in the Installation Guide; if you did
not do the server installation yourself then the
Administrator should provide the address to
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Version 3.0
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you. The logon screen (see above) should now

be displayed.
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Please set a new password for your signature. Passwords must be
at least 12 characters and contain at least one from each of: upper
case letters, lower case letters, digits and non-alphanumeric
characters. This password will only be used for signing
authorisations. NOT for logging on.

Password

Confirm Password

[7] Other favourites

o

Enter  your  username  and
password, then click Logon or hit
the Enter key. If you have been
given rights to authorise
transactions for any businesses
then the first time that you log on
you will be prompted to create a
signature, by setting a password.
This password will only be used to
authorise transactions; it will NOT
be used to log on, and should be
different from your log on
password. The password must be
at least 12 characters and contain at
least one from each of: upper case
letters, lower case letters, digits and
non-alphanumeric characters.

If you forget your authorisation
password, or believe it has been
compromised, then ask the

Administrator to reset it. The next time you log on you will be prompted to set a new password. Any
authorisations created using the old password will remain valid. Your log on password will not be

affected.
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Your dashboard will now be
displayed; this lists all  the
businesses and report templates
you have access to, any transactions
which have been flagged for your
attention, and an icon for opening
the Administration panel if you
have administration rights.
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Ad m i n istrati o n Debut Accounts - Administration - Personal - Microsoft Edge

1] hitps:;//alderiree.org.uk/accounts_dev2/AccountsAdministrationPan..

To open the Administration Panel click Sl Lese s il

the @& icon on your dashboard. This

panel is made up of 4 tabs. Alder Tree - Businesses

The Businesses tab allows you to create x° ¥ Alder Tree Hew
X ¥ Test

and manage sets of accounts for
individual businesses.

The Users tab allows you to create and
manage additional users of your Debut
installation.

The Contacts tab allows you to manage
the Address Book for your Debut

installation.
Archive Restore Exit

The Configuration tab allows you to set

the default formars for currency and |

dates.

The first time you access the Administration Panel the Configuration tab is selected, allowing you to
select the default currency and date formats for the installation. Otherwise the Businesses tab is
displayed.

Creating a Business

On the Businesses tab click the New

Alder Tree - New Business - Personal - Microsoft Edge O x button, to display a blank Business
31  https://aldertree.org.uk/accounts_dev2/AccountsBusine..  AY Form.
Alder Tree - Business You need to enter the following
information:
Business Name | Test 1 ]
Currency Format £ 52 5 v e The name of the business;

Date Format ddimm/yyyy ¥ e 'The currency format: select one

Accounting Year 2024 v of the predefined formats or a
new format that has been

Start Month I v v .

art Aton e defined on the Configuration tab
Number of Months 12v (see the Installation Manual);
New Year

- e The date format: select either
Locked U British (dd/mm/yyyy) or US
(mm/dd/yyyy) style dates.

e The initial accounting year for
OK Cancel which you wish to start entering
transactions for. If the

e accounting  period  for  the

business spans 2 calendar years
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then you should enter the second year; e.g. if the accounting period runs from April 2016 to
March 2017 enter 2017.

e The month the accounting period starts.

e The number of months in the initial accounting period. Normally this would be 12, unless you

are starting to enter transactions part way through the first year. Subsequent years will all have
the full 12 months.

You also need to define the chart of accounts for the business. You can select one of the pre-defined
charts to act as a starting point. The following charts are provided:

e UK Business: suitable for a typical UK business;

e Basic: a minimal chart.
Alternatively you can import an existing chart of accounts, e.g. exported from another accounting
package, by clicking the Import button and selecting the file. This must be in the form of a tab delimited

text file, with headings in the first line. The following table lists the headings that are required and what
should appear in the corresponding columns.

AccountNumber A unique number between 0 & 99999; this is used to order accounts
on reportts, etc.

AccountName The name of the account; this is used to select accounts to be used in
transactions.
AccountType A 2 character abbreviation:

e As— Asset account

e Li— Liability account

e (Ca— Capital account

e In — Income account

e (S — Cost of Sales account
e Ex — Expense account

e OI — Other Income account

e OE — Other Expense account

AccountUse One of the following or blank:

e Header

e Bank (must be an asset account)

e Debtor (must be an asset account)

e Creditor (must be a liability account)

e Historic (must be a capital account)

There must be one Historic account and at least one of each of Bank,
Debtor and Creditor accounts.
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Balance

The initial balance on the account.

LastNumber

The last cheque number, invoice number or purchase number used
for bank, debtor and creditor accounts.

After you click the OK button the new business will be listed on the Businesses tab. You can delete a
business (only if no transactions have been recorded), edit its chart of accounts or create a new business
based on it by clicking the appropriate icon.

Editing the Chart of Accounts

. A
Click the #° icon next to the

business to display its form,
and then click the Edit
button to display the Chart of
Accounts Panel.

There is a tab for each
account type.

To create a new account click
the New button on the
appropriate tab, to display the
Account Form.

Alder Tree - Tuition Fees - Personal - Microsoft Edge

Alder Tree - Chart for Test - Personal - Microsoft Edge

= https://aldertree.org.uk/accounts_dev2/AccountsChartPanel. php?Window=1
As L, Ca In Ccs 3 (4] QE
Alder Tree - Asset Accounts for Test
X.10000  Assets o [ New
X< 11000 Fixed Assets
X< “11100 Freehold Property - Cost £0.00
X< 11120 Freehold Property - AccDep £0.00
X.<711200 Furniture & Equipment - Cost £0.00
X.11210 Fgmmre & Equipment - £0.00
. ceDep
K “11220 Furn & Equip (Train) - Cost £0.00
x,-°':°_'11230 Furn & Equip (Train) - AccDep £0.00
X< 11240 Property Improvements Cost £0.00
X< 11300 Freehold Land - Cost £0.00
X .£711320 Frechold Land - AccDep £0.00
*K.<12000 Current Assets
X.A12100 Stack T

You need to enter the following:

e Account Number: a number between 0 and 99999

which must not duplicate an existing account
number in the chart;

e Account Name: which will be used to select the

account for use in transactions.

To create a header account tick the Header Account box;
no further input is required.

For other accounts you need to also enter:

Alder Tree - Account

Account Type Income v
Account Number
Account Name | Tuition Fees

Header Account O

Account Balance
Budget (2024
Budget 2029

| OK | ‘ Reset ‘ ‘ Cancel ‘

e The initial Account Balance; if 2 non zero balance
is entered the Historic Balancing account will be
adjusted to keep the books in balance.

e The Last Number used as cheque, invoice or
purchase number(for Bank. Debtor or Creditor
accounts).

Use the check boxes to designate Bank. Debtor or Creditor accounts.
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For income and expenditure accounts you can enter budgets for the ‘current’ year, and also for the
following year if the current date is after the end of the ‘current’ year.

You can edit or delete existing accounts using the appropriate icons. Accounts cannot be deleted if they
have been used in any transactions. If you modify the balance of an existing account the Historic

Balancing account will be adjusted to keep the books in balance.

New accounts can also be created when entering transactions (see later sections).

Archiving and Restoring Businesses

You can use the archive facility to create backups
of some or all businesses. Click the Archive

Alder Tree - Archive - Personal - Microsoft...

W,

button on the Businesses tab to display the [ https://aldertree.org.uk/accounts_dev2/Account... A®
Archive Form: Alder Tree - Archive

You can select which businesses and which users Businesses None
to include in the archive. The Administrator user

. . 3 Alder Tree 2024 v

is always included. You can also select whether to Test 1 02 v

include the entire address book, or just those
contacts used in the selected businesses. For each
business you select which accounting year is to be
backed up. All transactions which fall within the | Users None
selected year are included in the archive, and also Administrator

all sales and purchases which are still ‘open’ at the John Dawson

start of the selected year. 4 Fred Bloggs

Zoe Bloggs

When you click OK a file selector is displayed,
enabling you to select where the archive is to be
saved.

® Archive all contacts

“JArchive used contacts

Archives are ZIP files containing multiple files in OK Cancel
XML format. All data is encrypted, in the same
way as it is encrypted in the database. It cannot _
be read without the use of a valid password for

one of the users.

There are two scenarios for restoring an archive:

e Restoring a complete system into an empty database; e.g. recovering from a server failure or
moving a system onto a New server;

e Restoring a business to a previous state in a database that is in use.

You can only restore an archive into a database that is not empty if it’s the same database that the
archive was originally made from (or a copy of that database).

Click the Restore button to display the Restore Form.

Click the Select button to display a file selector, to choose the archive to be restored. Enter the password
for the archived Administrator user (possibly not the same as the administrator password of an empty
database you are restoring into) or the password of an archived user with administrator access. Click the
Open button to display the contents of the archive. Then select the businesses and/or users you wish to
restore, and click OK.
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Alder Tree - Alder Tree - Restore - Personal...

Alder Tree - Restore

[y https://aldertree.org.uk/accounts_dev2/A.. /2 AN

Archive File
Select Alder-Tree-060824 zip

Password T ——

Businesses None

Alder Tree

Users

Administrator
John Dawson
Fred Bloggs
Zoe Bloggs

Contacts

1 Update existing contacts

OK Cancel

Starting a New Year

The restore process can take some time, depending
on the size of the archive, but progress messages
with running counts are displayed. If a restore
operation is interrupted the business(es) being
restored may be left in an inconsistent state.
However re-running the restore from the beginning
should resolve this.

You can only restore users into an empty database.
If you restore into an empty database the
administrator password from the archive will
supersede the administrator password set when the
database was created.

If you restore a business into a database where it
already exists then any transactions entered after the
archive was made will be lost (even if they are dated
before the archive was made). If the “Update
existing contacts” box is ticked then any contacts
that have been modified since the archive was made
may be returned to their original state (depending
on whether they were included in the archive). Any
contacts that were added after the archive was made
will not be deleted.

When you have passed the end of an accounting year you can start a new year. Click the Start New Year
button in the Business form to initiate the process; you will be prompted to confirm. The process
involves calculating the balances of all the accounts at the start of the new year, and can take some time.
If it’s interrupted it can be safely restarted. The business is locked to prevent other users accessing it
while the process is in progress. If a business has been left in a locked state it can be unlocked by

unticking the Locked box on the Business form.

When a new year has been started you will be unable to enter new transactions or update existing
transactions for the previous year. You cannot start a new year until all bank accounts have been

reconciled up to or after the end of the old year.

Managing Users

The Users tab enables you to create additional users and manage their access to businesses.

To create a new user click on the New button to display the User Form.

You need to enter the following information:

e A User Name; this is used to identify the user on the User tab and in email notifications,

normally the user’s real name;

¢ A Login Name; this is used for logging on, and is normally an abbreviation;

V3.008/11/24



e A Password, which must be at least 12
characters and contain at least one from
each of: upper case letters, lower case

Alder Tree - Fred Bloggs - Personal - Microsoft Edge

ey

[[) https://aldertree.org.uk/accounts_dev2/AccountsUserFo... A

letters, digits and non-alphanumeric Alder Tree - User
characters;
User Name Fred Bloggs
e The user’s Email Address (for flag | LosinName FBloggs
notifications); Password

Confirm Password
e The Inactivity Timeout: the number of | ppail Address
minutes of inactivity after which the user

. . Inactivity Timeout 0 | Minutes
is forced to re-enter their password to Default Tab
continue. Leave blank for no timeout. elault 1a Purchases ¥
Administrator
o Tick the Administrator box if the user is Signature Password Reset
to have access to the Administration | Busimesses @7y  Reports
Panel. Alder Tree P&L YTLM
Test 1 O
e Tick the box in the ® column for each
business for which the user is to be able
to view transactions;
OK Reset Cancel

e Tick the box in the # column for each

business for which the user is to be able T

to enter and modify transactions;

e Tick the box in the v/ column for each business for which the user is to be able to authorise
transactions.

e Tick the box next to each report template which is to appear on the user’s dashboard.

You can change the access rights for or delete existing users in the list, or create a new user with the
same access rights by clicking the appropriate icon.

The Administrator user cannot be deleted nor have its administrator rights removed. The Administrator
is automatically granted update rights for each new business when they are created, but cannot be
granted authorisation rights for any business.

M an ag i n g Co ntaCts Debut Accounts - Administration - Personal - Microsoft Edge

@ https://aldertree.org.uk/accounts_dev2/AccountsAdministrationPan..

The Contacts tab enables you to create,
modify and import contacts. All contacts are
in a single address book, which is shared
between all businesses.

Alder Tree - Contacts

blo O Adult @ Household () Organisation New
There are 3 types of contacts: X7 Bloges. Andrea

X° Bloggs, Sydney
e Adults x‘» Bloggs, Sydney & Andrea
X .= Bloggs, Zoe

e Households

e Organisations

Exit
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Households are 2 adults with whom you are having dealings as a single entity; e.g. parents paying school
fees for their children. The two individuals in the household also have separate adult entries in the

address book, so you can also have dealings with them as individuals, e,g, as an employee.

