PayBiz -
Native Accounting

29/09/2021
Contents
NAEIVE ACCOUNTING . ettt ittt ettt ittt ittt ettt ettt ettt ettt teeeeeeeeeeeeeeeaeeeeeeesesssssesssssssssssssssssssssssssssannns 2
L] T o= =0 LT 3
€ I 0 T L= PP PPPPR 3
L7 I 0T L= T8 T == 4
L I I = = 5
L T T U o 5 T 13 6
BaANK ACCOUNLES ...ttt ettt ettt ettt et e e et e eeaaeeeenaeesennneesennnasesnnsesesnnessennnens 7
BaNK StatEMENES ..ottt ettt ettt e e e et e et e e 8
i Yelo{o 101 ] £ - 1= 1o (=B O ¢ <Ta || o] & T PP 9
Creditor (SUPPLIEr) INVOICES ......viiiiiiiiiiii ettt e e et ittt eeaeeaneeeeeeeaaannnneeeeeessnnnnnnes 9
(01 g=Ta |1 o] gl o= 1Y 1 1 1= o | - PP 9
Accounts ReCeiVable - DEDOrS ... .oint ittt e et e e et e et e e e e eeaeeeeanaeens 10
Debtor (CUStOMEr) INVOICES ...iiiiiiiii ittt e et ittt eeeeaeeeeeeeeaannnneeeeseesennnnneeeeens 10
(07T o o] gl - 10 1 1= | PP PP 10
(0 1 loTe o) QAN - 7= 13141 T PP 11

R - Taleh (o T I - 1o 1Y Vet (o] o - PP 13



Z PAYBIZ

P.O. Box 78
CROMWELL
9342, NZ

Ph 64 3 445-1345
www.shebiz.nz

Native Accounting

Native accounting in PayBiz has four modules: General Ledger, Accounts Payable (Creditors), Accounts Receivable
(Debtors) and Cashbook (Banking).

This covers the financial side of your business and manages your balance sheets and profit and loss accounts with a
customisable tree structure. You can set up multiple bank accounts with bank statement reconciliation.

There is a comprehensive cashbook to facilitate all financial transactions and allocate them to specific invoices.

You can set up

PayBiz main m

Company Details

your general ledger (G/L) defaults from the G/L Defaults tab in Company Details.

enu > File > Company > Company Details > G/L Defaults

Identity Registration \/ pates |/ other || Form | GsLDefaults || Constants |/ Printers || Financial |/ Paybiz
System Codes Multi Currency
G.5.T. Debtors 92,0000 Settlement Disc. 58.1000 Tdanne Tee Luss
G.5.T.Creditors 93.0000 Settlement Creditors 58.2000 Exchange Rate Ga
UnPaid PAYE 95.0000 Transfer P/L to 71.0000
Student Loan 97.0000
Defaults
Has Departments i Dpt By Branch ‘i Debtor By Branch i
Debtors 21.0000 Default Interest Code
Creditors 91.0000 Default for Db Splits 20.0000
Nett Wages (exp) 52.0000
Paye (exp) 50.0000
Unpaid Mett Wages 96,0000

Force Branch on

Stock Rept (Mo Crd)
Account Transfer
Bank Transfer

G/L Batch JIrn

GL transaction ' Force Dept 0 on Balance Sheet \_is Force Dept on P/L codes 'k

Print Save

Figure 1: G/L Defaults in Company Details

Exit
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General Ledger

The General Ledger module operates at real time and is fully integrated with all other PayBiz modules. This leads
to automatic reconciliation to accounts receivable, accounts payable and cashbook.

It has a simple, customisable tree structure that allows for flexibility. You can add multiple bank accounts and
reconcile bank statements. You can set up standing transactions for both General Ledger and Bank accounts.

There are many reports that can be used through the General Ledger giving you the information required.
You can also custom design reports to gain the information you need.
There is also simple Profit & Loss, Balance Sheet and Trial Balance reporting.

