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o Creating a New Invoice
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o Credit Notes

Creating a credit note
Edit

Mandatory fields
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1) Purchase Orders

o Create & Send Purchase Orders
o  Statuses of Purchase Orders
o  Enabling Purchase Order
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Chapter No: 1

Welcome to WTM Account Books

WTM Account Books is easy-to-use, online accounting software designed for small businesses to manage
their finances and stay on top of their cash flow.

This user guide is designed to help you understand how to use WTM Account Books.
If you haven’t signed up for WTM Account Books already.

If you’ve already signed up and wish to configure your account to suit your requirements, head over to
the Settings section to know more.

Accessing WTM Account Books

To access WTM Account Books, all you need is a web browser and a working internet connection. If

you’re a mobile user, you can download the WTM Account Books application for Windows.

Getting to Know WTM Account Books

o Dashboard - Gives an overview of your company’s total receivables & payables and a lot more.

o Sidebar - Allows you to switch between different modules of the product. You can raise
estimates, invoices, etc. from the Sales module; Record expenses, bills etc. from the Purchases
module.

e Quick Create - Instantly create transactions with a single click.

e Settings - Lets you access the settings section, where you can configure and customize WTM
Account Books for your business.

e Help & Support - The help icon gives you quick access to the help documentation or contacts our
Support team.

o Notifications - Notifies you on what’s happening in your client portal and also updates you on the
new features that have been added to the product.

e Organization - Allows you to manage/switch between multiple WTM Account Books
organizations.

e Recent History - View recently visited transactions.
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Keyboard Shortcuts in WTM account Books

Keyboard shortcuts / hotkeys enable you to use WTM Account Books with ease and convenience. You can instantly

perform actions within the application using the keyboard shortcuts.

Note: Press “Shift +?” to instantly view the shortcut keys in a pop-up while using WTM Account Books.

KEYBOARD SHORTCUTS

shift s Go To Sales Orders

+

Create New Sales Order

shift &4 Go To Chart of Accounts

n

Create New Account

shift &g

n

Create New Journal

(SHIFT + 7)
GO TO ACTIONS CREATION ACTIONS MODULE LEVEL ACTIONS

shift &4 Go To Invoices + - Create New Invoice + n Create New Transaction
shift &4 Go To Estimates + ﬂ Create New Estimate + B Save Transaction
shift s Go To Credit Notes + n Create New Credit Note + n Save and Print Transaction
shift &4 Go To Bills + u Create New Bill + ﬂ Edit Transaction
shift &4 Ge To Expenses + Create New Expense + u Print Transaction
shift I Go To Purchase Orders + ﬂ Create New Purchase Order + n Export Transactions

[]

B

Settings

shift s Organizations

The shortcuts in WTM Account Books are categorized based on the pages in which you can use the shortcut keys. Let’s
look into how they are categorized.

Go To Action:

You can use these shortcuts from anywhere in the organization and they would take you to the respective page or

perform the particular action.

Say, you are looking into the Balance Sheet of an organization and you would like to quickly navigate another
organization of yours. You can just press “Shift+O” in your keyboard from any module to view the list of organizations

you have in WTM Account Books.

You can use the following shortcut keys to navigate to a specific tab. These could be the most common actions you

perform in your day-to-day accounting activity.

Just like the Action Shortcuts, these creation actions are also common to all the modules.
13
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Keys

Description

oo R

Jump to the the Invoices tab.

e R

Jump to the the Estimates tab.

3 o

Jump to the the Credit Notes tab.

o I

Jump to the the Bills tab.

e R

Jump to the the Expense tab.

Con R

Jump to the the Purchase Orders tab.

Lo RS

Jump to the the Sales Orders tab.

ol

Jump to the the Chart of Accounts tab.

Open your Settings page in the current window.

Navigate to your list of Organizations in WTM Account Books.

14
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Module Level Actions

Once you’ve navigated to a particular module, you can use the following shortcut keys to perform actions specific to a

particular module (Example: Invoices/Bills). These shortcuts are applicable only to the Sales and Purchase entities.

Let’s say you are planning to move all data from one organization to another and the Module Level Actions let’s you

. . alt s N
complete them really quick! Click . n to export data from one organization.

Keys Description

ﬂ + n Create a New Transaction.

+ u Print all/multiple transactions from the same module.

+ B Export all data from a particular module to your computer.

4 n Save Transactions
+ n Save and Print Transactions

+ H Edit Transaction

15
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What are keyboard shortcuts for if they don’t let you create transactions in a flash? The following shortcuts will help you

create new transactions across various modules from anywhere in the organization.

Keys

Description

R

Create a new Invoice.

H- B

Create a new Estimate.

<

Create a new Credit Note.

- R

Create a new Bill.

- i

Create a new Expense.

- e

Create a new Purchase Order.

a5

Create a new Sales Order.

- e

Create a new Account in your Chart of Accounts.

B o

Create New Journal
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INSTALLATION GUIDE

Who Should Read This Guide

e This guide is meant for users using the in-built Web-Installer (a step-by-step installation/configuration
wizard), which is the default and recommended method of installing WTM Account Books.

Overview
o This INSTALLATION Guide file describes how to install and setup WTM Account Books Application.
e After installation, you can configure users and do other administrative tasks.

e Toinstall WTM Account Books ensure that you have the appropriate Pre-requisites

Pre-Requisites

e The pre-requisites are:

o System Requirements & Hardware Supports

Processor: Core* 2duo (2GHz Speed)
OS Architecture: 32 bit or 64bit
RAM: 2 GB

17
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Important Note: If your system already has java run time environment (JRE) then please do not
follow the further installation process.

JAVA Installation Process

o Download java setup file from java website.

e http://www.java.com/en/download/manual.jsp#win

Java Downloads for All Operating Systems

Recommended Version 8 Update 171
Releaze date April 17, 2018

Selectthe file according to vour operating systern from the list helow to get the latest Java for your
computer.

= Bermove Older Wersions =what iz Java®?

By downloading Java you acknowledge that you have read and accepted the terms of the end user
license agreement

,,'," Windows o Which should | choose?

Windows Onling )
0 Instructions

filasize: 1.78 MB After installing Java, you

rmay need to restart your
0 Windows Cffline ¥ ¥

. Instructions hrowser in order to
filesize: 61.66 MB X
enahle Java in your
Wiindaowes Cffline (F4-hifh . hrowser.
O Instructions

filesize: 62560 MB

e Then download java software for Windows Online that is the 1% one.

e Then you will get popup of this window.

5
Opening jre-7ub7-windows-i586-iftw.exe ||

You have chosen to open:
5 jre-7u67-windows-i586-iftw.exe

which is: Binary File (897 KB)
from: http://sdlc-esd.sun.com

Would you like to save this file?

Save File Cancel

e Just click on Save File.

e You will get this popup wizard.
18
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Just click on “Run” Button.

Open File - Security Warning
Do you want to run this file?

[E Name: ..n\Downloads\jre-7u67-windows-i586-iftw(2).exe
Publisher: Sun Microsystems, Inc.
Type: Application
From: C\Users\admin\Downloads\jre-7us7-windows-i...

[ Rum | [ cCancet |

[¥] Always ask before opening this file

l = ) While files from the Intemet can be useful, this file type can
O/ potentially ham your computer. Only run software from publishers
you trust. What's the rsk?

Welcome to Java

lava provides access to a world of amazing content. From business
salutions to helpful utilities and entertainment, Java makes your Internet
experience come to life,

Maote: Mo personal information is gathered as part of our install process.

iClick here for more information on what we do collect,

Click Install to accept the license agreement and install Java now.

Java Setup - Welcome @@W‘

("] Change destination folder Cancel ] [ Install =

Hit the “Install” Button.

WIM'
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- Setup - Progress E'| £2 |

Status: Installing Java

3 Billion

Devices Run Java

@«
=’)ava  #1 Development Platform m

After this you will get this wizard.
' Java Setup - Complete EI

Vs You have successfully installed Java.
Important Information about Oracle Java SE Roadmap:

Changes are coming which will impact your access to future releases of
lava SE from Oracle. Corporate users will be impacted as soon as
January 2019. For additional guidance please follow the link below.

Mare information on roadmap

You will be prompted when lava updates are available. Always install
updates to get the latest perfarmance and security improvements,
More about update settings

After that you will successfully installed java, just click on Close button.

WIM'
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WTM Account Books Desktop Installation

e You have to follow this link: http://wtmit.com/account for WTM Account Books Installation

©
WTM iecutus produes sousons 80 Training  Pariners Support Contsct Us indis V| §, +1(347) 7194023 (USA) O +017668647770 (Indis) Sign Up Signin
Software + IT

About Us

Spirit of WTM

Leadership Team

WTM Account
Books

Solve business accounting
- Request A Quote
challenges using our perfect

software on the cloud.

o=

Live Chat

About WTM Account Books

WTM Account Books is an easy-to-use, offline & online accounting software for any kind of business like small,
medium, enterprise to manage their accounting and finances and stay on top of their cash flow. WTM Account

Books is very simple, efficient cloud based offline & online accounting software. Free Trial

¥ sales@wtmit.com

15 days

e Click on the free download on the above mentioned link Or

e You can directly follow the link below to get the registration form Link:
http://wtmit.com/account/download(I[1[][]

@
WTM AboutUs Products Solutions BPO  Training Parners Support  Contact Us Indis ¥ | &, +1(247)7184023 (USA} O +917868847770 (Indiz) Sign Up Sign In
Saftware » IT

WTM Account Books

Simpify Acoounting Sohution seareh Q
Home Trail & Pricing Free Download Resources
Free Downloads
Try WTM Account Books desklop for free Sign Up to start download WTM Account Book.
» Sign Up now to start downloading WTM Account Books —
« After downloading run WTM Account Books setup to install [steme
« For installation instructions download instruction guide from below link
Download Installation Guide Last Mame
Select Job Title A

Email address
Phone

City

Company

# Subscribe to WTM IT Mewslettar

# | Agree Terms & Conditions

e Enter all details and click on Sign Up Button.
21
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o  After the successful registration “Click to start download” on the dialogue box on the screen.

®
WTM About Us  Products Solufions BPO  Training Parners Support Contact Us

India ¥ | % +1(347) 7184022 (USA) O +017856047770 (India) Sign Up  SignIn
Software » IT
WTM Account Books Search Q
Home Trail & Pricing Free Download Resources

You can downlead WTM Account Books Desktop from below link

Click to start download

ou have signup successfully.

Teo activate your enline account , Please check your email.
And follow the instructions given in email.
Please check your email spam folder tog.

Your registered email address is surajrajbhard5@yahoo.com

e After the completion of download open the browser downloaded file.

Downloads Q

Search downloads

27 April 2018

wim-account-books (1).exe
m http://www.wimit.com/account/downloadExe

Show in folder

e Step 1: - Goto WTM Setup File
o Get WTM-Account-Books -bl1.exe

o Right click on WTM-Account - Books-bl1.exe and Double click on this setup file.

o] File - 5 ity Warni [
Downloads Q, Search downloads pen File - Security taming

The publisher could not be verified. Are you sure you want to
run this software?

27 April 2018 @ MName: ..s\admin\Downloads\wim-account-baoks (1).exe
Fublisher: Unknown Publisher

. t-books (1 Type: Application
wim-account-books (1).exe
m From: ChUserstadmin\Downloads\wtm-account-books..,
m http://www.wimit.com/account/downloadExe
Show in folder

Always ask before opening this file

q % This file does not have a valid digital signature that verfies its
26 April 2018 l@ publisher. *You should only run softwars from publishers you trust
How can | decide what software to un?

Note: After run this setup you will get java popup for installation (For this you should follow java setup installation

instruction) or if your system has already installed java application, then it’s will directly go to WTM Account
Books setup wizard.

22




Now you can install WTM Account Books.

rw Setup - WTM Account Books \E\ =] @

Welcome to the WTM Account
Books Setup Wizard

This will install WTM Account Books version 2.0 on your
computer.,

It is recommended that you dose all other applications before
continuing,

Click Mext to continue, or Cancel to exit Setup,

Next = || Cancel

Click on Next Button.

w Setup - WTM Account Books =

select Additional Tasks
YWhich additional tasks should be performed?

Select the additional tasks you would like Setup to perform while installing WM
Account Books, then dlick MNext.

Additional icons:

| Create a desktop icon

< Back ” Mext = ]l Cancel

You can see now it’s asking for WTM Account Books icon saving location.

Keep it’s by default, Click on Next

WIM'

Software » IT
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m Setup - WTM Account Books EI' = |

Ready to Install
Setup iz now ready to begin installing WTM Account Books on your computer.

Click Install to continue with the installation, ar dick Back if you want to review or
change any settings.

Additional tasks: -
Additional icons:
Create a desktop icon

[ < Back “ Install ][ Cancel

Now it’s ready to installation, and you can click on Install button.

w Setup - WTM Account Books [= ]

Installing
Flease wait while Setup installs WTM Account Books on your computer,

Extracting files...
C:\Program Files\WTM Account Books\mysqgllbin'mysqgl_dient_test.exe

Cancel

WTM Account Books is installing.

24
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w Setup - WTM Account Books

&

Completing the WTM Account
Books Setup Wizard

setup has finished installing WTM Account Books on your
computer, The application may be launched by selecting the

installed icons,

Click Finish to exit Setup.

| Start WTM Account Books after finishing installation

Finish |

Click on Finish.
Note: If you want, Browse WTM Account Books SOFTWARE installation path i.e.

C:\Program Files \WTM Account Books.

my| w

C:“Program Files“WTM Account Books>NET START WTM_MySQL
The WIM_MySQL service is starting..

After Installation you will get by default this command prompt. It’s mean, your software now stating.

25
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o  After this you will get one wizard for registration.

WTM Account Books

Register Here

Email/Login Id

Password

Confirm Password

First Name

Last Name

Phone No

Address

City

State

Country

Postal Code

Security Question 1 What was the name of your elementary [ pr - ¥

Answer 1

Security Question 2 What is the first name of your best childhoo ¥

Answer 2

o After filling this form you will come on this page for WTM Account Books login.

26
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@ localhost:8080/home/login

NewTab o Webmail Login W) View Candidates «gy IndiaMart Zoho Books [ WTM Account Books @b Setting up Multiple | Items | User Guide | (5 LAKE - Google Searc’ % Admit Card

Successfully register User.

WTM Account Books

Login

Forgot your password | For New User

A product of WTM IT Limited | Copyright © 2018 - WTM Account Books & Office Automation

e You can enter your login Id and password for further process.

Account Books Surai Rajbhiar

Home My Product User Management My Plan  Software Update

My Product

Getting Started with WTM Office Automation

WTM Account Books
@ Get the Simplest and user friendly accounting application.

Mccess WTM Account Books

Get the Simplest and user friendly sales application.
Access WTM SalesGrow CRM

p WTM SalesGrow CRM

9 WTM Service CRM

Get the Simplest and user friendly Service application.
Access WTM Service CRM

e You have to click on WTM Account Books.

27
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‘WTM Account Books | © z o N

Setup Organization . . .
P e Organization Profile

1. Organization Profile Organization Name

2. Taxes Industry

company Address

Select State/province v India

Organization Email

Primary Contact Suraj Rajohar

sumanrajbhar111@gmail. com

Base Currency INR-Indian Rupee x v

This is your WTM Account book, where you can manage your company account every day.

To run WTM Account Books application on multiple systems connected through network switch

Allow program to communicate through window firewall (add an exception in window firewall) on the system
where you installed WTM Account Books application.

1. Toallow window firewall add Tomcat7.exe (Commons Daemon Service Runner) program C:\Program
Files\WTM Account Books\tomcat\bin\Tomcat7.exe (default installed path)

OR
The path specified by you and WTM Account Books\tomcat\bin\Tomcat7.exe

2. You need LAN system over which computer systems are connected.
[J Configure Virtual IP network.

[J To configure IP network Find out your router IP address (eg 192.168.1.1), Subnet mask, default
gateway, preferred DNS server and alternate DNS server and configure it from Internet settings.

28
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WTM Account Books Online Installation

e You have to follow this link: http://wtmit.com/account.

©
WTM'  footus Producss Soutions 50 Trsining Pariners Support Contact Us india V| S, +1(347)7104023 (USA) O +017666047770 (indis) SignUp Signin
Software o 17

About Us
Spirit of WTM

Leadership Tesm

WTM Account
Books

Solve business accounting
- Request A Quote
challenges using our perfect

software on the cloud.

=
Live Chat
About WTM Account Books
WTM Account Books is an easy-to-use, offline & oniine accounting software for any kind of business like small,
medium, enterprise to manage their accounting and finances and stay on top of their cash flow. WTM Account = Trial
Books is very simple, efficient cloud based offline & online accounting software. ree ina
M sales@wimit.com
15 days
e Go to this link: http://www.wtmit.com/account
®
WTM About Us  Products  Solutions BPO  Training Parners  Support  Contact Us Indizs ¥ | % +1(247)7194023 (USA) O +917888047770 (indiz) Sign Up Signin
Software » IT
WTM Account Books R Q

Simplify Accounting Solution

Home Trail & Pricing Free Download Resources

Get the Simplest and user friendly accounting application

WTM Account Books is a business ready accounting software that lets you create invoices, track inventory, custom field, generate reports effortlessly
and much more.

[ +91 7666947770 ( India )

t, +1(347) 7194023 ( USA)

Join Webinars @

INR

Try for free no credit card required

Features at a glance
ENTERPRISE EDITION

30-days free trial

* Invoicing: Send professional invoices to clients and start accepting payments online.

= Inventory: Manage inventory levels and set rearder points to replenish stock.
Multi-user: Work together with your accountants and colleagues st no additional cost
Reporting: Stay on top of your finances with powerful accounting reports. Take a tour

*  Add rnntants and usars

e Click on Trail & Pricing after that click on 30-days free trial.
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WTM Account Books

Home Trail & Pricing Free Download

Resources

®
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@

Signup for WTM Account Books Online (SaaS)

Try WTM Account Books online (SaaS) for free

+ Sign Up now to start using WTM Account Books

+ Get fully functional Accounting software. Sign up and start using today

| First Name

Last Mame

Select Job Title

m
=
B

Phone

# Subscribe to WTM IT Newsletter

# | Agree Terms & Conditions

Sign in

e  Fill this form for online based accounting software.

©
WTM AboutUs Products Solutions BPO  Training Parners Support  Contsct Us India

Saftware » IT

WTM Account Books

Home Trail & Pricing Free Download Resources

Signup successfully.

‘You have signup successfully.

To activate your account , Please check your email.
And follow the instructions given in email.
Please check your email spam folder too.

‘Your registered email address is surajrajbharsuraji@gmail.com

About WTM Shop and Buy
= About VT = Buy Cloud Apglication
® Latest naws ® Fres Sofware Demo

» Privacy Statement

» Tems & Conditions

Information for Industries
= Software Product

® Hardware Produc:
® Sales Enquiry
& Blogs

S 2013 WTM IT LIMITED. All Rights Reserved

e YOu can see now, you are registered.

&, +1(347) T184023 (USA)

Popular Link
= Customer Success Stories

= Become A Business Partner

» Contact us
® Eventz & Live Webeast
® Careers

f you already have an sccount

0 +01 7686247770 (Indis) Sign Up  Sign In

a

Connect with us

POe@®

WTM
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Uninstall Instructions

e Go to control panel.

BH » Control Panel »
Adjust your computer’s settings

il  System and Security
. Review your computer's status
Back up your computer

Find and fix preblems

_ Network and Internet
ﬁh View network status and tasks

“&2, Choose homegroup and sharing options
/ Hardware and Sound
= View devices and printers
| Add s device
— Programs
h'. Uninstall a pregram

e And click on uninstall a program.

Uninstall or change a program

View by: Category ~

User Accounts and Family Safety
@ Add or remove user accounts
@' Set up parental controls for any user

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resclution

Clock, Language, and Region
Change keyboards or other input methods
Change display language

Ease of Access
Let Windows suggest settings
Optimize visual display

e § &

To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

Crgenize v

Name - Publisher Installed On  Saze Version

716 July, 2017 Marg Compusoft Put. Ltd, 18/07/2017

Adobe Reader X1 Adobe Systems Incorporated 14/04/2016 121M8 11000

@ LnyDesk philandro Software GmbH 05,08/2017 200MB  ad341

8 Apowersoft Online Launcher version 1.6.1 APQOWERSOFT UMITED 29/07/2017 233MB 161

"3Busy17 27) Busy Infotech P\t. Ltd. 18/07/2017 176 M8 17

27 CleanUp! 14/04/2016

@ Google Chrome Google Inc, 14/04/2016 65.0.3325.181

B iBail Baton iB-WUALSONM Wireless Client Utility iBall Baten 17/04/2016 15220

{#sJova 8 Update 171 Oracle Corporation 27/04/2018 100MB 80171011

4:5 Microscft NET Framework 45.2 Microsoft Corperation 09/01/2017 3BAMB 4551209

03 Microsoft Office Enterprise 2007 Microscft Corporation 14/04/2016 12045181014

# Microsoft Visual Co» 2015 Redistributable (186) - 14.0... Microscft Corperation 30/06/2017 207MB 140242151

@ Mozilla Firefox 59.0.2 (x5 en-US) Mouila 20/04/2018 32MB 5902

) Mezilla Maintenance Service Mozilla 20/04/2018 429KB 5802

§5/ Online Video Converter version 1.1.0 APQWERSOFT UMITED 29/07/2017 ¥B3MB 110

Il Picasa3 Google, inc. 060272017 619MB 39141259

O siype Web Plugin Skype Technologies S.A. 30/06/2017 402MB 7326278

B Shype 738 Skype Technologies S.A 30/06/2017 910MB 733101

[ETeamviener 13 TeamViewer 17/04/2018 1313629

& VLC media player VideclAN 14/04/2016 215
WinRAR 4.20 (32-bit) win.rar GmeH 14/04/2016 4.200

= TWTM Account Books version 2.0 WTM IT Limited 27/04/2018 11668 20 |

Tanoo INC, 02007

¢ Right click on WTM Account Books and uninstall.
e Restart your system.
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Troubleshooting

Q: I have problem in WTM Account Books after installing new software.

1. Reinstall or uninstall the program - If you are encountering problems with your computer or
other programs after installing new software on your computer, uninstall the program and see if
the issues persist. For uninstalling the program, go to uninstall section

2. Check for software program updates or new versions - If you are using old version of WTM
Account Books Application, just update the new version of WTM Account Books Application.

e Run as administrator WTM Account Books.
e Login your WTM Account Books.

e Click on software update.

WTM Account Books

Home My Product User Management My Plan | Software Update

My Product

Getting Started with WTM Office Automation

WTM Account Books

WTM SalesGrow CRM

WTM Service CRM

e You will get new version link from here, you can download and install that new version
setup.




Chapter No.2
SETTING

Module: 1
SETTING UP YOUR ORGANIZATION
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In this section, you can enter basic information of your organization such as address, contact information, etc. This

information is automatically fetched when you create estimates and invoices.
e Organization Profile
e Adding New Organization

Organization Profile: To set up your organization profile, click on the gear icon present on the

top right corner of the page and select Organization Profile.

Edit Organization Profile

Your Loga

WM
- Remove logo
Crganization Name WTM IT Limited
Industry Web Development
Company Address 203, Indraprth Building, Sec-20, Nerul West, Navi Mumbai Mumbai
Maharashira [MH] v 400708 India
9136714211 vt com

Suman Rajbhar
sumanrajohar 111 @gmail com

Primary Contact
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Base Currency

INR-Indian Rupee

@
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Language English
Fiscal Year April - March
Tax Basis Accrual (you owe tax as of invoice date)
Cash (you owe tax upon payment receipf)
Time Zone {GMT 5:30 ) India Standard Time( Asia/Kolkata )
Date Format ddMMayyyy [10/06/1991]
Company 1D *You can ha D, Tax I and Additional Fields show up on your PDF by
editing you Formal' under 3€ Preferencesd€™ and inseriing the
Tax ID required plac:

In the Organization Profile page, you will come across the following fields:

Company Logo: The logo you upload here will be reflected in all your documents such as estimates, invoices,
bills etc. You can simply click on “Upload your logo’ button, select the image file and upload it.

Preferred Size: 240px*240px with 72 DPI.

Maximum File Size: 1 MB.

Organization Name: You can edit your organization name entered during quick setup, in this field.

Portal URL: You can configure settings related to the Client Portal, by clicking on Change Portal Settings. You
will be able to change the portal name, enter a banner message, enable email notification of every client portal
activity and allow customers to forward documents from the portal.

Industry: Select the industry type your business falls under.

Business Type: Choose your Business type. For example: Sole Proprietorship, Partnership, Corporation, etc.
Company Address: Provide a detailed postal address along with other contact details such as phone number,
website etc. You can add an additional remittance address.

Primary Contact: Change or edit the primary contact’s name and email address entered during quick set-up. If
you wish to have multiple email addresses for an organization, click on Configure Emails and select +Add

Additional Contact. Enter the Name and Email Address of the user you wish to add and click Save.
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All Organization

View By : All Organization ~ | Switch : Select Crganization = + New Organization ﬁ’ Page Tips

No Name Address City State Zip Code Action

1 WTM IT Limited 203,Indraprth Building, Sec-20, Nerul West, Navi Mumbai IMumbai 21 400706 Delete

2 Borivali Office Boriwali Mumbai 21 400066 Delete

3 WTM Borivali Borivali east 21 401210 Delete
Show | 25 v entries

Previous - Next

Hover the cursor next to an email address and click on Mark as primary to mark it as a primary email. Henceforth,
every email communication (estimates, invoices etc) sent to contacts (clients or vendors) will go from this email ID by
default.