Type characters into the filter box to display a filtered list of contacts whose names begin with those

characters.

To create a new contact select the radio button for the required type and click the New button, to
display the appropriate new contact form.

Alder Tree - Zoe Bloggs - Perscnal...

For household contacts you need to enter for both

individuals:
e First Name;

e J.ast Name.

You can also enter a full address; this will also be shown

as the address for each individual adult.

11

5 hit ps://aldertree.org.uk/accounts_dev2/A.. A
Adult Contact
First Name Zoe
Last Name Bloggs
Address 73, Acacia Ave
Happy Valley
HV5 aID
OK Cancel

For adult contacts you need to enter:
e First Name;

e [.ast Name.

You can also enter a full address.

Household Contact
First Name Sydney
Last Name Bloggs
First Name Andrea
Last Name Bloggs
Address 87, Spring Rd
Newtown
NT5 25D
p
OK Cancel
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Alder Tree - New Household - Pers... You can import an existing adult contact into the
B https;//aldertree.org.uk/accounts_dev2/H... A household by chckmg. the Import bu.tton, then
selecting the adult by typing the start of their surname.

Household Contact

Firg—=

L Alder Tree - Import Adult into
as Household

Fir

Las| Name |Bloggs, Fred

Add OK Cancel

Alder Tree - Acme Widgets - Perso...

[-] https://aldertres.org.uk/accounts_dev2/C... A"

Organisation Contact

Organisation Name | Acme Widgets

Address Unit 101
Pinewood Business Park
Freetown

For organisation contacts you need to enter:

OK Cancel

e Organisation Name.

You can also enter a full address.

You can import contacts from a file by selecting the radio button for the contact type and clicking the
Import button. A file selector will be displayed, enabling you to select the file. The file must be a tab
delimited text file with the following headings in the first line:
For adult contacts:

e FirstName

e JastName

e Address (optional)

For household contacts:
e FirstNamel
e JastNamel
e TirstName?2
e TastName2

e Address (optional)
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For organisation contacts:
e OrganisationName

e Address (optional)

You cannot mix different types of contact in the same file.

You can import multi-line address values by replacing the line breaks with the escape sequence “\n” in

the input file.

New contacts can also be created when entering transactions (see later sections).

Managing Currency and Date Formats

You can use the Configuration tab to create new
currency formats, and set the default currency
and date formats for new businesses. The
formats used by existing businesses are
unaltered if you change the defaults.

You can define a new currency format by

clicking the New button, to display the Currency
Format form.

Debut Accounts - Administration - Personal - Microsoft Edge

[ https://aldertree.org.uk/accounts_dev2/AccountsAdministration...

Configuration

[ https://aldertree.org.uk/accounts_dev2/AccountsAdministration...  AY

Alder Tree - Currency Format

Currency Symbol g
Decimal Digits 2
Decimal Separator
Thousands Separator
Format

Reset Cancel

Exit
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Debut Accounts - Administration - Personal - Microsoft Edge

3,

Configuration
Alder Tree - Configuration

Default Currency Format £ it s New
Default Date Format

You need to specify the following for a new
currency format:

e The currency symbol (can be multiple
characters);

e The number of decimal digits (can be
ZEro);

e The decimal separator character (if more
than zero decimal digits);

e The thousands separator character..
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Data Entry

Click on the 7 or @ next to a business listed on your dashboard to display the control panel for that
business. This has 6 tabs, to enable to you enter or view the 5 different types of transactions, as well as
manage contacts.

The Receipts tab is used to enter receipts which are not related to a sale, e.g. donations, grants. Payments
received from customers in payment of sales invoices are entered using the Sales tab.

Similarly the Payments tab is used to enter payments which are not related to a purchase, e.g. salary
payments, expense payments. Payments made to suppliers in payment for purchases are entered using
the Purchases tab.

Entering Sales

When you send a
customer an invoice for
goods or services that you
Sale have supplied, you need
to create a new Sale to
represent this. Click the
New button on the Sales

Alder Tree - Laptop - Personal - Microsoft Edge

=] https://aldertree.org.uk/accounts_dev

Debtor Account Debtors Control Account v £0.00

Customer Bloggs. Andrea New

8 Household

Purchase Ord PO1234 .
frehase e ) Adult tab to display the Sale
Invoice Number 000001 () Organisation form
Date 17/82024 G
Description The Debtor Account is
the asset account to which
Account Description Amount the balancing entry will be
Sales Computers [[n] Laptop £599.00 posted. Typically there
New TOTAL £599.00 will be a single debtor

account for a business,
but if multiple debtor
accounts  have  been
defined you can select
which one to use for this
sale. The balance on the
selected account is shown,;
this represents how much you are owed by customers; ie. the total value of sales which you have
invoiced but not yet received payment for.

Save As
Template

Save

Reset Cancel

You can select an existing Customer from the address book by typing the start of their name in the box
to display a filtered drop down list. You can create a new customer by selecting the radio button for the
required type (adult, household or organisation) and clicking the New button to display the appropriate
New Contact form.

The Putchase Otrdet can be left blank if there is no customer PO associated with the sale.

The Invoice Number defaults to the number following the number entered for the last sale created. If
you have multiple debtor accounts separate number series are maintained for each account.

The Date defaults to the current date.
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Alder Tree - Laptop - Personal - Microsoft Edge

=] https://aldertree.org.uk/accounts_de

untsSaleForm.php?Window=0

Sale

Debtor Account
Customer
Purchase Order

Invoice Number

Outstanding Fees v
Bloggs, Zoe
PO1234

000001

£-399.00 Flag

Attachments| Attach Scan

@ Household

K @ Invoice-2022614 pdf
p

The Description can be
left blank, in which case
the description from the
first detail line will be
used to represent the sale
in search listings, reports,
etc.

You need to enter at least

Date 269202¢ 499 Document Receipt one detail line. Type the
Description start of the required
account name in the

Account Description Amount Account column to
Sales Computers [In] Laptop £399.00 display a filtered drop
New Received £0.00 Outstanding £599.00 TOTAL £599.00 down list.. Typlcally an

income  account [In]
would be used on a sale
form. You can create a
new account by clicking
the New button to display
the New Account form.

Save As

Template Cancel

Once an account has been selected for a detail line the Description and Amount boxes are displayed.
Both fields must be entered for each detail line.

Account types which are most commonly used in this type of transaction are displayed with a green
background (e.g. Income accounts on a Sale form). Other account types which are less commonly, but
validly used are displayed with a yellow background. Account types which would not normally be used in
this context are displayed with a red background. Although there may be legitimate reasons for using a
’red” account you should always be clear why you are using such an account, and almost always a ‘red’
account appearing on a form would have a negative amount associated with it.

Detail lines can be removed by clearing the Account field.

Once the sale has been saved additional buttons are displayed, enabling you to attach, scan or create
documents, flag the transaction for another user’s attention, authorise payment of a refund (only enabled
if the total amount is negative, i.e. a credit) and enter payments received from the customer, or refunds
to the customer. Also the total payments received and amount outstanding is displayed; initially these are
zero and the total value of the sale.
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E nte ri n g C u stome r Payme nts Alder Tree - Sales Receipt - Personal - Microsoft Edge

o] https://aldertree.org.uk/accounts_de

ccountssalesReceiptForm.php?Win..,
When you receive a payment from the

) Sales Receipt
customer, in full or part payment of the

invoice, you need to record this as a Sales | BankAccount Current Account hd Balance  £16.000.00
Receipt. Click the Receipt button on the Sale | Customer Bleges, Zoe
form to display a Sales Receipt form, which | Type Cad v
is pre-filled to record full payment by the | Receipt Number
customer of that invoice. Date 2511012024
Amount £599.00
You can change the Bank Account into
which the payment was made; the current Date  Inv Description Outstanding Amount
balance on the selected account is shown on 26/92024 000001 Laptop £599.00 [ £509.00)y/ X
the right. You can also change the payment
Type (cash, cheque, etc.), the Date of the L Cancel

payment. You can reduce the amount
received for a partial payment.. You can
enter a Receipt Number.

If you receive a payment that applies to more than one invoice for a customer, click the Receipt button
on the Sales tab to display a blank Sales Receipt form.

Select the customer by typing the start of their name and then selecting them from the filtered drop-
down list. A list of a sales to the selected customer for which full payment has not been received is
displayed., showing the amounts outstanding for each.

You can change the Bank Account, Type of payment and Date, and enter a Receipt Number. You can
enter the total amount received into the Amount box in the top part of the form. This will be allocated
in turn to each sale, starting with the oldest. If the amount exceeds the total outstanding from the
customer it will be reduced to that amount.

Alternatively you can click a v/ icon to include the corresponding sale in the receipt (the amount
outstanding for that sale is entered into its Amount box.) Click on a X icon to exclude a sale from the
receipt (the Amount box is cleared.) You can also enter an amount directly for each sale; if it exceeds
the amount outstanding for the sale it will reduced to that amount. In all cases the total amount received
is automatically updated.

After a Sales Receipt has been saved the outstanding amounts for each sale are updated, and any sales

which have now been fully paid for are removed from the list. You can enter another receipt from the
same customer, or select a different customer.
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Handling Sales Credits

Alder Tree - Refund for faulty laptop - Personal - Microsoft

&) https://aldertree.org.uk/accounts_dev2/

Edge

Sale

AccountsSaleForm.php?Window=3

You may need to issue a
credit to a customer, e.g.
for an item that has been
returned. This is done by

Debtor Account Debtors Control Account v
Customer Bloggs, Andrea
Purchase Order

Invoice Number 000002

Date 1882024 Q¥
Description
Account Description
Sales Computers [In] Refund for faulty laptop
New

If you make a payment to the
customer as a refund then you
need to record this as a Sales
Payment. Click the Refund

£-399.00

New
#® Household
Adult

Organisation

Save As
Template

Alder Tree - Sales Payment - Personal - Microscft Edge

[-] https:;//aldertree.org.uk/accounts_dev2/AccountsSalesPaymentForm.php?Wi...

TOTAL

Cancel

Sales Payment

creating a Sale with a
negative amount.

button, which is displayed in

place of the Receipt button on | Bank Account
a credit sale, to display a Sales | Customer

Payment. Form, pre-filled to

refund the customer in full. Type

Cheque Number
You can change the Bank Date
Account, Type of payment

Amount

and Date. If you select
Cheque as payment Type the
Cheque Number will default

to the next number for the 25/10/2024 000002 Refund for faulty laptop

selected bank account.

Corrent Account
Bloggs, Andrea
Cazh v
000001
25102024 4

Date Inv Description

Save

Balance £16.000.00

Outstanding Amount

£599.00 [ £599.00)y" X%

Cancel

17

V3.008/11/24



If you are offsetting the credit against
other sales to the customer, rather than
refunding it directly, then click the
“Credits” button on the Sales tab to Sales Credit
display the Sales Credits form.

Alder Tree - Sales Credit - Personal - Microsoft Edge:

countssalesCreditForm.php?Wind...

lj https://aldertree.org.uk/accounts_dev

Debtor Account Outstanding Fees ¥ Balance £-395.00
When a customer has been selected a list | Customer Bloggs, Andrea
of outstanding credits and a list of sales | pu. 35102024
for which full payment has not been |
received are displayed mount £200.00 cannot be allocated
. . . . Date Credit D A t
Select a credit by clicking its radio button. e et Ted OK o
. . . 2510707 4 5 &9,
The credit will then be applied to the sales 23/1012024 000002 Refund £599.00 © s
in turn, starting with the oldest. If the
amount of the credit exceeds the total Date  Inv Description Outstanding Amount
outstanding from the customer then the 25/10/2024 000003 Desktop £399.00 [ £399.00]y” X

total amount applied will be limited to
this, and a dialogue box is displayed
showing the amount that could not be
allocated.

You can change the Debtor Account and

Date. |

Click a v/ icon to include the corresponding sale in the credit (the amount outstanding for that sale is
entered into its Amount box.) Click on a X icon to exclude a sale from the credit (the Amount box is
cleared.) You can also enter an amount directly for each sale; if it exceeds the amount outstanding for
the sale it will reduced to that amount. If entering an amount applied to a sale results in the total amount
applied exceeding the value of the credit then the entered amount will be reduced.

After a Sales Credit has been saved the outstanding amounts for the selected credit and each sale are
updated. If the full amount of the credit was applied then it is removed from the list. Any sales which
have now been fully paid for are removed from the list. You can apply another credit for the same
customer, or select a different customer.

Note that when a Sales Credit is saved two transactions are actually created in the database. One debits
the Debtor Account that was selected on the Sale form for the credit and credits the Debtor Account
selected on the Sales Credit form. The other credits the Debtor Account for each sale to which the
credit has been applied and debits the Debtor Account selected on the Sales Credit form. If as is
commonly the case there is only a single Debtor Account defined then there is no change in its balance.
This reflects the fact that this is in essence a ‘tidying up’ exercise that has no effect on the overall worth
of the business.