G/L Codes

PayBiz main menu > Ledger > Analysis Codes

You can set up and see what code it adds to on the tree. You can set whether it’s a debit or credit and what report
it should go on.

There is also a Check Code button that will list transactions against that code which might cause errors with
reconciliation.

Ledger : Enquire/Change

Code 20.0000 External Code

Description  Sales

Ledger Budgets/Forecasts Motes

Add To 10.0000

Account Type Credit -

Report Type F

Transfer To

Print Sub A/c's on Report @D Has

No Posting i Has

Mo Gst i Has Assets
On Dashboard List i
Closing

Directly posted to this account
MTD YD HTD

Total posted including sub Accounts
MTD YTD HTD

- Save Save . . . p . Check
Save R %0h Details Analysis Delete Exit Code

Figure 2: G/L Code
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G/L Code Budgets

PayBiz main menu > Ledger > Analysis Codes > Budgets tab

Ledger : Enquire/Change

Code 20.0000 External Code
Description  sales
Ledger Budgets/Forecasts Motes
_kw Set as % of this account 0.00
_iw Set monthly budget/forecast as % of Total
Budget \/
Dollars % Total Incl. Sub Accts
April 50,000.00 .
Replicate
May 15,000.00
lune 435,000.00
July 130,000.00 17.22
August 170,000.00 22.52
September 45,000.00
October 10,000.00 1.32
Movember 15,000.00
December 20,000.00 2.65
January 50,000.00 6.62
February 80,000.00 11.92
March 115,000.00 15.23
Total 755,000.00
Save iagiit :.aa;?jd Details Analysis Delete NcEESitave JULE L x x Cchsélz

Figure 3: G/L Code Budgets

The budget tab on the G/L Code screen allows you to set budgets for the code.
You can then see what the actual amounts were.
The % Total is the budget month amount in regards to the total budget amount.

There is also a utility to export a proposed set of G/L budgets based on actuals, with the option of +/- a

percentage, to a tab separated file which may be opened in Excel and edited.
This can then be imported as a new set of budgets.
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G/L Tree

PayBiz main menu > Ledger > G/L Tree

This allows you to see your G/L Codes in a tree format.
You can print this report with options to include customers, suppliers and employees (requires the payroll module).

Ledger Display

__FF" 60.0000 Net Profit B/L Account Credit
——'i:_'F 10.0000 Grs Profit B/L Account Credit
‘ T—D 20.0000 Sales P/L Rccount Credit
+- 30.0000 Cost of Sales P/L Rccount Dekit
-5 40.0000 Expenses B/L Account Debit
i@ 41.0000 Fuel and 0il P/L Rccount Dekit
+- 42,0000 Vehicle R & M P/L Rccount Dekit
—= 43.0000 Telephone P/L Account Debit
—E 44,0000 Stationerv & Postage P/L Rccount Dekit
— 45,0000 RAdwvertising P/L RAccount Dekit
—E 45,0000 Aeocountancy P/L Account Dekit
—E 47,0000 Legal Expenses P/L Account Dekit
—E 48.0000 Imsurance P/L Account Debit
—= 49,0000 Interest & Bank Fees F/L Account Debit
—= 45,5000 BWT B/L Rccount Debit
-!——D 50.0000 Expenses — Paye B/L Rccount Debit
-!-—D 51.0000 Expenses — Het Wages P/L Rccount Dekit
+- 55.0000 Settlement Discount P/L Rccount Dekit
l—E 110.0000 Sharehclders Interest P/L Rccount Dekit
__t—i §92.0000 Gst Debtors Balance Sheet Credit
| E 93.0000 Gst Creditors Balance Sheet Debkit
__L—_I'" 95.0000 Balance Sheet Balance Sheet Debkit
_Lo Inc. Debtors On Report —i Inc, Groups On Report
Preview @ print Exit
_io Inc. Creditors On Report _io Inc. Employees On Report

Figure 4: Sample G/L Tree
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G/L Journals