Base Cumrency INR-Indian Rupes T

Language English M

Fiscal Year April - March ¥
Tax Basis Accrual (you owe tax as of invoice date)

Cash (you owe tax upon payment receipt)

Time Zone (GMT 5:30 ) India Standard Time( Asia/Kolkata ) ¥
Date Format dd/MMAyyyy [10606/1991] v ¥
Company ID ‘fou can have Company ID, Tax ID and Additional Fields show up on your POF by
editing your "Address Format’ under &€ Preferencesa€™ and inserfing the
Tax 1D required placeholders

e Base Currency: When your country is set as India, your base currency is set as INR by default
e Fiscal Year: Different companies follow different fiscal year, select the one that best suits your organization’s

accounting and regulatory needs.
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Tax basis: Selecting a correct tax basis is also key in defining your post-tax financial statements. In case you are
unsure of which kind of tax basis (Accrual or Cash) to follow, we recommend getting advice from a tax expert
or an accountant.

Time Zone: WTM Account Books populates the time zone based on the location you choose during sign up.
You can edit if required.

Date format: Select your preferred date format mostly prevalent in your country or specific to your
organization.

Company ID: In case you wish to display your company ID on the invoice you can add it here. Company ID is
the jurisdictional requirement for every company and is country specific.

Tax ID: In case you also wish to display your tax ID on the invoice you can add it here. This is specific to

company’s regulatory requirement.

Adding a New Organization

WTM Account Books gives you the option of adding multiple organizations to your account. This way you can manage

your various business accounts under a single WTM Account Books login and get a comparative view of the financial

health of your group of companies.

To add an Organization; follow these steps:

Click on the drop down button next to your organization’s name and click on the Manage
Organizations option. You will be redirected to a new page.

Click on the New Organization button provided on the top right hand side of the screen

All Organization

View By :

No

1

2

3

Show

All Organization- | Switch Select Organization ~ 4+ New Organization $ Page Tips

Name Address City State Zip Code Action

WTM IT Limited 203, Indraprth Building. Sec-20, Nerul West, Navi Mumbai IMumbai 21 400706 Delete

Borivali Office Boriwali IMumbai 21 400066 Delete

WTM Borivali Borivali east 21 401210 Delete
¥ entries

Previous - Mext
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e Enter the relevant details of the new organization, click Save and you are done!

Edit Organization Profile

Your Logo

Organization Name

Industry

Primary Contact

Once you click on Save & Continue, you will automatically be redirected to the quick setup page of your newly created

organization.

This logo will appear on the documents (estimates, invoices, efc.) that are

WWTMIT Limited

Web Development x v

203,Indraprth Building, Sec-20, Nerul West, Navi Mumbai

Maharashtra [MH] A\ 400706

9136714211

Suman Rajbhar
sumanrajbhari11@gmail.com

) 72 DFI Maximum size of 2ME.

Mumbai

India

wwwwimit.com

WIM

Software » IT
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OPENING BALANCES

While migrating from existing accounting software to WTM Account Books, you need to ensure that the transition is
flawless, that all prevailing data such as journal entries, records, expense and income statements etc, has been recorded
and continuity in financial statements is maintained. To ensure this, an opening balance needs to be calculated.

WTM Account Books provides predefined list of accounts, which needs to be filled in to get the opening balance. Using
the trial balance report in your existing accounting system, enter the credit and debit balances for all the accounts. Ensure

that the balances are entered as on the date of migration. All bank and credit card accounts including foreign accounts

need to be included.

Entering Opening Balances

To enter Opening Balances, go to More Settings as shown on the image below. Click on Opening Balances on the
Settings page.

Dashboard

Total Receivables

Rs.2,814,990.44 Rs.206,104.74 ~
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Opening Balances

+ Please make sure that you include all the foreign currency bank and credit card accounis used in your
exizting accounting system, into WTH Account Books.

« Uszing the trial balance report in your existing accounting system, enier the balances for all the accounts.
Ensure that the balances are entered as on the date of migration.

Opening Balance Date 190572017

Accounts Debit (INR) Credit (INR)

Accounts Payable
Accounts Receivable
Advance Tax

Advertizing And Marketing
Automobile Expense

Bad Debt

Bank Fees and Charges

Consultant Expense

In case a particular account is not available in the predefined list you may add an account to be included in the opening
balance. To add an account, follow these steps:

e Go to the Accountant tab and select Chart of Accounts.

e Click on the + New Account button and the Create Account screen will appear as shown in the screen below.
e Provide the Account Name.

e Mention the Account Code, if necessary.

e Select the Account Type from the options provided.

e Enter a description, if desired.
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e Click on the check box to add this account on the watch list of your dashboard. This will track your account’s
transaction and present an overview.
e Click Save to publish and exit.

Accountant New Account
Chart of Accounts
P r— Select Account N
Manual Journals Account Type: -
Account Mame Enter name
Account Code Enter name
Description:

Add to the watch list on my dashboard
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Users

You can collaborate with your employees and accountants in WTM Account Books by inviting them as users and

providing role based access. Since WTM Account Books is an online application, multiple users can access it and work
from any location.

e Adding Users

e Deleting Users

¢ Changing User’s Status

e Adding Custom Roles

e Adding Custom Fields

e Restricting user access to a set of customers

Adding Users

WTM Account Books allows you to add users. To do this, follow the steps below:

e Click on the Gear icon and select Users & Roles. Click on the Invite User button provided on the top right
hand side of the Users page.

e Enter Email address and Name of the user.

e Choose a Role. Head to Adding Custom Roles section to know more about roles.

e Click Send button to send the email invitation.

e The user needs to click on the Join Account link provided in the email to gain access to the organization he is
invited to.

e The user can be a part of this organization by clicking on the Sign up today link provided.

e In case the user is already registered with WTM Account Books he can login straight away to the account using
his credentials.

Deleting Users

To delete a user follow these steps:

e Click on the Gear icon and select Users from the drop-down. Hover over the user you wish to delete.

e Hover over the row of the user you wish to delete. Click on the Gear drop-down icon as seen in the image below
and select Delete.

e A pop up window will appear to confirm if you wish to delete. Click OK to confirm.
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All User
ViewBy:  All User~
No T User Details Role Action
1 accountant Delete Reinvite
Raju Rajbhar [actve
SumanrajbharlH@gmail com
admin Delete Reinvite
Suman Rajbhar (Active)
sumanrajbhar111 @gmail.com
Please Note:

e Only an admin can delete users.
e Anadmin cannot delete his or her own account.
e Atany given point of time there has to be one admin.

Changing User’s status

In circumstances where you don’t want to permanently delete a user but would like to prevent or restrict a user from
accessing WTM Account Books, you can change the user’s status to inactive. This ensures that the person is no longer
able to use WTM Account Books but remains listed as a user. You can also reactivate a user if you want him to use
WTM Account Books again.

To change the user’s status, follow these steps:

e Inthe Users screen, hover over the row of the user you wish to reactivate or deactivate.

e Click on the Gear drop-down icon as seen in the image below and select Mark as Inactive or Mark as Active.
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ROLES

You can collaborate with your employees and accountants in WTM Account Books by providing role based access.

Since WTM Account Books is an online application, multiple users can access it and work from any location.
e Adding Roles

e Deleting Roles
e Assigning Permission

Adding Roles

WTM Account Books allows you to add roles. To do this, follow the steps below:

e Click on the Gear icon and select Roles. And provide permission.

New Role
Role Mame
Parent Role Select Role v
Description
o
Contacts
Full ey Create Edit Delete
Access
Customers F 7 7 7 ’
“endors ’ =] s 7 7
[tems
Full ey Create Edit Delete
Access
ltem " "] s 7 7
Composite lterms ¢ s ¢ s =
Transfer Orders F 7 7 7 ’
Inventary Adjustments ’ + s ’ =
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Sales

Invoices

Customer Payments

Sales Orders
Delivery Challan
Fackage

Shipment Order

Furchases

Bills
“endor Fayments
Furchase Crders

Purchazse Receive

Accountant

Chart of Accounts

Settings

Full
Arccess

Full
Arcess

Full
Arcess

W lEny

e

ey

Create

Create

Create

Edit

Edit

Edit

Deleta

Delete

Delete

&
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Apprave
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Users

Export data
General preferences
Taxes

Fayment Terms
Templates

Email Template
Reparting Tags
Mlanage Integration
WorkFlow

Reports

Business overview reports and Dashboard
Sales reports

Furchase reports

Accountant and Tax reports

Inventory reparts

Time sheet reports

Yarehouse

Warehouse Mame

Cancel

&
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T IT Limited

* W T Merul
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Deleting Roles

e Staff: has access to all modules except reports, settings and accountant.
e Timesheet Staff: A user with this role can only log time spent on a particular project and has no access to any
other modules.

You can create additional roles based on your needs. To create a custom role, follow these steps:

e Go to Roles by clicking on the Gear icon and selecting Users from the drop-down.

e Create arole by clicking on the New Role button or click on the clone button to duplicate an existing role.
e Configure permissions based on your needs.

e Click Save.

e Assign the newly created role to the users.

All Roles

Wiew By All Roles = =+ Mew Role
No Il Mame Description Action
1 admin admin Clone Delete
2 rmanager manager Clone Delete
3 accountant accountant Clane Delete
4 staff staff Clone Delete
=} admin admin Clane Delete
G Systemn Admin System Admin Clane Delete
7 manager manager Clane Delete
Shaow 10 ¥ | entries
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PREFERENCES

e The Preferences section under Settings allows you to customize certain functions of WTM Account Books.
This section is broadly divided into the General, Items, Sales & Purchases.

e General: This section helps you in enabling certain modules in your WTM Account Books account and consists
of generic functions provided in the modules which can be customized.

e Items: This section consists of the preferences related to the Iltems module.

e Sales: Sales section consist preferences related to Estimates, Sales Orders, Invoices, Recurring
Invoices, Credit Notes, Delivery Note Settings, and Packaging Slip Settings.

e Purchases: Purchases section consist preferences related to Purchase Orders.

e General
e Branding
e Contacts
e |tems
e Price Lists
e Inventory
Sales

e Estimates

e Sales Orders

e Invoices

e Recurring Invoices

e Credit Notes

e Delivery Note Settings

e Packing Slip Settings
Purchases

e Purchase Orders

Custom Fields
e Adding Custom fields to Items

Custom Buttons
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GENERAL

To configure the General settings, click on the Gear icon found on the top right hand side corner of the screen. You will be taken to

the Preferences section.

Through the General Settings, you can customize your WTM Account Books account by selecting your preferences for the various

options provided below.

Select the modules you would like to enable: Check the modules to enable them. Estimates, Sales Orders,
Purchase Orders, Timesheet modules can be enabled from here. After enabling the module, you will be able to
use those modules in your WTM Account Books account.

Default account for receiving Retainer Payments: You can choose an account to deposit the retainer or
advance sum of money, received from your customers.

Default account for collecting Vendor Advances: You can choose from or create a new prepaid expense
account, record and track vendor advances.

Select the first day of your work week: You can choose the first day of your work week in this setting as per
your convenience. By default, it is Sunday.

Attach PDF file with the link while emailing the invoice & estimates?: Check this option if you wish to
attach a PDF copy of your invoice & estimate while emailing, leave it unchecked if you wish not to include the
PDF file.

Would you like to encrypt the PDF files that you send?: Checking this option will prevent the user from

1. Editing the PDF files and

2. Converting them into other file formats.

Would you like to keep WTM branding on your Invoices and Estimates?: Check the option if you wish to have WTM
branding on your invoices & estimates, leave it unchecked if you wish not to have the WTM branding. This option is only

available in the paid plan, you will not be able to disable branding in the trial plan.
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Transaction Approval

Recording payments, applying credits or refunding can only be performed for the transactions that are approved. IE:I
# Sales transactions

¥ Purchase transactions

# Motify when transactions are submitted for approval.
All approvers

o A specific email address

# Motify the submitter when a transaction is approved.

e Transaction Approval: This allows you to verify and approve the transactions that your employees create. Check the box
to enable transaction approval for Sales Transactions or Purchase Transactions.
Once enabled, you can enable or disable the following preferences by checking the box:
e Allow approvers to approve transactions they create: Let approvers approve the transactions they create or
submit the transactions they’ve created to let the admin approve it.
e Notify when transactions are submitted for approval: Sends an email notification whenever a transaction is
submitted for approval. You can send the notification for all approvers or only to one approver based on your
preferences.

e Notify the submitter when a transaction is approved: Sends an email notification whenever a transaction
approved.
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Do you give discounts?

| don't give discounts
O Atindividual item level

At invoice level

Select any additional charges you'll like to add

Shipping Charges
Adjustments

Do you sell your items at rates inclusive of Tax ?

Mo, my sales are always Tax Exclusive

© [t can be either Tax Inclusive or Tax Exclusive

| want to add a field for sales person

e Do you give discounts?: If you offer discounts to your customers, choose whether you offer discount At Individual Item
level or At invoice level. Selecting At invoice level will have options from the drop down for Discount Before
Tax and Discount After Tax. If you do not offer any discounts, choose I don’t give discounts.

e Select any additional charges you’ll like to add: If you wish to add charges related to shipping in the sales modules, check
the Shipping Charges option. If there are any other adjustments you like to add, check on the Adjustments option. Leave
them unchecked if you wish not to add any.

e Enable the option to mark your sales transaction as either Tax Exclusive or Tax Inclusive: Checking this option will
let you mark your sales transactions as ‘Tax Exclusive’ or ‘Tax Inclusive.’

e | want to add a field for sales person: Check this option, if you would like to have a field for sales person operating your
sales modules. Leave it unchecked if you wish not to have any field for the sales person.

e Organization Address Format: Set the address formats for your organization from the placeholders provided. These will

be displayed in the PDF only.
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Custom Fields

Let us ruffle through the following topics on custom fields:

e  Custom fields - Overview

e  Custom fields - Actions

e  Custom fields - Labels

e  Custom Fields - Limitations

Custom fields - Overview

Custom Fields in WTM Account Books allow you to quickly and easily add data against fields created by you. For example, let us
consider that you are the owner of a bakery. You will have to buy 50 Kegs of flour every month for baking cakes. You might want to
have a custom field called ‘Quantity’ against which you can enter the value “50 Kegs”. In this case, the Label Name will

be ‘Quantity’ and the Data Type will be ‘Text’.

Note:

e  Custom fields for all supported modules will only be available for organizations created after 22nd November 2015.
e  For the older organizations, this feature will only be available for the Expenses and Payments Received modules.

Taking the Expenses module as an example, this is the method by which you can create custom fields from the Preferences section:

e Click on the Gear icon and navigate to Preferences -> Expenses -> Custom Fields -> +New Custom Field.

The 12 data types supported by WTM Account Books are:
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Data Type Name

Text

Email

URL

Phone

Number

Decimal

Amount

Percent

Date

Checkbox

Auto-Generate
Number
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Description

Enter a word or a short phrase against the field name.

Enter an email address against the field name.

Enter a URL to a file or a website against the field name.

Enter a contact number against the field name.

Enter any positive or negative number against the field name.

Enter any positive or negative decimal humber against the field name.

The amount you enter will be displayed along with the currency you wish to display. It
may be your organization’s base currency or the currency for that particular transaction.

Enter a value to denote a percentage against the field name.

Select a date from the calendar for this field.

You can add a checkbox with a small text or description to tell what it is for. For
example, it may be used to confirm an action or make a choice. If it is selected, the value
‘true’ is passed, if not ‘false’ is passed.

While creating transactions, you can create a custom field with this data type if you wish
to automatically generate the data. For example, you can create a custom field
called ‘Expense Reference’ and enter the values as shown in the image below,
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Data Type Name Description

Edit Invoice auto numbering

Your Invoice number are set on aute-generate mede to save your time. Are you sure about changing this setting?

Prefix Next Number
INV-0000 66

& Continue auto-generating estimate numbers

| will add them manually each time

Save Cancel

Henceforth, for every expense you create, this field will be generated automatically.

Drop-down Enter a set of options for a field and select them from a drop-down.

e Default VValue: The value entered in this field will be displayed by default for this field. You can always
change it while creating the transaction.

o Preview: You will be able to see how the custom field will look like, when creating a transaction.
Finally click on Save to save the custom field.

Custom Fields - Limitations

Kindly note that adding custom fields of different data types have some limitations.

The maximum number of custom fields that can be created for each data type is mentioned inside the ():
For easy understanding let’s split the data types into four sections.

Section 1
o Text(20)
e Auto-Generate Number(1)
e Email(2)
e URL(2)
e Phone(2)

e Dropdown(5)

Note: Sum of the custom fields created for the above mentioned data types should not exceed 20.

Section 2
e Number(8)
o Date(4)
Note: Sum of the custom fields created for the above mentioned data types should not exceed 12.
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Section 3
e Amount(4)

o Decimal(4)
o Percent(2)

Note: Sum of the custom fields created for the above mentioned data types should not exceed 4.
Section 4

e Checkbox(3)
Note: Sum of the custom fields created for the above mentioned data types should not exceed 3.

Adding Custom fields for Items

The default input fields you come across while creating an item such as the item name, price, etc. is designed to
capture information that is common to all businesses. But, apart from the available fields, you would want to store
additional information that is unique to your business. Custom fields for items will allow you to do that.

With custom fields, you can receive input in different forms such as number, text, email, etc.

You can also choose whether you want your custom field to be one of the following:

e Drop-down

e Checkbox

o Date selector

e Automatic number generator

Let’s take an example where you supply printing paper to small and medium businesses. You sell different types of

paper based on your customer’s requirements.

You would usually want to enter more information about your items apart from item name and price. You would
want to display information such as Net weight, Quality of the paper, number of sheets per pack, etc.

You can create custom field with drop-down data type and enter all the available options for Net. Weight, Quality
of paper, etc. So, while creating an item, you can choose the net weight or quality of the paper from the drop-down

menu. This will save you time and will also reduce the margin or error during input.

Note: As of now, you can display only a maximum of 5 custom fields in an invoice.
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Creating item custom fields

To create custom fields for items,

e Click on Settings, head to Preferences and click on Items.

e Click on the + New Custom Field link present under the Additional information section.

e A pop-up will appear on the screen.

e Enter the name of the custom field in the Label Name field and choose appropriate data type (Number,
Text, etc.)

o Now, choose whether you want this input field to be made mandatory while creating a transaction, by
configuring the “Is Mandatory” field.

e You can then decide whether you wish to display/hide the custom field while creating transactions.

o If you choose the option Yes, you will further get options to choose the type of transactions where you wish
to display the custom field. During several instances, you might want an item custom field only under a
sales or a purchase transaction. In that case, you can choose to display the custom field in Sales, Purchases,
or both.

e Once done, you can choose whether you wish to display the custom field and its value by configuring
the Show in all PDF section.

e Click Save to add your newly created custom field.

Adding information to custom fields

Adding additional information to your items can be done in two ways:
While creating an item

Click on the Items tab from the left sidebar and click on + New item.
Enter the item name and unit.
You can edit the data for the custom field under the custom field textbox.

Enter the rate for the item and choose a tax to be associated with this item and hit Save.

Now, when you include the item in your estimate/invoice, you will see the custom field and the related value
displayed as a column in the item table.

While creating an invoice

e Click on Item tab on the navigation pane and choose Item.
e Click on + New Item and enter the customer name and add items which you wish to invoice.
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e The custom field will be displayed in your invoice creation page, as shown in image below:

New ltem

ype » Goods Service
Mame

Unit @ Select Unit
SKU

HSN Code

= Taxable

Tax Preference

T\:-'pe of produc[ aelect [ype of product

¥ Sales Information
Rate INR
Account Sales

Description Description

Default Tax Rates

Intra State Tax

GSTO[0.0]

IGSTO [0.5]

# Track Inventory for this item

ount Select Account

Reorder Point

Save Cancel

Editing an item field

An item custom field can be edited in two ways:

Non-Taxable

¥ Purchase Information
Purchase Rate INR

Account Cost of Goods Sold

Description Description

Opening stock
rate per unit

Preferred Vendor Select Vendc

&
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e You can edit an item field by clicking on it. Clicking on the item field will open a pop-up window, where
you can edit the name of your custom field, data type, make it mandatory, and your preference to show/hide

the custom field in all PDF.

Deleting an item field
To delete an item custom field,

e Go to the Items section under Preferences and click on the custom field which you wish to delete.

e A pop-up window will appear on the screen.

Preferences ltem Preference
General Edit Custom Field
Customer
Supplier

Label Mame
Item

Data Type
Estimates Options
Sales Orders
Invoices
Payments Received
Credit Motes

Default \alue

PURCHASES

s Mandatary

Expense
BEill

Show when creating
Payments Made transactions.

Purchase Orders
Show in all POF

e Click on the Delete this Custom Field option from the bottom corner of the window.

Customn Fields

Type of product

Dropdown Y

liqquid

solid

gas

+ Add another opticn

Note: A custom field cannot be deleted if it is used while creating a transaction.
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CURRENCY

In case your organization sells products or provides services to customer from different countries, you can add those
currencies and exchange rates you deal with, to your WTM Account Books account.

e Adding New Currency
e Edit Currency

All Currency
ViewBy: | All Curency -
No T Cumency Name Symbeol
1 Indisn Rupss - INR INR
UAE Dirham - AED AED
Australian Dollar - AUD AUD
4 Canadian Dollar - CAD 5
*fuan Renminbi - Y 5
Pound Stering - GBP 777?
7 en - JPY 77
8 US Dollar - USD 5
9 Rand - ZAR R
10 Cedi- GHS GHS
Show| 10 v | entries

Adding New Currency

To add a new currency, follow these steps:

e Click on the Settings icon found on the top right hand side corner of the screen and click on More Settings.

Click on Currencies.

Decimal Place Format

1.234.567,89

1234 567,89

1.234.557 .89

1.234.567,89

1234 567,89

1.234.557 .89

1,234.567.89

1.234.567,89

3 1,234,567.89

1.234.567,89

e Click on the Add New Currency button on the top.

e Select the Currency Code from the drop down provided.

Create Date

1000472017

&
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e As per the Currency Code you select, the Currency Symbol, Decimal Places and Format will be auto filled. You

can change this according to your preference.

e Click Save to add the currency.
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Mew Currency

Currency Gode Select Code -

Currency Symbol
Decimal Place Select v
Format Select v

Edit Currency

You can edit the currency by simply clicking on the desired currency row and make changes on the Edit currency pop up
screen. For every currency you add, you have to provide an exchange rate for your base currency for calculation purpose.
These exchange rates for each currency have to be added manually to your WTM Account Books accounts at periodic

times. Updated exchange rate entries will help in accurate calculation of currency gain or loss.
To update exchange rate for a currency, follow these steps

e Click on the Settings icon found on the top right hand side corner of the screen and click on More Settings.
Click on Currencies.

e On the Edit pop up, you can edit the data entered in the Edit Currency window or if you wish to add the
exchange rate for that currency, click on the Add Exchange Rate button provided on the bottom, right hand
side.

¢ In the exchange rate pop up window, click on the Date field and select the date for which the exchange rate is
being entered.

e Enter the desired exchange rate.

e Click Save to add the exchange rate.
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Edit Currency

Currency Code INR (Indian Rupee) v

Currency Symbol INR
Decimal Place 2 v
Format 1.234 567 89 v

Save Cancel
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TAXES

Your business’ financials are affected by regulatory taxes and each organization has different country specific taxes to
adhere to. You may have added Taxes in the Quick Setup section. You can edit or add further Taxes through the Settings
section.

e Adding New Taxes

e Editing Taxes

e Adding a New Tax Group

Adding New Taxes
To create or add a new Tax, follow steps as below:
e Click on the Settings icon found on the top right hand side corner of the screen and click on Taxes.
e Toadd a new tax, click on + New Tax.
e Provide a Tax Name.
e Enter the relevant Rate in %.
e Define if the tax has to be charged at compound rate.

e Enable the checkbox if your newly created tax is going to be a compound tax.

e Click Save.
Taxes New Tax
Tax Rates
Tax Mams
Tax Exemptions Em
Default Tax Preference Rate (%)
G5T Settings
Tax Type Select Tax Type ¥

‘res, this tax is a compound tax
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What is a Compound Tax?

In some countries you might have to collect more than one tax from your customers. It is for you to pay to your local

province and another to the federal authority.

In certain cases, the provincial tax is applied on the total that includes the item or invoice amount as well as the federal

tax amount. Such taxes are called as Compound Taxes.

Editing Taxes
To edit an existing Tax follow steps as below:

e Click on the Settings icon found on the top right hand side corner of the screen and click on More Settings.

Click on Taxes.

e Inthe Edit Tax screen, edit the desired fields such as Tax Name, Rate and select if it is a compound tax.

e Click Save for the changes to take effect.
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Taxes Edit Tax
T Rates
Tax Exemplions Tax Mame IZSTO
Deefault Tax Preference Tax Rate 00
G5T Settings
Tax Type IGST .

fes, this tax iz 4 compound tax

e If this tax has already been applied in some transactions, you will asked to confirm if you wish to update the new

tax rate in those transactions as well.

