CHAPTER 1   :    SETTING UP A NEW COMPANY
ZERO DATA FILES AND SET FINANCIAL YEAR DATE
Before the package is used for the first time , we need to ensure that the data files on the hard drive are blank and hence the data files should be zeroed using the following procedure :


SYMBOL 183 \f "Symbol"
Click on File and Maintenance and select Rebuild
Ensure all ticks are deselected ( keep Sole Trader – Stanadrd Accounts as the default option on the right screen)

SYMBOL 183 \f "Symbol"
Click on the OK button


SYMBOL 183 \f "Symbol"
You will now be asked if you wish to rebuild you data files . Click on Yes and the 


existing data files will be cleared


SYMBOL 183 \f "Symbol"
Select the start of the appropriate financial year   (January 2017 for our example) and 

click on OK . A confirm dialogue box should now appear so select the Yes button

COMPANY PREFERENCES
The company preferences option  allows us to enter the default data for our new company . The first step will be to enter the name and address of our new company as follows :
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Click on Settings and Company Preferences and ensure the Details  tab is selected . 
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Change the name and address of the company you have created to whatever you 


choose

VAT CODES AND RATES
SYMBOL 183 \f "Symbol"
Open the Settings menu  and then Configuration and select Tax Codes . This allows us to amend  , if necessary the default tax codes included within the package . 

You will see that  :


T0
is used for zero-rated transactions


T1
is used for standard - rated transactions


T2
is used for VAT exempt transactions


T5
is used for lower rate (5%) transactions


T9
is used for non - VAT transactions

None of the codes should need amending

OTHER DEFAULTS
SYMBOL 183 \f "Symbol"
Click on Settings and Customer Defaults and ensure that T1 is selected as the standard tax code

SYMBOL 183 \f "Symbol"
Click on Settings and Supplier Defaults and ensure that T1 is selected as the standard tax code