PayBiz main menu > Ledger > G/L Journals

Journal : Enquire/Change

Approved By

Transaction Control Account
Date 5/04/2015 v Auto Reverse 1.0000 lanre Chap
Reference SH Interest € spit Suspence
@ preview o
Print W Export For Project
Debit Amt.
Comment
Split Totals
215.00 0.00  110.0000 March 15 S/H Interest Debit
0.00 81.70 49,5000 RWT 38% 2
0.00 13330 120.0000 March 15 interst to SH Account .
Credit
Amount Analysis Code Comment 2
133.30  Credit ~ 120.0000  March 15 interst to SH Account
For Project westor Accounts Tax Type
Save & Exit MNext Delete
Save Details Analysis Delete Exit AT

Figure 5: G/L Journal

G/L Journals can also be set up as Standing G/L Transactions.
You can then post your standing G/L transactions up to a certain date and select which ones to process:

Post Ledger Standing

Current Period :
PostUp To: 31/08/2020
Select Transactions To Process
5/07/2020 0.00 SH Interest
0%
Select All Post Exit

Figure 6: Post Standing Ledger Journals
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Bank Accounts

PayBiz main menu > Banking > Bank Accounts

Bank Account : Enquire/Change

Identity / Local Currency \f Other Currency Documents
Account No 02 1234 0001234 00 Closed i
Curnrent Balances Forward Balances
AfcName BMZ Current Account Bank -15,085.23 Bank
Bank G/L 82.1000 Cashbook -15,085.23 Cashbook -15.,085.23
Other Currency Use On Stmt. & Unpresented 0,00 Forward Date 202
Bank Code gnZ Exc. From Cashflow i Last Rec.
ExportType Bank of New Zealand v

Default account for payments and receipts @O
Save o - _ ; Details Analysis Delete Exit J2 (< (> (3l CashFlow
Figure 7: Bank Account
There is an option to transfer money between bank accounts:

PayBiz main menu > Banking > Bank Transfer

Bank Transfer : ADD

Date g/0g/2021 Currency Exchg. Rate

Particulars  Transfer . l.oooo

Use Bank &/c Mame

FROM Bank Account  BNZ Current Account Amount (from Currency) Amount (to Currency)

TO Bank Account BNZ Interest Account 1000.00 1000.00

Amount 1000.00
Detail Transfer to Invest _ @ Preview i Export
Print
G/L Code 999.0000
Save Save Save S - o Exit
- & Exit & Add B B = Mo Save

Figure 8: Bank Transfer
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Bank Statements

PayBiz main menu > Banking > Bank Statements

You can enter and reconcile your bank statements.

You select the date range, check the opening balance and enter the closing balance. Then you can select a
transaction and click the arrow to move it from the unpresented list to the included list:

tement : Enquire/Change

Bank 4/c Name PAYBIZ Test A nt Lacal Currency Currency
Opening 6056.65 Opening 0.00
Date Entered 23/09/2014 From Date  1/08/2014 Closing -1265.66 Closing 0.00
Line -1265.66 Line 1,00
Page 7 To Date  30/09/2014 S -
_iw Use Other Currency Diff. 0.00 Diff. 0.00
Transactions Documents
Included Unpresented
17/09/2014 ADVANCES -200.00 13/07/2021 ADVANCES -1.00
17/09/2014 Wages Cash -€42.30 1/04/2021 PAY WAGES
17/09/2014 BPAY WAGES -3144 .53 31/10/201% ADVANCES
17/09/2014 Wages Cash -981.50 13/09/2019 inv 1082
17/09/2014 BAY WAGES -3346.68 5/05/2019 ADVANCES
17/05/2014 Wages Cash —-22_30 2770572018 Wages Cash
17/05/2014 DAY WAGES -130.07 27/09/2018 DAY WAGES -482.02
17/09/2014 Wages Cash -475.10 23/09/2018 -220.00
17/09/2014 PAY WAGES -546.42 11000.00
20/09/2014 POWER -231.50 2/10/2017 DEP 7112.38
20/09/2014 RDVANCES . 20/07/2017 DM Testing -3.50
23/09/2014 dep 2555.88 11/07/2017 BP -7838.13
' 23/05/2014 DEP 4122 43 ‘ £/07/2017 Wages Cash -1707.30
23/09/2014 ADVANCES -150.00 €/07/2017 PAY WAGES -15721.92
. 23/09/2014 ADVANCES -155.00 ’ f0E/2017 gdsg -7€58.00
23/09/2014 T/FER IN /0E/2017 Wages Cash -1020.40
23/09/2014 ADVANCES /0E/2017 PAY WAGES -1784.13
23/09/2014 ADVANCES . 2 7 Wages Cash -13.40
23/09/2014 Wages Cash -2082. 14/08, € ADVANCES -780.00
23/09/2014 DAY WAGES -2066.£1 25/12/2015 FUEL CARD -200.00
23/09/2014 PAY WAGES -155. &2 25/11/2015 FUEL CARD -200.00
23/09/2014 PAY WAGES -349.94 25/10/2015 FUEL CARD -200.00
25/09/2014 FUEL CARD -200.00 /05/2015 FUEL CARD -200.00
25/08/2015 FUEL CARD -200.00
15/08/2015 ADVANCES .
25/07/2015 FUEL CARD -200.00
Select Sort Order - Sort By Date Descending -
Deposits 7678.37 Wwithdrawals 5000.68 Deposits @ withdrawals @D
Comment
Save Exit . : ) . Bank Rec. Add Preview @D
/e - Details Analysis Delete Exit L L L Print =
& Exit & Add Report Trer Export

Figure 9: Bank Statement
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Accounts Payable - Creditors

PayBiz main menu > Creditors
The Accounts Payable ledger lets you manage your creditors with multiple payment options and terms and multiple

payment schedules on each invoice.
System defaults in the company details allow you to define the default payment terms.

Creditor (Supplier) Invoices

Creditor Invoices can be created, edited and printed via the Creditor Invoices option in the Creditors menu.
Templates can be created for creditors with regular invoices eg power, phone, fuel and insurance suppliers.
There is also a facility to create a copy or a reverse of an existing invoice.

Creditor Payments

Individual payments can be made via the Pay button directly from the creditor screen.
Multiple payments can be made quickly via the Batch Payments option:

PayBiz main menu > Creditors > Batch Payments

Pay Creditors

Payment Due :  9/09,/2021 Pre Report
Exclude ltems due prior to this date & summary @O
Payment Date ©  o/00,/2021 Preview @0

Payment Method :  D/Credit -
Edit Totals
Reference :
Bank Account : 03 1001 0001234 00 Edit Inv's
PAYBIZ Test Account Pay
Branch: Al Eranches
Exit

Figure 10: Batch Payments
Invoices and Total can be edited and modified from the Batch Payments screen if you do not wish to pay the full
amounts.

Direct credit payments can have the bank export file generated for importing directly into your banking program.

Page 9 of 13


http://www.shebiz.nz/

P.O. Box 78

','/ CROMWELL
9342, NZ

/ PAY B | Z
Ph 64 3 445-1345
www.shebiz.nz

Accounts Receivable - Debtors

PayBiz main menu > Debtors
The Accounts Receivable module lets you manage your purchasers and suppliers.

The Aged Trial Balance allows you to keep track of your outstanding invoices.
There is a variety of Debtor Statement options so you can give your customers the information required.

Debtor (Customer) Invoices

Debtor invoices are generated automatically for your customers form job/tally sheets.
You can also enter debtor invoices that are not associated with a job/tally sheet.
The default penalty interest rate and due days can be modified on a per invoice basis.

Debtor Payments

Individual receipts can be made via the Receipt button directly from the debtor screen.