Adding a New Tax Group
It is customary in some countries to club some taxes under a common head. In such cases you will have to create Tax
Group which will fulfill this regulatory requirement. To create a Tax Group follow steps as below:

e Click on the Settings icon found on the top right hand side corner of the screen and click on More Settings.

Click on Taxes.

e Click on the + New Tax Group option present on the top right corner.

e Provide a Tax Group Name.

e Select the taxes to be clubbed together by clicking on the check box, next to the desired taxes.

e Click Save to add new tax group.
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New Tax Group

Tax Group Name

e -

1G5TD

IGSTS

1G5T12

IG5T15

1G5T25

GETO

SGSTO

GST2.5

5G5T2.5

CGE3TE

CiGSTS

S5G5TS

CG3T14

SGST14

&
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Module.?

TEMPLATES

Choose and customize templates in WTM Account Books. Customize color, font, font sizes and a lot more in the
templates. Select information that needs to be shown or change text for the labels.

e Common-to-All Modules Customization
e Template Properties
e Header
e Item Table
e Total

e Footer

Module Specific Customization
e Estimate

Sales Order

Delivery Challans

Invoice
Credit Note

Purchase Orders
Bills
Vendor Credit

Creating Templates

Clone Templates from one module to another

General Info

Sections that can be customized in templates.
1) Template Properties

2) Header

3) Item Table

4) Total

5) Footer
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To customize templates,

e Goto o > Templates.

e Here you can choose the module for which you wish to customize the template for,

o Estimate

o Sales Order

o Delivery Challans
o Invoice

o Credit Note

o Purchase Orders
o Bills

o Vendor Credit

e You can either customize the pre-loaded templates or add a new template by selecting the +New button on
the New Template section. The new template option will allow you to create a template by asking you to
choose one of pre-loaded templates as the base.

e To edit a template, hover over the template you wish to edit and select the Edit button.

e After editing, press the Save button to save the changes.

Common-to-All Modules Customization

Here are the common-to-all customizations that can be done in all the above mentioned modules.
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Template Properties

This allows you to change the look of the template. From background color, font sizes and colors to adding a background

image can be done here. Also allows you to change the way your company address and customer’s name looks.

Temalate Template Properties

Properties
O
Flzizr Template Name
== Standard Template
Item
Table
Paper Size
® Ad Letter
Total
| Crigntation

Footer

® Portrait Landscape

Customizations Present:
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Fields

1) Template Name

2) Paper Size

3) Orientation

4) Margins (in
inches)

5) PDF Font

B8) Show
Organization Logo

7) Add Attention
Content

&) Background
Image Position

9) Background
Color

10) Label Color

11) Font Color &
Size

12) Customer
Mame

13) Company

®
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Description

Name of the template that you customize according to your wish.

This is far printing purposes. Either A4 or Letter sizes can be selected.

You can choose either the Portrait or Landscape layout for your PDF.

Margins present around the template.

Font to be used on the PDF. Select from different fonts from the drop down.

Note: On selecting the font, a note appears beneath it briefing about the different languages the particular font

supports.

The logo uploaded in organization profile will be placed on the template.

You may want to draw your customer’s atitention towards an important message in an invoice. Eg:
Your magazine subscription is valid until 12th December.
You can insert placeholders for your content from the placeholder drop down.

Add & background image of your company's lago or any icon and adjust the image positioning from
the drop down provided.

Background color of the template.

Caolor of all the labels provided on the template.

Font coler, size for the information and attention content. The font calor will e applied to the
Terms & Conditions content.

To adjust font color and size just for the customer's name on the template.

Check the box to Show Organization Address. Customize the font color and size with labels for
phone and fax.
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This allows you to change the look of the header and the information present in the document. Customize the background

image, position and even the header content. If it’s a multi-page document, choose if the header should repeat or not.

Also customize the labels and layout for the information present.

Header

Document Title

# Title

Organization

ESTIMATE

#| Show Organization Logo

¥ Show Qrganization Name

# Show Organization Address

Customizations Present:

Header

Fields

1) Background
Image &
Position

2) Background
Color

3) Header
Content

4) Multi-Page
Header
Customization

Description

Background image for the header section can be added here and position can be set from the drop
dowmn.

This background color is only for the header section.

Content present on top of the document. Customize the content by selecting the Customize your
header content option. Customize from font size, colar, alignment to inserting placeholders and tables
in the content.

If the document is a multi-pager and if you wish to have different header content for the first page
glone, check the Apply to first page only box.

You can also set the header height for the first page alone and customize the header content for other
pages.
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WTMIT Limited
203.Indraprik Building, Sec-20, Merd
West, Mmvi hickai

Mumbei

Mabarmshira 4706

(GETIN 33GEPTNIATIGLEC

Document Information:

India
ESTIMATE

= (INV-1T Flace Of Supmply : Maharashtra (27}
Estimzis Diaie D 3122007 Zales parzom : Udsay Gapta
Expiny Cate T 31272007
Fefarance= 1321014
Bill To
Eob & Joe Traders
34, Riche Streat
. .
631603 Tanuil Mada
India

If you wish to hide any of the fields from the template, check the box present next to the field off.

Document Information

5) Document Title, Font &
Color

6) Change Label

Customnize the title of the document and also customize the font size and color as you

wish.

Custornize the label names for the fields provided in the document.

Mumber Field
Date Field

Due Date (Available in 5ales Order, Purchase Qrder, Invoice)

Reference Field

Sales Person (Available in Estimate, Invoice, Sales Qrder)

Eill To

Ship To {Available in Estimate, Sales Order, Invoice, Purchase Order)
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Document Information

# Mumber Field

ET

«| Date Field Estimate Date
¥ Reference Field Reference#
#| Bill To Bill To
Ship To Ship To
#| Salesperson Sales person
«| Expiry Date Expiry Date
¥ Place of supply Flace Of Supply

Save Freview

ITEM TABLE

This allows you to show or hide columns related to items and customize those labels. Also you can customize the way

item table looks, from table header to item row and description.
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ltem Table
Labels
Labe
« Serial Mumber #
# Item Item
# Description Diescription

1 Cruantity

0

# HIMSAC HEMISAC
Label

* Rate Rate

o Tax(%) Tax %

| Tax Amount Tax

# Discount Discount

# Amount Amount

Customizations Present

Table Column Width

The Item Table Column’s width of your template can be adjusted in WTM Account Books to perfectly fit in the
appropriate information in the respective column. So, when you send out invoices or estimates to your customers for
sales transactions, it looks just the way you want it to look.

For example, you might have created additional custom fields in your Item Table based on your organization’s
requirements. In such a case you might want to adjust the Item Table proportionately with the other columns. You can
adjust them and customize your template based on your preferences!

To customize the table column width:
e Click the Gear icon in the top right corner of your window.

e Select Templates and choose a module from the tab.
e Click the Edit button on the template you wish to edit.
e Click Customize Table Cell Width and you can edit the size of the columns.

e Click Continue in the pop-up to enable the option to customize the column width.
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e Use the Numeric-Up-Down control to increase or decrease the width or you can just type the value in the width

field.

e Click Preview to verify the changes.

e Click Save.

# | Item & Description
| | Brockurs Diesizn

Brochurs Diesizn Single Sided Color
1 Wb Desizn Packnzes Templats) - Basic
Castome Thames fior vour business
Imchuzive of 10 hoars of marketing and
armmual frzining
Print Ad - Basic - Colaor
Point Ad 18 size Colar

Ttem: in Tatal 3.04

Totz] In Wirds
Rupess seven Famdred fee and sty paiss

Tramks fior vour busnsss,

HENEAC
0BaTRaT42

(eETRATLD

007E6T4]

Qt-".
100

1.0

1.0

Eate
300.00

150.00

Diiscoumnt
0.00

0.00

0.00

CGET SGET
Tax | Amo | Tax | Amo
% | umt LI
IX:| 180 IX:| 180
i i
1P| 150 IX:| 150
i i
1P| 480 1X:| 480
Sub Totz]

CEET (12.00°%)
BET (12.00°)
Skipping charze
Adjustment

Total

30000

15000

630.00
T
T

INE. 70860
INE 70560
INE 70560

Note: In case you are new to WTM Account Books, the option to adjust Table Column Width will be enabled by default.

Labels

Serial Number, Item, Description, Quantity, HSN/SAC, Rate, TAX (%), Tax Amount, Discount, Amount, are the field

labels that can be renamed as your wish. If you wish to hide any of the fields from the template, check the box present

next to the field off.
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lterm Table

Labels

LEDE
# Serial Mumber #
# lt=m Item
# Description Description
# Cluantity Qty
# HEMN/SAC HEM/SAC
Label

# Rate Rate
o Tax(%) Tax %
# Tax Amount Tax
# Discount Dizcount
# Amount Amount

Preview

TOTAL

This allows you to show or hide labels related to the Total section and customize those labels. Also you can customize
the way Total section looks.

Customizations Present

Labels
Show Total Section, Sub Total, Shipping Charges, Adjustment, Total, Item in Total, Show amount in words are the field
labels that can be renamed as you wish. If you wish to hide any of the fields from the template, check the box present

next to the field off. You can also customize the position of currency symbol to be before or after the amount. At times,
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you might need to show the number of items on the transaction. Checking the Quantity box will help you in showing the

number of items present.

Total

Labels

# Show Total Section

# Sub Total

# Shipping Charge

# Adjusiment

¥ Total

# [tems in Totsl

Sub Total

5 Shipping charge

Adjustment

Total

[tems in Total

# Show amount in words G

FOOTER

Sub Totz]

CGET (12.00%)
SGET (12.00%)
Skippinz charze
Adjoytment
Total

630.00
3na

3180

INE 705.60
INE T05.60
INE T05.60

e This allows you to customize labels related to Notes, Terms & Conditions, Signature. Also you can customize

the way the content related to Notes, Terms & Conditions by adjusting their font size.

e Signature is available in all the modules except for Purchase Orders. You can enable the signature field by

checking the box next to the signature label field. Customize the label if you wish and add an image for the

signature if required.
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Footer content can be added by selecting the Customize your footer content and customized by adjusting font
size, color and background color.

Background image can be added for the footer section and can be positioned by selecting the option from the
drop down.

For a multi-page document, you can choose to show the page numbers on the document. Check the Show Page

Number box to enable it.
Footer

Notes

Label o Motes

Bank Detail

Label

Terms & Conditions

Label o+ Terms & Conditions
Signature
Label o Authorized Signature

Signature image

Signature Mame OM Gupta { Business Development |

Terms & Conditiors

Your conmpany’s Terms and Corditiors will be displavad here Youcmaddtm
the [mvoice Praferences pags under Setnms

OM Gupta ( Business Development Haod)
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Module Specific Customization
Apart from the common customization available in different modules, there is specific customization provided for every
module.

Estimate

e In the Estimate module, the Expiry Date field under Header section is added. You can choose to show/hide the
field by checking the box on or off and customize the label name.

Document Information

Document Title Estimate

Document Title Font 30 pt
Document Title Color #817d7d B
Mumber Field Estimate#

Date Field Estimate Date

Expiry Date Expiry Date

Reference Field Reference#

Sales Person Sales Person
Bill Te Bill To

Ship To B Ship To
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Labels

¥ Show Total Section

¥ Sub Total Sub Total

# Shipping Charges Shipping charge
# Adjustment Adjustment

# Total Total

* |temsz in Total [tems in Total

¥ Show amount in words (i

Invoice

¢ Inthe invoice module, the option to add a Payment Stub is provided under Template Properties. Check the Do
you want to use a ‘payment stub’ box to enable it. The labels for Payment Stub and Amount Enclosed can be
customized.

e The Terms field has been added under Header & Document Information. This will show the payment terms
information on the invoice. You can choose to show/hide the field by checking the box on or off and customize
the label name.

e You can also choose to show the status as a stamp on the invoices by checking the Show Status Stamp option
under Header & Document Information.

e Paid, Partially Paid, VVoid and Draft are the statuses shown. This will be shown only in the PDF and not in the

preview
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Labels

# Show Total Section

¥ Sub Total

# Shipping Charges

# Adjustment

# Total

¥l [tems in Total

# Payment Made

¥ Creditz Applied

¥ Balance Due

Sub Total

Shipping Charge

Adjustment

Total

ltems in Total

Payment Made

Credits Applied

Balance Due

¥ Show amount in words (3

Document Information
¥ Mumber Figld

Date Field

Reference Field

Bill To

EShip To

Salesperson

Terms

Due Date

Place of supply

Show Status Stamp

Invoice Date

FO#

Bill To

Ship To

Sales person

Terms

Due Date

Place OFf Supply

WIM'
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e For the Total section, Shipping Charges, Hours in Total under Quantity (for projects) are added. You can
also choose to show Payment Details which will have Payment Made, Credits Applied, Amount Withheld,
Write Off Amount & Balance Due fields under it. Also, you choose whether to show the Tax summary table,
which displays a summary of the tax applied to the line item in your invoice. You can choose to show/hide the

field by checking the box on or off and customize the label name.

¢ Inthe Footer, you can choose to show the Online Payment Options by checking the Online Payment
Link box. In case you do not have the option and would opt for a bank transfer or any other offline means, you
can add the required details on the template by selecting the Add your bank details option. This will be
displayed below the customer notes.

Purchase Order

e In the Purchase Order module, the usual Customer Name section has been changed as Vendor Name section

under Template Properties. Font color and size can be customized.

Document Information

¥ Mumber Fisld

$t

# Date Fizld Diate

# Reference Fisld Refg

# Bill To Yendor Address

¥ Ship To Deliver Ta

¥ Due Date Delivery Date

¥ Shipment Preference Shipment preference
« Place of supply Place OFf Supply

e The Shipment Preference field under Header section is added. You can choose to show/hide the field by

checking the box on or off and customize the label name.
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Document Information

¥ Mumber Figld #
» Date Fisld Date
+ Reference Fisld Ref#

Bill Ta “Yendor Address

# Ship To Deliver To

¥ Due Date Delivery Date

Shipment Preference Shipment preference

¥ Flace of supply Place Of Supply
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Sales Order

e Inthe Sales Order module, the Delivery Method field under Header & Document Information section is
added. You can choose to show/hide the field by checking the box on or off and customize the label name.

Document Information

# MNumber Field Sales Orderd#
# Date Field Order Date
¥ Reference Field Refg

< Bill To Bill To

# Ship To Ship To

Shipment Date

Delivery Method

Delivery Method

Place of supply

Place Of Supply

Save Preview

Credit Note

e For the Total section, you can also choose to show Payment Details which will have Credits Used, Refund,
Credits Remaining fields under it. You can choose to show/hide the field by checking the box on or off and

customize the label name.
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¥ Show Total Section

7 Sub Total Sub Total

¥ Shipping Charges =hipping Charge
+ Adjustment Adjustment

# Total Total

¥ ltems in Total ltems in Total

Credit Used Credit Used

Credit Remaining Credit Remaining

Refund Refund

+ Show amount in words Li
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DELIVERY CHALLAN

A Delivery Challan is created in situations where goods are being transported from one place to another which may or
may not result in sales. Example: Transfer of goods from the Head Office to its branches.

Labels

# Show Total Section

# Sub Total Sub Total

# Shipping Charges Shipping Charge
¥ Adjustment Adjustment

« Total Total

#| ltems in Total Items in Total

¥ Show amount in words (i

Bill

Bills which exclusively contain provisions for imposition and abolition of taxes, for appropriation of moneys out of the
Consolidated Fund, etc.
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Labels

¢ Show Total Section

¥ Sub Total Sub Total

¢ Total Total

¥ [tems in Total Items in Total

¥ Payment Made Payment Made
I ¥ Balance Due Balance Due

¥ Show amount in words (i

VENDOR CREDITS
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Credit is the trust which allows one party to provide money or resources to another party where that second party does
not reimburse the first party immediately (thereby generating a debt), but instead promises either to repay or return those

resources (or other materials of equal value) at a later date

Labels

¥ Show Total Section

¥ Sub Toftal

# Tofal

¥ [temsg in Total

Credit Used

Credit Remaining

¥ Refund

# Show amount in words (1]

Sub Total

Total

Items in Total

Credit Used

Credit Remaining

Refund
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Clone Templates from one module to another

You might follow a certain standard template for all your business documents; you need not go to each and every module
to create it. You can simply clone the template of your choice, from one module to another.

To clone a template:
e Click on the Gear icon on the home screen of WTM Account Books.

Select Templates from the panel that appears.

Select the module from the left panel, from where you wish to clone the template.

Hover over the template and find the Gear icon next to Edit button.

Click on the Gear icon and select a module from Clone as option , to clone the template

Invoice Templates

Set As Default
Standard Template Spreadsheet Template Delete F
Clone as
Invoice
Estimate
New Template Retainer Invoice
Click to add a template from our gallery. Sales Order
You can customize the template title, Purchase Order
columns, and headers in line item table. i
Credit Mote
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WAREHOUSES

Managing multiple warehouses has never been so easier. WTM Inventory has a sleek multi-warehouse system that
allows you to track and manage your inventory, seamlessly across different locations.
The Warehouses module in Settings allows you to do the following tasks:

e Enable & create warehouses
o Enable multiple warehouse management
o Add a new warehouse
e Manage warehouses
o Editawarehouse
o Delete a warehouse
o Mark a warehouse as primary
o Mark a warehouse as Inactive

o Mark an inactive warehouse as Active

Enable multiple warehouses

Follow these steps to enable multi-warehouse management in WTM Account Books.

e Click on the gear (Settings) icon from the top-right corner of WTM Account Books.
e Select More Settings from the drop-down.

e On the left pane, select Warehouses. This will take you to the page where you can enable multi-warehousing.

e Click on the Enable Multi-Ware house button. Your organization will now have support for multi-warehouse

management.
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WTM Account Books RSN + REREAEET specrewold | & | &% | @

< BACK

Settings Start managing multiple warehouses!
Opening Balance Seamlessly track and manage your inventory across multiple warehouses
Users

Warehouse

Organization

Preference E
Currencies Sales Order Purchase Order |

Taxes Front Office

1
h
Item Measure Unit h
reme ﬂ ﬁ =
e
Warehouse
Payment Mode

Customer . Supplier
Auto Mumbering 1 - ; -
—————— —————— n = <
Templates &l &
Goods Deliverad Warehouse 2 Goods Received
Report Folder
Data Backup

Add a new warehouse

To add a new warehouse to your organization,
e Click on the new button in the New Warehouse card.

ﬁ Warehousesm Disable Multiwarehouse
Borivali Edit [i-2d Nerul Edit [l 3
Mumbai, Mavi Mumbai,
WTM IT Limited India, 400086 WTM Nerul India,
8136714211

o Enter the details for your new warehouse and click on Save. Your new warehouse will now be saved.
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M Warehouses (23

VWarehouse Name
Address
City

Country Select -
State
Zip Code
Phone

Email

e Your warehouses page will be similar to the screenshot below once you’ve set it up properly.
m Warehouses m Disable Multiwarehouse

Borivali Edit Jit=Rd Nerul Edit |iE-34

Mumbai Mavi Mumbai,

WTM IT Limited India, 400066 WTM Nerul India,
9136714211

Mark a warehouse as primary
By default, the first warehouse which is available when you enable multiple warehousing features will be set as the

Primary Warehouse. To set another warehouse as the primary one,
e Click on the gear (Settings) icon from the top-right corner of WTM Account Books.
e Select More Settings from the drop-down.
e On the left pane, select Warehouses.

e Click on the gear (Settings) icon at the bottom of the warehouse card.
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Merul
Mawi Murnba
WTM Nerul India

e Select Mark as primary in the dropdown.

e Confirm your selection in the pop-up that follows. The warehouse will now be marked as the primary warehouse

Mark a warehouse as Inactive
To mark a warehouse as Inactive,

e Click on the gear (Settings) icon from the top-right corner of WTM Account Books.
e Select More Settings from the drop-down.
e On the left pane, select Warehouses.

e Click on the gear (Settings) icon at the bottom of the warehouse card.

Merul m -

Mawi Mumba

WTM Herul India Mark as Primany

Mark as Infctive

e Select Mark as Inactive in the dropdown.

e The warehouse will now be marked as Inactive and won’t be available for transactions.

Mark an inactive warehouse as Active

To mark an inactive warehouse as Active,
e Click on the gear (Settings) icon from the top-right corner of WTM Account Books.
e Select More Settings from the drop-down.
e On the left pane, select Warehouses.

e Click on the gear (Settings) icon at the bottom of the warehouse card.
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M Warehouses [0

Borivali m| &~ |

Mumbai
India, 400066 Mark as InActive

S136714211

WTM IT Limited

e Select Mark as Active in the dropdown.

e The warehouse will now be marked as active and will be available for transactions

Edit a warehouse

To edit details of an existing warehouse,

e Click on the gear (Settings) icon from the top-right corner of WTM Account Books.
e Select More Settings from the drop-down.

e On the left pane, select Warehouses.

e Click on the Edit button at the bottom of the warehouse card.

e Make all the necessary changes and click on Save.

M Warehouses (23

Borivali " B |
Mumbai ]
WTM IT Limited India. 400066 Mark as InActive

9136714211
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Delete a warehouse

To delete a warehouse,

e Click on the gear (Settings) icon from the top-right corner of WTM Account Books.
e Select More Settings from the drop-down.
e On the left pane, select Warehouses.

e Click on the gear (Settings) icon at the bottom of the warehouse card.

Merul m -

Mawi Mumba

WTM Herul India Mark as Frimary

Mark as Infctive

e Select Delete in the dropdown.

e  Confirm your selection in the pop-up that follows. The warehouse will now be deleted.
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AUTO NUMBERS

Module.3

Generate an automatically incremented numeric counter.

All Auto Number

No Module Name

1 Quote

2 Sales Order

3 Invoice

4 Credit Note

5 Purchase Order
6 Vendor Credit

7 Delivery Challan

Auto increment Type

MNo

Yes

Yes

Yes

Yes

Yes

Yes

Prefix

EST-0000

S0O-0000

INV-0000

CN-0000

PO-0000

DN-0000

DC-0000

WIM'

Software « IT

Next Number
12
7

57

e Edit Quote auto numbering:

You can add your Quotation number manually or continue with auto generate.

Edit Quote auto numbering

Your Quote number are set on auto-generate mode to save your time. Are you sure about changing this setting?

Continue auto-generating estimate numbers

® | will add them manually each time

e Edit Sales Order auto numbering:

Prefix
EST-0000

Next Number

12

You can add your Sales Order number manually or continue with auto generate.

Save Cancel
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Edit Sales Order auto numbering

Your Sales Order number are set on auto-generate mode to save your time. Are you sure about changing this setting?

® Continue auto-generating estimate numbers

| will add them manually each time

e Edit Invoice auto numbering:

You can add your Invoice number manually or continue with auto generate.

Edit Invoice auto numbering

Your Invoice number are set on auto-generate mode to save your time. Are you sure about changing this setting?

® Continue auto-generating estimate numbers

| will add them manually each time

e Edit Credit Note auto numbering:

You can add your Credit Note number manually or continue with auto generate.

Edit Credit Note auto numbering

Your Credit Note number are set on auto-generate mode to save your time. Are you sure about changing this setting?

® Continue auto-generating estimate numbers

| will add them manually each time

Prefix
50-0000

Prefix
INV-0000

Prefix
CN-0000

®

WM

Software « IT

Next Number
7

Save Cancel

Next Number
a7

Save Cancel

Next Number
5]

Save Cancel
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e Edit Purchase Order auto numbering:

You can add your Purchase Order number manually or continue with auto generate.

Edit Purchase Order auto numbering

Your Purchase Order number are set on auto-generate mode to save your time. Are you sure about changing this setting?

Prefix Next Number
PO-0000 5]

® Continue auto-generating estimate numbers

| will add them manually each time

Save Cancel

e Edit Vendor Credit auto numbering:

You can add your Vendor credit number manually or continue with auto generate.

Edit Vendor Credit auto numbering

Your Vendor Credit number are set on auto-generate mode to save your time. Are you sure about changing this setting?

Prefix Next Number
DN-0000 5

® Continue auto-generating estimate numbers

| will add them manually each time

Save Cancel

e Edit Delivery Challan auto numbering:

You can add your Delivery Challan number manually or continue with auto generate.

Edit Delivery Challan auto nhumbering

Your Delivery Challan number are set on auto-generate mode 1o save your time. Are you sure about changing this setting?

Prefix Mext Number
DC-0000 7

® Continue auto-generating estimate numbers

| will add them manually each time

Save Cancel
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ITEM MEASURE UNIT

You can create your own measurement unit from here.

All Item Measure Unit

wiew By o Al Item Measure Unit « ‘ + Mew Item Measure Unit & Page Tips

No T Mame Action
1 Fiece Delete
2 Corton Delete
3 Dozen Delete
4 Cluantity Delete
5] Ponds Delete
4] Lt Delete
T Cluntity Delete
3 Letter Delete
Show 10 v entries

Previous - 2 Mext

Im going to add KG measurement unit.

New |ltem Measure Unit

Unit Marne KG|

Cancel
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All ltem Measure Unit

Wiew By | Al ltern Measure Unit -

No Tl Name Action
1 Piece Delete
2 Cortan Delete
3 DozZen Delete
4 Cluantity Delete
il Fonds Delete
g Lt Delete
7 Guntity Delete
g Letter Delete
g a)c Delete
show 10 v entries

Even you can delete this measurement unit if not required for your business.

