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Purpose
1. List and describe what heading and text will be containing in each of the Tip’s and tricks

2. Outline what FAQ’s will be released on the System Notifications at two week intervals and on

what dates
Tips and Tricks

1. Using the Function Keys in AccountsiQ
There are currently four standard keyboard function keys used in the system.
F1 - Opens the online help facility
F2 - Closes the active window
F6 - Duplicates details from the line immediately above in batch entry screens
F8 - Deletes the active line in batch entry screens
Published 31/10/08

2. Optimize your browser settings to begin using AccountslQ - to enable the best

possible use of AccountslQ let the Media player E-Learning tutor guide you through the

steps. This is located in the online help by clicking on the & PEP in the top right area of
AccountslQ main page, then selecting the AccountslQ eLearning section and clicking on
the Browser settings link. Remember to Plug in your headphones!

Published 31/10/08



3. View your reports in the Date format you require —

This will affect spelling, date formats, number formats, etc. The most common place these
are used is in the reports where the date format will appear in your regional settings.
Example if you see the date format as 10/20/2008 (where the date is 20" October 2008) this
is US format you will need to check the settings if require the settings in your region. To set
them to your region see the online help Getting started section and Language and regional

settings.

4. Emailing from within AccountslQ -

You can email anywhere you see the yellow envelope. This is useful when you want to

email quotes, orders and invoices to prospective customers / suppliers Published 12/11

5. Attaching documents — lm

You can attach documents anywhere you see the paper clip. This is available in quotes,
orders, invoice, General ledger, Bank Reconciliation, VAT return, stock items. This is useful
document repository if you want to scan and attach customer invoices received or your copy

of the purchase invoice or a copy of a Bank Reconciliation. Published 12/11
6. Searching in blue background fields

Searchable fields are identified on pages by their light blue background colour. To look up
a value simply enter “?’ or % and press ‘Enter’ or tab out of the field. The system will then
show a list of available values. If you want to narrow down a search simply enter the first
letter of the code you are looking for. All searchable fields support partial match and list
search management.

Partial match search can be achieved by entering a portion of the code to be found, if
already known, both a small ‘a’ and capital ‘A’ can be entered.

Adding more characters to the code increases the match. If you wish to see a list of all
accounts that partially match the search, simply add the “?’ or ‘%’ character to the end of
the search characters. Published 13/01/09



7. Tabbing — use tab instead of enter

When navigating through the fields in Accounts, for example when inputting a batch invoice
it is faster to press the tab key to move to the next field. Pressing the enter key will not bring
you to the next field unless there is data inputted in the field. If the field is blank and you
press enter you will remain in the field. Getting into the habit of using tab will lead to faster
use of the system. Published 13/01/09

8. Drilling into transactions — blue hyperlink, hand, see more information

Drill-down refers to the process of viewing more detailed information that makes up documents
and transactions such as payments, allocations and journals. We see the for example the
customer codes are highlighted in blue. Whenever you hover over the blue hyperlink with the
cursor a hand is displayed. Anywhere in AccountslQ where you have a hyperlink you can click
on it to view more details. By clicking on the customer code we enter the customer details
screen where we can see the postings to this customer account. By clicking on the type we get
into a further level of detail which shows us the transaction details. Published 26/01/2009

9. Sorting — click on column headers to sort ascending & descending

Within certain screens, e.g. customer / supplier account, invoice listings you can sort
transactions by clicking on column headings to sort in ascending or descending order.
Published 26/01/2009

10. Filtering

Filters in AccountslQ work the same in all screens where filters are available.

There are three drop down menus. The first menu gives a list of fields which will be the ones
displayed horizontally in your listing screen. The second menu option gives the following
options:

Like, > greater than, < less than, = equals to, <> between,

Like means it is like the word you are searching for. Example insert Coman is searched for and
it returns Comans as a supplier.

Contains means that it contains search criteria user will input. Example searching under the
letter C will return any value containing C

Published 11/02/09
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11. Printing in AccountslQ

Where ever you see the print icon in AccountslQ you can print. When you click on the print icon
a report will be generated. If you wish to print from this screen, just click on the print icon which
will be in the top right menu bar of the report.

You can also export the report by choosing the format you require from the export drop down
list, export it to your PC and then print it. Published 11/02/09

12. Filtering Part 2

Tip for the Audit trial browser:

The Audit trial browser initial view displays the current day so you will only see transaction for
the current day listed when you enter. To view all transactions click on the clear button to view
all the history for the audit trial browser..

Saving filters: When you have a filter applied you can save this by clicking save. Remember
when you exit this screen (If it is the Audit trial browser for example) and enter this screen again
your saved filter will be applied.

You can view what filter you have applied to the right of the advanced button in blue text

To view all results again click clear and this will clear your saved filter. To save this view you
need to click save. You can also double click on any of the text in the listing view to return that
result in the filter.