You can also create a Sales Payment to refund a credit by clicking its £ icon.

Entering Purchases
If you have purchased goods or services from a supplier, when you receive the invoice you need to

create a Purchase to represent this. Click the New button on the Purchases tab to display a Purchase
form
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Alder Tree - Toner cartidges - Personal - Microsoft Edge O The Creditor Account is
/AccountsPurchaseForm.php?Window=10 A the hablhty account to
which the balancing entry

o] https://aldertree.org.uk/accounts_dev

Purchase will be posted. Typically
Creditor Account | Creditors Control Accouat ¥ £0.00 there will be a single
Supplier Acme Widgets e creditor account for a
Supplier Invoice Inv 1234 ® Houschald business, but if mulnple

Adult .
creditor accounts have

been defined you can

Purchase Number | 000001

") Organisation

Date 1882024 i

- select which one to use for

Description |
this purchase. The balance
Account Description Amount on the selected account is
Computer Consumables [Ex] Toner cartidges £120.00 ShOWn; thls represents hOW
e totar 000 | fuch  you owe to
suppliers; ie. the total
value of purchases for

Save Reset Save As Cancel .
Template which you have been
invoiced but not yet paid

for.

You can select an existing

Supplier from the address
book by typing the start of their name in the box to display a filtered drop down list. You can create a
new supplier by selecting the radio button for the required type (adult, household or organisation) and
clicking the New button to display the appropriate New Contact form.

The Supplier Invoice can contain letters and other characters as well as digits. It can be left blank if there
is no supplier invoice number associated with the sale; however when you save the transaction you will
be prompted to enter the ‘missing’ value.

The Putchase Number defaults to the number following the number entered for the last purchase
created. If you have multiple creditor accounts separate number series are maintained for each account.

The Date defaults to the
current date.

Alder Tree - Toner cartidges - Personal - Microsoft Edge

o] https://aldertree.org.uk/accounts_dev2/AccountsPurchaseForm.php?Window=1 Al
The Desctiption can be left Purchase
blank, in which case the Creditor Account | Creditors Control Account ¥ £-195.00 Flag
dCSCﬂPUOH trom the first Supplier Acme Widgets Attachments| Attach Scan

(@ Household
Adult

detail line will be used to
represent the purchase in
search listings, reports, etc.

Supplier Invoice Inv 1234

Purchase Number | 000003 ) Organisation

Date 18/82024 QY Document Payment
Description Authorise
You need to enter at least
one detail line. Type .the Account Description Amount
start Of the .requlr}eld Computer Consumables [Ex] Toner cartidges £120.00
n nam mn
account ame the New Paid £0.00 Outstanding £120.00 TOTAL £120.00

Account column to display
a filtered drop down list.. o

Typically an expense [Ex] Template Cancel
or Cost of Sales [CS]

account would be used on a
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purchase form. You can create a new account by clicking the New button to display the New Account
form.

Once an account has been selected for a detail line the Desctiption and Amount boxes are displayed.
Both fields must be entered for each detail line.

Detail lines can be removed by clearing the accounts field.

Once the purchase has been saved additional buttons are displayed, enabling you to attach, scan or
create documents, flag the transaction, authorise payment and enter payments made to the supplier. Also
the total payments made and amount outstanding is displayed; initially these are zero and the total value
of the purchase.

Entering Payments to Suppliers

Alder Tree - Purchases Payment - Personal - Microsoft Edge O x When you make a payment to the
supplier for the invoice you need to
record a Purchases Payment. Click the
Purchases Payment Payment button on the Purchase form

to display a Purchases Payment form,

El https://aldertree.org.uk/accounts_de

ountsPurchasesPaymentForm.ph...

Bank Account Current Account v Balance £16.000.00 X )
which is pre-filled to record full
Suppli Acme Widg .
Hpper e payment to the supplier for the
Type BP v purchase.
Cheque Number 000001
Date 25102021 488 You can change the Bank Account
from which the payment was made;
Amount £120.00
the current balance on the selected
account is shown on the right. You can
Date Pur Description Qutstanding Amount W &
also change the payment Type (cash,
25/10/2024 000002 Tomer cartridges £120.00 [ £120.00l¢/ X

cheque, etc.) and the Date of the
Save Reset Cancel payment. You can reduce the amount
paid for a partial payment.. If you
select Cheque as payment Type the

I CPcque Number will default o the

next number for the selected bank

account.

Alder Tree - Purchases Payment - Personal - Microsoft Edge

5 https://aldertree.org.uk/accounts_de

. \ccountsPurchasesPaymentForm.ph...
If you are making a payment to cover

multiple invoices from the same supplier, Purchases Payment
click the Payment button on the Purchases

Bank Account Current Account v Balance £16,000.00
tab to display a blank Purchases Payment Supplier A Vg
form.

Type BP ~

Select the supplier by typing the start of | Cheaue Number 000001

their name and then selecting them from | Date 25102024 §9§

the filtered drop-down list. A list of a | Amount £120.00

purchases from the selected supplier for

which full payment has not been made is Date  Pur Description Outstanding Amount

displayed., Showing the amounts 25/10/2024 000002 Tomer cartridges £12000 [ £120.00)y X
25/10/2024 000003 Tomer cartridges £75.00 /X

outstanding for each.

Reset Cancel

|
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You can change the Bank Account, Type
of payment and Date. If you select Cheque




as payment Type the Cheque Number will default to the next number for the selected bank account.
You can enter the total amount paid into the Amount box in the top part of the form. This will be
allocated in turn to each purchase, starting with the oldest. If the amount exceeds the total owed to the
supplier it will be reduced to that amount.

Alternatively you can click a v/ icon to include the corresponding purchase in the payment (the amount
outstanding for that purchase is entered into its Amount box.) Click on a X icon to exclude a purchase
from the payment (the Amount box is cleared.) You can also enter an amount directly for each purchase;
if it exceeds the amount outstanding for the purchase it will be reduced to that amount. In all cases the
total amount paid is automatically updated.

After a Purchases Payment has been saved the outstanding amounts for each purchase are updated, and
any purchases which have now been fully paid for are removed from the list. You can enter another
payment to the same supplier, or select a different supplier.

Handling Purchases Debits

A supplier may issue a
Alder Tree - Purchases Receipt - Personal - Micrescft Edge * credit to a you, e.g for an
, €.9.

item  that has been

B https://aldertree.org.uk/accounts_devZ/Ac o

returned. (This is referred
Purchases Receipt to as a debit since it debits,
i.e. decreases in value, your
Bank Account Current Account v Balance £16.000.00 creditor account, because
Supplier Aecme Widgzets you ) owe ¥CS§ to the
supplier.) This is recorded
Type BP v by creating a Purchase with

Receipt Number a negative amount.
Date 251012024 QY If the supplier makes a

Amount £75.00 payment to you as a refund
you need to record this as a

Purchases Receipt. Click

Date Pur Description Outstanding Amount .
P . the Refund button, which
23/10/2024 000004 Refund for incorrect toner £75.00 £75.00 ‘/ X appears in place of the
Payment button on a debit
Save Reset Cancel purchase, to display a

Purchases Receipt form,
pre-filled for receipt of a
full refund.

Account, Type of payment and Date. And enter a Receipt Number.

You can change the Bank

If you are offsetting the debit against other purchases from the supplier, rather than receiving a refund
directly, then click the “Debits” button on the Purchases tab to display the Putchases Debit form.

When a supplier has been selected a list of outstanding debits and a list of purchases for which full
payment has not been made are displayed.

Select a debit by clicking its radio button. The debit will then be applied to the purchases in turn, starting
with the oldest. If the amount of the debit exceeds the total owed to the supplier then the total amount
applied will be limited to this.

You can change the Creditor Account and Date.
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Click a v icon to include the

. . Alder Tree - Purchases Debit - Persenal - Microsoft Edge
corresponding purchase in

the debit (the amount 5] https://aldertree.org.uk/accounts_dev2/AccountsPurchasesDebitForm.php?..
outstanding for that purchase )
is entered into its Amount Purchases Debit
. i X i .
box) Click on a lcon to Creditor Account | Other creditors (purch ledger) v Balance £-132.00
exclude a purchase from the
debit (the Amount box is | Supplier Acme Widgets
cleared.) You can also enter | Date 25102024 $§
an amount directly for each -
e Amount £75.00
purchase; if it exceeds the
amount outstanding for the
Date Debit Description Amount

purchase it will reduced to
that amount. If entering an 25/10/2024 000004 Refund for incorrect toner £75.00 @ ¥y
amount applied to a purchase

results in the total amount

3 . Date  Pur Description Outstanding Amount
applied exceeding the value ) _
of the debit then the entered :\ ig :E:j Eggggf ?mer cm%:ges fif{_)'gg — :;i
amount will be reduced. R 7 omercarinoges £15.00
. Save Reset Cancel
After a Putchases Debit has

been saved the outstanding
amounts for the selected
debit and each purchase are
spdated. 1fthe full amoun of - |
the debit was applied then it

is removed from the list. Any purchases which have now been fully paid for are removed from the list.
You can apply another debit for the same supplier, or select a different supplier.

Note that when a Putchases Debit is saved two transactions are actually created in the database. One
credits the Creditor Account that was selected on the Purchase form for the debit and debits the
Creditor Account selected on the Sales Credit form. The other debits the Creditor Account for each
purchase to which the credit has been applied and credits the Creditor Account selected on the
Purchases Debit form. If as is commonly the case there is only a single Creditor Account defined then
there is no change in its balance. This reflects the fact that this is in essence a ‘tidying up’ exercise that
has no effect on the overall worth of the business.

You can also create a Purchases Receipt to refund a debit by clicking its £ icon.

Entering Receipts

Payments received from your customers for sales are entered using the Sales tab (see above). The
Receipts tab is used to enter other receipts that are not associated with a sale. Examples may include
interest, grants and donations.

To enter a receipt click the New button to display a blank Receipt form.

You can change the Bank Account into which the payment was made; the current balance on the
selected account is shown on the right. You can also change the payment Type (cash, cheque, etc.) and
the Date of the payment (which defaults to the current date).

You can select an existing Payer from the address book by typing the start of their name in the box to
display a filtered drop down list. You can create a new contact by selecting the radio button for the
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required type (adult, household or organisation) and clicking the New button to display the appropriate
New Contact form.

You can enter a Receipt
Numbet.

Alder Tree - Interest on savings account - Personal - Microsoft Edge

o] https://aldertree.org.uk/accounts_de ccountsReceiptForm.php?Win Al
Receipt The Desctiption can be left
Bank Account Bank Current Account A £7.60 Flag blﬁnk, n Wthh case the
Payer Y —— Attachments T REIE - description from the first
(O Houschold detail line will be used to

Type EP ~ : .
Adult represent the receipt in

Receipt Number o
search listings, reports, etc.

8 Organisation

Date 1982024 §@¥ Document
Description You need to enter at least
. one detail line. Type the
Account Description Amount .
start of the required
Interest Income [In] Interest on savings account £7.60 .
account name in the
Wi TOTAL £7.60 .
= Account column to display
— a filtered drop down list..
Ve AS
Template Ll Typically an  income

account [In] would be used
on a receipt form. You can
I CC7(c @ new account by
clicking the New button to
display the New Account

form.

Once an account has been selected for a detail line the Desctiption and Amount boxes are displayed.
Both fields must be entered for each detail line.

Detail lines can be removed by clearing the accounts field.

Once the receipt has been saved additional buttons are displayed, enabling you to attach, scan or create
documents and flag it for another user’s attention.
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Entering Payments

Payments made to your
suppliers for purchases
are entered using the
Payment Purchases tab (see above).
The Payments tab is used
to enter other payments
Payee Bloggs, Zoe Attachments| Attach Secan .
e that are not associated
(@ Household R
dult with a purchase.

Alder Tree - Travel to conference - Personal - Microsoft Edge

B https://aldertree.org.uk/zccounts_de

sPaymentForm.php?Window=19 AN

Bank Account Bank Current Account ¥ £38.40 Flag

Type BP v

Cheque Number | 000001 () Organisation Examples may include
Date 19/812024 Document wage and expense
Description Authorise payments.
Account Description Amount To enter a payrnent click
Travel UK [Ex] Travel to conference £46.00 the New button to dlsplay
New TOTAL £46.00 a blank P ayment form.
SaveAs You can change the Bank

Template Cancel

Account from which the
payment was made; the
current balance on the
I 5¢!c<ted account is shown

on the right. You can also

change the payment Type
(cash, cheque, etc.) and the Date of the payment (which defaults to the current date). If you select
Cheque as payment Type the Cheque Number will default to the next number for the selected bank
account.

You can select an existing Payee from the address book by typing the start of their name in the box to
display a filtered drop down list. You can create a new contact by selecting the radio button for the
required type (adult, household or organisation) and clicking the New button to display the appropriate
New Contact form.