New [tem
Type ® Goods Service
Marne
LInit & Select Unit a
[
SkU
Quantity
H5M Code
Ponds
Tax Preference Lt
Cluntity
Type of groduct
Letter
¥ Sales Information ¥/ Furchase Infarmation

Now you can see this, in new item create field for item measurement.
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PAYMENT TERM

You can create payment term as per your business and relation with customer.

All Payment Term

Wiew By Al Payment Term -

No TI Label Number of Days
1 Due on Receipt ]

2 Met 15 15

3 Met 30 30

4 Met 45 45

] Met 50 &0

g METS0 [&u]
Show 10 v entries

&

WM
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Action

Delete

Delete

Delete

Delete

Delete

Delete

Preswious !

=+ Hew P ayment Term

New Payment Term

Latbel Met 10
Mumber of Days 10
Cancel

Even you can delete or edit this section.
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All Payment Term

WiEw By All Payment Term -

No 1L Label

1 Due on Receipt
2 Net 15

3 Met 30

Fl Met 45

g Met 60

3 NETS0

7 NET 10

Show 10 v entries

Number of Days
0

15

a0

45

&0

a0

10

ent Term

Action
Delete
Delete
Delete
Delete
Delete
Delete

Delete

Frevious

After adding you can see this in customer TAB in Other Details.

Comparny Mame

Contact Email

Contact Phone

Wehsite

ST Treatment

Flace Of Supply

Tax Preference

Currency

Price List

New Customer

Contact Display Mame

Other Details Address

YWirk Phone kohile

Remarks/Motes

Select 3 GST Treatment

Select a Place of Supply

Select

Due on Receipt-0
Met 13-15

Met 30-30

Met 45-45

MNet 50-60

NET30-50

WIM'

Software « IT
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SALES PERSON

You can create new SALES PERSON over here. Also you can delete or edit this.

All Sales Person

Wiew By Al Sales Person -

No

T Name Action

Mo data awvailable in table

New Sales Person

Sales Person Mame

Cancel

All Sales Person

Wiew By . Al Sales Person -

No T

1

2

3

Show 10 T entries

| Mukesh Singh |

Name
Mukesh Singh
Avinash Raheja

Fahul Meheta

Action

Delete

Delete

Cielete

®

WM
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Sales Person

Presious -
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If you want any other payment mode, then you have to create here, after that this new payment mode name will be reflect
in customer and supplier payment fields.

All Payment Mode

view By D Al Payment Mode -

No Tl Name

1 Cash

2 Check

3 Credit Card

4 Bank Transfer

5 Bank Remittance
Show 10 v entries

ayment Mode

Action

Delete

Delete

Delete

Delete

Delete

Create new payment mode: you can create, delete and edit “Payment Mode” from here.

New Payment Mode

Payment Mode Name MEFT]

Cancel

All Payment Mode

View By Al Payment Mode -

No T

1

Name

Cash

Check

Credit Card

Bank Transfer

Bank Remittance

6 ‘ NEFT

Show | 10 v Entries

Action

Delete

Delete

Delete

Delete

Delets

Delete

yment Moce

Presious -
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New Vendor

Contact Email
Contact Phone

Website

Other Details Address Remarks/Notes

GST Treatment ect 3 GST Treatment v
s Select
Source Of Supply Due on Receipt-0
Net 15-15
Curtrency Net 30-30
Net 45-45
Net 60-60
Price List NET90-80
Payment Terms Select v
New Customer
Contact Phone k Mot
Wabsite
Other Detadls Address Remarks/Mates
GST Treatment o 1 GST i 1 *
Place Of Supply Select a Place of -
i [ Select
Tax Preference Due on Receipt-0
Net 15-15
Curenty Net 30-30
Met 45-45
Net 60-60
Price List NETS0-80
Payment Terms Select v I

m Cancel

WIM'

Software « IT
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REPORT FOLDER

You can create new report as per your requirement.

All Report Folder

Wiew By © | Al Report Faolder -

No T/ Folder Name
1 Important report
2 Estirnate

Show 10 v entries

Create New Report Folder

New Report Folder

Folder Mame

Description

Cancel

All Report Folder

Wiew By o Al Report Folder -

No T Folder Name

1 Important report

2 Estimate
3 ‘GST
show 10 v entries

Description

Description

®

WM

Software « IT

=+ lew Report Folder

Action

Dielete

Delete

port Folder

Action

Delete

Delete

Cielete
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Reports =

Estimate ‘ GST

» estimate

B Business Overview
» Profit and Loss
» Cash Flow Staternent

> Balance Sheet

Now you can check your report as per you.

A&, Accountant

> Account Transactions
» General Ledger

> Journal Report

> Trial Balance

WM

&

Software « IT

Important report
> my report
» G3T

> My Invoice

Imventory

> Iventory Summary

> Inventory Yaluation Summary
> Ireeentory YWaluation Details

> FIFD Cost Lat Tracking

» Warehouse Details
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DASHBOARD
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Dashboard is the first thing you’ll see when you log into your WTM Account Books account. The dashboard

gives you a clear picture of your company’s finances.

WTM Account Books|R Q= o

@) Dostiooerd Dashboard
o Supplle Total Receivables @ Total Payables @
€ Bems
0 P INRD.OO INR236826 INRO INRD
L Accountant
N Regonts Cash Flow @ col Vuae v
Add-Ons Softeare
INR130280 +
INR259600 -
e h
4 INR-129320 =
Sep et
Income @ This Fiseal Yesr = Expense @
Azl | Cash Aseru
150,000 0000 o
|
¢ il |

o

The dashboard in WTM Account Books has the following sections:

e Total Receivables

e Total Payables

e Cash Flow

e Income and Expense
e Your Top Expenses

Total Receivables
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Total Receivables @

Total Receivables INR 274976

CURRENT OVERDUE

INRO.OO INR274976

The Total Receivables section displays how much money your customers owe you. The section is divided into two

parts:

e Current - The amount you’re yet to receive for invoices that hasn’t crossed the payment due date.

e Overdue - The amount you’re yet to receive for invoices that have crossed the due date.

Total Payables

Total Payables

Total unpaid bills Rs.9,000.00
I

CURRENT OVERDUE

Rs.4,500.00 Rs.4,500.00 ~
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The Total Payables section displays how much money you owe your vendors. This section is divided into two parts:

e Current - The amount you’re yet to pay for purchase transactions that hasn’t crossed the payment due date.

e Overdue - The amount you’re yet to pay for purchase transactions that have crossed the due date.

Cash Flow

Cash Flow @

0 -

]
3
1
y
.
]
.
3
.
1
]

-50,000 +
-100,000 o

150,000 4 ®

-200,000

Apr May

T T T T
Jun Jul Aug Sep Oct Nov Mar
2018 2018 2018 2018 2018

eC Jan re
2018 2018 2018 2018 2019 2019 2018

This Fiscal Year «
INR172994 +
INR318600 -

INR-145606 =

The Cash Flow section helps you analyze the cash flowing in and out of your organization with graphs. These graphs are

generated based on the cash flow report of your organization.

e Cash as on “Date”: This displays the cash you had at the beginning and the end of your fiscal year.

e Incoming: This displays the cash earned through sales transactions.
e Outgoing: This displays the cash spent for purchase transactions.
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Income and Expense

Income @ This Fiscal Year + Expense @ This Fiscal Year +
Accrual | Cash Accrual | Cash
200,000 400,000
150,000 300,000
100,000 200,000
50,000 100,000
0 T T T T T 1] T T T T T
Apr Jun Aug Qct Dec Feb Apr Jun Aug Qct Dec Feb
2018 2018 2018 2018 2018 2019 2018 2018 2018 2018 2018 2019
Income Total Income Total Expenses
INR172994 Expense  INR318600

* Income and expense values displayed are exclusive of taxes. * Income and expense values displayed are exclusive of taxes.

The Income and Expense section displays the Total Income and the Total Expenses of your organization.
e Total Income: This displays the amount received through Sales transactions and bank deposits.
e Total Expenses: This displays the amount spent through Purchases transactions and bank withdrawals.

Clicking on the bar graph will redirect you to the Profit and Loss report from where this information is fetched
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Your Top Expenses

Your Top Expenses Previous Fiscal Year «

() Rent Expense (29.96%)

. Advertising And Marketing {22.44%
@ Software Purchases (18.44%)

@ Automobile Expense (5.09%)

@) Bad Debt (4.36%)

() Others (19.71%)

This section displays your top expenses across different categories in the form of a pie chart. These pie charts are
generated based on the Expense by Category report of your organization.
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Chapter No.4

CUSTOMER & SUPLLIER

Module: |

WIM
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Customers buy goods and services from your business. Once you mark a contact as a customer in WTM Account Books,

you can transact with them via invoices, sales orders, payment receipts and shipments.

WTM Account Books g O o [a

&) Dashboard Cusiomers
S, Customers
S, Supplier
. iew By All Customer =
7 lems
I Banking DISPLAY NAME
Ramesh Bhai
T Sales
) Purchases Baban Rai
Ankit Jain

2% Accountant
Safi Kulislam
A Reports

) ST Rahu Batham
Deepsk Pujari

IT Salutions

MGM Campus Food
Rajesh IT Solutions

JACK RAJPUT

Creating customers

To create a customer,

T COMPANY
Ramesh Bhai
Baban Rai
Ankit Jain
Saf Kulislam
Rahu Batham
Deepsk Pujari
IT Salutions
MGM Campus Food
Rajesh IT Solutions

JACK RAJPUT

FIRST NAME

Ramesh

Baban

Ankit

Safi

Rahu

Deepak

LAST NAME
Bhai

Rai

Jain
Kulisiam
Batham
Pujari
Sinha

Food
Rajbhar

RAJPUT

WTM IT Limited

L6

e Click on the quick create button (the + button on the LHS) or the +New button provided on the top-right corner.

e Provide the appropriate details in the New Customer form.
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(@ Dashboard New Customer

L customers
2 Supplier
© ltems

I Banking

Ji, Accountant

Contact Phone

#° Reports

5 Add-Ons Software Websitz

Other Detils LTS

The contact creation page is split into five major sections such as,

e Primary Information section
GST & Payment Details section
Address section

Custom Fields section

e Notes section

Primary Information section:

It is the section where all the details as shown below are recorded and stored.

e Primary Contact: It refers to the main contact to which all invoices and orders will be sent.
o You can add more information about the contact from the contact details page.
e Company Name: Provide a valid Company Name. Make sure it is the official name of the contact’s company.
e Contact Display Name: WTM Inventory populates the display name based on what you entered in
the Name and the Company Name fields.

o You may retain it or change to the display name of your choice.

o The company name and the contact display name can be same or different based on your choice.
Email: Enter a valid email ID. All your correspondences with this contact will be directed to this email ID.
Phone: Add work phone and mobile number of your contact here.

Website: Add the website associated with your contact.
Contact Type: Choose Supplier by clicking on the checkbox near it.
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New Customer

Primary Contact Salutation ¥

Company Mame

Contact Display Mame L7
Contact Email

Contact Phone

Website

Tax & Payment Details Section:

You can enter customer currency and payment terms here. This section also includes provisions to enter the tax details of
the contact.

e Currency: Select from the drop down list the desired currency for transactions to be associated with this
contact.
o In case you wish to add a new currency, you may select the + New Currency option from the drop
down list.
= A ‘New Currency’ window opens up.
= Fillin the required details such as Currency Code, Currency Symbol, Decimal places and
Format.
»  Click on ‘Save and Select’ to add and make it a default currency.
= Important Note: Please ensure that you associate the right currency for the contact as this
cannot be changed once you have started your transactions with the customer.
e Price List: You can associate a price list for this contact. This will be reflected on all the orders associated to
this contact.
e Payment Terms: Select the payment terms you wish to associate for this customer.
o You can select from the pre-defined term options provided or add a custom term of your choice.
o Toadd aterm of your choice, click on the + Configure Term option provided on the drop down list.
= A new Add Payment Term window appears.
= Add the Number of days as per your terms and provide a display title for the same.
= Click Save to add your custom terms.
e Important Note: Certain country specific editions of WTM Inventory like US, UK, IND etc. will also
have Tax/VAT fields and options for a customer.
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Other Detailz Address RemarksMotes

GST Treatment Select a GST Treatment N
Place Of Supply =elect a Place of Supph v
Tax Preference # Taxable Tax Exempt

Currency IMR-Indian Rupee r
Price List Select T
Payment Terms Select ¥

Address Section:

The billing and shipping addresses of the contact can be provided here.

e Billing address: Enter the billing address of the contact where the bill / invoice needs to be sent.

e It can be different from the shipping address (where the goods are sent) or same as the shipping address (most
common).

e Ifthe Billing Address and Shipping Addresses are the same then click on the option called ‘Copy billing
address’ that is available above the shipping address.

e The Attention field can be used to make it clear when the correspondence or package reaches an organization’s
mail room who the intended recipient is.
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Other Detailz RemarksMotes

) Copy billing address

BILLING ADDRESS SHIPPING ADDRESS
Street Sfreat
A A
City City
State State
Zip Code Zip Code
Country Indiz v Country India v

Save Cancel

Remark/Notes

e You can view the custom fields you have added in your contact preferences here. Fill up the necessary details.
Learn more about contact preferences here.

Other Details Address FemarkzMotes

Remarks/Motes (For Internal Use)

Save Cancel
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Edit

We can edit customer details from edit button

‘WIM Account Books}d

(@ Dashboard
S Customers .
S supplier
1
© ltems
il Banking 2
T Sales v |3
¥ Purchases Vg
A Accountant 5
A Reports
&
'\ Add-Ons Software  »
7
8
]
10
Show

Q- Search

[+ B

All Customer ~

Ramesh Bhai

Baban Rai

Ankit Jain

Safi Kulislam

Rahu Batham

Deepak Pujari

IT Solutions

MGM Campus Foed

Rajesh IT Solutions

JACK RAJPUT

10 v  entries

Previous n 2 | Next

New Transaction
You Can Create Your Invoice Or Convert Direct From New Transaction.

Ankit Jain

Cvarview Sale
Ankit Jain
Edit Delete

ADDRESS

Billing Address
Ankit Jain
MNasik

India

Shipping Address

Ankit Jain
India

OTHER DETAILS

Currency Code
GST Treatment

GSTIN

Tax Preference

INR

Registered Business -
Regular
AHJHUSJ48554)

TAXABLE

EXZ3 Ramesh Bhai

Overview Sale

Ramesh Bhai
Edit Delate

ADDRESS

Billing Address.

Ramesh Bhai
HGJHSLKJW:DJ JDGKJED
Mumbai

Shipping Address
Ramesh Bhai
India

OTHER DETAILS

Currency Code INR

GST Treatment Registered Business -
Regular

GSTIN FGSNNJTESALL

Tax Preference TAXABLE

UNUSED CREDITS

®

WM
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WTMIT Limited | & | 4% | @

Edit New Transaction - More

PAYMENT DUE PERIOD

0.0INR
Income Last & Months -
3,000
2,000
1,000
o
Apr  May  Jun  Jul  Aug  Sep O Nov  Dec  Jan  Feb  Mar
2048 2018 2012 2018 2018 2048 2018 2018 3018 2045 2015 2013

Invoice

Invoice Payment

N . o Estimate
UMUSED CREDITS OUTETAMDING RECEIAL PERIOD
0.0 INR 0.0 INR Sales Crder
Credit Mote
Expense
Income Joumals Months
10 4
g 4
5 -
4 -
2 -
D T L T T T T
Ok Mow Dac lan Fab Mar
2017 2017 2017 2018 2018 2018
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After creating your customer you can directly convert to clone or inactive mode also if you want you can delete this

customer list from your inventory.

Ankit Jain

Crverview Sale

Ankit Jain
Edit Delete

ADDRESS

Billing Address
Ankit Jain
Masik

India

Shipping Address
Ankit Jain
India

OTHER DETAILS

Currency Code
GST Treatment

GSTIN
Tax Preference

U

MUSED CREDITS
0.0 INR

Clone
Mark as Inactive

Delete

PAYMEMT DUE PERIOD

Last & Maonths -

Income
10
B
£ -
a
2
INR ° '
Oct
Registered Business - 2017
Regular
AHJHUSJ43554.)
TAXABLE

Feb Mar
2018 2018
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Vendors sell goods and services to your business. Once you mark a contact as a vendor in WTM Account Books, you can

transact with them via bills, purchase receives and purchase orders.

All Supplier

Wiew By : All Supplier -
DISPLAY NAME T COMmPANY FIRST NAME
Meheta Meheta
Sangam Rajan Sangam Rajan Sangam
Kohinur Dyes Kohinur Dyes Kohinur
IT Sol IT sol Suman
Sujay Rawat Sujay

Show | 25 ¥ | entries

Creating Supplier

To create a Supplier,

e Click on the quick create button or the +New button provided on the top-right corner.
e Provide the appropriate details in the New Customer form.

WTM Account Books | [+ RERE

(@ Dashhosrd New Vendor

24 Customers

S, Supplier ) :
Primary Contact Salutation v
& ltems
i Banking Company Name
\7 Sales Cantact Display Name Q
[ Purchases
Cantact Email
%, Actountant
& Cantact Phone
A Reports
\5 Add-Ons Software Website

Address Remarks/MNotes

GST Treatment

Source Of Supply

Currency NR-Indian Rupee v
Price List Select v
Payment Terms Select v

¢ E Cancel

LAST NAME
Bhai

Rajan
DOyes
Rajbhar

Rawat

Previous - Mext

WTMIT Limit=d | & | 4% | @
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The contact creation page is split into five major sections such as,

Primary Information section
GST & Payment Details section
Address section

Custom Fields section

Notes section

Primary Information Section:

It is the section where all the details as shown below are recorded and stored.

e Primary Contact: It refers to the main contact to whom all invoices and orders will be sent.
o You can add more information about the contact from the contact details page.
e Company Name: Provide a valid Company Name. Make sure it is the official name of the contact’s company.
e Contact Display Name: WTM Inventory populates the display name based on what you entered in
the Name and the Company Name fields.
o You may retain it or change to the display name of your choice.
o The company name and the contact display name can be same or different based on your choice.
e Email: Enter a valid email ID. All your correspondences with this contact will be directed to this email ID.
e Phone: Add work phone and mobile number of your contact here.
e Website: Add the website associated with your contact.
e Contact Type: Choose Vendor by clicking on the checkbox near it.

New Vendor

Primary Contact Salutation r

Company Mame

Contact Email

Contact Phone

Website
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Tax & Payment Details section:

You can enter Vendor currency and payment terms here. This section also includes provisions to enter the tax details of

the contact.

e Currency: Select from the drop down list the desired currency for transactions to be associated with this

contact.
o In case you wish to add a new currency, you may select the + New Currency option from the drop
down list.
= A ‘New Currency’ window opens up.
= Fillin the required details such as Currency Code, Currency Symbol, Decimal places and
Format.
* Click on ‘Save and Select’ to add and make it a default currency.
= Important Note: Please ensure that you associate the right currency for the contact as this
cannot be changed once you have started your transactions with the customer.
Price List: You can associate a price list for this contact. This will be reflected on all the orders associated to
this contact.
Payment Terms: Select the payment terms you wish to associate for this customer.
o You can select from the pre-defined term options provided or add a custom term of your choice.

o Toadd aterm of your choice, click on the + Configure Term option provided on the drop down list.

= A new Add Payment Term window appears.
= Add the Number of days as per your terms and provide a display title for the same.
»= Click Save to add your custom terms.

e Important Note: Certain country specific editions of WTM Inventory like US, UK etc. will also
have GST fields and options for a customer.

Other Details Address RemarksMotes
G5T Treatment v
Place Of Supply -
Tax Preference % Taxable Tax Exempt
Currency IMR-Indian Rupee v
Price List Select ¥
Payment Terms Select v
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Address Section:

The billing and shipping addresses of the contact can be provided here.

e Billing address: Enter the billing address of the contact where the bill coming from.

e If the Billing Address and Shipping Addresses are the same then click on the option called ‘Copy billing
address’ that is available above the shipping address.

e The Attention field can be used to make it clear when the correspondence or package reaches an organization’s
mail room who the intended recipient is.

Other Details RemarksMotes

«» Copy billing address

BILLING ADDRESS SHIPPING ADDRESS
Street Sireet
P P
City City
State State
Zip Code Zip Code
Country India v Country India v

Remark/Notes

e You can view the custom fields you have added in your contact preferences here. Fill up the necessary details.
Learn more about contact preferences here.
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Other Details

Remarks/Motes (For Internal Use)

Save Cancel

EDIT

We can edit vendor list from here

Kohinur Dyes

Overview Purchase

Kohinur Dyes
Edit Delste

ADDRESS

Billing Address
Kohinur Dyes
Indiz

Shipping Address
Kohinur Dyes
India

OTHER DETAILS

Currency Code INR

GST Treatment Registered Business -
Regular

GSTIN SHKHLS8355666

Address RemarksMotes

UMUSED CREDITS

QUTSTANDING PAYABLES

®

WM

Software « IT

Mew Transaction - Maore -

PAYMENT DUE PERICD

0.0 INR 0.0 INR
Expense Last & Months -
60,000 -
40,000 +
20,000 -
4] T T T T T
Oct Maow Dec I=n Fzhb Mar
2017 2017 2017 2018 2018 2018
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You Can Create Your Bill, Expense, Purchase Order, Bill payment, Vendor Credit Journals Directly from New

Transaction.

Kohinur Dyes

Owerview Purchasze

Keohinur Dyes
Edit Delete

ADDRESS

Billing Address
Kohinur Dyes
India

Shipping Address
Kohinur Dyes
India

OTHER DETAILS

Currency Code INR

3ST Treatment Registered Business -
Regular

GETIN SHKHLS5555666

EdiI New Tranzaction - Mors -

Expensze
Bill
Purchase Qrder
UNUSED CREDITS OUTSTANDING PAYABLES Bill payment o
0.0 INR 0.0 INR \endor Credit
Journals
Expense Last & Months
60,000 -
£0,000 -
20,000 -
0 T
Oct MNow Dec Izn Fzb Mar
2017 2017 207 2018 2018 2018

More: After creating your customer you can directly convert to clone or inactive mode also if you want you can

delete this customer list from your inventory.

Kohinur Dyes

Overview Purchase

Kohinur Dyes
Edt Delete

ADDRESZ

Billing Address
Kohinur Dyes
India

Shipping Address
Kohinur Dyes
India

OTHER DETAILS

Currency Code INR

GST Treatment Registered Business -
Regular

GSTIN SHKHLSE555666

Edit New Transaction -
Clone
Mark as Inactive
Delete
UMUSED CREDITS QOUTETANDING PAYA PAYMENT DUE PERICD
EXF)EHSE Last & Months =
60000 —
40,000
20,000 -
4] T
Oct Now Dec Jan Feb Mar
2017 2017 2017 2018 2018 2018
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ITEMS
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Items are the products or services that you sell to your customers. You can also purchase these items from your preferred
vendor, in the case of a reseller-based business, for example. Create and manage the items you deal with in your business

and also create price lists for specific clients.

WTM Account Books i [+ NS

(@) Dashboard
24 Customers
S Supplier
Items

Banking

Sales

] Purchases

2% Accountant
Al Reporis

T Add-Ons Softwars

All ltems
WiewBy: | All ltem~
ITEM NAME
Calour

Desktop Machine
Cabinet
Metherboard
Hard Disk

RAM

Gas

Filter

Mebile

Desktop

WTM Account book

D
Laptop
Show| 25 ¥ entries
Object:
e ltems

o Composite Items

e Price List

e Item Adjustment

Managing Items

ABCMMNO

ABGMNO

ABCMNO

ABCMNO

ABCMMNO

e Creating a New Item

e Importing & Exporting Items

e Other Actions

Managing Items

ITEM CATEGORY
standard
composite
standard
standard
standard
standard
standard
standard
standard
standard
standard
standard

standard

unIT
KG
Piece
Piece
Piece
Piece
Piece
KG
Quantity
Piece
Piece
PFiece
Piece

Piece

SALE RATE

200000

PURCHA SE RATE

180000

15000

12000

4000

18000

WTMIT Limited | & | £ | @

+Newltem | PriceList [IEREReEE]

STATUS

Follow the simple steps mentioned below to create, edit and manage the items dealt in your business.
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Creating a New Item

Create a new item that could be a product you sell or a service you render to your customers.

To create a new item:

e Click on the Items module from the sidebar.
e To create a new item, click on the + New Item button placed above the items window.

New ltem

Type ® Goods Service

HSN Code

Tax Preference % Taxable MNon-Taxable

Type of product

4 Sales Information
Rate MR
Account Sales r

Drescription

# Purchase Information

Purchase Rate INR

Account Cost of Goods Sold

Description

&
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Default Tax Rates

Intra State Tax G3TO0[0.0]
Rate
Inter State Tax G5TO[0.9]
Rate

Reorder Point

WIM'

Software « IT

Opening stock
rate per unit

Preferred “endor

e The pop-up form to fill-in the details for a new item appear.
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New ltem

= fou cannot rack inventory for a service item.