Published 05/03/09

13.Ctrl + F

Using 'CTRL +'F'" will allow you to search for any words or characters that exist on the particular
page you are currently at in accountslQ. It brings up a screen which allows you to enter a word
or phrase and to check or uncheck the below checkboxes. You do not have to check these
boxes and can leave them unchecked.

Match whole word only: Checking this eliminates partially matched characters.
Match case: Checking this means 'unit' would not match Unit
Direction Up/Down: Searches up the page or down the page from the previous matching result.

Published 05/03/09



14. Filtering Part 3

Advanced filtering:

To view the advanced filter click on the advanced button. Two extra filter buttons sort and
normal. Normal returns you to the initial filter screen options. When using the advanced filter the
best way to use is to first select your initial criteria

For example select type = Sl. This will appear in blue to the right of the normal button. Then
when you see this you need to click view. Click on view and the results will appear.

To further refine your search choose more criteria. You will see this additional criteria is added
to the first criteria searched under which is now visible to the right of the normal button. You
then need to click view to display the list of results. Published 30.03.09

15. Editing transactions 1

Apart from a transaction description field, which can be amended at any time from the Audit
Trail Browser by clicking the hyperlink, only transactions with a period date in an Open
Ledger (General/Sales/Purchases) period can be amended

Only transactions that are 'unallocated', 'unreconciled' (on a bank statement), or 'unreturned’
(from a VAT point of view) can be edited

Once you have selected a particular transaction to edit, click on the pencil icon to edit the line.
Fields available for editing then take on a sunken appearance. To cancel any edit made whilst in
edit mode, click the undo button. To save your edits click 'Process edits'. Published 30.03.09

16. You have not yet been set up for this operation — upgrade

If you receive the message “you have not yet been setup to complete this operation. Please
check with your administrator” when trying to enter a menu option in accountslQ this means that
the menu item you clicked on is not available in the version of accountsIQ you have. In order to
access these functions you will need to either upgrade your version of accountsIQ or purchase
a required add on (prices for add-ons from 10 euro’s per month). Published 26/05/09

Please contact your AccountslQ Implementation team / Account Manager or email
support@accountsig.com

17. Filtering - double clicking on items to display in listing screens

In any screen with a filter you can double click on the text you require under any of the
headings. This selected item will then appear in the listing screen and be applied in the filter.


mailto:support@accountsiq.com

For example | want to see all customers who have US Dollar currency. | double click on the
USD in the Cur field and the filter is applied Cur = USD and my US Dollar customers are
displayed. Published 26/05/09



18. Accessing the new Dashboard and Menu options - July 09

To access the new dashboard reporting and menu options in accountslQ click on the M button
as highlighted above.

The new menus have 3 main elements:

o Side Navigation Bar: contains the menu items that were previously displayed within the
tabular menus

o Top-level dropdown Menus: contains the menu items and groups that were displayed
in the previous drop down menus

« Integrated Dashboard: is a central area from which you can view your selected
dashboard objects

We've also retained access to the old menu layouts. Simply click on the M and select 'Old
Menus' from the list of Themes and you'll be re-directed back to the old menus.

In this initial release we're providing a selection of dashboard objects which can be added to
your AccountslQ homepage including:

Bank Account balances for selected bank(s) per period with diagram
Summary Profit and Loss showing Period actuals and Year to Date values
Cash receipts by account by day

Top 10 Accounts Receivable/Payable

We'll continue to add more dashboard objects to the available list in future releases. Published
23/07/09

19. Customizing your dashboard — July 09

The dashboard can be personalised to include dashboard objects that are of interest to your
company. You simply select the option to "Configure My Dashboard' and do the following:

You are in the dashboard objects tab where you will see the reports available to add
Click on 'Create Tabs' because we want to create new tabs to add reports to

Click add new tab or to edit an existing one click edit

Click update to save this tab you just created

Click on the dashboard objects tabs

Click on the object you want to add to preview it

From the add to tab dropdown select the tab you wish the object to be displayed in
Click 'Add Object' button

Close this screen after you have finished adding objects to your tabs

Back in the main screen of accountsIQ you will see the tabs you created containing
the dashboard reports you added.



For more assistance on this please go to the online help by clicking on the & "elP and select
the dashboard folder

20. Using the new Sales Receipts and Purchase Payments screen:

Populating Customers & Suppliers:

When you open the Sales Receipts screen you need to select the customer / supplier you wish to pay. In
the customer / supplier field type the first few letter(s) of a customer / supplier code. The returned list will
automatically filter to display the matching results. The returned grid list in blue will show the selection to
search by code or name of the customers. The grid also shows in blue displays the result of the search
you have inputted. Clicking on any row will select the account.

Methods of entering Sales Receipts and Purchase Payments:

1. Sales Receipts (or Purchase Payments) can be entered ‘on account’ which means a receipt was
received from a customer but that receipt has not been allocated to specific invoice. To do this,
enter the amount to pay in the Pay amount field, enter ref number and date and click process.
This will put the amount on account and will allow you then to allocate it in the future against
outstanding invoices etc.