The Description can be left blank, in which case the description from the first detail line will be used to
represent the payment in search listings, reports, etc.

You need to enter at least one detail line. Type the start of the required account name in the Account
column to display a filtered drop down list.. Typically an expense [Ex] or Cost of Sales [CS] account
would be used on a payment form. You can create a new account by clicking the New button to display
the New Account form.

Once an account has been selected for a detail line the Desctiption and Amount boxes are displayed.
Both fields must be entered for each detail line.

Detail lines can be removed by clearing the accounts field.

Once the payment has been saved additional buttons are displayed, enabling you to attach, scan or create
documents, flag the transaction for another uset’s attention and authorise the payment.
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Journal Entries

In a Journal entry you can
explicitly specify both the
debit and credit part of a
transaction. Typically they
are used for adjustments
such  as  depreciation.
Journal entries are created
using the Journals tab.

To create a new journal
click the “New” button on
the Journals tab to display a
blank Journal form.

You can change the Date,
which  defaults to the
current date. You need to
enter a Description for the
journal. You need to enter
at least two detail lines.
Type the start of the
required account name in
the Account column to
display a filtered drop down

balance.

Alder Tree - Depreaation - Perscnal - Microsoft Edge

Fj https://aldertree.org.uk/accounts_dev2/Accounts)ournalForm.php?Wind... Ad
Journal
Date 2082024
Description Depreciation
Account Debhit Credit
Leasehold depreciation [As] £120.00
Depreciation [Ex] £150.00
New
Totals £150.00 £120.00
Out of Balance £30.00
Save Az
Reset Template Cancel

list.. You can create a new account by clicking the New button to display the New Account form. Once
an account has been selected for a detail line the Debit and Credit amount boxes are displayed. One, but
not both, must be entered for each detail line. If another line is already displayed and the transaction is
out of balance then a debit or credit amount is automatically entered to bring the transaction into

The total debit and credit amounts are displayed and the amount out of balance is displayed. The total
debit and credit amounts for a journal must balance.
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Attaching Documents

You can attach . .
Alder Tree - Toner cartidges - Personal - Microsoft Edge
documents (e.g. - -
. . [[] https://aldertree.org.uk/accounts_dev2/AccountsPurchaseForm.php?Window=22 Al
electronic copies of a
purchase order, sales Purchase
anOICG, etC.) bY Creditor Account Creditors Control Account v £-330.00
Cthlng the Attach Supplier Acme Widgets Attachments
button. This will Supplier Invoice T Scan File
display a file selector Purchase Number 00 —
: Source EPSON BX305 ~
allowing you to select | =
the document. You can o File Name Lavoice.pdf
Description

also scan paper

ocuments rect trrom Account Amount
a AIN scanner Computer Consumables [Ex] £120.00

(Windows only) by
clicking. the  Scan
button.  This  will
display the Scan form

enabling you to select
the TWAIN source

and enter a name to | S
identify the document.

After you click Scan the TWAIN dialogue for your scanner is normally displayed. “Scanning file” and
then “Scan completed” will be displayed in the status line, and the document will appear in the list of
attachments. Clicking Cancel closes the Scan form without performing a scan.

Paid £0.00 Outstanding £120.00 TOTAL £120.00

All attachments are stored in the database in encrypted form. They are listed on the form underneath the
Attachments label. Click the ® icon to view the attachment in a pop-up window. Click the X icon to
delete an attachment; you will be prompted to confirm.

Creating Documents

You can create a document from a transaction using a template, which has placeholders which are
replaced with the actual values in the transaction. For example you could produce a printable invoice
from a Sale.

Templates are MS Word documents (DOCX format); Word templates (DOTX format) should not be
used. A template can include the following placeholders (which ate enclosed within {}):

{Date} The date of the transaction.
{Today} The current date.
{Desctiption} The description field for the transaction, or if blank

(Sales, Purchases, Receipts, Payments only) the
description field for the first detail line.

{Name} The name of the Customer, Supplier, Payer, Payee Sales, Purchases,
Receipts, Payments only

{Address} The address of the Customer, Supplier, Payer, Payee Sales, Purchases,
Receipts, Payments only
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{TotalAmount} The total amount for the transaction Sales, Purchases,
Receipts, Payments only

{InvoiceNumber}  The invoice number Sales only
{PurchaseNumber} The purchase number Purchases only
{ReceiptNumber}  The receipt number Receipts only
{ChequeNumber}  The cheque number Payments only
{PurchaseOrder}  The purchase order Sales only
{SupplietInvoice} ~ The supplier invoice Purchases only

Any paragraph which starts with the placeholder {*Line} is repeated for each detail line; the following
placeholders within the paragraph are replaced by the values for the line:

{Account} The detail account name.

{Description} The line desctiption Sales, Purchases,
Receipts, Payments only

{Amount} The line amount Sales, Purchases,
Receipts, Payments only

{DebitAmount} The amount in the debit column Journals only

{CreditAmount} The amount in the credit column Journals only

Importing Transactions

You can import transactions, e.g. exported from other accounting software or generated by another
application. The transactions must be in a tab delimited text file, and the first line must contain column
headings. The columns which are required or optional for each type of transaction are shown in the
tables below. Columns may appear in any order. Each detail line for a transaction must be in a separate
line, and complete transactions must be separated by blank lines. The values for the main body of the
transaction are read from the first line, though they may be repeated in subsequent lines. Different types
of transactions must not be mixed in the same file.

Date values must be formatted according to the format defined for the business. Currency values may or
may not contain currency symbols and thousands separators, but must use the decimal separator for the
currency format defined for the business. Account numbers must match existing entries in the chart of
accounts.

Contact names in imported transactions must match contacts already in the database. To match an
existing adult contact the LastName column must contain the person’s last name and the FirstName
column must contain the person’s first name. E.g. to match John Smith the file must contain the
following entry:

LastName FirstName

Smith John
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To match an existing household contact where both members have the same last name the LastName
column must contain the last name and the FirstName column must contain the first names of both
members. E.g. to match Fred & Mary Brown the file must contain the following entry:

LastName FirstName

Brown Fred & Mary

To match an existing household contact where the members have different last names the LastName
column must contain the last name of the second member and the FirstName field must contain the first
names of both members and the last name of the first member. E.g. to match Fred Brown & Mary
White the file must contain the following entry:

LastName FirstName

White Fred Brown & Mary

To match an existing organisation contact the LastName column must contain the organisation’s name
and the FirstName column must be empty. E.g. to match Acme Widgets the file must contain the
following entry:

LastName FirstName
Acme Widgets

Transactions which predate the current accounting year cannot normally be imported. However when
the current year is the first accounting year in Debut it is possible to import historical transactions which
predate this first accounting year. In particular this allows you to import sales and purchases which were
still open at the start of this first accounting year, enabling you to enter receipts or payments which
occur within this accounting year.

When transactions for the current year are imported the current balances on all accounts involved in the
transaction are updated, just as if the transactions had been entered manually. However if you import
historical transactions for the previous year it may or may not be appropriate to update the balances.
Normally such imports would be done when you are switching from another accounting system. If the
imported transactions had been entered in the old system before account balances were transferred into
Debut then it would not be appropriate to update the balances, since the balances would already include
these transactions. However if the transactions were entered in the old system after the transfer of
balances then it would be appropriate to update the account balances to take account of the transactions.
You can use the UpdateBalances column in the file to specify the required behaviour. If the column is
set to 1 (and the date of the transaction is before the start of the current year) then both the current and
year start balances of affected accounts are updated. If the column is not present or set to 0, and the date
of the transaction is before the start of the current year, then no balances are updated. If the date of the
transaction is after the start of the current year, then just the current balances are updated regardless of
the value of the column.

To import transactions of a particular type click the Import button on the appropriate Control Panel tab.
For receipts, payments and journals a file selector will then be displayed immediately. For sales and
purchases a form is displayed to allow you to select the type of sales/purchases related transactions to be
imported. When you click the Import button a file selector is displayed; click the Cancel button to close
the form without proceeding with the import.
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Debut Accounts - Alder Tree - Test 1 - Personal - Microsoft Ed...

For sales the following choices are

EI https://aldertree.org.uk/accounts_dev2/AccountsControlPanel.p... AN available:
Sales Purchazes Receipts Payments Journals Contacts
e Sales: the actual sales invoices,
Sales including credit invoices;
Templates Import Sales eipt e Receipts: sales receipts, receipts
from customers in payment of
Sales (O] Import . R pay
invoices;
Receipts O
Payments Cancel e Payments: sales  payments;
Credits O payments n.la.de to customers to
refund credit invoices;
e Credits: the paired
receipts/payments  that  are
" Chart | | Reports | |Reconcile| | Search | | Exit | created when a credit invoice is
applied to one or more sales

invoices. Note the actual credit
invoices are imported as sales.

For purchases the following choices are available:

e Purchases: the actual purchases invoices , including debit invoices;

e Receipts: purchases
I‘CCCiptS, receipts from Debut Accounts - Alder Tree - Test 1 - Personal - Microsoft Ed...
suppliers to refund debit . . - -
invoices; B https://aldertree.org.uk/accounts_dev2/AccountsControlPanel.p... A"
Sales Purchases Receipts Payments Journals Contacts
e Payments: purchases
payments; payments made Purchases
to suppliers in payment of |
invoices; Templates | | Import Purchases fuent | | New |
e Debits: the paired Purchases ® Import
receipts/payments that are Receipts O
created when a debit
. .. . Pavments O Cancel
invoice is applied to one or ‘
more purchases invoices. Debits O
Note the actual debit
invoices are imported as
purchases.
Once you have selected the file the [ Coart | [Repors | [Reconclle| [ Searer | | Exit |
transactions are imported, with a

running total of lines read displayed
in the status line. If an error is

detected in the file an alert is

displayed with details about what is invalid. You can then either abort the input by clicking OK or
continue reading the file by clicking Cancel. However no transactions are imported if any errors were
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detected in the file; this means that after correcting the errors you can redo the import without any risk

of duplicate entries being created.

The required and optional columns for importing sales (invoices) are as follows:

LastName (Required)

Last name or organisation name for contact (see above)

FirstName (Required)

First name(s), and last name of first member in household if different
(see above). Blank for an organisation.

Date (Required)

Transaction date

Description (Optional)

Description for entire transaction.

DebtorAccount (Optional)

Account number for debtor account. If not present the default
debtor account (with lowest account number) is used. If present this
must match the number of a debtor account in the chart of accounts.

InvoiceNumber (Optional)

Invoice number for sale. If not present the next number for the
specified or default debtor account is used.

PurchaseOrder (Optional)

The customer’s purchase order (can be alphanumeric).

AccountNumber (Required)

Account number for detail line. Must match the number of an
account in the chart of accounts.

DetailDescription (Required)

Description for detail line.

Amount (Required)

Amount for detail line.

UpdateBalances (Optional)

Flag (0 or 1) indicating if account balances are to be updated when
importing historical transactions.

The required and optional columns for importing sales receipts are as follows:

Date (Required)

Transaction date

BankAccount (Optional)

Account number for bank account. If not present the default bank
account (with lowest account number) is used. If present must match
a bank account in the chart of accounts.

ReceiptNumber (Optional)

Receipt number.

ReceiptType (Optional)

One of the following: Cash, Cheque, BP, SO, DD or Transfer. If not
present Cash is set.

InvoiceNumber (Required)

Invoice number for sales invoice to which this receipt is being
applied. Must match an existing sales invoice.

Amount (Required)

Amount that is being applied to specified sales invoice. Must not
exceed the amount still outstanding on invoice.

UpdateBalances (Optional)

Flag (0 or 1) indicating if account balances are to be updated when
importing historical transactions.

The required and optional columns for importing sales payments are as follows:

Date (Required)

Transaction date

BankAccount (Optional)

Account number for bank account. If not present the default bank
account (with lowest account number) is used. If present must match
a bank account in the chart of accounts.
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ChequeNumber (Optional)

Cheque number.

PaymentType (Optional)

One of the following: Cash, Cheque, Card, BP, SO, DD or Transfer.
If not present Cash is set.

InvoiceNumber (Required)

Invoice number for credit invoice which is being refunded. Must
match an existing credit invoice.

Amount (Required)

Amount that is being refunded against specified credit invoice. Must
not exceed the amount still outstanding on invoice.

UpdateBalances (Optional)

Flag (0 or 1) indicating if account balances are to be updated when
importing historical transactions.

The required and optional columns for importing sales credits are as follows:

Date (Required)

Transaction date

DebtorAccount (Optional)

Account number for debtor account. If not present the default
debtor account (with lowest account number) is used. If present this
must match the number of a debtor account in the chart of accounts.

CreditNumber (Required)

Invoice number for credit invoice which is being applied to invoices.
The total amount being applied in this transaction must not exceed
the amount outstanding on this credit invoice.

InvoiceNumber (Required)

Invoice number for sales invoice to which credit is being applied.
Must match an existing sales invoice.