Type Goods ® Semnvice
Mame

Unitg@ Select Un

SKU

SAC

® Taxable Man-Taxsble

Tax Preference

Type of product Belect Type of product

# Sales Information

Rate IR

T
i

s
(=]
c
E
5]
[T}
W
i
L]

Description EsCriptic

Defauli Tax Rates

Intra State Tax

GETO [0.0 v

Inter State Tax GSTO[0.5]

Reorder Point

Save Cancel

®

WM
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¥ Purchaze Information

Purchase Rate INR
Agcount Cost of Goods Sold v
Description Diescription
e
L 4
L 4
Opening stock
rate per unit
Preferred “endor select Wendor .

e Select the Type of the item, whether it is Goods or Service.
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e Fill-in the Name of the item to be created

e  Select the Unit amount from the dropdown.

e Enter the HSN/SAC Code that is associated with the item. If you choose the Item Type as Goods, you will
have to enter the HSN Code. If you choose the item type as Service, you will have to enter the SAC Code.

Note: Click the Search icon next to the HSN Code or SAC field to search and find the HSN or SAC code for the
respective item.

e Click on the Upload Image box to upload the image of the item. This feature is not available by default. Check
the box for Sales Information or Purchase Information for the category under which you wish to save your
item.

e If you are creating a new Sales Item:

e Check only the Sales Information box.
e Enter the Rate of the item.
e Select the account you wish to record your sales in, from the Accounts dropdown.

Account Sales ¥
Income
Description Sales
General Income
Other Charges

nterest Income

Shipping Charge
Default Tax Rates Discount

Late Fee Income
Intra State Tax GST0 [0.0] ¥
Rate

e Select whether the item is Taxable or Non-Taxable under Tax Preference. If you have added taxes already,
select the tax from the drop-down.

Tax Preference = Taxable MNon-Taxable

¢ Note down any important description about the item you wish to save under the Description text box
and click on Save to create a new sales item.

If you are creating a new Purchase Item:
e P.S: You can create a new purchase item,
e Check only the Purchase Information box.
e Enter the purchase rate of the item.
e Select the account you wish to record your purchase in, under the Accounts dropdown.
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¢ Purchase Information

Furchaze Rats

Description

Select default Tax Rates preferences for intra state and interstate transactions for the item.
Tax rate will be auto-fetched if you have already configured them under Default Tax Preference.

INR

Cost of Goods Sold

L

Lodging

T and Internet Expenzes
Jther Expenses

Fepairs and Maintenance
Zonsultant Expenze
Depreciation Expenze
Mealz and Entertainment

Salaries and Employees Wages

Office Supplies
Advertising And Marketing
Bank Fees and Charges
Credit Card Charges
Travel Expense
Telephone Expense
Automobile Expense
Fent Expense

Janitorial Expense

Cost of Goods "
Cost of Goods Sold

Expense

®
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Enter the desired account name for the new purchase account to be created and add detail to the account
if you wish to in the Description field. Check the Make this a sub-account option and select a parent

account, if you wish to create it as a sub-account.

Click on Save and Select to add the new purchase account to the list and to select it for the new

purchase item.

Click on Save to create a new purchase item.

o If both the Sales and Purchase boxes are checked, the inventory tracking option would appear in the form to

add your items for tracking inventory. Learn more about Inventory Tracking
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Importing & Exporting Items

+ New ltem Price List = Q Search

X Import ltem

X Export ltem
BTtiveE

IHASE RATE

e You will be navigated to a new window wherein you can choose either a .csv, .tsv or .xIs file to be uploaded.
e Under Duplicate Records, select Skip if you do not want the new items from the import to replace the similar
existing items, or select Overwrite if you want the new items from the import to replace the similar existing

items.
e Select the character encoding involved from the drop down. By default, the character encoding is set to UTF-

8 (Unicode).

ltems - Select File

Download a sample file and compare it to your import file to ensure you have the file perfect for the import.

Upload file

Choose File Ma file selected

File Format: CSV or TSV
Duplicate Records:

O Skip

Owverwrite

UTF-8 (Unicode)

Cancel

e Click on Next to map the fields of the file you have chosen, to the fields in WTM Invoice. The column headers
of your file may differ from the ones in WTM Invoice, so you would have to carefully match them.
e The mandatory fields to be mapped will be highlighted in red.
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A few points to remember:

e ltems should be imported in Base currency only.

e Item code field refers to Item name in WTM Account Books.

e Description refers to the Sales description provided in the item creation page.
e Similarly, Rate and Account refer to Sales rate and Sales account respectively.

WIM

Software » IT

e The Purchase details will be mapped only if you have mentioned the correct value in the Item Type field -

Sales / Purchases / Sales and Purchases.

Note: Download the Sample file to compare how the perfect import file should be made.

Exporting Items

e To export items from your WTM Account Books, select the Export Items option from the settings drop-down.

Export

You can export your data from WTM Account Books in C3Y or XLS format
Select Module

Item ¥

C SV (Comma Separated ‘alue)
= XLS {Microsoft Excel)

NMOTE: “You can export cnly the first 25,000 rows. You can also backup all
the data of your WTM Account Books account. To initiate backup of your
data, Click here

e Select the Module for which you would like to export data.

e Click the dropdown under Fields in Export File to select a template (If you don’t select an export template, all

data fields will be exported).
e Select the format in which you wish to export: CSV or XLS.
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e Click Export and save the file into your desired location.

Other Actions

&
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You can also mark your items as Active, Inactive and Delete your items.

e You can edit the details of the items you created by clicking on the specific items.
e To mark the item as Active or Inactive and to delete, click on the check-box for selecting the items you wish to

do the action for.

e  After selecting the items, you will be able to view the Mark as Active button, Mark as Inactive button and

the Delete icon on top of the items window.

WTM Account Books i O :

(@) Dashboard
JL, Customers
S Supplier

& ltems

Ti Banking

5 Sales

) Purchases

2% Accountant
A" Reports

'] Add-Ons Software

All ltems

viewBy: | All liem -

ITEM NAME
Colour

Desktop Machine
Cahinet
Motherboard
Hard Digk

RAM

Gas

Fitter

Mabile

Desktop

'WTM Account book
D

Lapiop

Show| 25 ¥  entries

T sk

ABCMNO

ABCMNO

ABCMMNO

ABCMNO

ABCMNO

ITEM CATEGORY
standard
composite
standard
standard
standard
standard
standard
standard
standard
standard
standard

standard

standard

UNIT
KG
Piece
Piece
Piece
PFiece
Piece
KG
Quantity
PFiece
Piece
Piece
Piece

Piece

WIMITLimts=d = & | £ | @

EEEIETY = | asso

SALE RATE PURCHA SE RATE STATUS
700 Active
200000 130000 Active
1500 1700 Acti

a 3000 Acti

a 7000 Acti
o 250

200 500 Acti
20000 15000 Active
15000 12000 Active
6000 4000 Active
20000 18000 Active
a0 0000 Acti

e Click on the Mark as Active button to make an inactive item to active state, click on the Mark as

Inactive button to make an active item to inactive state.

e Click on the Delete icon and select OK from the pop-up to permanently delete the items selected.
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From account.wtmit.com

1 Are you sure? You want to delete this customer!

Cverview

Iltem Type Inventory ltems
SKU

Unit KG

Type of product solid

Tax Preference TAXAELE
Inventory Account Inventory Asset

Cancel

E Items | User Guide | :

WIM'

Software « IT

WTM IT Limited | & | €% | @

e More ~ »

Clone ltem
Mark as Inactive

Delete

Opening Stock

Reorder point

Note: If the items that you wish to delete have already been part of any transactions, they cannot be deleted. Instead, they

can be marked as Inactive.
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COMPOSITE ITEM

A Composite item in WTM Account Books is a single commodity that is made up by putting two or more items and/or
services together. With composite items you can,
e Create kits and sell them for customized rates.

e Perform assemblies to create finished goods.

Let’s run through one of many scenarios in which the composite item feature comes in handy.

Scenario: Sam runs a home appliance showroom. During festive seasons, he provides a combo offer on appliances such
as microwave and mixer, when bought together. He also includes 1 year free service as part of this offer.

Using the Composite Items feature in WTM Account Books, he puts together all the items and services to create a kit.
He then sells this kit for a customized rate.

But this time around, he wants to mix and match the items in all sorts of combinations. So, he creates bundles out of the
composite item, within which he adds more attractive items and gift cards to boost his sale. Every time he bundles a
composite item, the stock level of the items that constituting the composite item decreases proportionally. Thus, enabling

him to have complete control of his stock flow.

You can also perform assemblies with composite items by bundling raw materials and charges per hour per lab our it

takes to create finished goods.

Guide Layout:

e Composite Items module

Creating a Composite Item

Creating a Composite Item with serial number
Editing a Composite Item

Deleting a Composite Item

De-activating a Composite Item

Importing Composite Items

Exporting Composite Items

O O O O O O O
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Composite Items

Important note: By creating a composite item, you are only defining the composite item. If you have not added any
opening stock, the creation process will not have any effect on the stock level of the composite item. To increase the
stock level of a composite item, follow one of the 3 ways - bundling the associated items, adjusting the stock of the

composite item or purchasing the composite item.

To create a composite item:

e Open the Items tab.

o Now, under the Items module, you will be able to find the Composite Items feature, ready for action

All Composite ltems

ew By All Compaosite Item -

ITEM NAME T sKu uNIT

Desktop Machine ABCMMNO Piece

¥ | entries

To create a composite item:

New Composite Item

e Click New Composite Item

e Enter all the necessary details inside the fields provided. (Note: The fields labeled in red are mandatory).

SALE RATE

200000

PURCHASE RATE

180000

&

WIM

Software » IT

= MNew Composite ltem =

STATUS STOCK ON HAND

Active

Previous n Next

Q Search
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New Composite ltem

Type = Goods Service

HSN Code

Tax Preference % Taxable Mon-Taxable

e You can associate an image with the composite item either through drag and drop method or just by uploading
it.

e Under Associate items field, add the items and quantity of these items that constitute the composite item.

e Click Save to successfully create the composite item.

Type of product -
Associate Item Quantity Selling Purchase
ltems Price Price
N 1.00 0.00 0.00 x
+ Add ancther item TOTAL 0.0o 0.00
(INR) :
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¥ Sales Information # Purchase Information
Rate NR Purchaze Rate INR
Copy from totsl Copy from tota
Account Sales ¥ Account Cost of Goods Seld ¥
Drescription Drescription
e E

Add item details to description

Default Tax Rates

Intra State Tan GSTO [0.0] ¥
Rate
Inter State Tax GSTO [D.5] ¥
Rate

¢ Track Inventory for this item

Note: You can also add one composite item inside another in WTM Account Books. However, note that this

encapsulation is possible until only one level.

Creating a composite item with serial numbers

If your composite items have designated serial numbers, you can record them in WTM Account Books and later

add them to your sales transaction.

Prerequisite: The subscription plan that you choose must allow you to use this feature.

e Open a new composite item page.
e Fill up the essential details.
e Choose Track serial number option under Advanced Inventory Tracking section.
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Account Select Account v
Opening Stock Opening stock
rate per unit
Reorder Point Preferred “Yendor -

e Hit Save to create a serial number tracked composite item. You can add new serial numbers for this item later
while creating a purchase bill.

e Or, if you have entered an opening stock, you can add the serial numbers for the given opening stock in the same
page as comma separated values.

Editing a composite item

If at any point, you wish to alter the items and services that comprise the composite item, you can do so by editing
it.

To do so,

e  Open the preferred composite item.

e Click the Edit button on the item details page.
e Make the desired changes.

e Click Save to apply the changes.

Desktop Machine More - | X

Overview
ltem Type Service
SKU ABCMMO
Unit Fiece
solid
TAXABLE

Inventory Asset
Purchase Information

Purchase Rate INR 130000.0
Purchase Account Cost of Goods Sold
Sales Information

Selling Price INR 200300.0

Sales Account Zales

Associated Items
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Deleting a composite item

To delete a composite item:

e  Open the preferred composite item.

Desktop Machine 2 More -

) Clong ltem

Cverview Mark as Inactive
Delete

Item Type Service

SKU ABCMNOD

Unit Pigce

Type of product =olid

Tax Preference TAXABLE

Inventory Account Inventory Asset

Purchase Information
Purchase Rate INR 130000.0

Purchase Account Cost of Goods Sold
Sales Information
Selling Price INR 200000.0

Sales Account Sales

Associated ltems
ITEM DETAILS QUANTITY

[al RAM

[ABCMNC]

e Click More-Delete.
e  Confirm your action.

Note: You cannot delete a composite item that has transactions associated to it. Instead, you can mark it

as Inactive.

De-activation & Re-activation of a composite item

WIM

Software » IT

If you are skeptical about deleting a composite item but at the same time, you no longer have any use for it, then

you can have it de-activated in WTM Account Books.

To do so:

e Navigate to the preferred composite item.

138




&

WIM

Software » IT

Desktop Machine ¢ Rl | More -
Clone ltem

Cerview Vrtzr as nactive I
Delete

Item Type Service

SKU ABCMMO

Unit Pigce

Type of proeduct solid

Tax Preference TAXABLE

Inventory Account Inventory Asset

Purchase Information
Purchase Rate INR 130000.0

ount Caost of Goods Sold

Sales Information
L=

Selling Price INR 200000.0
Sales Account Sales
Associated ltems
ITEM DETAILS QUANTITY

] RAM 1.0
[ABCMMO]

e Click More-Mark as Inactive.

On confirming, the composite item becomes inactive and will not be available while adding items to transactions.

Note: You can reverse this action at any point of time.

Importing / Exporting Composite Items

Instead of adding the items one by one to your inventory, you can use this short-cut to bulk load the items in one

sweep and save a lot of time.

To import composite items into your WTM Account Books.

e Navigate to the Composite Items module.
¢ Click the Menu icon(Top-right corner).
e Select Import Composite Items Or Export Composite Items option from the drop-down.
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+ New Composite ltem = Q, Search

X Import [tem

X Export ltem
L]

Previous - Mext
Note: You can download the sample file from this page to get an idea on how to create the files you need to import.

Export

ou can export your data from WTM Account Books in C5Y or XLS format.

Select Module
Item b
HASE
Filter jo
= Al
Custom
Export Az

C 3V (Comma Separated Yalue)
= XLS5 (Microsaoft Excel)

~c

NMOTE: “You can export only the first 25,000 rows. You can alzo backup all

the data of your WTH Account Books account. To initiate backup of your

data, Click here

e Here, you can upload either a CSV or TSV type file.

e Choose the Character Encoding involved from the drop-down. By default, the character encoding is UTF-
8(Unicode).

e Choose the File Delimiter(comma or semicolon). By default it will be comma for a CSV.

e Click Next to proceed to mapping fields window.

e Click the Export button. The file will now be downloaded to your computer.
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PRICE LISTS

Price lists are lists of prices of items on sale. They can be used to mass control/modify your item prices for a specific

customer/vendor or transaction.

All Price List

Wiew By : All Price List =
No Name Description Rounding
1 Diwali Discount o]
2 Season Discount 0

Show | 10

v enfries

Guide Layout:

Creating a price list
o Markup/Markdown by Percentage
o Entering Item Rates Individually
Editing a price list
Deleting a price list

Why price lists?

Rate

o

WIM
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Action

Delete

Delete

E NG AR Page Tips

To understand price lists better, let’s see an example. Assume that you have 5000 items in your inventory, and you wish

to give a 10% discount for Christmas or a summer sale. To do this, it would be unfeasible to edit the prices of all your

items every time and overwrite your items.

You can overcome this situation using Price Lists. You can create price lists for each and every situation or case and

apply them to your contacts (customer or vendor) or transactions and accordingly have your item prices altered for those

customers or orders.

Summing it all up, a price list can be used to:

Offer products regularly at a lesser price for a loyal customer.
Offer products at a higher price for new or one time customers.

Offer products at a different price to businesses in a particular country.

Offer products at a much lesser price for valuable prospects.
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e Assign to vendors who provide regular or occasional offer on items.

Areas of Application:

You can associate a price list to:

e acontact - can be a customer or vendor.

e aparticular transaction - sales order, invoice, purchase order and even a bill.

Creating a price list

To create a new price list,

All Price List

View By o All Price List =

No Name Description
1 Diwali Discount
2 Season Discount

Show 10 v enfries

e Click on the Item

e  Select the option called Price Lists in the drop down.

Rounding
1]

0

e You will be directed to the Price Lists module under Settings.

New Price List

Name

Item Rate ® Markup or Markdown the item rates by a percentage
Enter the rate individually for each item

Percentage Markup

Round Off To Never Mind

Description

Save Cancel

Rate

o

WM

Software « IT

+ New Price List  [IRVEEEUTRITS

Action
Delete

Delete

Previous n Next
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e Provide a Name for your price list.
e Choose the Type of your price list. If you choose Sales, your price list will be available for sales transactions, and if
you choose Purchases your price list will be available for purchase transactions.
e  Choose how you want to control the Item rate. You can do so in two ways:
o by percentage
o by entering the rate individually for each item.

Depending on the choice, the price list creation process will differ significantly.

Choice 1 - Markup/Markdown by Percentage:

e On choosing by percentage, proceed to the Percentage field.

e Choose whether you wish to markup or markdown and enter the percentage of the cost that you want to mark up or
markdown.

e  Configure how your prices must be rounded off to, by entering the round off value.

e Add a Description for your price list.

e To finish, click on the Save button.

Editing a price list
Edit Price List

MName Diwali Discount

lem Rale ® Markup or Markdown the item rates by a percentage

Enter the rate individually for each item

Percentage Markup v
Yo
50
Round Off To Mever Mind v @
Description
P
Save Cancel

e Click on the Item.

e  Select the option called Price Lists in the drop down.

e You will be redirected to the Price Lists module under Settings.

e  Over your cursor over the preferred price list.
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Deleting a price list
To delete a price list:
All Price List
View By © Al Price List = ¢ Page Tips
No I Name Description Rounding Rate Action
1 Diwali Discount 0 3 Delete
2 Season Discount 0 5 Delete
Show 10 ¥ enfries

Previous n Mext

e Click on the gear Item.

e  Select the option called Price Lists in the drop down.

e You will be redirected to the Price Lists module under Settings.
e Hover your cursor over the price list that you wish to delete.

e Click on the Trash bin icon to the right of the price list.

e This will be followed by a confirmation pop-up.

e Click on the Ok button to delete the price list.
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You can transfer your product from one warehouse to another warehouse. You can see all the details of all the branches

at one click.

All Transfer Order

Wiew By D Al Transfer Order - + Mew Tr & Page Tips
Date Tl Transfer Order# Status Quantity Transfer Source Warehouse Destination Warehouse
13/04/2018 324324 Transferred WETh T Limited WETh Merul
25/04/2018 TFC-0001 Transferred WETh T Limited WETh Merul

Showe . 10 v entries
Previous - [ext
New Transfer Order
You can create new transfer order from here.
= X
New Transfer Order
Transfer Order# Diate Feason
daMMAny
4
Source Warehouse Destination Warehouse
Select v Select v
Item Details Current Availability Transfer Quantity

+ Add another line

Initiate transfer

Type or click to select an iterm.

Transfer and Receive

Cancel

Source Stock
0.00 Units

Destination Stock
0.00 Units

0.00

After that you should click on Initiate Transfer or Transfer and Receive.
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e By All Transfer Order -

®
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+ Mew Transfer Crrder & Page Tips

Date Tl Transfer Order# Status Quantity Transfer Source Warehouse Destination Warehouse
25/04/2018 12356 ) In Transit WM IT Limited WM Merul
After transfer order, that status will look like “ in Transit” Mode.
i X
Transfer Qrder# 12356
DATE 2a/04/2018
TRANSFERED
DATE
CREATED BY suman Rajbhar
SOURCE WAREHOUSE DESTINATION WAREHOUSE
WThi 1T Limited WWTR Merul
Borivali Merul
hAumbai Mawi kurmkbai
- 400066 -
ITEMS & DESCRIPTION QUANTITY TRANSFERRED
<] Filter 10.0
Skl

You should click on that and click to mark As Received and assign received date.
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Choose the received date

Receive Date

delMibiAAY

Cancel

Hit The SAVE Button. Now you can see, that In Transit mode status cleared, and now it’s showing Transferred.

All Transfer Order

e By All Transfer Order -

Date 11 Transfer Order# Status
25/04/2015 12356 ‘ Transferred
134042015 324324 Transferred
29/04/2018 TFO-0001 Transferred
Show 10 v entries

m - o 2 | Qv Search w Transfer order h

Quantity Transfer

Source Warehouse

WYTR T Limnited

WY T IT Limited

WYTR T Lirmnited

WTMIT Limited 4 £$

+ New Trar [

Destination Warehou
W Thd Merul
WY Merul

W Merul

Prewious -
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Chapter No. 6
BANKING

Banks all over the world form the backbone for the multitude of transactions that take place between people to business
and business to business. Everything from receiving payments from customers, settling the dues with your vendors to

making payments for everyday expenses will take place through your bank.

As a business owner, you will need a solution to address the difficulty of monitoring and recording transactions in your
bank account and, at the same time make sure it’s in sync with your accounting software. The Banking module in WTM

Account Books will help you address these issues and make reconciliation a breeze.

Learn more about how the Banking module, with the help of Bank Feeds, helps you in managing and reconciling your

bank and credit card accounts in WTM Account Books.

Add a Bank or Credit Card Account

e Manually Adding Accounts

e Manually Adding Accounts

e Importing Bank Statements Manually
e Importing CSV Bank Statement

Adding Transactions

Money IN
Money OUT
Edit

Bank Reconciliation
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Manually Adding Accounts

Sometimes, the bank or credit card you are searching for might not be available. In this case, you can manually add

those accounts and import statements.

o Navigate to the Banking module and click on the Add Bank or Credit Card button.
e Click on the Enter your account manually button, to add an account manually.

Bank Account

If you wish to manually add a Bank accounts, select Bank option from the Select Account Type tab.

Ban klng Overview [ "9 Add Bank or Credit Card Page Tips
ACCOUNT DETAILS UNCATEGORIZED AMOUNT IN WTM ACCOUNT BOOKS

nactive Accounts «

ACCOUNT DETAILS UNCATEGORIZED AMOUNT IN WTM ACCOUNT BOOKS

Add Bank or Credit Card

Account Type ® Bank Credit Card

Account Name

Currency INR-Indian Rupee % v
Account Number

Bank Name

Description

Make this primary
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Fields Description

Account Name The name of your bank account that will be displayed in the transaction pages.

Currency in which the bank account transactions are handled. You can select the

Currency currency from the drop down.
Account Number Account number provided by the bank to your account.
Bank Name Name of the bank which holds the account.

Routing number is an exclusive identification number assigned to banking institutions

Routing Number by the American Bankers Association (ABA).

Credit Card Account

If you wish to manually add a Credit Card account, select the Credit Card option from the Select Account
Type tab.

Add Bank or Credit Card

Account Type Bank @ Credit Card

Account Name

Account Code
Currency INR-Indian Rupee x v

Bank Name

Description

IMake this primary

Save Cancel
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Fields Description

Account Name The name of your credit card account that will be displayed in the transaction pages.

Currency currency from the drop down.

Bank Name Name of the bank which issued the credit card you hold.

Importing Bank Statements Manually

Currency in which the credit card account transactions are handled. You can select the

Now, import statements into the manually created account. Click the Import Statement button to import. WTM

Account Books supports CSV and TSV format files to be imported as statements.

Banking Overview
ACCOUNT DETAILS UNCATEGORIZED AMOUNT IN WTM ACCOUNT BOOKS
o WTM 0.00

nactive Accounts -

ACCOUNT DETAILS UNCATEGORIZED AMOUNT IN WTM ACCOUNT BOOKS

Page Tips
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< Banking Overview

WTM IT Limited 123456720

Amount in WTM Account Books -50000.0

CVERVIEW

UNCATEGCRIZED e

TRANSACTIONS

DATE REFERENCE NUMBER

10/04/2018 VD#1154

In the import statement window

ALL TRANSACTIONS

TYPE

Transfer To Another
Account

WIM'

Software » IT

Add Transaction ~ import Statement h

STATUS DEPOSITS WITHDRAWALS

Manually added 0 50000

e Choose a file to be uploaded in one of the supported file formats (CSV, TSV)
e Click the dropdown under the Amount Column Type section:
e Select Double Column if your import file has two different columns recording deposits and

withdrawals in it.

e Select Single Column and Amount Type if your import file has a single column indicating a debit
(withdrawal) or a credit (deposit) transaction and a separate column for the amount.
o Select Single Column with Negative Values if your import file has just one column where
positive values indicate deposits and negative values indicate withdrawals.
Select the encoding of your choice and click Next.
Match the fields with the Import File Headers and hit Next.

Check the preview and select Import.

152




&

WIM

Software » IT

Statement line(s) - Select File

Upload file

Mo file selected.

File Format: CSY or T3V
Amount Column

= One Column
Both withdrawals and deposits in the
same column with negative values
for withdrawals

@ Two Column
Separate columns for withdrawals
and deposits

Character Encoding

UTF-8 (Unicode) E|

File Delimiter

Comma i, ) E|
Cancel

Importing CSV Bank Statement
To import CSV OR TSV bank statements:

e Select a bank account to which you want to import the bank statement.

o Click the Import Statement button in the top-right corner.

e Click the Choose File option and select Choose File from Desktop or Choose File from Documents.
e Select the CSV bank statement and ensure that the CSV file size does not exceed 1 MB.

e Click Open.

e Select the bank of the statement from the dropdown in the popup and check the “I agree to the Terms and
Conditions™ option.
e Click Save and the CSV will be uploaded.

o Check the file is password protected option if can be unlocked only using a password and enter the

password.
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e Click Import.

