CHAPTER 3   :   ENTERING CUSTOMER AND 



    SUPPLIER DETAILS
SETTING UP CUSTOMER RECORDS
One of the initial tasks when computerising an accounting system will be to set up accounts in the Sales Ledger for our credit customers . 

SYMBOL 183 \f "Symbol"
Select the Customers option
SYMBOL 183 \f "Symbol"
Click on Wizard which will enable us to enter our customer details and guide you through the necessary steps. 


 Details of the following customers will need to be entered 

N.B.
All customer balances will be expected to be settled within 30 days

For each customer it is vital that on the Customer Defaults screen the default tax code is T1 (i.e. VAT at 20%)
Also ensure that the “use default nominal code for sales” and “use default tax code for sales” boxes are both selected

(Leave all other fields unamended apart from the credit limit, settlement due days)
A / C


Name and



Credit






Address



Limit

BLACK

Black Brothers


1000




22 Wind Street





Swansea





SA1 6HD

This account also has an opening balance due from the customer at 1st January 2017 , the details of which are as follow (Choose to enter as this as individual transactions) :




Original invoice date
4th October 2016



Original invoice number
953867




Amount


£1400

When the customer account is created, the system will recognise that this date is outside the current financial year of 2017 and ask if you wish to continue. Enter Yes
JONES

Jones Enterprises


2500




63 St Helens Road




Swansea




SA2 9BT

SUN


Sun Valley Electronics

3500




91 Union Street




Swansea







SA1 4 PQ

SETTING UP SUPPLIER RECORDS

In a similar way , another one  of the initial tasks when computerising our accounting system will be to set up accounts in the Purchase Ledger for our suppliers . 

SYMBOL 183 \f "Symbol"
Select the Suppliers icon 
SYMBOL 183 \f "Symbol"
Click on Wizard which will enable us to enter our supplier details


The wizard will guide you through the necessary steps


 Details of the following suppliers will need to be entered 

N.B.
All supplier balances will be expected to be settled within 30 days

For each supplier it is vital that on the Supplier Defaults screen the default tax code is T1 (i.e. VAT at 20%)

Also ensure that the “use default nominal code for purchases” and “use default tax code for purchases” boxes are both selected

(Leave all other fields unamended apart from the settlement due days)
A / C


Name and









Address

HARD

Hardware Supplies Ltd




26 Mt Pleasant Road




Swansea




SA1 5FR

SOFT


Software Supplies Ltd




104 Albany Road 




Cardiff




CF4 5LL

This account  has an opening balance due to the supplier at 1st January 2017 , the details of which are as follow (Choose to enter as this as individual transactions) :




Original invoice date
29th December 2016



Original invoice number
103987




Amount


£1050

When the new supplier account is created,  the system will recognise that this is outside the current financial year of 2017 and ask if you wish to continue. Enter Yes
BT


British Telecom Plc




204 Newport Road




Cardiff




CF4 9JH