Amount (Required)

Amount that is being applied to specified sales invoice. Must not
exceed the amount still outstanding on invoice.

UpdateBalances (Optional)

Flag (0 or 1) indicating if account balances are to be updated when
importing historical transactions.
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The required and optional columns for importing purchases are as follows:

LastName (Required)

Last name or organisation name for contact (see above)

FirstName (Required)

First name(s), and last name of first member in household if different
(see above). Blank for an organisation.

Date (Required)

Transaction date

Description (Optional)

Description for entire transaction.

CreditorAccount (Optional)

Account number for creditor account. If not present the default
creditor account (with lowest account number) is used. If present this
must match the number of a creditor account in the chart of
accounts.

PurchaseNumber (Optional)

Purchase number for purchase. If not present the next number for
the specified or default creditor account is used.

SupplierInvoice (Optional)

The supplier invoice number (can be alphanumeric).

AccountNumber (Required)

Account number for detail line. Must match the number of an
account in the chart of accounts.

DetailDescription (Required)

Description for detail line.

Amount (Required)

Amount for detail line.

UpdateBalances (Optional)

Flag (0 or 1) indicating if account balances are to be updated when
importing historical transactions.

The required and optional columns for importing purchases receipts are as follows:

Date (Required)

Transaction date

BankAccount (Optional)

Account number for bank account. If not present the default bank
account (with lowest account number) is used. If present must match
a bank account in the chart of accounts.

ReceiptNumber (Optional)

Receipt number.

ReceiptType (Optional)

One of the following: Cash, Cheque, Card, BP, SO, DD or Transfer.
If not present Cash is set.

InvoiceNumber (Required)

Invoice number for debit invoice which is being refunded. Must
match an existing debit invoice.

Amount (Required)

Amount that is being refunded against specified debit invoice. Must
not exceed the amount still outstanding on invoice.

UpdateBalances (Optional)

Flag (0 or 1) indicating if account balances are to be updated when
importing historical transactions.

The required and optional columns for importing purchases payments are as follows:

Date (Required)

Transaction date

BankAccount (Optional)

Account number for bank account. If not present the default bank
account (with lowest account number) is used. If present must match
a bank account in the chart of accounts.

ChequeNumber (Optional)

Cheque number.
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PaymentType (Optional)

One of the following: Cash, Cheque, Card, BP, SO, DD or Transfer.
If not present Cash is set.

InvoiceNumber (Required)

Invoice number for purchases invoice to which payment is being
applied. Must match an existing purchases invoice.

Amount (Required)

Amount that is being applied to specified purchases invoice. Must
not exceed the amount still outstanding on invoice.

UpdateBalances (Optional)

Flag (0 or 1) indicating if account balances are to be updated when
importing historical transactions.

The required and optional columns for importing purchases debits are as follows:

Date (Required)

Transaction date

DebtorAccount (Optional)

Account number for debtor account. If not present the default
debtor account (with lowest account number) is used. If present this
must match the number of a debtor account in the chart of accounts.

DebitNumber (Required)

Invoice number for debit invoice which is being applied to invoices.
The total amount being applied in this transaction must not exceed
the amount outstanding on this debit invoice.

InvoiceNumber (Required)

Invoice number for purchases invoice to which debit is being applied.
Must match an existing purchases invoice.

Amount (Required)

Amount that is being applied to specified purchases invoice. Must
not exceed the amount still outstanding on invoice.

UpdateBalances (Optional)

Flag (0 or 1) indicating if account balances are to be updated when
importing historical transactions.

The required and optional columns for importing receipts are as follows:

LastName (Required)

Last name or organisation name for contact (see above)

FirstName (Required)

First name(s), and last name of first member in household if different
(see above). Blank for an organisation.

Date (Required)

Transaction date

Description (Optional)

Description for entire transaction.

BankAccount (Optional)

Account number for bank account. If not present the default bank
account (with lowest account number) is used. If present must match
a bank account in the chart of accounts.

ReceiptNumber (Optional)

Receipt number.

ReceiptType (Optional)

One of the following: Cash, Cheque, Card, BP, SO, DD or Transfer.
If not present Cash is set.

AccountNumber (Required)

Account number for detail line. Must match the number of an
account in the chart of accounts.

DetailDescription (Required)

Description for detail line.

Amount (Required)

Amount for detail line.

UpdateBalances (Optional)

Flag (0 or 1) indicating if account balances are to be updated when
importing historical transactions.
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The required and optional columns for importing payments are as follows:

LastName (Required)

Last name or organisation name for contact (see above)

FirstName (Required)

First name(s), and last name of first member in household if different
(see above). Blank for an organisation.

Date (Required)

Transaction date

Description (Optional)

Description for entire transaction.

BankAccount (Optional)

Account number for bank account. If not present the default bank
account (with lowest account number) is used.

ChequeNumber (Optional)

Cheque number.

PaymentType (Optional)

One of the following: Cash, Cheque, Card, BP, SO, DD or Transfer.
If not present Cash is set.

AccountNumber (Required)

Account number for detail line. Must match the number of an
account in the chart of accounts.

DetailDescription (Required)

Description for detail line.

Amount (Required)

Amount for detail line.

UpdateBalances (Optional)

Flag (0 or 1) indicating if account balances are to be updated when
importing historical transactions.

The required and optional columns for importing journals are as follows:

Date (Required)

Transaction date

Description (Required)

Description for entire transaction.

AccountNumber (Required)

Account number for detail line. Must match the number of an
account in the chart of accounts.

DebitAmount (Required)

Debit amount for detail line.

CreditAmount (Required)

Credit amount for detail line.

UpdateBalances (Optional)

Flag (0 or 1) indicating if account balances are to be updated when
importing historical transactions.

Exporting Transactions

You can export transactions, e.g. to import into other accounting software or for processing by another
application. The files generated are in the same format as files for import into Debut, i.e. tab delimited
text files with headings in the first line. All required and optional fields are exported in the order shown
in the tables above for each type of transaction, except that the “UpdateBalances” field is not included.

To export transactions of a particular type click the Export button on the appropriate Control Panel tab.
An export form is then displayed, allowing you to select the transactions to be exported, by date etc.
When you click the Export button the generation of the export file is started. When this is complete a
file selector is displayed, enabling you to choose the name and location for the export file. Click the
Cancel button to close the form without performing the export.
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When exporting sales you can set the date range for the transactions to be exported, either directly using
the Start and End Date fields, or by using the radio buttons to set particular years or standard ranges.
You can export sales for a selected customer only, or for all customers. You can also choose which of
the sales related transaction types to export, as described in the Import section above. When exporting
sales (invoices) if the Closed Sales box is not ticked then
only invoices which still have amounts outstanding at the Alder Tree - Alder Tree - Al..

end of the date range are exported. This would be useful - - _ .
. . ) ) [0] https://aldertree.org.uk/accounts_... A"
when preparing to import transactions into another
accounting package; it would enable you to select Sales Export
‘historic’ sales which date from previous accounting years
bit which are still open at the start of the first accounting | §¢art Date 11,2024 YY)
year in the new package. You can then enter the receipts
that close the sales in the new package. End Date 2082024 (11
Selected Customer
Alder Tree - Alder Tree - Al... All Customers o) Sales ®
[[] hitpsy//aldertree.org.uk/accounts_... A" Last Year (2023) Receipts
Purchases Export This Year (2024) @  Payments
Start Date 1172024 YY" Next Year (2025) Credits
End Date 20/8/2024 Ty This Month O Export
Selected Supplier O Last Month
All Suppliers @  Purchases @ Year to Date ] Cancel
Last Year (2023) Receipts O Year to Last Month O
This Year (2024) @  Payments O Closed Sales
NesYeur @I O Debin O —
This Month
Export When exporting purchases you can select the date range, a
Last Month particular supplier or all suppliers, the type of purchases
Year to Date @ Cancel related transactions to export, and whether to export only
. purchases still open at the end of the date range (by
Year to Last Month O unticking the Closed Purchases box).
Closed Purchases
Alder Tree - Alder Tree - Al...

e

5 https://aldertree.org.uk/accounts_... A"

When exporting receipts you can select the date range, Receipts Export

and a particular payer or all payers.

Start Date 1/1/2024 (11]
End Date 20/8/2024 e
Selected Payer
All Payers ()} EX[I' ort
Last Year (2023)
This Year (2024) @ Cancel
Next Year (2025)
This Month
Last Month

35 Year to Date ()]

Year to Last Month




Alder Tree - Alder Tree - Al...

5 https://aldertree.org.uk/accounts_... Ab
Payments Export

Start Date 1/1/2024 "
End Date 21/8/2024 e
Selected Payee
All Pavees @ Expm t
Last Year (2023)
This Year (2024) @& Cancel
Next Year (2025)
This Month
Last Month
Year to Date ]
Year to Last Month )

When exporting journals you can select the date

range.
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When exporting payments you can select the date range,

and a particular payee or all payees.

Alder Tree - Alder Tree - Al...

o

(3] https//aldertree.org.uk/accounts_... A
Journals Export

Start Date 1/1/2024 ."
End Date 21/8/2024 $4¢
Last Year (2023) Expm £
This Year (2024) ®
Next Year (2025) Cancel
This Month
Last Month
Year to Date ()]
Year to Last Month
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Creating and Using Templates

Alder Tree - Phone line rental - Personal - Microsoft Edge O x If you frequently

have to create

() https://aldertree.org.uk/accounts_dev2/AccountsPurchaseForm.php?Window=1 )
transactions
Purchase which are similar
Creditor Account | Other ereditors (purch ledger) v £0.00 the.n_ you . can
Sumnls facilitate this by
upplier i .
PP Template Details creating a
Supplier Invoice ;
PP Template Name Phone line rental template with
Purchase Number the constant
Repeat Type
Date fields already
o Repeat Interval 1 filled in. You can
Description _
Repeat Date 17 ~ create a template
Account Working Day o Amount from . any
transaction form
Telephone & Broadbaf = = p . - £12.00 by CHCkil’lg the
ese ance . £12.00 “Save As
Template”
button. You will
be prompted for
a name to
identif the
y

I e

details of how
the transaction repeats, if at all. The name defaults to the contents of the Description field, or if empty
the description of the first detail line, and repeat defaults to No Repeat

The options for repeat are:

Daily: The transaction is repeated after a specified number of days; e.g. to repeat weekly
set the Repeat Interval to 7.

Monthly by Date: ~ The transaction is repeated on the same day of the month; e.g. to repeat quarterly
on the 17" set Repeat Date to 17 and Repeat Interval to 3. You can set Repeat
Date to Last to repeat on the last day of the month. If Working Day is ticked then
any repeat that would occur on a weekend is adjusted to the preceding weekday.
Public holidays are NOT taken into account.

Monthly by Day The transaction is repeated on the same day of the week on a monthly or multi-
month basis; e.g. to repeat every 2 months on the 2™ Monday set Repeat Interval
to 2 and Repeat Day to 2™ Monday. You can also set the Repeat Day e.g. to the
Last Monday.

You can enter as much or as little information as is appropriate in a template.

Templates are listed on the corresponding tab for their transaction type. Type the start of a template
name in the box to filter the list. Click the * icon to create a new transaction based on the template. The
Date field is set to the next repeat date; e.g. if the template repeats on the 17" of the month each quarter
and the last transaction created from the template was dated 17/10/24, then the date will be set to
17/1/25. If the template has no repeat then the date will be set to the current date. If the template has a
Repeat Interval of 0 then the date will be set to the date of the previous transaction created from the
template; this would be useful when entering a series of similar transactions for the same date.
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The Invoice Number, Purchase Number or Cheque Number, is always set to the next number, and the
Receipt Number is always blank.

Click the # icon to edit a template. When editing a template the “Save As Template” button is replaced
by a “Save As New Template” button. If you click this a new template is created and the existing
template left unchanged. Also when editing a template the balance for the selected Bank, Debtor or
Creditor account is not displayed, and no Attach, Scan, Authorise, Flag, Receipt, Payment nor Refund
buttons are displayed.

Modifying a template has no effect on existing transactions which have been created from the template.
Transactions are NOT created automatically by repeating templates, all transactions have to be created
by manually invoking the template.

On saving the template you will be prompted again for a name and repeat details, with the existing name
and repeat as default. If you change the name it will be listed under this new name, completely replacing
the existing template.

Click the X icon to delete a template; you will be prompted to confirm.

You can also use an existing transaction as a template; see section on Searches below.