Adding Transactions

In many instances, you would wish to record manual entries for your offline transactions for your bank or credit card
accounts. These entries might not be a part of your bank feeds but would make an important entry for your business
records.

e Navigate to the Banking module, and select the account in which you would like to record a transaction.

e Select the desired transaction you would like to manually record in your account from the Add
Transaction drop down, placed on top of the transactions window.

e Once the transactions are recorded, it will be labeled as Manually Added.

Add Transaction ~

Expense

Wendor Advance
TA] Vendor Payment

Transfer To Another Account
18N card Payment

Owner Drawings

Customer Advance

Customer Payment

Transfer From Another Account
Interest Income

Other Income

Expense Refund

Other Deposit

S R .

Money Out

In a business, you will have to pay for your vendors, transfer money, pay for your purchases and record expenses. These
can be manually recorded in your accounts from the options given under the Money Out tab from the Transactions drop

down.

Money In

Just like the way expenses are recorded, the money that your customers pay, sales, interests, refunds on expenses,
deposits and other incomes can be recorded manually from the options given under the Money In tab from

the Transactions drop down.
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(2] Customer Payment

Customer Name Select customer
Amount INR Bank Charges (if any)

[ Pay full amount (INR }

Payment Date 16/04/2018

Payment Mode Cash

Deposit To Select an account

Reference#

Tax deducted? [l Yes, the customer has deducted tax.
Date Invoice Number Invoice Amount

**List contains only UNPAID invoices

Notes (Internal use. Not visible to customer)

Save Cancel

Edit:

Amount Due

Total

Amount Rece
Amount used for payments
! Amount in excess

WIM'
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Payment

0.00
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Edit Bank

Account Name WTM IT Limited
Account Code ICICO000
Currency INR-Indian Rupee hd
Account Number 123456789
Bank Name ICICI

Bank Branch Code 001

Description

hMake this primary

Bank Reconciliation

It is a process of matching and ensuring whether the closing balance is in sync with the amount cleared from the account.
This way a business owner can keep track of the money leaving the account to the actual money being spent. This is done
for a particular accounting period. In WTM Account Books, you can reconcile your bank accounts with the closing

balance and hold it as your reference.
¢ Navigate to the Banking module and select the account you would like to reconcile for a particular accounting

period.
e Select the Reconciliation History option from the Settings drop down.
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Edit
Reconciliation HiSION  gummmm—

Iark as Active

Delete
50000

In the Reconciliation window, select the Reconcile Account option.

< WTM IT Limited transactions
WTM IT Limited - Reconciliation History

RECONCILED DATE RECONCILIATION PERIOD CLOSING BALANCE

WIM'

Software « IT

Reconcile Account

STATUS

In the details for the reconciliation to take place, enter the start and end date of the period you would like to reconcile.

Enter the closing balance that is in accordance with your bank account.

< Reconciliation History

WTM IT Limited - Reconciliation

Start Date 01/04/2018
End Date 30/04/2018
Closing balance INR

Start Reconciliation Cancel
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In the next window, you would be shown the transactions of your bank accounts. Here you would be able to check the

boxes and associate the transactions in accordance with the closing balance. >P.S: Only the matched, categorized and

manually added transactions will be shown in the reconciliation window. The matched and categorized transactions will

be automatically checked.

Reconciliation Period
01.10.2014 To 31.10.2014

Date

0110.2014

01.01.2012

23012012

16.02.2012

16.02.2012

26.02.2012

26.02.2012

15.03.2012

21.03.2012

30.03.2012

03.04.2012

03.04.2012

28.08.2014

Trar

opd

Deposits

$0.00

$50,000.00

$670.00

$500.00

$200.00

$500.00

Withdrawals

$100.00

$1,000.00

$1,000.00
$250.00

$1,000.00

$400.00

$129.60

Clear

Deposits
$0.00

$50,000.00

$670.00

$500.00

$200.00

$500.00

Withdrawals Clear

$100.00

$1,000.00

$1,000.00
$250.00

$1,000.00

$400.00

$129.60

Closing balance:
As of 3110.2014

Cleared Ameunt:

Difference:

$10231.00  Dr

$-2979.60

$13210.60

f you check the deposits, the total in the Clearing Amount increases and for withdrawals it decreases.

You need to make sure that the Closing Balance and Clearing Amount are in sync and the Difference shows 0.

You can also add transaction to adjust your clearing amount by selecting the +Add Transaction option below

the transaction window.
After you finish reconciling your account, click on Reconcile to finish the process.

If you would like to do the reconciliation later, click on Save and Reconcile Later.

After a successful reconciliation, the status in the reconciliation window will display the status as Reconciled.
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< Reconciliation History
WTM IT Limited- Reconciliation

Reconciliation Period
01/04/2018 To 30/04/2018

DATE 7 TRANSACTION DETAILS
01/04/2018 Opening Balance
10/04/2018 Ref#: IVD#1154
16/04/2018 Ref# 16

‘how v entries

+ Add Transaction

Attach File(s)

# | Upload File »

fou can upload a maximum of 5 files, SMB each

TYPE

Transfer To Another Account

Customer Payment

DEPOSITS WITHDRAWALS
0
50000

136000

Closmg balance:
AS of 30/04/2018 (A)

Cleared Amount:

WM

CLEAR

&

Software « IT

Previous - Next

5000.0 &

INR 136000

Dr
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SALES

Sales is activity related to selling or the amount of goods or services sold in a given time period.

There are following details under Sales TAB.

e Estimates

e Sales Orders

e Delivery Challan

e Invoices

e Payments Received
e Credit Notes

Estimates

&
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An estimate is a quote or a proposal for the products you sell or the services you render to your clients to take your
business forward.

WTM Account Books 4 © s o

(&) Dashboard
S Customers
SL Supplier
2 ltems

i Banking

= Sales

[ Purchases

2. Accountant
#" Reports
=) Add-Ons Software

All Estimates

View By All Estimates -

DATE 1 ESTIMATES#
05/04/2018 EST-0560
05/04/2018 EST-055%
05/04/2018 EST-0558
05/04/2018 EST-0557
05/04/2018 EST-01657
03/04/2018 EST-00007
30/03/2018 EST-00006
27/03/2018 EST-00004
Show| 25 ¥ entries

REFERENCE# CUSTOMER NAME
MGM Campus Food
MGM Campus Food
Walkin Customer
MGM Campus Food
MGM Campus Food
Walkin Customer

AGHN WTMIT

Sunil

STATUS

Invoiced

DRAFT

DRAFT

DRAFT

DRAFT

DRAFT

Invoiced

DRAFT

WIMITLimited | & | £ @

EXPIRY DATE

07/04/2018

09/04/2018

05/04/2018

12/04/2018

12/04/2018

09/04/2018

09/04/2018

09/04/2018

AMOUNT
40000
6000
6000
40000
40000
36000
35400

53100

Previous n Next

160




&

WIM

Software » IT

Create New Estimate:

e Click on the + icon either next to the Estimates tab or the New Estimate button placed on top of the estimate
window to create a new estimate.

e You will be navigated to a new window for entering the details for the new estimate to be created.

e Enter the details for the customer related fields

B New Estimate

Customer Name v |

Flace Of Supply Select Place of Supply v

Estimate# L.

Reference#

Estimate Date 16/04/2018

Expiry Date

Price List v
Salesperson v

e Under the Customer name field, you can either pick the customers from the list you have already created or you
can add a new customer.

o After filling up the required details, click on Save to add the new customer to the estimate being created.
e Inthe Estimate# tab an estimate number is generated by default. If you wish to manually enter an estimate
number, click on the Settings icon next to the tab and a pop-up will appear where you can select between auto-

generated estimate number or manual entry of estimate numbers.
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Edit Quote auto numbering

Your Quote number are set on auto-generate mode to save your time. Are you sure about changing this setting?

Prefix Mext Number

Continue auto-generating estimate numbers
EST-0000 12

= | will add them manually each time

e Inthe Expiry Date tab, you can set the date by which the estimate when not responded will expire.
e Price List for the estimate can be selected from the price list you have already created under the price lists menu
from Items tab
¢ Inthe Sales Person tab, type to add a sales person or choose an already created sales person name.
Item Details Quantity Rate Discount Tax Amount

\ 1.00 v | Non-Taxable v 0.00 x

+ Add another line

Items can be added from the list of items shown in the dropdown that are already created by you in your WTM Account
Books. If you want to add a new item select the Add New Item option from the dropdown which will navigate to a pop-
up for filling the details for a adding a new item

e To add another item, click on Add another line option.

e Enter the Quantity, Rate and Tax if applicable from the dropdown. Tax dropdown shows only the taxes you
created in the settings tab under taxes section. Learn more about Taxes.

e Enter the Discount rate, Shipping Charges and Adjustments if applicable.

e You can enter the Customer Notes and Terms & Conditions for the estimate. This will be carried forward while

converting the estimate into an invoice.
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Sub Total 0.00
Discount %o 0.00
Shipping Charges 0.00
Adjustment 0.00
Total ( INR ) 0.00

You can also change the Template of the estimate, by clicking on Change and select another template.

Template: 'Standard Template' # +— LT T R

Terms & Conditions

Save Cancel

¢ Now click on Save to create the new estimate
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Quote Templates

\\ ESTIMATE \\ s ESTIMATE
Standard Template Spreadsheet Template

¢ Now click on Save to create the new estimate

Estimate to Invoicing work flow.

Estimate Draft

e Now you can follow the procedure to successfully create an estimate for the contact.

e  After creating the new estimate, you will be able to find the estimate in draft under the estimate tab.

e Send the estimate to your customer by clicking on the Email icon placed on top of the estimate window.
e Now you can follow the procedure to successfully create an estimate for the contact.

e  After creating the new estimate, you will be able to find the estimate in draft under the estimate tab.

e Send the estimate to your customer by clicking on the Email icon placed on top of the estimate window.
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s = Convert to Invoice More «

WTMIT Limited

203 Indraprih Building, Sec-20, Narul
WTM s
Mumbai

» 203 Indraprth Building, Sec-20, Marul
WTM B
Nlmhai

Maharashtra 400706
India
BemEyarsSET a136714211
VWL com. E S TIMATE
= : EST-0580 Place Of Supply : Maharashira (27)
Esztimate Datz S 05042018
Expiry Dae : 16/04/2018
Bill To
MGM Campus Food
40, Sector 20, MGM Campus, Eamoths, Damvel
Tavi hmmbai
Maharashira 401209
India
2 | Ttem & Description HEN/EAC Qiy Rate Amount
1 | WM Account boak 10 £000.0 6000.0
Piece
Ttems in Total 1.0 Sulb Totel €000
Total INE 6000.0
00D CGrapta ( Businsss Development Head))
Convert to Sales order
« Sales Order inserted - WTM IT Limited | & | £3
[= I Convert to Invoice More =
WTM IT Limited

IMzharachtra 400708
Software o IT S136714011
e o SALES ORDER
Sales Order= 2 SO-1H003 Place Of Supply : Maharashtra (27)
Crder Diate 2 16/04/2018
Shipment Dat= - 16/042018
Bill To Ship To
MGM Campus Food 48, Bector 20, MCMI Campus, Hamothe, Panvel
40, Secior 20, MGM Campuz, Kamothe, Panval 1avi Mammbai
Mavi hMumbai Mlaharazhtra 401204
DvIsharsshira 401202 India
India
Ed Ifem & Description HSN/SAC Qty Rate Amount
1 WM Account book 10 000.0 000.0
Diece
Ttems i Total 1.0 Suls Totel £ooo
Total INE 60000

®

WM

Software « IT
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Marking your Estimate as Accepted

e Now the estimate can be marked as accepted by selecting the Mark as Accepted option from the More drop
down placed above the estimate window

o If you have sent the estimate and the customer has agreed to the deal, you can manually mark it as accepted from
the More drop down.

e Once the estimate is accepted, you can convert the estimate into an invoice by clicking on the Convert to

Invoice option.

£ & & | Converttolnvoice | | More v <

Mark As Accepted

&, Mark As Declined
&) ==m . )
Convert to Sales Crder

WIMN Clone

203 Inch
W I M weryy  Delete
Mumbat

IIaharadhtra 400708
-~ e - India

Converting an Estimate to Invoice

You can also manually convert an estimate into an invoice.

e Click on the estimate you would like to invoice, and select the Convert to Invoice button placed on top of the
estimate window and you will be navigated to a new invoice form where the details from the estimate will
already be populated.
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All Quotes ~

1 MGM Campus Food
EST-0560 | 05/04/2013

2 MGM Campus Food

EST-0559 | 05/04/2013

3 walkin Customer

EST-0558 | 05/04/2013

4 MGM Campus Food

EST-0557 | 05/04/2018

o

MGM Campus Food
EST-01657 | 05/04/2018

6 Walkin Customer

EST-00007 = 03/04/2018

7 WTMIT
EST-00006 | 30/03/2018
AGHN

] Sunil

EST-00004 = 27/03/2018

Show| 10 v entries

Other Actions

40000

6000

6000

40000

40000

36000

35400

53100

&

(=T Convert to Invoice More -
\é‘"
1 " WTM IT Limited

WIM

Software oIT

Estimate Data

Expiry Date

Bill To

MGM Campus Food

# Item & Description
1 WM Account bock:

Items in Total 3.0

Sir,

203 Indraprth Building, Sac-20, Maral
ezt Mavi Muwmbai

Mumbai

DMMaharazhira 400708

India

0136714211

WO Com

: EST-0560 Place Of Supply
- 05042018
- 07042018
HSN/SAC oty
0
Piace

-Lpe1 MMzeting, we will update shortout key modules within & manth.

Temm: & Conditions

Pavment 30% advanced and 30% after mztallation and implemsntation.

Bank Details
A/CName: WIMIT Limited
ACKo: 5012783

ICICI BANK
IFSC: ICIC0000151

You can Edit, Clone, Print, download as PDF, Mail and Delete your estimate.

WM

Software » IT

ESTIMATE

: Maharashtra 27)
Rate Discount Amount
150000 5000.0 40000.0
Sub Total 40000.0
Total INE 400000

OM Gupta ( Businesz Development Head)

Authorized 3iznanre

e You can edit by clicking on the Edit icon, print an estimate by clicking on the Print icon, download as PDF by
clicking on the PDF button and send an email by selecting the Email icon provided on the top of the estimate

window.
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Sales Order

A sales order is a financial document that confirms an impending sale. It is raised when an initial estimate is approved
and the transaction is underway, and details the exact quantity, price and delivery details of the products or services being
sold. Perform the simple operations mentioned below to create and manage Sales Orders for your business.

All Sales Orders

View By © | All Sales Orders + New Sales Orders =

DATE T SALES ORDERS# REFERENCE NUMEER CUSTOMER NAME STATUS SHIPMENT DATE AMOUNT
16/04/2013 S0-00003 MGM Campus Food OPEN 16/04/2018 6000
27/03/2018 S0-00002 Sunil Closed 16/04/2016 53100

New Sales order:

e Click on the + icon either next to the Sales Order tab or the icon placed on top of the sales order window to
create a new sales order.

Bj New Sales Order

Customer Mame Amazon v | +
Place Of Supply Maharashtra [MH] r

Sales Orders# S0-00004 o

Referance#

Sales Order Date 16/04/2018

Shipment Date

Delivery Method

Price List Select Price List -
Salesperson Select sales person v
Warehouse Name WTM IT Limited v
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e Under the Customer name field, you can either pick the customers from the list you have already created or you

can add a new customer

Salesperson Select sales person

Warehouse Name WTM IT Limited

Item Details

Laptop

HSN Code: &

+ Add ancther line

Sub Total

CGSTI [99%]

SGSTY [9%]

Discount

Shipping Charges

Adjustment

Total { INR )

Quantity

1.00

1.00

] v

Rate

25000

Discount Tax

100 » GST15[18.0]

v Non-Taxable

24900.00

2241.00

2241.00

0.00

0.00

0.00

29382.00

T

Amount
24900.00 *
0.00 *

o  After filling up the required details, click on Save to add the new customer to the sales order being created.
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e Inthe Sales Order# tab a sales order number is generated by default. If you wish to manually enter a sales order
number, click on the Settings icon next to the tab and a pop-up will appear where you can select between auto-

generated estimate number or manual entry of sales order numbers.

Template: 'Standard Template' & el

Terms & Conditions

Cancel

e Items can be added from the list of items shown in the drop down that are already created by you in your WTM
Account Books account. If you want to add a new item select the Add New Item option from the drop down
which will navigate to a pop-up for filling the details for a adding a new item

e To add another item, click on Add another line option.

e Enter the Quantity, Rate and Tax if applicable from the drop down. Tax drop down shows only the taxes you
created in the settings tab under taxes section. Learn more about Taxes.

e Enter the Discount rate, Shipping Charges and Adjustments if applicable.

e You can enter the Customer Notes and Terms & Conditions for the sales order. This will be carried forward

while converting the sales order into an invoice.
e You can also change the Template of the sales order, by clicking on Change and select another template.
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+ Sales Order inserted WTMITLimited | & | £ @

& a8 = Convert to Invoice Maore +

" WTMIT Limited

203 Indraprth Building, Sec-20, Maml
w I M s, Mavi hmmbai
Dumbal

MIaharashira 400708
India
2136714211

wwwwimit com. S AL E S ORD E-R.

Software o I'T

After creating Sales Order, you can convert this into Delivery challan, Purchase order, clone or Invoicing .
also you can delete from here.

r = B Convert to Invoice |Mor9v|

Convert to Delivery Challan
Convert to Purchase Order

Clone

Delete

" WTMIT Limited

203 Indraprth Building, 22c-20, Manal
W I M Tast, Mavt hwmbai
Mummbai

D faharachira 400704
India
0134714211

et com SALES ORDER

Software o I'T

Delivery Challan

A Delivery Challan is a formal document that is created in situations where goods are being transported from one place
to another which may or may not result in sales. Example: Transfer of goods from the Head Office to its branches.
Delivery Challans are sent along with the shipment of goods. It contains the details of items and quantity of goods being

delivered.
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All Delivery Challans

View By : | All Delivery Challans « + New Delivery Challans =

R & Export Delivery Challan
DATE DELIVERY CHALLAMNS# REFERENCE NUMBER CUSTOMER NAME STATUS

Mo data available in table

Show| 25 v entries

Use-Cases:

Supply of goods on approval.

The quantity of goods to be delivered cannot be determined during dispatch. Example: supply of liquid gas.
Transportation of goods for job work.

Transport of goods in a semi-assembled state or completely in parts.

Guide map

e Creating a Delivery Challan.
e Status of a Delivery Challan.
e Recording a Return

Creating a Delivery Challan

To create a Delivery Challan in WTM Account Books,

Navigate to the sidebar in Sales.

Click the ‘+ button adjacent to Delivery Challans.

Enter the details of the Delivery Challan in the creation form.
Click Save.
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Customer Name | WTMIT v|+
Place Of Supply Maharashtra [MH] ¥
Celivery Challan# DC-00005 =
Reference#
Delivery Challan Date 17/04/2018
Challan Type | Select a Proper Challan Type - |
Warehouse Name | WTM IT Limited v
Item Details Quantity Rate Discount Tax Amount
| Laptop x - 1.00 25000 v | GsTis[180] v 25000.00 x
Add description to your item
E
HSN Code: #
| Type or click to select an item. - 1.00 v Non-Taxable v 0.00 ®
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Fields

Customer
Name

Place Of
Supply

Delivery
Challan#

Delivery
Challan Date

Challan Type

Description

The name of the recipient to whom you wish to raise a Delivery Challan.

The registered place of business of the selected recipient.

A unigue 1D for every new Delivery Challan created.

You can choose to either auto-generate or manually add the Delivery Challan number
by clicking the Settings icon that is next to it

Date on which the Delivery Challan is generated.

The purpose for which the Delivery Challan is being created.

Statuses of a Delivery Challan

Draft

Status Description

Delivery Challans when created will be in the ‘Draft’ status before being marked as
‘Open’.

Open The goods have been dispatched for delivery.

Delivered The goods have been delivered to the recipient.

Returned The goods that were dispatched have been retumned.
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Revert to Open

If you want to undo the returns recorded:

e Go to the Delivery Challan module on the sidebar.
e Open the delivery challan.
e Dropdown more tab
e Click on Revert to Open
F 5 8 = Canvert to Invaoice Mars -
Revert to Open
Clone
Delete
Covert to Invoice i
F |8 8| = Convert to Invaoice More
Rewert to Open
Clone
Delete

In some situations, all the goods that you transport may not go into sale. In this case, you can record the return of

the goods that have been delivered but not yet billed.

For instance, John has sent three boxes of raw materials to a manufacturing firm and issued a delivery challan for
its transportation. After delivering, it turns out that they only require two boxes at the moment. Now, he can issue

an invoice only for the boxes that his customer accepts and record a return of the other items.
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Invoice is a document sent to your client that indicates the products/services sold by you with the payment information
that the client has to make. Learn everything about invoices in WTM Account Books from here.

e Status of Invoices

e Creating a New Invoice

e  Customer Details

e |tem Details

e Payment Options, Terms & Conditions, Templates

e Recording a Payment Manually

e Adding Services as Items in your Invoice

e Send Invoices to Customers

e Attaching Files to your Invoice

e Payments Received

e Clone your Invoice

e  Write-Off or Making your Invoice Void
e Other Actions

Status of Invoices

Status

Draft

Due

Overdue

Partially Paid

Description

Invoices when created will be in Draft status before being sent to the customer.

Invoices once sent to the customer with a due date for payment, will be shown as Sent.

Once the due date for payment is exceeded, it will be shown as Overdue.

When the payment is made for a part of the items in the invoice, it will be shown as Partially Paid.
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Status Description

Paid Once the payment is made by your customer for the invoice raised, it will be shown as Paid.

Creating a New Invoice

Click on the + icon either next to the Invoices tab or click on the New Invoice button placed on top of

the invoice window to create a new invoice.

All Invoices

“iew By | Al Invoices - ‘ m =
JATE T INVOICE# ORDER NUMBER CUSTOMER NAME STATUS DUE DATE AMCUNT BALANCEDUI
17042018 IN-00DD50 Sumil Due Today 17042015 1180 &0
171042018 IN-00DD49 WTMIT Due Today 1710472018 12000 12000
17/04/2018 IN\-000047 Mr. Vikrant PAID 17/04/2018 5000 ]
161042018 IMW-000D45 Ramesh Bhai UMPAID 17042015 4000 4000
16/04/2018 IM-000D44 Ramesh Bhai COWVERDUE EY 1 DAYE  16/04/2018 17700 17700
16/04/2012 IN-000043 Ramesh Bhai Oh Y108 161042018 29500 28500
18/04/2018 IN\-000042 Walkln Customer PARTIALLY PAID 17/04/2018 4000 2000
16/042018 IM-000D42 Walkln Customer FAID 170472018 4000 o
16/04/2018 IN-00D041 Walkin Customer RAID 16/04/2018 2540 0
18/04/2018 IN\-000040 Ramesh Bhai PAID 16/04/2018 35000 ]
042018 IN\-00D036 WTMIT FAID 07042015 35150 0
7042018 IN-000034 1542 Ramesh Bhai PAID O7/04/2018 826 o
17042018 INW-00D033 Ramesh Bhsi PAID O7/0412018 Siz o
7i04/2018 IN\-000032 MGM Campus Food PAID 17/04/2018 40000 ]
151042018 IN-00D031 WTMIT FAID 05/04/2018 235000 o
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WIMITLmited | & | % @

@ Dashboard All Invoices « £ a8 = More = -
Customers
& T Use Credits
L Supplier ’ 8150 Create Credit Note
7 Items » Clone
OWVERDUE BY 2 DAYS
& Banking Print Delivery Not
rint Delivery Note
2 Ramesh Bhai 826 WIMIT e
s r - 4 - Print Packing Slip
= Sales » INV-000024 | 07/04/2018 PAID 203 Indrapr: B
o 1542 TWest, Navi M
. Mumbai
Estimates Nbebrs 40 Delete TAX IN\’,OICE
B Ramesh Bhai G4 Indis g
Sales Orders -
INV-000033 | 07/04/2018 PAID = +INV-000034 ‘Place OF Supply Maharsshtra (27)
Delivery Challan Trvoice Data - 0742018
Terms - Due on Receipt-0
Invoices 4 MGM Campus Food 40000 DuJ::[-)x(s :M-\::-:m *
INV-000022 | 07/04/2018 PAID RO= D154
Payments Received
5 236000 —
Credit Notes WIMIT Ramesh Bhsi
INV-000031 = 05/04/2018 OVERDUE BY 4 DAYS HGHSLETWDI
IDGKIEd
[ Purchases b Mumbai
B Rajesh IT Solutions 61840 VIS 3CHOOL
NN Al PAID indta
£, Accountant ‘,E:;;Dusu palbarzone ne GETINFGENNITESALL
#7 Reports CGST SGST
7 WTMIT = | Item & Description HSNSAC Qi Rate o) Ame|  w| Ame Amount
= - 1| Cok 143632 Lo T000| 90%| 630 90%| 630 000
5 AT INVA000027 | 04/0472013 OVERDUE BY 5 - o " .
Ttems in Total 1.0 Sub Toral 000
B JACK RAJPUT 55000 CGET2{0.0%) 20
03/04/2018 PAID SGSTE {0.0%) 830
Total INR 2600
2 Payment Mads ) 8260
Balance Due INR 0.0

A new invoice creation form will open up for entering the details for creating a new invoice.