2. Sales Receipts (or Purchase Payments) can also be entered and allocated at the same time.
There are two ways to do this. Firstly enter the amount into the Pay amount field and then double
click the allocate field for each transaction you wish to pay. The un-allocated balance will update
as you pay and you can see how much is remaining in the pay amount field. Secondly you can
leave the Pay amount field blank and just double click the allocate field against the invoices to
pay and allocate them in one go.

21. Cashflow Forecasting

The Cashflow Forecasting Module in accountsIQ will enable you to forecast the movement of cash
in your bank accounts based on existing transactions held in the system, plus future and expected
cash transactions that you may wish to include. Within the Cash and Bank menu click 'Cashflow
Forecasting' to open the function.

22. VAT return new screen

accountsIQ provides a number of comprehensive features to facilitate accurate recording,
reporting, and management of VAT related transactions. To start reconciling your VAT
return the user needs to select items to be returned. The items could be selected
individually by clicking on each line or in multiples by clicking on the first item and holding
Shift to select multiple items. As entries are selected the 'Returnable Amount' balance
on the screen is calculated displaying the return amount.

The user needs to go through the process of selecting items in each tab. When all items are
selected the VAT return must be saved by clicking on 'Save' button. The VAT return has to
be saved in order for VAT Reporting tab to display any values.

The following values are displayed in the VAT reporting tab:

e VAT on Sales - will display the total of returned transactions in the Sales tab.



plus VAT on EU Acquisitions - will display the total of VAT @ standard rate for the
transactions associated with the VAT code marked as EC Purchases.

e equals Total VAT due - will display the total of returned transactions in the Sales tab plus
VAT on any EC Purchases (Acquisitions).

. less VAT on Purchases & Other Inputs - will display total of returned transactions in the
Purchase tab.

. plus General VAT adjustments - will display the total of returned transactions from General
tab.

e equals Net VAT for payment/reclaim - will display the total VAT for payment or reclaim.
The value in this field is calculated form the fields above: (Total VAT due - VAT on Purchases &
Other Inputs + General VAT adjustments = Net VAT for payment/ reclaim).

e Total value of Sales ex. VAT - will display the total value of returned Sales transactions
excluding VAT. This field should agree to the VAT audit trail report Net value of group Sales
and Bank Receipts.

° Total value of Purchases ex. VAT - will display the total value of returned Purchase
transactions excluding VAT. This field should agree to the VAT audit trail report Net value of
group Purchases and Bank Payments.

e Total value of EU Sales ex. VAT - will display the total value of returned Sales transactions
associated with VAT code marked as EC Sales. For more information on how to set up EC
Purchase/EC Sales rates see Setting Up Your VAT Rates chapter.

e Total value of EU Purchases ex. VAT - will display the total value of returned Purchase
transactions associated with VAT code marked as EC Purchase.

When all the items are selected and the VAT return is saved the reports are ready for
printing. To return all items selected and to complete the return chose 'Return’. You
can save your work in progress at any time by clicking on the 'Save' button

Entering opening balances

Opening balances are entered in the following way.

The existing ‘Retained P&L Account’ - #9990 - is a Control Account, and you will not be able to
post transactions directly to it. Therefore you will need to use the Opening P&L Account / new
GL account for these postings if you wish. Similarly the system will not allow direct posting of
transactions to the Debtors and Creditors Control Accounts. Therefore you will need to post
these balances as individual customer/supplier account transactions. For Customer account
balances create a Sales Ledger Debit/Credit journal and post the amounts to each of the
individual Customer accounts.

For Supplier account balances create a Purchase Ledger Debit/Credit journal and post the
amounts to each of the individual supplier accounts. Finally, for all other GL Account opening
balances post these as an opening balance GL journal - go to the accounts IQ dropdown menu
General, Journal, Journal Entry.

23. Reversing transaction 1



To reverse a transaction, identify the transaction within either the relevant Sales or Purchase
Ledger Account and drill down to transaction details. Then click on the 'Reverse' button. This
will automatically generate a reversing transaction.

If the 'Reverse' button is not visible on this page, it is not currently possible to reverse that type
of transaction

. Transaction must be in an open period (it can't be in a closed period)

. Transaction must be unallocated

. Transaction type must be from the subset of allowable transaction types

. the selected transaction falls outside the constraints of the reversal function.

Transactions cannot be deleted from accountslQ. You can edit, reverse or post debit / credit

journals to increase / decrease the accounts required

24. Reversing transactions 2
25. Reporting periods

26. Allocating part 1

27. Allocating part 2

28. Allocating part 3

29. Searching

Remember when searching the golden rule is less is more:

This means by inserting less information in the search criteria (For example search under part of
the customer code instead of all the customer code) you are more likely to find a match.

Once the search results appear on screen, scroll down the list to see if you can see what you
require.

Fine tuning your search results - If the search results list is too long, fine tune the search criteria
by adding more characters to your search.

1. Exporting reports to another application

After running the report you have the option to select Select the application from the drop
down list and click export