Reco n CI I I n g Ba n k Alder Tree - Alder Tree - Alder Tree - Reconcile Accounts - Personal - Microsoft Edge
ACCO u ntS B https://aldertree.org.uk/accounts_de

\ccountsReconciliationForm.php?Window=36

Reconcile Bank Accounts

You can reconcile bank accounts by
Cthil’lg the Reconcile button on any Bank Account Current Account v Previous Statement
Control Panel tab, to dlsplay the Statement Date 30/9/2024 [11) Previous Balance £0.00

Reconciliation Form. Statement Balance | £803.00

You can select a different Bank ;si ig:j ;F: ;la): : I;:;:::::L;:::r cartridges.. o £195.00
Account, change the Statement 28/9/2024 SR Card Receipt: Desktop £309.00

Date (which defaults to the current

date) and change the Statement

Balance (which defaults to what the

balance would be if all transactions

up to the statement date are

reconciled.) Select the transactions

Wthh are iﬁChldCd on the statement Total Debits Total Credits Calculated Balance Out of Balance

None £998.00 £195.00 £803.00 £0.00

by ticking the boxes. Use the All
and None buttons to select or Report Cancel

desclect all transactions. The totl |

debits, total credits, the calculated

balance including all  selected

transactions and the amount this out of balance with the statement balance are shown. The Report and
OK buttons are only enabled if the amount out of balance is zero.
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aboutblank - Personal - Microsoft Edge

(D aboutblank &
Alder Tree - Test
Reconciliation Report
B‘EII]k AiCCOll[lt: Current A’&CCOmt
Previous Statement Date:
Previous Statement Balance: £0,00
Bank Statement Date: 30/9/2024
Cleared Payments
28,/9,/2024 EP Payment: Tomer cartridges._ £195.00
Total Cleared Payments £195.00
Cleared Receipts
27/9/2024 Card Receipt: Laptop £599.00
28/9/2024 Card Receipt: Desktop £399.00
‘Total Cleared Receipts £998.00
Outstanding Payments
Total Outstanding Payments £0.00
Outstanding Receipts
‘Total Outstanding Receipts £0.00
Reconciliation
Current Balance: L£803.00
Add Outstz_ndi_ng Pa}_‘mentﬁ: £0.00
£803.00
Deduct Outstz_nd.i_ng RfceiPts: £0.00
Expected Statement Balance: £803.00

39

Click the Report
button to display a
Reconciliation
Report in a separate
window. This can be
printed or saved as a
PDF (using a PDF
printer or the print
to PDF facility built
nto some
browsers.).

After you click OK

the selected
transactions are
marked as

reconciled and the
previous  statement
date is updated for
the bank account.
You can now
reconcile another
statement for the
same or a different
bank account.
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F I a g g i n g T ra n s a ct i o n s Alder Tree - Tomer cartridges - Personal - Microsoft Edge

[3  httpsy//aldertree.org.uk/accounts_dev2/AccountsPurchaseForm.php W
This is a mechanism that allows you to Purchase
requeSt anOther user to perform some Creditor Account | Other creditors (purch ledger) v £327.00
action on a transaction (Cg to Supplier a
authorise or make a payment), Of tO S€t | Supplier Invoice |15 Flag Transaction
a reminder for yourself. Purchase Number |[oo| User John Dawson ¥
Date 25| Message [Please authorise

To set a flag click the Flag button | Description
displayed to right in the transaction

. . . Account Cancel Amount
window. This displays the Flag Form,

. Computer Consumables [Ex £120.00

which enables you to select the user to AL £19000

be flagged (can be yourself), and the
message for the flag (e.g. indicating the
requested action). Click OK to set the
flag, or Cancel to close the form
without setting a flag. W hen you Set A |
flag for another user an email is sent to

them with the message as the subject

and notification text with instructions for viewing flagged transactions.

If a transaction has been flagged for the current user then the flag message is displayed top right in the
transaction window (it may be truncated). If a transaction has been flagged by the current user for
another user then the name of the flagged user is displayed top right in the transaction window.

A X icon (if the flag has been set by the cutrent user) or a v/ icon (if the flag has been set by a different
user) is displayed to the right of the flag message or user name. This enables the user to clear the flag,
e.g. because a reminder is no longer required or the requested action has been completed. Clicking the
icon displays a confirmation dialogue, and if OK is clicked the flag is removed and the Flag button is re-
displayed. If the flag was set by a different user then a notification email is sent to them with subject RE:
plus the original flag message. The flag is displayed with a COMPLETED: prefix on the dashboard and
search flagged windows for the user that set the flag. It can take up to 60 seconds from the time the flag
is cleared until it appears as completed in the other user’s session.

You can list all transactions which are currently flagged for you by selecting the Flagged tab in a search
window.

Flags can be set on Sales, Purchases, Receipts and Payments. Only one flag can be set on a transaction at
any one time. Flags can only be set for users who have access to the current business. Users who only
have read access to the business can view flagged transactions and clear the flags, but cannot set new
flags.

40 V3.008/11/24



Authorising Transactions

Alder Tree - Tomer cartridges - Personal - Microsoft Edge

Supplier Invoice 1364

[7]  https//aldertree.org.uk/accounts_dev2/AccountsPurchaseForm.php?Window=1
Purchase
Creditor Account | Other creditors (purch ledger) v £327.00
Supplier Acme Widsete Attachment:
Authorisation

Purchase Number | 000

this transaction

Please enter vour password and click OK to authorise

Date 25/1]
Description [ .................. @]
Cancel
Account Amount
Computer Consumables [Ex] £120.00
Paid £120.00 OQutstanding £0.00 TOTAL £120.00

This provides a mechanism for a user
to authorise a transaction that has
been entered by them or another user.
You might then have a requirement
that a Purchase or Payment must be
authorised by 2 wusers before any
payment is made. Authorising a
transaction adds a cryptographic
signature, which is created from the
uset’s private key and the content of
the transaction. The user’s private key
is encrypted using a password which
is only known to them, so the
presence of a valid signature confirms
that the transaction was authorised by
that user and has not been modified
since the signature was created.

To authorise a transaction click the

Authorise button, and enter your authorisation password. You would have set this password the first
time you logged on, and is NOT the same as the password you use to log on. After a transaction has
been authorised a red seal icon appears on the transaction form; if the mouse is hovered over the seal
the name of the user who signed the authorisation and the time of signature are displayed.

If an attempt is made to modify a
transaction that has authorisations
then a warning is displayed. If the
warning is ignored and the changes
are saved then the existing
authorisations are removed. Note
changes to the names of contacts or

accounts  referenced by  the
transaction do NOT invalidate
authorisations, but selecting a

different account will do so.

Authorisations can be applied to
Purchase, Payments and Sales
Credits, 2 maximum of 2 for each
transaction. Absence of
authorisations cannot  actually
prevent a payment being made, but
the presence of valid authorisations

Alder Tree - Tomer cartridges - Personal - Microscft Edge

5]  https://aldertree.org.uk/accounts_d countsPurchaseForm.php?Window=1
Purchase
Creditor Account | Other creditors (purch ledger) v £327.00 Flag
Supplier Acme Widgets Attachments| Attach Scan
. . @ H hold
Supplier Invoice 186654 ® Househo
dult
Purchase Number | 000002 () Organisation
Date 25102024 Document
Description '
Account Description Amount
Computer Consumables [Ex] Tomer cartridges £120.00
New Paid £120.00 Outstanding £0.00 TOTAL £120.00
Save As
Template Cancel

enables the person making the payment to prove that they were authorised to do so.

If a user forgets their authorisation password, or believes it has been compromised, then an
administrator can reset the password, by clicking the button on the User form. The next time the user
logs on they will be prompted to enter a new password. This does NOT affect the password used to log
on. The old password can no longer be used to authorise transactions, but any existing authorisations
created with the old password remain valid.
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Data Viewing

If you need to look up particular transactions click on the Search button on any of the Control Panel
tabs to display the Search Panel.

The Search Panel has 4 tabs, enabling you to search for transactions for a particular Contact, including a
particular Account, with specific text in their Desctiption, or Flagged for you. You can select different
periods to search in (the default period runs from the start of the current month to the current date).
You can select transactions of a particular type, or display all types of transactions (default).

Results are displayed in date order, earliest first. Sales Receipts and Purchases Payments are listed with
receipt and payment transactions respectively. However the transactions created for Sales Credits and
Purchases Debits are listed with sales and purchases transactions; these always appear as pairs of debit

and credit entries.

The left hand
amount column
shows debits and
the right hand
credits. On the
Contacts tab, for
sales, sales
receipts and sales
payments the total
amount  debited

or credited
from/to the
debtors account is
shown. For
purchases,

purchases

payments and

purchases receipts
the total amount

credited or
debited to/from
the creditors

account is shown.

42

Debut Accounts Search - Alder Tree - Test - Personal - Microsoft Edge

] https://aldertree.org.uk/accounts_dev2/AccountsSearchPanel.php?Window=15
Contacts Acconnts Descriptions = Flagpged
Search By Contact

Acme Widgets From | 192024 Q@§  To 25102024 Y@ Type [All v
¥ 28/9/2024 PP BP Payment: Tomer cartridges... £195.00

A7 3 25102024 Pu 000002 Tomer cartridges £120.00

A7 ¥ 25102024 Pu 000003 Tomer cartridges £75.00
¥ <3 25102024 Pu 000004 Refund for incorrect toner £75.00

Total Debits Total Credits
£270.00 £195.00

For receipts and payments the total amount debited or credited from/to the bank account is shown. The
total amounts debited and credited are shown at the bottom.
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Debut Accounts Search - Alder Tree - Test - Personal - Microsoft Edge

On the Accounts tab
each detail line which

5] https;//aldertree.org.uk/accounts_dev2/AccountsSearchPanel.php?Window=15 contains the speciﬁe d

Contacts LC S Descriptions || Flagged account is listed, with

the amount debited

Search By Account or credited from/to

the account. If the

Current Account [As] From | 192024 @@§  To 25102025 §ff Type Al v specified account is a

X"° 27/9/2024 SR Card Receipt: Laptop £399.00 debtors, creditors or

X;‘:i 28/9/2024 SR Card Receipt: Desktop £399.00 bank account then
b 18/9/2024 PP BP 000001 Payment: Tomer cartridges... £195.00

the total amounts

debited or credited

from/to the account

for each matching

transaction are

shown. The total

amounts debited and

Start Balance Total Debits Total Credits Net Change End Balance credited are shown at

£0.00 £008.00 £195.00 £803.00 £803.00 the bottom.

Additionally if all

I ronsoction types s

selected and the date

range falls entirely within the current accounting year then the balance on the account at the start and
end dates plus the change is displayed.

On the Descriptions tab
each detail line whose
description contains the
specified text is listed.
Each transaction whose
overall description
contains the specified
text is also listed, with
the total debit and credit
amounts from all the
transaction’s detail lines
shown. This can result
in multiple entries for
the transaction.
No totals are shown at
the bottom.

same

You can view a
transaction by clicking
on its @ or #” icon (@
is displayed if you have
only read access to the

Debut Accounts Search - Alder Tree - Test - Personal - Microsoft Edge

[1] https://aldertree.org.uk/accounts_dev2/AccountsSearchPanel.php?Window=15

Contacts Accounts Descriptions [EYEREE
Search By Description
[1apto ] From[192024 @  To 25102024 ff Type [Al v

¥ <7 ¥ 2602024 Sa
¥ 25102024 Sa

000001 Laptop (Blogzs, Zoe)
000002 Refund for faulty laptop (Bloggs,
Andrea)

£599.00
£599.00

business or for transactions that cannot be modified, e.g. from previous accounting years.) Clicking on a
# also allows you to update the entry. Entries for sales credits or purchases debits cannot be edited.

You can create a new transaction using the existing transaction as a template by clicking on its ¥ icon.
The new transaction has all its fields set to the values from the original transaction, except Date is set to
the current date, Cheque, Invoice or Purchase Number is set to the next number and Receipt Number is
set blank. The original transaction is left unchanged.
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You can delete a transaction by clicking its X icon; you are prompted to confirm. X icons are not
displayed if you only have read access to the business or for transactions that cannot be modified, e.g.
from previous accounting years. Sales or purchases which have had receipts or payments applied cannot

be deleted.

Debut Accounts Search - Alder Tree - Test - Personal - Microsoft Edge

[[] https://faldertree.org.uk/accounts_dev2/AccountsSearchPanel.php?Window=15

Contacts Acconnts Descriptions [YEREE

Search Flagged

¢ & 151102024 Pu 000001 Please pay £12.00

44

The Flagged tab displays all
transactions in the current
business which have been
flagged for action by the user,
or were flagged by the user for
a different user who has now
cleared the flag. The flag
message is displayed rather
than the description text. No
* icon is displayed, and either
a X icon (if the flag has been
set by the current user) or a v/
icon (if the flag has been set
by a different wuser) is
displayed, which allows you to
clear the flag (as described in
the section on Flagging
Transactions above).
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Reports

You can generate a number of different reports for your businesses. Click the “Reports” button on any
of the transaction pages to display the Reports panel. This is divided into different tabs for different

report types.