B New Invoice

Cusfomer Mame Select customer - | +
Place Of Supply Select Place of Supply A
Invoices INV-D00054 %
Order Mumber
Invoice Diate 170472018 Terms Due on Receipt-0
Price List -
Salesperson - |
Warshouse Name [ WM IT Limited -

Item Details Account Quantity Rate

Type or click to select an item. v Select Accoun ¥ 1.00

+ Add anather line

Sub Tokal

v Due Date 1710472018

Digcount Tax Amount

¥ Mon-Taxabls ¥

D.00
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Customer Details

You will now learn about filling up the fields related to your customers in the invoice creation form.

]
1]

[

Walkin Custormer

1]

Customer Name

Place Of Supply W IT
Sumnil
Invoice#
Mr. ikrant

Invoice Diate Sursl Ralbher F
Customer Name:
This field should contain the name of the customer whom you wish to raise an invoice for. You can either pick the
customers from the list you have already created or you can add a new customer by selecting the New Customer option.
Note: While creating a new customer, if you wish to add transactions in a different currency, choose the currency from
the drop down provided next to the currency tab.
Once you have selected a customer, WTM Account Books will show if the customer has any unpaid invoices and the
address of the customer.

e For Unpaid Invoices, a notification will be shown just below the Customer Name field and by clicking on the

notification you will be able to view all the unpaid invoices with the amount due for the selected customer.

Eill Te 3kip To

Famesh Bhai

HGEFEELEM-DR Tmiia

TDEEIEd 12364759

Mumbai GPEHIVANLECMATL. OOM
EVIS BCHOOL 400067 GETDY FEEMNITIMLIL
Tmdia

1134758

GPEHIVANIECMATL. OOM

GETIN FGENMNITIHLL

o The address of the customer can also be edited from the create invoice screen.
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Invoice Number

Order Number

Invoice Date

Payment Terms

Due Date

Price List

Sales Person
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Description

An invoice number is an unique Id for the invoices created. This field generates an invoice
number by default.

Click on the Settings icon next to the field and a pop-up will appear where you can choose to
auto-generate the invoice numbers each time or manually add the invoice number each time
you create an invoice.

If you wish to enter an order number as a reference to this invoice, it can be added here.

Date on which the invoice is generated.

You can set the due date of the invoice by selecting one of the options in the terms drop
down. You can also create a new payment term by clicking on the New Term option from the
drop down and set your custom name and due date period.

P.S: You can associate a specific payment term to your customer by adding it at the time of

creating the contact. When you create the invoice for the customer, the associated payment
term will be applied for the invoice.

The date on which the payment for the invoice is to be made. This is based on the invoice due
date and the payment term.

Select the price list you wish to apply to the invoice from the price list options you have
created.

P.S: Price List field will appear in the invoice only if price lists feature is enabled.

You can type to add a sales person or choose a name that already exists. This field is very
helpful in identifying the sales person who closed a deal.
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Fields Description

You can choose your line items’ rates to be Tax Exclusive or Tax Inclusive. To enable this
tab, head to More Settings > Preferences > General and check the option Enable the option

Item Rates Are
to mark your sales transaction as either Tax Exclusive or Tax Inclusive

Item Details

You will now learn about filling up the fields related to the items you wish to add in the invoice creation form.

Select an item from the list of items shown in the drop down. If you wish to add a new item, you can select the Add New

Item option from the drop down list.
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Item Details Account Quantity Rate Digcount Tax Amount
- Select Accoun ¥ 1.00 ¥ Mon-Taxable ¥ ooo
Muobile
Filter
Gas
RAM Sub Total 0.00
Hard Disk
Motherboard Discount wor 0.00

Fields Description
Item Name:
. Name of the item you are selling to your customer.
Item Details . y gloy
Item Description:
Description of the item you are selling to your customer.
Quantity The number of items to be billed in the invoice.

The rate of the item.
Rate If the ‘GST Inclusive’ option is enabled, kindly make sure that you add the rate of the item
inclusive of all taxes.

Discount can either be applied to the invoice at the item level or at the invoice level. Learn

Discount more about Discount Settings.
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Fields Description

At item level, you can set discounts for each item you add in the invoice.

Amount The final amount of the item after calculating the discount and taxes.

Invoice Level Discount / Charges

Fields Description

You can adjust your total invoice amount by entering a +ve or a -ve charge which you like

Adjustment to be applied.
Discount Discount at an invoice level will be applied to the sub total of all item rates put together.
Shipping Charges Charges you wish to apply for shipping the product to your customer.
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Payment Options, Terms & Conditions, Templates

Fields

Customer Notes

Payment Options

Terms & Conditions

Template

Description

Enter notes relating to the invoice which will be displayed on the invoice when sent to the
customer.

Select the payment option that should be used for charging the customer or for the customer to
make payment for the invoice. You can also choose to provide the customer with the option of
making partial payments for the invoice by checking the Allow customers to make partial
payments for this invoice option.

You can also configure payment gateways directly from the invoice.
Click on the Select Payment Modes and select the payment gateway that needs to be

configured from the Configure and add more gateways from here section to add more
payment gateways.

Customize the terms & conditions section that will be displayed on the invoice. You can also
customize the terms & conditions by navigating to Settings > More Settings > Preferences >
Invoices and fill in the Terms & Conditions box.

You can also change the Template of the invoice, by clicking on the Change and select
another template you create.

You can create and edit templates by clicking the Gear icon and navigating to More Settings
> Templates and selecting templates under Invoice Templates.
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Fields Description
Invoice Templates
W INVOICE W, o il
- - New Template
Click to add a template from our gallery.
o~ = & . You can customize the template title
columns, and headers in line item table
T e W
= TOTAL $662.75
. Thank you!
Standard Template Spreadsheet Template Retail - Standard

Now click on Save as Draft to create the new invoice and save it in draft state for further review before sending it to the

customer. Click on Save and Send to send the created invoice directly to the customer.

Recording a Payment Manually

If your customer has chosen to pay you in person instead of any of the online methods, you can record a payment for an

invoice manually.

Click on any invoice towards which you wish to record the payment. Click on the Record Payment button.

BB = Record Payment Iore -

WTM IT Limited
. 110G, Tdraratis Bmildies, Soc-10, Naral Wess,
WTM Hawi Masobai
Mumbai
Mlzharaskira 400705

Inmgta
Q135714211

S TAX INVOICE

& - WIS e T R 1 .

Software o I'T

Fill in the required details and click on Record Payment to record a payment manually.
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Payment for INV-000050

Amount Received (INR)

1150.0

Tax deducted?
Payment Date
17/0472018

Reference#

Motes

Adding Services as Items in your Invoice

Item Details

Website Design Debug help - 4 Hours

+ Add another line

Bank Charges (if any)

Payment Mode

Shipping Charges

Dieposit To

Select an account

Tax

None

L1

WM
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Amount

60.00

60.00

0.00

0.00

0.00

60.00

Invoice for services can be created by adding a custom description in the Items description field and can be billed on the

hours of work and the rate for the service rendered to your customers. A custom description on the item will not be

saved under items.
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Invoices to Customers

the invoices to your customers by email, select the Email option from the Send mail.

Email can be sent to the contact persons added under the customer. If the contact person is not added, a new
contact person can be added by clicking the Add Contact Person option. Email address mentioned under CC
will not be added as a contact person.

You can also choose to attach a Customer Statement and an Invoice PDF with this email.

Attaching Files to your Invoice

Attach bills, documents, sample files, product photos or any attachment that you need to provide your customers on your

invoice.

To upload attachments to your invoice, kindly follow the below mentioned steps:

Click on the Sales drop-down on the left sidebar, and select the Invoices tab.
Create a new invoice or click on an existing invoice to which you which you wish to upload the attachment(s).
Scroll down the New Invoice/Edit Invoice page and click on the Attach File option.

In the window that follows, select the file(s) which you wish to upload to invoice and click Open. You can
upload a maximum of 5 files to an invoice. (Each file should not exceed 5 MB.)

This action will upload all your chosen files to the invoice.

After uploading the attachments you can also choose to display them in the Client Portal. Enabling this option

will also allow the attachments to be part of emailed invoices.

Payments Received

The payments you receive for your transactions in WTM Account Books can be viewed under the Payments

Received tab. A receipt for these payments can be seen here, with details such as date, payment mode and amount.

Under More Information, you will be able to see the Bank Charges that were levied and under Deposit To, you will be

able to see the account in which the money was deposited.

187




" The payment from the customer has been reconded.

WTM
= More -
WTMIT Limited
® 03 Tndropr Buildieg, Sec20,
W I M Haral Weat, Nl Musbai
Mumbai
— Mlakorackia 400705 P_-\I:}
Imdiia
Software ¢ IT 2178714211
o TAX INVOICE
= - TIN50 Placs Of Supply - Mzharazhera (27)
Inwmice Dete S17TM4 2008
Terms : Due on Recedpi-d
Tus Dais 117042003
Eill Ta Ship To
Sumil
Afghamiztan
Afghamistan GSTIN ABCHMILIZA
GETIN ABCHMIIIZA
CGST 5GST
= Iezes & Description HEN/SAC Qe Ran Bp | Ame | Ame Amouze
1 | Lack M1 10 10000 D.0%| S00( 9.0%| S04 10000
Tegmes in Tomal L0 Zub Total 1000.0
COCRTD (0] Bk
SCETY (2.0%) 500
Tatsl IXE 11500
Paymses Mads - L1E0D
Balance Dae INE 00

OM Geupta ( Beaxingss Developonses Head)

Awhorized Bipnanems

®

WM
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You can also view the payments received for a particular invoice by going to the Invoices tab. Open a Paid invoice and

scroll down to view the payment details. These can also be edited or deleted from here. Clicking on the payment number

# directly opens the receipt in the Payments Received tab.

Details

Once you receive an online payment or manually record one in WTM Accounts Books, the corresponding receipt will be

displayed in the Payments Received tab. The following details will be included

e Date - The date on which the payment was recorded.

e Payment # - Unique payment ID number.

e Customer Name - The customer who has made the payment.

e Invoice # - The reference ID of the invoice on which the payment was recorded.
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e Mode - The means through which the payment was received (Cash, check, online gateways etc.).

e Amount - The amount paid by your customer.

Other options

e Edit- You can edit a payment yet to be matched in WTM Account Books by opening it and clicking on

the Edit option.

e PDF - Download a payment receipt in portable form by simply opening it and selecting the PDF icon in the top

left corner.

e Print - You can print a copy of the payment receipt by opening it and clicking on the print icon in the top left

corner.

¢ Email - You can email a copy of the payment receipt by opening it and clicking on the Email icon.

e Attach File - You can attach files to a payment receipt from your computer and add it as an attachment while

emailing it to your customer.

e Delete - A payment yet to be matched in WTM Account Books can be deleted by opening it and clicking on

the Delete button.

15 B8 = More -

Use Credits
Create Credit Note

(]

lone

Print Delivery Mote

Print Packing Slip ) WTM IT Limited
ol 103 Tedraprds Building, Sec-10,
Delete FM Eu:ﬁa'g'm- o
| Ml alsarrag eira 400706

Software o IT

& o I ]

Invnice Date - 170472018
Terms : Due on Recedpt-
Cus Dats 1 17042013

Bill Ta
Sumil

Afghamictan
GETIN ABCHILIZA

Clone your Invoice

Create a duplicate of the invoice you had previously in Account Books.

TAX INVOICE

Afghanistan

GETIN ABCHI157A
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There are situations where you would just want to create a duplicate of an invoice to send to your customer. You can do

that by following the steps below.

1A B = More ~
Use Credits
Create Credit Note
—pClone

Print Delivery Mote
Print Packing Slip

'™M

PAID
I
Software «IT
bl T T
TAX INVOICE
B TNV pReash Placa Of Sapply : Mabarazhera (27)
Invoics Dam : 170472003
Terms : Due on Receiptd
Tug Dears : 170472003
Eill T= Skip To
umil
Afghaeiztan GSTIN ABCH4IISZA
GETIN ABCI4I15ZA

e From the More drop down present on top of the invoice window, select the Clone option.
e This will allow you to create a duplicate of your invoice, the date of the invoice will be on the date of cloning.

e As you will be navigated to the invoice form, you can also edit details before saving the invoice.

Other Actions

Filters

Filters are an easy way of listing your invoices within a specified view. It helps you get better views to suit your current
needs.

In WTM Account Books, you have two types of filter:

Default Filters

Filter Description

All All your invoices will be listed under this view.
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Filter

Draft

Client Viewed

Partially Paid

Unpaid

Overdue

Paid

Custom Views

&
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Description

All those invoices, in the draft status, will be listed in this category. i.e. These invoices would
have been saved as Draft.

This view lists all those invoices, which your clients have viewed from their client portal.

The invoices which have received partial payment and have dues remaining get listed in this
view.

Use this filter to view all the invoices which have are Unpaid, on that date.

Overdue invoices are those invoices which are in unpaid after the due date is crossed.

This view is used to assort all those invoices for which payment has been received in full.

Custom Filters are specific views to list your invoices, based on your criteria.

For example, out of all your invoices in WTM Account Books, you might want to view those invoices, which are due for

payment this week.

With Custom Views, you can simply create this filter, set criteria and use it to classify data.

Payments Received

The payments you receive for your transactions in WTM Account Books can be viewed under the Payments

Received tab. A receipt for these payments can be seen here, with details such as date, payment mode and amount.

Under More Information, you will be able to see the Bank Charges that were levied and under Deposit To, you will be

able to see the account in which the money was deposit You can also view the payments received for a particular invoice
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by going to the Invoices tab. Open a Paid invoice and scroll down to view the payment details. These can also be edited

or deleted from here. Clicking on the payment number # directly opens the receipt in the Payments Received tab.

All Payments Received

fiew By All Payments Received =

DATE 1. PAYMEMT TYPE REFERENCE NUMBER CUSTOMER NAME INVOICE NUMEER
17/04/2013 24 2 Sun INV-000051

17/04/2013 23 2 INV-000047

16/04/2013 22 2 INV-000040

16/04/2013 21 2 INVA000040

16/04/2013 20 2 INVA000040

16/04/2013 19 2 INV-000042

16/04/2013 18 2 INV-000041, INV-D0D042
16/04/2013 17 2

16/04/2013 16 2 WTM T INV-000031

14/04/2013 15 2 WTM T INV-000031

14/04/2013 14 2 WTM T INV-003027, INV-000035
07:04/2013 13 2 Rzmezh Bhai INVA000034

07/04/2013 12 2 INV-000034

07/04/2013 10 2 INV-000033

07/04/2013 1 2 INV-000033

07/04/2013 a 2 MGM Campus Food INV-000032

PAYMENT MODE

Cash

Cash

Cash

Cash

Bank Transfer

+ New Fayments Received = Q Search

AMOUNT

1180

UNUSED AMOUNT

o

o

o

1]
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WTM IT Limited

_________

PAYMENT RECEIPT

Payment Dace 165042018

Amount Receivwed

Reference Number INR 136000.0

Payment Maode Bank Transfer

Bill To
WTIIT

India

Payment for

Invgice Mumber Imvoice Dace Imwoice Amaount Payment Amount
MW-000031 05/04/2018 INR 236000.0 INR 136000.0
Details

Once you receive an online payment or manually record one in WTM Account Books, the corresponding receipt will be

displayed in the Payments Received tab. The following details will be included,

e Date - The date on which the payment was recorded.
e Payment # - Unique payment ID number.
e  Customer Name - The customer who has made the payment.

e Invoice # - The reference ID of the invoice on which the payment was recorded.
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e Mode - The means through which the payment was received (Cash, check, online gateways etc.).

e Amount - The amount paid by your customer.

Other options

e Edit - You can edit a payment yet to be matched in WTM Account Books by opening it and clicking on
the Edit option.

e PDF - Download a payment receipt in portable form by simply opening it and selecting the PDF icon in the top
left corner.

e Print - You can print a copy of the payment receipt by opening it and clicking on the print icon in the top left
corner.

e Email - You can email a copy of the payment receipt by opening it and clicking on the Email icon.

e Attach File - You can attach files to a payment receipt from your computer and add it as an attachment while
emailing it to your customer.

e Delete - A payment yet to be matched in WTM Account Books can be deleted by opening it and clicking on
the Delete button.

S Bl | = Celete

WTM IT Limited

PAYMENT RECEIPT

Payrent Date 170452018

Reference Number INR 1180.0
Payment Made Cash

Bill To

Sunil
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(@ Customer Payment

WTM T .|+

Customer Mame

Amaount INR Bank Charpges {if any)

Pay full amount (INR 12000 }

Fayment Date 17042018
Fayment Mode Cash -
Depasit To Select an scoount T
References
Tax deducted? Y5, the customer has deducted tax
Date nwoice Numbe nvoice Amoun Amount Due Paymen
TI0472018 Nw-000049 2000 2000 0
Due Date: 17042015
Pay In F
L ains anly UNPAID Invoices Tatal o.oa

Motes (Intzrnal use. Mot visible to customer)

Custom View

Custom Views are specific views to list your payments, based on your criteria. For example, you might want to view just
the advance payments or any payment on a selected date. With Custom Views, you can simply create this filter, set

criteria and use it to classify data.

To create one,

e Go to the module.
e Under the Filters drop down (from the top left) select + New Custom View.
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All Payments Received

“iew By : All Payments Received -

All Payments Recsived

\RTE
Pending Payment #
Ti4/2018
—+ New Custom View
Ti4/2018

e Inthe following page, type an appropriate Name, define the Criteria and select the Column Preferences.

New Custom View

Mame

Wark a= Favarite

Define the criteria ( if any )

1 WHEM Select L4 v

+ Add Criteris

Criteria Pattem: {1AND 2)
Columns Freference:
AVAILABLE COLUMMS SELECTED COLUMMNE
Armaount Withheld Armount
Balance p3
Bank Charge
Customer Payment Id >
Email
Mote <
Payment Dat= &

Payment Mode
Payment Type
Refersnce Mumber

Share this with:
= Only Me

Eweryone
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e Click Save. Your new custom field will now be listed under Created By Me in the dropdown.

e You can Edit/Delete the custom view you created by clicking the Pencil icon near the Filters dropdown.
e Make your changes and click Save.

e Click Delete to delete a custom view.

Credit Note

Credits in WTM Account Books represent the money that you owe your customer. A credit note is issued in the
customer’s name in order to keep track of this debt until it’s paid off. The debt remains until it’s refunded or subtracted

from the next invoice you send your customer.

Creating a credit note

To create a credit note in WTM Account Books:
e Click the Sales tab and select Credit Notes from the dropdown.
e Click the + button adjacent to Credit Note or click the + New button on the top right corner.
e Enter the details of the credit note in the creation form.

e Click Save as Draft or Save as Open to create the credit note.
Or, you can create a credit note directly from an invoice in the name of the customer you want to issue those credits for.

To do this,

e Log into your WTM Account Books account.

e Scroll down the Sales tab on the home panel to view Invoices.

e Filter to view the unpaid invoices in the name of the customer for whom you want to issue credits.
e Click on More - Create Credit Note.

All Credit Notes

\iew By Al Credit Motes - & New Credit Mote =

DaTE . CREDIT HOTEZ REFERENCE# CUSTOMER NAME STATUS AMOUNT BALANCE
17/D4/2013 CN-D0003 WTM IT CLOSED 247682 1}

Show | 25 ¥ | entrizs

Credit notes can also be created by selecting a customer from the Contacts tab. Select New transaction - Credit Note and
proceed to create the credit note.

You can view and edit these anytime by scrolling down the Sales tab to view Credit Notes. Clicking on the pencil icon
highlighted below lets you edit the credit recorded.
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B New Credit Note

Place OFf Supply Flace of Supply
Cred CN-D0005
Refzrences
Credit Note Dats 17042018
Friee List Lis:
Warehouse Mame WTM IT Limited

ltem Details

+ Add another ling

¥
&
Account Guantity
Sslect Accoun W 1.00
Sub Total

Shipping Charges

Rate

Discount

L

Tax

Mon-Taxable

L

Amount
0.00
0.00
0.00
0.00

&

WM
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WIMIT Limited
. 206 Irrzprs Building, Sme- 2, Naml Wem,
WIM ==
4 kdn
Software s I'T PP
i o CREDIT NOTE
a = CX M3 Fzez OF Sepph : Mahzraahera (27)
Crodit et =ATA2DIE
Eill Te Ship Te
WIMIT
kdm
Eedin GSTIN EISDLEFLE
CATIN EJSDLEFLE
CoET SGET
& | Jecm ik Deacrigsan HEMEAC Qe Raic. Dcauni % | Amt 4 | amt Amnuni
L Miclalc LB TI000.0 00 | b | LE3R. | Pude | LE3R. prlac ]
oo = Teel 10 fu el 209000
CEITE (900 FEER]
26379 (9.0 FEER]
Total IR 34TEI
Crods Ua=d
Refend
oo Remaining
Anionzcd Signaiss
Edit:
. . .
B Edit Credit Note
Customer Name | WM IT -
Place Of Supply Maharsshira [MH] T
Credit Note# o
Reference#
Credit Note Date
Frice List | Seasen Discount R
Wizrehouze Nams WITM IT Limited - |
ltem Details Account Guantity Rate Discount Tax Amount
| Mobile % v| | Sales v 10 21000.0 0o |v| | GsTizpan v 200000 x
ription to your item
e
HSHN Code: #
nother line
Sub Total 2088000
CESTH [@ 188010
SGEETO [%)] 1880.10
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Mandatory fields

You will need to enter the following information while recording Credit.

e Customer name - The customer you issue the credit for.

&
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e Credit note # - Unique number assigned to each credit note. You can choose to auto generate your credit note

number by clicking on the gear icon next to this box.

e Credit note date - The date on which the credit is being recorded.

e Item description - An item has to be selected if you have enabled inventory for your organization.

Closing a credit note

By applying to invoice

Credits you issue a customer can be applied to an invoice raised for the same customer. Doing so will reduce the invoice

amount accordingly. To do this,

e Open the credit note created and selected the option Apply to invoice.

e Alist of the invoices raised for that customer is displayed. Select the appropriate one and specify the amount to

be applied.

Morz -

WIMIT Limited

Seeprih Building, Sce-20, Werd Waat,

WTM

Soltware & IT

+ CX-00003 Ple=z OF Supgly
Coedit Dtz + 4TI BE

EATa Ship Ta
Alr. Vikrant

& | Iism & Dessription

De=altep (§1 )

CREDIT NOTE

Mazkaraskers (17

LES0M0.
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e The invoice amount and the credit available are reduced accordingly.

e If all the credits are used up, the status of the note is changed to Closed.

This can also be done by opening the corresponding invoice and selecting Use credits. Or, simply click on the update on

the invoice telling you there are credits available for that customer.

R = I A = T Apply To Invoice More =

WTMIT Limited

rth Builiing, See-diL Weed Waat,

WIM
Software #IT , __ CREDIT NOTE

L END0A0E Flazz OF Supply Makarasktrs (17)

With a refund

If you’ve made a direct payment to your customer towards the amount owed to him, you can record this in WTM

Account Books against the corresponding credit note created. To do this,
e  Open the credit note.
e Select More — Refund.
e Specify the refund date and amount refunded before saving it.

e The payment is recorded and the credit note is closed.
The payment recorded can be deleted by scrolling down till you see the Refund history. Click on the trash icon next to

the recorded payment to delete the payment. The credit note status is changed to Open.

Tracking Inventory

If you have enabled inventory for your organization and raise a credit note towards items returned by your customer,
your stock quantity will automatically be adjusted accordingly.
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This is handy for scenarios where your customers return some items back to you and you need to account for this in

WIM
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WTM Account Books. While recording the credit you offer your customer in place of the returned goods, simply specify
the item quantity and this will automatically be adjusted in your WTM Account Books items list.

Other actions

e Void - You can void a credit note on which no payment has been made yet, by opening it and selecting More -

Void. The note will be rendered invalid. This action can be reverted by selecting the void note and clicking

on More - Convert to Draft

e Delete - You can delete a credit note on which no payment has been made yet, by opening it and selecting More

- Delete.

e Print - You can print a copy of the credit note by opening it and clicking on the print icon in the top left corner.

e PDF - Download a credit note in portable form by simply opening it and selecting the PDF icon in the top left

corner.

e Email - You can email a credit note to your customer by clicking on the email icon in the top left corner

Apply To Invoice More ~

Refund

WIMITL

rih Bod

WTM

Soltware o IT

Sort - Credit Notes can be filtered and viewed according to its status.

imited

CREDIT NOTE

Plzaz OF Supgly Mabaraibara (17)

e Refund - The credit notes that you’ve saved as draft will be in the Refund status.

e Open - The credit notes that you’ve saved/converted as open and are yet to be paid off to customers.

e Closed - The credit note has been accounted for, either through a refund or by associating it to an invoice.

e Void - The credit note has been made invalid.
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Chapter No.8
PURCHASE

A purchase order is an official document that a buyer issues to a seller, indicating relevant information about what they

want to buy, the quantity, the price agreed for that particular product or service. Perform the simple operations mentioned

below to create and manage Purchase Orders for your business.