Single Receipt =

Cheque Details

Receipt Date :  10/10/2017 Cheque No Receipt
Receipt Method :  Direct Credit > Bank e
Reference : Branch 32363.37
Bank Account:  02-0920-001234-000 Drawer

Barry and Jane Scott Exit

25/05/2017 Inv 108& 32363 _37
&/07/2017 Inw 1087 3021.54
T/05/2017 Inwv 1053 g4g.08

Figure 11: Single Receipt

Multiple receipts can be entered via Bank Transactions in the Banking menu.

Cash Payments that have been received can be entered and deposit slip generated for your bank.

Direct Debit and Credit Card payments can also be entered and an electronic bank file generated for import into
your banking software.

There is also a Batch option for Monthly or Weekly Direct Debit and Credit Card receipts.

Batch Direct Debits automatically generates the cashbook transactions for the receipts that are due and produces
the bank file for import into your banking software.
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Cashbook / Banking

The cashbook is where all financial transactions are recorded and linked or allocated to their corresponding

supplier and customers etc.

There are four options for cashbook entries:
e creditors (suppliers and vendors)
e debtors (customers and purchasers)
e cashbook other
e payroll

Bank deposit lists can be generated for receipts.

Bank export files for direct credits and direct debits can be created for importing directly into your bank program.

PayBiz main menu > Banking > Bank Transactions

Cashbook Debtors @ ADD

Bank Statement

Bank &/c Name CURREMT A/C ANZ

Date g/pg/2021

Name Of Other Party
Cash Deposit

ate ___Debtor Name Un Allocated

_dw Banking Closed

hits Particulars Code

DEP

Date

Page Mo

Bank Reference

9/09/2021 George Bishop 1306.40 0.00 0.00
9/09/2021 Bob Coombes 18265.86 0.00 0.00
Debtor Details Cheque Details
Alpha  BOBC Date g/09/2021 Cheque No
Cash ~
Name | gob Coombes Reference
Bank
Receipt 18265.86
Branch
E )
Discount 0.00  prawer
Allocate Save & E Mext Delete Exit
All Transactions
Pick Add Display Exit 1< > 1> Search Restore Report

Figure 12: Cashbook Debtors
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Cashbook Creditors : Enquire/Change

Bank A/c Mame

Mame Of Other Party

Bank Statement

CURRENT A/C AMZ Date
Date g/05,/2020 Page MNo
Mits Particulars Code Bank Reference
1002031 OTAGO 61633

FOODSTUFFS

Memo

Creditor Name Reference Payment Settlement|

6/05/2020 Foodstuffs 1002031 129.44 0.00
Export  Remittance
Mett Gst Gross Cther
Remit, 2.3 38 29.44
Copy
Save S e Details Analysis Delete Exit LS AR
Figure 13: Cashbook Creditors
Cashbook Other : Enquire/Change
Bank Statement
Bank Afc Name CURREMT A/C ANZ .
ate
Date  6,/07/2017
Page Mo
Int Ref. FEES
Name Of Other Party Mts  Particulars Code Bank Reference
BNZ Bank FEES
Name On Cheque ENZ Bank
Memao
Details \f Documents
FEES -10.00
Analysis code Reference Purpose Amount Included GST
FEES Payment ~ 10.00 0.00
Imported from file Gst
_uw Capital
For Project
Save & E MNext Delete Exit

Figure 14: Cashbook Other Transaction
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Standing Transactions

PayBiz main menu > Banking > Cashbook Standing Transactions

Standing cashbook transactions can be used for regular payments eg insurance, hire purchase payments etc.
You can then post standing cashbook transactions by selecting a date and posting all transactions up to that date.

standing Transaction : Enquire/Change

Details Frequency

MName Of Other Party |nsurance Co Last Posting  14/06/2021
Particulars |pS Repeat Monthly w

Bank Account  02-0920-001234-000 Mext Posting 407202

Final Posting
Tax Type st -15.00 Gross -115.00
Business Continuity In... -115.00 -15.00

Save S - _ Details Analysis Delete Exit S

Figure 15: Cashbook Standing Transactions
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