Click on the = icon to create a new report; this will display a form for you to enter the parameters for
the report (date ranges etc.). Click the “Display” button to generate the report, which will be displayed in
a new window. You can then print the report using the browser’s print facility, or save it to disk by using
the save as PDF option available in some browser print dialogues or by using a PDF printer. Click the
“Export” button to export the report data as a tab delimited text file; you will be prompted for where to
save the file. The text file can then be imported into a spreadsheet for analysis.

The following reports are available:

Ledger Repotts

Profit & Loss

Balance Sheet

Trial Balance

Accounts

Budgets

Funds
Chart of Accounts
Sales Reportts

Aged Debtors

Shows total credits to income accounts and debits to expenditure
accounts, and calculates profit/loss.

Shows all your assets, liabilities and capital.

Shows income and expenditure for selected month and for the year to
the end of selected month.

Shows all transactions for selected account or all accounts, within
selected period.

Compares actual income and expenditure with budgets set for a financial
year.

Displays transactions and balances for capital funds.

Displays or exports the chart of accounts.

Shows outstanding customer invoices with amounts owing broken down
by age of debt.

Debtors ReconciliationShows outstanding customer invoices with amounts owing broken down

Invoices

Purchases Reports

Aged Creditors

Creditors
Reconciliation

45

by age of debt, and reconciles total with debtor’s account.

Show all invoices for selected customer or all customers, within selected
period, with associated receipts from customer..

Shows outstanding supplier invoices with amounts owing broken down

by age of debt.

Shows outstanding supplier invoices with amounts owing broken down
by age of debt, and reconciles total with creditors account.
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Purchases Show all purchases for selected supplier or all suppliers, within selected
period, with associated payments to supplier.

Profit & Loss Report

On the report form you must enter the start and end dates for
the report. You can use the year radio buttons to select the
accounting year for the report. “This Year” is always the
accounting year that would be ended next time you start a new
year in Debut; it may not necessarily be the current calendar
year. “Last Year” is the preceding year, and “Next Year” the
following year. An example may help to clarify this.

Say your accounting year runs from April to March, and you
started using Debut in April 2015. Initially “This Year” is 2016
and there is no “Last Year” nor “Next Year”. When the current
date reaches April 2016 “This Year” continues to be 2016, but
“Next Year” is now 2017. Then when you start a new year in
Debut “This Yeat” becomes 2017, “Last Year” is 2016, and
there is no “Next Year” until you reach April 2017 when the
cycle starts again.

Selecting “Last Year” (when available) sets the report period to
the whole of that accounting year. Selecting “This Year” sets

Alder Tree - Alder Tree - Pr...

El https://aldertree.org.uk/zccounts_dev.,

Profit and Loss Report

Zero Balances (]

Rounding |

Start Date (110202 (X1}
End Date 25/10/2024 (1T
Last Year (2024) Displ ay
This Year (2025) @

Next Year (2026) Export
This Month @ Save As
Last Month Template
Year to Date Cancel

Year to Last Month

the period from the start of that accounting year to the current date, unless the current date is after the
end of the accounting year, in which case the whole of the accounting year is set. Selecting “Next
Year”(when available) sets the period from the start of the accounting year to the current date.

You can also select “This Month” (from the start of the current month to current date., “Last Month”
(the whole of the previous month), “Year to Date” (from start of next or this year to current date) or
“Year to Last Month” (from start of next or this year to end of the previous month).

If “Zero Balances” is ticked then all income and expenditure accounts are included in the report,
otherwise only those which have been used in transactions within the selected period.

If “Rounding” is ticked then all amounts are rounded with no decimal part shown.
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Accounts Report

The date range for the report is set the same way as for the
Profit & Loss report above.

Alder Tree - Alder Tree - Accou...

5 hit ps://aldertree.org.uk/accounts_dev2/A..
You can select a single account for the report by typing the

Accounts Report i s ]
start of the account name in the box and selecting the entry in

Start Date (11072024 did the drop down box. You can select a group of accounts by
End Date 35102024 YY) selecting the header account under which they are grouped,;
header accounts are prefixed by *H* in the list.
Selected Account
All Accounts ® Display You can restrict the report to a specific type of transaction
Transactions All v (Sale, Purchase, Receipt, Payment or Journal), or include All
Last Year (2024) Export transactions using the Transactions selector.
This Year (2025) @
Save As
Next Year (2026) Template
This Month ® e
Last Month

Year to Date

Year to Last Month O

Balance Sheet Report Alder Tree - Alder Tree - Ba...
@ https://aldertree.org.uk/accounts_dew...
On the report form you specify the date at which you want the

balances to be calculated. Use the radio buttons to select the end Balance Sheet

of the current year or following year. Date B 1Y)
.. Ly e . This Y 2025 @ .
If “Zero Balances” is ticked then all asset, liability and capital is Year (2025) Display
accounts are included in the report, otherwise only those which Next Year (2026)
have non-zero balances. Zero Balances O Export
. . . Rounding (]

If “Rounding” is ticked then all amounts are rounded with no Ti"n::]‘::e
decimal part shown.

Cancel
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Trial Balance Report

Use the “Month” selector and the year radio buttons to
Sl Er e L ez I, X select the period for the report.

EI https://aldertree.org.uk/accounts_dev...

If “Zero Balances” is ticked then all income and

Trial Balance expenditure accounts are included in the report, otherwise
only those which have been used in transactions within
Month the selected period.
Last Year (2024) Display If “Rounding” is ticked then all amounts are rounded with
This Year (2{'25} o) no decimal part shown.
Next Year (2026) Export
Zero Balances |:|
Save As
Rounding O Template
Cancel

Budgets Report

Only income and expenditure accounts which have
budgets set are included in the report. Budgets are set

Alder Tree - Budgets Report -...

on the Accounts form, see section on “Editing the (1  httpsy//aldertree.org.uk/accounts_dev2/B...
Chart of Accounts” above. You can select a single
account or a header account for the report by typing the Budgets Report

start of the account name in the box and selecting the

entry in the drop down box. Selected Account O | ]
All; ® :

The detail report lists all the transactions for each H chj.:ounts Display

account in the selected accounting period, as well as the | Last Year (2024)

totals for the actual and budgeted income or This Year (2025) ® Export

expenditure. The differences between the actual and L

budgeted values are also shown. If it’s only part of the Next Year (2026) SaveAs

way through the selected year then the “Budget YID” | Detail @ Lo e

shows how much of the total income and expenditure Summary

should have been raised or spent at this point in the year : Cancel

(assuming a constant rate through the year). In this case
the “Variance” shows the difference between actual _
income or expenditure and the proportion of the budget

for the year so far. For income accounts the variance is

positive if the actual income exceeds the budget; for expenditure accounts the variance is positive if the
actual expenditure is less than the budget. If the report covers a complete year then the variance is the
difference between the actual income or expenditure and the budget for the full year.

The summary reports shows the totals only. Only the summary report can be exported; if you wish to
export details of transactions for an account use the Accounts Report (see above).
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Funds Report

Alder Tree - Alder Tree - Funds...

51 htt ps://aldertree.org.uk/accounts_dev2/F...

Selected Account @ | Bursary fund [Ca]

All Accounts

Display
Last Year (2023) @
This Year (2024) O Exp ort
Next Year (2025)
Save Az
This Month O Template
Last Month Thired)

Year to Date

Year to Last Month O

Chart of Accounts

This report displays the chart of accounts, or exports it in
a form which can be imported into another accounting
package. The layout of the exported data is the same as
required for import into Debut (see section on “Creating a
Business™ above.)

The “Balance Date” is the date for which the balances of
each account are calculated. Use the radio buttons to
select the end of an accounting year as the balance date. If
you are intending to import the chart into a different
accounting package then the balance date should be the
end of the accounting year prior to the first accounting
year in the new package.
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You can generate this report for selected capital accounts or
all capital accounts. For each account the balance at the start
and end of the selected period is shown, and all transactions

Funds Report within the selected period.
Start Date 1/9/2022 (11
End Date 31/8/2023 ...

Alder Tree - Alder Tree - Chart...

B https://aldertree.org.uk/accounts_devZ/C...
Chart of Accounts
Balance Date (31872025 1T
Last Year (2024) Displ ay
This Year (2025) )]
Next Year (2026) Export
Cancel
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Aged Debtors Report

You need to set the ageing date for the report (default is

Alder Tree - Alder Tree - A...
current date).

https://aldertree.org.uk/accounts_dev2/]

You can select a single customer for the report by typing the

Aged Debtors Report start of the customer name in the box and selecting the entry
] in the drop down box.
Ageing Date 26/10/2024
Current Date If “Zero Balances” is ticked then all invoices for the selected

customer or the whole business are included in the report.

Selected Customer . . . . Lo
Otherwise only invoices which the customer has not paid in

All Customers ® Display full are included.
Zero Balances -
Export
Save As
Template
Cancel

Debtors Reconciliation Report

Alder Tree - Alder Tree - D...

You need to set the ageing date for the report (default is ) https;//aldertree.org.uk/accounts_dev...
current date).
Debtors Reconciliation Report

You can select a single customer for the report by typing the
start of the customer name in the box and selecting the entry Ageing Date (26102024 ]
in the drop dOWIl bOX. Current Date

If “Zero Balances” is ticked then all invoices for the selected Selected Customer

customer or the whole business are included in the report. All Customers ®

Otherwise only invoices which the customer has not paid in 7z - Display
. ero Balances ]
full are included.
Export
Save As
Template
Cancel
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Invoices Report

The date range for the report is set the same way as for the
Profit & Loss report above.

You can select a single customer for the report by typing the
start of the customer name in the box and selecting the entry
in the drop down box.

Aged Creditors Report

Alder Tree - Alder Tree - In...

] https://aldertree.org.uk/accounts_dev...

Invoices Report

Start Date [ 1/10/2024) ..]
End Date 26/10/2024 (17)

Selected Customer

All Customers w

Display
Alder Tree - Alder Tree - . You need to set | Last Year (2024)
Er Inee - ET IMEE - A :
. the ageing date | . v 2025  ® Export
[  https://aldertree.org.uk/accounts_dev... for the report )
(default is Next Year (2026) S
Aged Creditors Report current date). This Month @ Template
Ageing Date (26/1012024 ] You can select | LastMonth Cancel
Current Date ? singif: supplier | Year to Date
or the report ;
Selected Supplier O by typing the Year to Last Month O
All Suppliers ® , start  of the [N RNRHREEE
Zero Bal _ Display supplier name
ero balances - in the box and selecting the entry in the drop down box.
Export
If “Zero Balances” is ticked then all purchases for the
Save As selected supplier or the whole business are included in the
Template report. Otherwise only purchases for which the supplier
has not been paid in full are included.
Cancel

Creditors Reconciliation Report

You need to set the ageing date for the report (default is
current date).

You can select a single supplier for the report by typing the
start of the supplier name in the box and selecting the entry in
the drop down box.

If “Zero Balances” is ticked then all purchases for the selected
supplier or the whole business are included in the report.
Otherwise only purchases for which the supplier has not been
paid in full are included.
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Alder Tree - Alder Tree - Cr...

5 https://aldertree.org.uk/accounts_dev...

Creditors Reconciliation Report

Ageing Date [26/10/2024 ]

Current Date

Selected Supplier

All Suppliers (O]

Display

Zero Balances O

Export

Save As
Template

Cancel
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Purchases Report

The date range for the report is set the same way as for the
Profit & Loss report above.

Alder Tree - Alder Tree - Pu...

@ https://aldertree.org.uk/accounts_dev..
You can select a single supplier for the report by typing the
start of the supplier name in the box and selecting the entry

Start Date (T10202] 1Y) in the drop down box.

Purchases Report

End Date 261102024 'TY

Selected Supplier

All Suppliers (O]

Display
Last Year (2024)
This Year (2025) ] Export
Next Year (2026)
Save As
This Month ()] Template
Last Month Cancel

Year to Date

Year to Last Month O

Report Templates

If you frequently need to generate a report with the same
settings, then you can define a template, which will enable
you to generate the report with a single click. Report () https;//aldertree.org.uk/accounts_dev...
templates can be added to your dashboard, enabling you to
generate the report without opening the control panel for
the associated business.

Alder Tree - Alder Tree - Pu...

Purchases Report

Start Date 1/8/2024
To create a report template, open the form for the required | End Date 26/10/2024
repc?rt, as if you were going to run the report, by chck.mg the Selectel Please enter name for
icon. After setting the required parameters click the template
“Save as Template” button. You will then be prompted for | All Sug
. . [Purchaaes ‘_[—[d ]
a name to give the template; the default is the report name. Last ¥4
Click OK to save the template with the name entered, or L.
. : This Y4 0K
click Cancel to close the dialogue. Cancel
Next Y
If th f 1 fi i
the dates for a report template are defined using a named This Month

range then the actual dates are calculated each time the
report is run. For example if you create a template with the | Last Month
“Year to Date” radio button selected then the report will
always be generated with end date set to the current
calendar date and start date set to the start of the accounting
year which includes the current date (this may cither be This ||| | | GcNNEGNNEEEEEEEEEE
Year or Next Year). However if you save a template with

the “This Year” radio button selected but no date range

buttons selected, then the report will always be generated with start date set to the start of the current
accounting year in Debut, and the end date set to the end of the current accounting year or the current
calendar date, whichever is earlier.

Year to Date

Year to Last Month
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If a template is created with a header account as Selected Account, then the detail accounts used in the
report are derived from the accounts that are grouped under the header at the time the report is run. So
if any detail accounts have been added, removed or re-ordered after the template has been defined, the
reports generated will always reflect this.

All templates defined for a business are listed on the Templates tab of the Reports panel. To run a
report simply click the = icon; the report will be generated immediately with the saved settings, no form
is displayed.

If you wish to change the settings for a template click the .+ icon to display the form for the report.
After making the changes to the settings click the Save button; you will be prompted for the template
name, with the default the name the template was previously saved with. You can create a new template
based on the existing template by clicking the “Save as New Template” button; you will be prompted for
the name for the new template. This will create a new template; the existing template is not changed.
Click Cancel to close the form.

To delete a template click the X icon next to its name; you will prompted to confirm the deletion.

Tick the box in the Dashboard column to display the template on your dashboard. Unticking the box
removes the template from your dashboard. An Administrator can add or remove report templates on
other users’ dashboards; see Managing Users in the Administration section above. Templates are specific
to a business, and are available to all users who can access the business they are defined in.
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Troubleshooting

[Problem

The login screen is not displayed.

[Possible Cause

JavaScript may not be enabled.

Solution Change your browser or security settings to allow JavaScript for the Debut address.
Problem The browser does not respond and/or displays a blank window.
Problem The Administration or Control Panel is not displayed.

Possible Cause

Your browser and/or security software may be blocking pop-up windows.

Solution

Change your browser or security settings to allow pop-ups for the address of your Debut
installation.

Problem

The login screen is not displayed.

Solution

Close all browser windows and restart browser. In some cases it may be necessaty to use
the Windows Task Manager (activate with Ctrl-Alt-Del) to terminate all browser
processes. If all else fails restart your computer.

[Problem

'The form does not refresh after I click on "Save".

Solution

This is the intended behaviour. The user interface works in a different way to 'traditional'
web forms (which normally need to be re-displayed after data entered by the user has
been saved.) It is based on AJAX (Asynchronous JavaScript and XML). The web
browser sends a message to the server containing the data entered on the form, and
receives an acknowledgement back from the server that the data has been successfully
stored in the database. When the browser receives the acknowledgement it displays aj
confirmation message at the bottom of the window. If the browser does not receive a
response from the server within a reasonable length of time, or the response is not in the
expected form, then an error screen is displayed to the user.

Problem

An error message is displayed saying that there was no response from the server.

[Possible Cause

Either there is a problem with your Internet connection or the server.

Solution

Wait for a few moments as the response may have been delayed. If there is still no
confirmation that operation has completed then retry the operation that failed; there may]
have just been a temporary glitch. If it fails again then test your Internet connection by
attempting to view a page on a different site. If this is successful then try viewing a page
hosted on the same server as Debut is installed on. If this fails to display this may mean
there is a problem with the web server.
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[Problem When creating a document using a template placeholders appear in the output, rather
than being replaced with values from the transaction.

Possible Cause  Some word processors when typing or pasting new text into existing text are prone to|
inserting redundant formatting around the new text. If a placeholder is modified this
may result in the software being unable to recognise the placeholder, even though it
looks fine in the template document. I have observed this behaviour with Libre Office
Writer, but have no experience with MS Word or other programs.

Solution Delete and retype the entire placeholder, including the enclosing braces.
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Appendix A - Introduction to Double Entry Bookkeeping

In double entry bookkeeping two entries are created in the books for each transaction. The first credits
an account, the second debits a different account by the same amount.

Let’s look at a specific example. Say you pay an employee for some travel expenses. This would be
recorded as a credit to the bank account and a debit to the “travel expenses” account.

Now at first sight this looks weird... Normally when you credit a bank account you would expect the
balance to increase, but if you have paid somebody’s expenses from the account the balance would have
gone down!

In double entry bookkeeping the terms “credit” and “debit” have very specific definitions, which are
often at odds with normal expectation. An account is either a ctredit or a debit account. Credit accounts
increase in value when ctedited (and dectease when debited). Debit accounts increase in value when
debited (and decrease when credited).

There are two basic types of debit account:

Asset accounts represent assets: things which increase the value of a business. These include tangible
assets such as land buildings and plant, less tangible assets such as money in bank accounts, and
intangible assets such as money owed to the business. The last could include money owed by customers
for goods and services they have been invoiced for but not yet paid for.

Expenditure accounts represent all the different costs incurred in carrying out the business. These could
include wages, heat and power, rates, maintenance costs, amongst many others

There are three basic types of credit account:

Liability accounts represent liabilities: things which decrease the value of a business. This includes money
owed to suppliers for goods and services which the business has been invoiced for but yet paid for, but
could also include tax & NI deducted from wages but not yet paid to HMRC, and any unpaid loans
taken out by the business.

Income accounts represent all the sources of income for the business. These would typically include all
the types of goods and services the business provides, but could also include other types of income such
as grants, donations, etc.

Capital accounts represent the various funds within the business. For example you may receive a grant
for a specific purpose, which you put in a particular fund, represented by a capital account. As you spend
the grant the capital account is debited.

So a bank account is an asset, and hence a debit account. This means that when you make a payment the
account is credited (as in the example above), and when you pay money in it’s debited.

There are some other types of account that may be used:

Cost of Sales accounts are a special kind of expenditure account (hence debit accounts). They are
typically used to represent the cost of buying items to be sold to customers.

Other Income and Other Expenditure accounts are similar to normal income and expenditure accounts,
and can be used to record transactions that are outside the main line of business. For example a school
might buy in books and equipment for pupils which are charged at cost price to parents.
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In a balanced set of books the sum of all the credit account balances must equal the sum of all the debit
account balances. To achieve this when the books are first set up a special capital account called the
“historic balancing account” has its balance set so the books balance. Then providing the matching
credit and debit entries are made correctly the books will remain in balance. You can prove this is the
case by looking at the four different combinations of entries that can be made: the credit entry can be
applied to either a credit or debit account, as can the debit entry.

1: Credit applied to credit account, debit applied to credit account
Total credits increase, total credits decrease.

2: Credit applied to credit account, debit applied to debit account
Total credits increase, total debits increase.

3: Credit applied to debit account, debit applied to credit account
Total debits decrease, total credits decrease.

4: Credit applied to debit account, debit applied to debit account
Total debits dectease, total debits increase.

Let’s look at another example: you invoice a customer for a service you have provided. This would be
recorded as a credit to the appropriate income account for the service and a debit to a special asset
account referred to as a “debtors account”. The debtors account (and hence the overall worth of the
business) increases in value each time a sale is made, and its balance at any time represents the total
amount of money owed by customers for unpaid invoices.

Then when the customer pays the bank account is debited (i.e. increases in value) and the debtors
account is credited. In effect an intangible asset (the customer’s debt) has been converted into something
more tangible (money in the bank), although there is no change in the overall assets (and hence the
worth) of the business.

Now say you have to provide a refund to a customer, e.g. for a product that has been returned. This
would be recorded as a debit to the income account corresponding to the product (which effectively
cancels out the credit from when the original sale was recorded) and a credit to the debtors account
(decreasing the total amount owed to the business and hence the total assets). Note that in Debut this is
entered as a Sale with a negative amount.

If the refund is then paid directly to the customer this is recorded as a credit to the bank account and a
debit to the debtors account. In effect the balance of the bank account decreases and the total amount
owed to the business increases.

However instead of paying the customer directly you could apply the refund to another sale made to the
customer. In this case two pairs of double entries have to be made in the books.

The first pair closes the refund invoice by crediting and debiting the debtors account. The second pair
closes the sale invoice by also crediting and debiting the debtors account. So this has no effect at all on
any account balances, it’s purely a tidying up exercise, so the books now show that the business no
longer owes the customer a refund and the customer no longer owes the business for the new sale.

For simplicity in the example I have assumed that the value of the new sale matches the refund. In
practice this is unlikely to be the case, so the refund may be applied to more than one sale invoice
and/or a sale invoice may be left in a partially paid state.
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Purchases made by the business from suppliers are recorded in an analogous fashion, with entries that
mirror those for sales.

A purchase is recorded as a debit to an expenditure account and a credit to a special liability account
referred to as the “creditors account”. The creditors account represents the total amount owed by the
business to all its suppliers. A purchase increases the total liabilities of the business, and hence decreases
its worth.

When the business pays for a purchase the bank account is credited and the creditors account is debited.
In this case both the assets and the liabilities of the business are reduced, so there is no overall change in
the worth of the business.

If a supplier provides a refund for a returned item this is recorded as credit to the corresponding
expenditure account and a debit to the creditors account. Thus the total liabilities of the business are
reduced, increasing its worth.

If the supplier repays the refund to the business this is recorded as a debit to the bank account and a
credit to the creditors account. Both the assets and liabilities of the business increase, hence there is no
change to its worth.

If the refund is applied to another purchase then two pairs of entries are created, both crediting and
debiting the creditors account.

We started with an example of a payment that was not associated with a purchase. Its also possible to
have receipts that are not associated with a sale, e.g. a donation. This would be recorded as a debit to the
bank account and a credit to a “donation” income account..

In all the above examples at least one of the pair of credit/debit entries has been a bank account, the
debtors account or the creditors account. However sometimes it is necessary to make an entry where
neither the credit nor debit is made to these accounts. Such entries are referred to as journals. An
example is the recording of depreciation of assets. This would be recorded as a credit to an asset account
and a debit to a “depreciation” expenditure account. The value of the assets of the business, and hence
its total worth, has decreased.

For simplicity all the above examples have a single credited account and a single debited account.
However in practice there may be multiple accounts on one side of the transaction. For example in a
payment there might be debits to several different accounts, but the total debits must equal the credit to
the bank account.

Normally when entering a payment you would use an expenditure account in each detail line. However
there are circumstances when you might use a different type of account. For example if recording a wage
payment with a tax deduction you might enter 2 detail lines. The first line, for the gross wage, would use
a “gross wages” expenditure account, since this is a cost to the business. The “gross wages” account is a
debit account, and so it is debited to reflect the increase in cost to the business.

The 2™ line would use a “tax” liability account to record the tax deducted. It is not expenditure, as it is
not a cost to the business. The only cost is the gross wage, part of which is paid to the employee, and
part to HMRC. The tax is a liability because this is now owed to HMRC. Since the tax account is a credit
account it must be credited, to reflect the increased liability to the business. In Debut a negative amount
is entered in the detail line, to indicate a credit rather than a debit.

The bank account (a debit account) must be credited with the amount actually paid to the employee: the

gross wage less the tax deducted. The total credits (to the bank account & tax account) match the debit
to the wages account; the books remain in balance.
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When the tax is paid to HMRC this would be entered as a payment, with a debit to the tax account
matched by a credit to the bank account. The amount in the detail line is positive this time because it’s a
credit.
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Appendix B — Setting up for Scanning

Scanning is only possible on computers running Windows. You need to install the ScannerAccess
program, which enables the browser to communicate with your scanner. This requires a 32 bit version of
Java to be installed, and a TWAIN driver for your scanner. Note that many scanners are installed with
WIA drivers by default, so you may need to download a TWAIN driver from the manufacturer’s web
site and install it.

Download the ScannerAccessxy.zip and extract the contents into an appropriate folder, e.g. C:\
ScannerAccess. To run the program simply double-click ScannerAccess.exe. The first time you run the
program you may get warnings from your security software about it being a suspicious or dangerous
program. This is because the mechanism it uses to communicate with the browser (websockets) is also
used by malware programs to give malicious web sites access to resources on your computer. Running
the Scanner Access program poses no risks as the only access it provides is to your scanner (to enable
the scanning function to operate.) You may also get a warning from your firewall that the program is
opening a connection. You can actually block this as the program is only accessed by the browser on
your own computer, and external access is not required.

For convenience you can set the program to run automatically when you start the computer. For
Windows 10 perform the following steps:

1. Create a shortcut: right click the ScannerAccess.exe file and select “Create Shortcut”;
2. Open the Startup Folder: type Windows-R, enter shell:startup and click OK;
3. Drag the shortcut into the Startup Folder.

The procedure for other versions of Windows will be similar. The program uses minimal resources and
having it run permanently in background should have no significant effect on performance.

If you are using Debut in an Office setting, where you are using roaming profiles to log on to different
computers with the same settings, then you should extract the archive contents into a folder within your
profile (e.g. under your Documents folder.) This ensures the program will be available on any computer
you use.

Note that if you log on to a computer using “Switch User” and the previous user has also been using the
ScannerAccess program, then you will find the scanning function will not work for you. This is because
the previous instance of the program has control of the websocket port used to communicate with the
browser.
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