™ Purchases
CXpEnses
Purchase Orders
Sills
Payments Mads

endor Credits

Kindly find below details.

Purchase Orders
Expenses

Bills

Payments Made

Vendor Credits

Purchase Order

A purchase order is an official document that a buyer issues to a seller, indicating relevant information about what they
want to buy, the quantity, the price agreed for that particular product or service. Perform the simple operations mentioned
below to create and manage Purchase Orders for your business.

Create & Send Purchase Orders
e Statuses of Purchase Orders
e Enabling Purchase Order

e Creating a New Purchase Item
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e Creating a New Purchase Order
Converting Purchase Order to a Bill

Other Actions

e Expected Delivery Date

e Mark as Billed

e Cancelling Purchase Order

e Importing Purchase Order

e Attaching Files with Purchase Order
e Edit, Clone, Print, PDF, Mail, Delete

Create & Send Purchase Orders

e Statuses of Purchase Orders
e Creating a New Purchase Item

e Creating a New Purchase Order

Statuses of Purchase Orders

Purchase Order Status Description

Draft Purchase orders when created will be in the Draft status.

Open Purchase orders once sent to the vendor will be in the Open status.

Purchase order once accepted by a vendor can be converted to a bill and

Closed the status will be Closed.
If the vendor rejects your purchase order. the order can be cancelled and
Cancelled :

the status will be Cancelled.
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Bill Status Description

When the purchase orderis billed only for some items, thenthe status will be Partially

Partially Billed Billed.

Billed Once the purchase order is convertad to a bill, the status will be Billed.

Creating a New Purchase Item

Before you proceed to creating a purchase order, you can create an item.

Creating a new account: Create a new Cost of Goods sold (COGS) account in the Chart of accounts tab under settings
found in the left bottom corner. The COGS account is necessary to map the item that is purchased, to your accounting

books.

Creating a new item: If you would be buying an item on a regular basis, you can create the item as a purchase item and
map the same to a COGS account that you already have (If you do not have one, create a new COGS account). You can

create it in the items tab under settings, or when creating the purchase order.
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Creating a New Purchase Order
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e Click on the + icon either next to the Purchase Order tab or the New Purchase icon placed on top of the

purchase order window to create a new purchase order.

B New Purchase Order

Supplier Mame

Source Of Supgply

Destination Of Supply

Delwery Date

Shipmant Fraferznce

tem Fates Are

Warehouse Mame

Item Details

+ Add another line

Selzct Source of Supply

Waharashtra [MH)

PO-0D002

Tax Exclusive

WYWTM IT Limited

[

Gluantity

=lect Account W 1.00

HRate Tax Armount

Mon-Taxable r o.oo x

Note: To create pre GST transaction (transactions dated before 1st July 2017), click the dropdown adjacent to the +New

button and select Create Purchase Order

e You will be navigated to a new window for entering the details for the new purchase order to be created.
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Enter the details for the vendor related fields

[¥] New Purchase Order

Vendor Mame

Source OF Supply

Destination Of Supply

Purchase Orderd

References

Date

Delivery Date

Shipment Preference

Item Rates Are

Vendor

Registered Business

BILLING ADDRESS
Add new address

Chandigarh

Chandigarh

PO-00002

ded /AN WYY

To create transaction dated before July 1, 2017, click here

EELTY (YN TT,
dd /MMMy

Che

Choose the shipment preference or type to adt

L

Is this transaction applicable for reverse charge?

Tax Exclusive

&

WM

Software « IT

e Under the Vendor name field, you can either pick the vendors from the list you have already created or you can

add a new vendor.
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B New Purchase Order

Supplier Name IT S | *
Source OF Supzly Maharashira [MH] ¥

Destination OF Supply Maharashira [MH] o

Furchase Ordert PO-00002 o

References

"D Date 17042018

Delwery Date

Shipment Prefersnce

tem Rates Ars

Tax Exclusive u
\Warehouse Name WM IT Limit=d .
lterm Dretails Account Gruantity Rate Tax Armcunt
Filter x Cost of Goods ! ¥ 11.00 3E00 | | GSTHE[(1BD0] ¥ 22200.00
L an our item p
HSM Code: 75684 #
Type o SRR En fem - Select Account ¥ 1.00 Mon-Taxable r 0.00
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WTM Account Books [+ REEY

i) BT New Vendor
S Customers
S Supplier
Primary Contact Salutation T
& ltems
i Banking Company Name
T Sales Contact Display Mame °
¥ Purchases
Contact Email

% Accountant
& Contact Phons

A Reports

‘& Add-Ons Softwars Website

Address RemarksiNotes

GST Treatment

Source Of Supply

Currency MR-Indian Rupee v
Price List Select v

Payment Terms Select v

< E Cancel

&

WIM
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WTM ITLimited | & | 4% | ©

@ Pags

e  After filling up the required details, click on Save to add the new vendor to the purchase order being created.

e Inthe Purchase Order# tab a purchase order number is generated by default. If you wish to manually enter a

purchase order number, click on the Settings icon next to the tab and a pop-up will appear where you can select

between auto-generated estimate number or manual entry of purchase order numbers.

Edit Purchase Order auto numbering

“four Purchase Ordes nuember are 52t on auto-gensrate mods to save your time. Are you sure sbout changing this setting?
# Continue auio-genersating estimate numbers

will add them manually esch tims

e Date tab is the date on which the purchase order is created.

ﬁ Caneel

e Inthe Delivery Date tab, you can set the date by which the product should be delivered by the vendor to the

you.

¢ Inthe Shipment Preference tab, you can choose or type to add the preferred method of shipment to be done by

the vendor.
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e Inthe ‘Item Rates Are’ tab, you can choose your line items to be ‘Tax Exclusive’ or ‘Tax Inclusive’

Enter the Item Details for the Purchase Order.

Item Details

Account Quantity Rate Tax Amount
Select Account j 1.00 0.00 None j 0.00
- Add another line
Sub Total 0.00
Total 0.00

Items can be added from the list of items shown in the drop down that are already created by you in your WTM
Account Books account. If you want to add a new item select the Add New Item option from the drop down
which will navigate to a pop-up for filling the details for a adding a new item.
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ltem Details

RAM
Hard Disk
Motherboard

Cabinet

Mew ltem

Type » Goods

Mame

Service

Unit (7 Select or Type to add

HSM Code

Tax Preference = Taxahle

+ Sales Information
Rate INR
Account Sales

Description

Cancel

Mon-Taxable

¢ Purchase Information

Purchase Rate INR
Account Select Account
Description Description

&

WM
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e To add another item, click on Add another line option.

e Enter the Quantity, Rate and Tax if applicable from the drop down. Tax drop down shows only the taxes you

created in the settings tab under taxes section. Learn more about Taxes.
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e You can enter the Notes and Terms & Conditions for the purchase order. Check the Use this in future box to

use the terms & conditions in all future purchase orders. This will be carried forward while converting the

purchase order into an invoice.

e The address to deliver can be changed by clicking on the Destination to Deliver.

Template: ‘Standard Template” # Stmpleyioe

Terms & Conditions

e You can also change the Template of the purchase order, by clicking on Change and select another template.
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Purchase Order Templates

PURCHASE ORDER W PURCHASE ORDER

-
-
1
i
]

i mmemw e

Spreadshee: Template

ir]
i1}
1
(=t
w
=
(=8
i
11}
=]
=
(=]
[T
n

&
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Mew Template

Click to add a template from our galleny.
fou can customize the iemplate @l
zolumns, and hesders in line item table

P.S: Templates can be customized by navigating to Setting > More Settings >Templates and choosing from the

purchase order templates. Learn more about associating templates to specific contact.

e Now click on Save as Draft to save the new purchase order in draft state, Save and Send to save the purchase

order as open and the purchase order will also be sent to the contact

Converting Purchase Order to a Bill

e Click on the Purchase Order tab.
e Select the Purchase Order that you wish convert to a bill.

e Click on ‘Convert to Bill’ in the specific Purchase Order detail page.
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4

S Al e = Convert to Bill More «
WTIMIT Limited
[
Soltware o IT
“ - PO-I002
Dists - 1742008
Dislivery Dese - 1TA40EE
Vender Addroa Defiver Ta
IT Sal
=i
kdn GETIN HEVEHEET
EITIN HEVERGET
CosT S05T
& | ltem & Drscrigsion HENEAC e Rtz W] Amt| %] Amt Amaunt
Filtzr 75684 118 35000 | ooome | sees | wos | sess LES00D
Chazniity ] ]
ko = Totzl 1140 u Tamd 38500.0
COSTY (5.0 34650
SCATY (500 34650
Tatald INE 454500

Anozized Signaies

e The purchase order details will be carried forward to the Bill creation page.
e Once the fields are entered, click on ‘Save’.

e Or We can directly convert into Clone, Mark As Closed, Delete, and cancelled.

A T = T Convert to Bill More =

Mark &s Cancelled
Mark &s Closed
Clone

Celete

" WIALIT Limited

308 Indraprek. Building, Soe- D, Mol W,

WTM e

Software o IT

PURCHASE ORDER
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A typical expense is incurred when money goes out of your pocket. Whether it’s a product you buy from your
vendor to run your business, or food that you eat while on business trips, it’s important to track the money you

spend
All Expense

fiew By All Expense -

DATE 1. EXPENSE ACCOUNT REFEREWCE# VENDOR NAME
17/04/2018 Sales to Customers (Caszh) Kehinur Dyes
17/04/2018 Sales to Customers (Caszh) Kehinur Dyes

21/03/2018 Office Supplies

&

Show | 25 T entries

Creating an Expense

To create an expense in WTM Account Books

+# New Expense =
FAID THROUGH ACCOUNT CU STOMER HAME STATUS AMOUNT
Pety Cash Mr. \ikrant Mon-Billsble 8000
Pety Cash Mr. \ikrant Mon-Billsble 50000
Pety Cash Mon-Billsble 6000

Go to the Purchases tab on the home page of WTM Account Books, and select Expenses.

¢ Click on the ‘+ New’ button and select ‘Record Expense’ to create a new expense.

MNew Expense

Expense Account Selzct an scoount
Amcunt INR Tax
® Tax Exclusive

Amount Is Tax Inclusive

Paid Through Selzct an account

\fendaor

Refarences

“otes

Custemer Mame

GSTO[1.5]

shle

m

215




Field

Date

Expense Account

SAC

Amount

Paid Through

Vendor

GST Treatment

Destination of
Supply

&
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Description

Date on which the expense is generated

Select the account you wish to record the expense in

Enter the SAC Code that is associated with the expense

Enter the expense amount

The means through which the payment was made

The vendor to whom the payment was made

Select the GST treatment for the expense

Registered Business
Unregistered Business
Consumer

Overseas

SEZ

G5T Mot Applicable

Registered Business- A registered business owner
Unregistered Business- An unregistered business owner
Consumer- Not a business owner

Overseas- When you are importing services

SEZ- Transactions with Special Economic Zone

GST Not Applicable- Expenses like employee salary

It is the registered place of business of the selected customer. Select a State or Union
Territory from the dropdown.
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Field
Reverse Charge

Tax

Invoice#

Notes

Customer Name

New Expense

Date
Expense Account
Amount

Amount |5

Faid Through

“endor

Seferences

Notes

Customer Mame

WIM'

Software « IT

Description

Check this box if this transaction is applicable for reverse charge

Select a tax/tax group for the expense

Invoice number is mandatory only when the transaction is with a registered business
owner

Enter notes relating to the expense

You can choose to associate this expense to a customer and mark it as billable

INR Tax GSTO [2.5] v

Tax Inclusive @& Tax Exclusiv

Select an account

CGETE [6.0]
SGSTE [5.0]
CGEETO[R.0]
R SGETS [2.0]
B CGST14 [14.0]
SGST14[14.0]
Tax Group
GSTO [0.0]
GSTS [5.0]

elect an option | * Filizhle
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All Expense ~ m & Celete

1 Mr. Vikrant Sales to Customers (Cash) Expense Amount
Sales to Customers (Cash) | 170472013 8000.0 = 170a2e-z
MNOMN-BILLABLE
2 Mr. Vikrant Sales to Customers (Cash)

Sales to Customers (Cash) | 170472013

a3

Ciffice Supplies | 21/032018 Office Supplies

Paid Through
Petty Cash

Previous - Mt Tax

IGSTO

ihowy | 10 ¥ entries

~ef &

Customer
r. Wikrant

Faid To
Hohinur Dyes

We can edit or delete this expense from here.
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BILLS

When your vendor supplies goods/services to you on credit, you’re sent an invoice that details the amount of money you

owe him. You can record this as a bill in WTM Account Books and track it until it’s paid.

Creating a bill

e  From Purchase Order
e Recurring Bill
Bill Payments
e Recording from bill
e Applying vendor credits
Bill of Entry
Bill Status
Other options
Payments Made

Creating a Bill

To create a bill in WTM Account Books
e Go to the Purchases tab on the home page. Scroll down to Bills.
e Click the New Bill button on the top right corner of the window.
e Enter the required information such as the bill number and vendor towards whom the bill is payable.
e Click Save as Draft or Save as Open.

To create pre GST transaction (transactions dated before 1st July 2017), click the dropdown adjacent to the +New button

and select Create Bills

All Bills
ViewBy: | AllBil~ = Q Se:
DATE T BILL# REFERENCE# ETATUS DUE DATE AMOUNT EALANCE DUE
17/0412018 PO-00002 OPEN 17/0412018 45430 45430
DSM412015 EST-0566 CVERDUE BY 3DAYE  DGM0412015 212400 212400
O7/04/2018 GHF1542 PAID O7/04/2018 59000
D2/0472018 78657 PaID D2/0472018 258600
230/03r2018 120 Imy154252 PalD 20/0312018 23600
27032018 Do2 RAID 27032018 23600
Show| 25 T | entries

Previous n Mext
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Note:

e Ifyou’re purchasing goods from a supplier who is not registered under GST, the receiver will be liable to pay
the GST associated to the transaction (instead of the supplier collecting and paying it). This
method of tax collection is known as the reverse charge.

e Ifyou’re buying from an unregistered vendor and if you’re paying GST for that transaction, you can check this
option “option name”

From Purchase Order

A purchase order that is in the open status can be converted to a bill by opening it and selecting the option convert to

bill. All the details such as the vendor name and items list will be auto filled.

Recurring Bill
A recurring bill represents money owed to a vendor on a periodic basis, and recording it can be automated in WTM
Account Books. An example of such a bill would be the monthly charges you owe your internet vendor.

To create and automate a recurring bill,
e (o to the Purchases tab on the home page of WTM Account Books, and scroll down to Recurring Bills.
e Click on the ‘“+’ icon.

e Provide the required information such as vendor name and recurring frequency and hit Save.
You can also make an existing bill recurring by clicking on it and selecting More -> Make recurring. Enter the required

information and hit Save.
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Bill Payments

Recording from bill

Record Payment More -

Use Credits

Create ‘Vendor Credits
Clone

\oid

iew Purchase Orders

[ Limited
1 Buildg, Sec-10, Karal Wess,
i

Mabharashez 400706

Delete
- Nmmba
Tmiia
Software «IT P13ETI411
W TR
Zil= : PO-DDDD2
Sill Dats : 170472013
Terms :1
Cug Datg - 1770472013
Bill Froe
IT Sal
Tndin
GETIN HEVGEEST
& | Toew & Dezcriptien
1 Filter

Dtoews in Total ILD

com.
Daliver To
Tmdia
GSTDV HEYGHEST
CG5T SCET
HENEAC Qe Fam Y| Ame Y| Amr
TRES 16 33000 ( 0.0% | 4820 0.0%[ 34430

Gamtn
Sub Tetal
CRTY (2.0%)

SCETY (2.0%)

Balance Due

Aezhorized Bigrarems

BILL

Amount
383000

34650
TNE: 43430.0
INE 454300

&
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You can record a bill payment by opening the bill and selecting the option Record Payment. You’re required

to fill in the details of the payment, such as the amount and date etc. Once you save the payment, the status of

the bill changes to Paid or partially paid accordingly.
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Applying vendor credits

Use Credits
Create Vendor Credits

Clone
“ioid

Delete

-

Software o IT
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“iew Purchase Orders

[ Limited

t Buildeg, Sec-10, Naral Wess,
L

Niumba

Ml zaraskera 400706
9135714211
TraTEmit com.

BILL

Zil= : PO-0DOOZ
SillCate : 17042013
Tezms :1
Cus Data : 1770420013
Eill From Deliver To
IT Sal
T
India GETDY HRVEERST
GETDY HEVEERST
CG3T 3GET
# Ipzme & Descripiicn HENSAC Qv Eate By Ame B | Amr Amount
1 |Filter TI6M 110 33000 | 0.0% | 34650 9.0% | 4650 353000
sy
Tises in Total 11.0 Sub Total JEI00.0
CERTD (2.0%) 3265.0
SERTD (2.0%) 3265.0
Tatsl INE 43430.0
Ealance Due INE 434300

Arthorized Bipmabme

You can create and apply a credit you’ve received from a particular vendor on a bill that is in his/her name. The credit
amount you’re owed is subtracted from the bill amount accordingly.
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Bill Of Entry

Bill of entry lets you record custom duty and other charges involved with the import of goods from vendors outside India

or from SEZs (special economic zones). A bill of entry can be created for a bill which is in the Open status.

A bill of entry will reflect on your GSTR-3B and GSTR-2 return. This will update the GSTN with custom duty and other

charges that you had incurred during the import of your goods.
Note: Bill of entry can be generated only for Vendors who are in SEZ or overseas.

Enabling Bill Of Entry:
In order to create bill of entry in WTM Account Books you will have to enable Do you want to enable overseas

trading option under GST settings. Follow the below mentioned steps to get started.

e Click the Gear icon and select Taxes.

e Select GST Settings.

e Check the Do you want to enable overseas trading option for Overseas Trading.
e Select an account to track overseas trading.

e Click Save.

Note: If you haven’t configured GST settings in WTM Account Books,

To create a bill of entry, follow the below mentioned steps:

e (o to the Purchases tab on the home page. Scroll down to Bills.

e Select the bill for which you wish to create a bill of entry.

e Click the More buttons and select Create Bill of Entry from the dropdown.

¢ Inthe following bill of entry creation page, enter the details of the bill of entry, custom duty charges and other
additional charges that you incurred for that transaction.

e Click Save.
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B New Bill
Supplier Name | *
Source Of Supply Select Source of Supply ¥
Destination OFf Supply Maharashira [MH] x v
Bl
Refersnce#
Bill Date 170452013
Due Date 1742018 Payment Terms Due on Receipt-0
Itern Rates Are Tax Exclusive -
Warshouse Mame WTM IT Limited o
Item Details Account Quantity Rate Tax Amount
- Select Account ¥ 1.00 Mor-Taxabls v 0.0o x
+ Add ancther line
Fields Description
Bill of Entry# The bill of entry number is the unique 1D for a bill of entry created.
Port Code Provide the custom Port code for the transaction.
Date Date on which the bill of entry is generated.

The account from which the payment was made. Accounts in your base currency

Paid Through will be listed in the dropdown.
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Fields

Reference#

Assessable Value

Custom Duty +
Additional Charges

Taxable Amount

Tax

Payment for BIL-05869

Amount Received (INR)

Tax deducted?

Payment Date

2410402018

References#

Motes

&

WIM
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Description

Any number that you would like to link to the bill of entry for reference purpose.

The amount for a line item will be fetched from the bill, you can add additional
charges like landing charges (if any) to this field.

You can record charges like custom duty, education cess and higher education
cess involved with that transaction.

Taxable amount includes Assessable Value + Custom Duty + Additional
Charges.

Select the tax group with all the taxes associated to that transaction.

14160.0

Payment Mode Paid Through

Cash v Select an account v
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WTAM IT Limited

1003 Tesirapetis Bmildimg, Sec-10, Naral West,
Nari Msebai

Mumbad

Mlakoragkira 300706

Imdia

FI36TI4I11

oA it com

BILL

Bill Status

The status of your bills can be viewed from the Bills tab drop down as shown below,

e Draft - The bills that you’ve saved as draft will be in the Draft status. Bills in draft status will not have any

- BTT ST ANE I

impact in accounts, inventory or reports.

e Open - The bills that you’ve saved as open and are yet to be paid will be in Open status.
e Overdue - The due date for these bills has passed and payment needs to be made promptly, probably with an

overdue penalty if levied by the vendor.

e Partially Paid - A portion of these bills have been paid and the remaining amount is outstanding.

e Paid - These bills has been completely paid.

e Unpaid - All your outstanding bills, whether Open, Overdue or Partially Paid.

e Void - These bills have been made redundant.
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All Bills ~ + New =
1 Kohinur Dyes 14160
BIL-05862 | 24/04/2018 DUE TODA
2 Kohinur Dyes 55460
BIL-005; 240042 PAID
3 IT Sol 2350000
BIL@5425 | 17/0472018 PAID
4 T Sal 45430
PO-DO0C2 | 17/04/2018 FAID
5 Meheta 212400
EST-0566 | OVD4/2013 FAID
] Kohinur Dyes 55000
GHF1542 | O7/D4/2018 FAID
7 IT Sol 255600
T2B5T | 02042018 PAID
8 23600
] 23600
Show| 10 v | entries

Other Options

WTM IT Limited
203, Indraprts Suilding, Sec-20, Neral Weat,
Hari Mambai

WTM

Software «IT

S136714211
it cam.

Sil= : BIL-J0538

il 240472013

Terms 1

Cus Date 14042015

Bill From Deeliver To
Kohinur Dves

GSTIN SHEHL 23335666
GSTIN SHEHL2IIII666

Tte: & Decription HINSAC Qe Rate

1 [Daskeop 10 120000
Pisza

Laptop 10 20000.0
Pisza

3 | Mabils 10 120000
Pisza

&

WIM

IGST

Ll Ame
18.0% | 21600
18.0% | 36000

18.0% | 2700.0

Sub Total

IGETLS (18.0%)

Tatal
Balance Due

Software » IT

BILL

uuuuuu

INE 55460.0
INE 0.0

e Void - You can void a bill by opening it and selecting More - Void. The note will be rendered invalid. This

action can be reverted by selecting the void bill, clicking the More - Convert to Draft.

e Delete - You can delete a bill by opening it and selecting More - Delete.

e Edit- You can edit a bill by opening it and clicking on the pencil icon in the top left corner

e Print - You can print a copy of a bill by opening it and clicking on the print icon in the top left corner.

e PDF - Download the bill in portable form by simply opening it and selecting the* PDF* icon in the top left

corner.

More -

Uz Creditz

Create “endor Credits
Clone

“ioid

“iew Purchase Orders

— |

Software o IT

Delste

WTAM IT Limited

202 Trdrorate Suildeg, Sec-10, Naral Wess,
Nar Mimekai

Mumba

Mzbarashia 400705

Tmdia

2136714211

TVt com.

BILL
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The payments you make on your bills in WTM Account Books can be viewed under the Payments Made tab. You can

also view the payments you’ve made by going to the Bills tab. open a Paid bill and scroll down to view the payment

details. These can also be edited or deleted from here. Clicking on the payment number # directly opens the receipt in

the Payments Made tab.

Once you make an online payment or manually record one in WTM Account Books, the corresponding receipt will be

displayed in the Payments Made tab.

WTMIT Limited

GETDV SHEALEIRII668

Billz : BIL-M=35
Sill Date 242008
Teems -1
Cus Date - 2442005
Eill From Dielfrer To
Eohinur Dves
GETIN SHEHLEII5 668
Irees & Decriptien HEN'SAC
1 Dasktep
Laptoy
Mohils
e in Tosal

Placw

Placa

IGET
Fanr By Ame Amount
...... 15.0 11800 120000
200000 18.0 5 20000 0
150000 18.0

SubToml — 4TOOOD

=2T18 [18. G4
Taisl INE. 354600
Balance Due INR 0.0

Arrthorimed Bipmates

Once you make an online payment or manually record one in WTM Account Books, the corresponding receipt will be

displayed in the Payments Made tab.
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PAYMENT MADE

The payments you make to your Vendors in exchange for a supply can be recorded in the Payments Made module of
WTM Account Books. Each time a payment is made to your Vendor, you record a receipt for the payment with details
such as date, payment mode and amount. This lets you track the money moving out of your organization.

You can also view the payments made to your vendors from the Bills tab. click the particular Bill and navigate to
the Payments Made tab present near the Comments and History tab to view details of the payment alongside the Bill.

Recording Payments

Recording the payments in WTM Account Books is easy. Even if you forget how much you owe to your vendor, WTM
Account Books gives you the exact log of payments to be made and keeps you updated.

Payments to vendors can be in 2 forms. It can be either a regular bill payment or an advance payment. Let’s see how you
can record them both in WTM Account Books.

¢ Recording Bill Payments

Recording Bill Payments:

You can record the payments you make to vendors against bills. There may be cases where you might have received a
Bill from your vendor and you can choose to make partial payments for the same. So each time you record a payment in
WTM Account Books, the amount due gets automatically adjusted. So, while WTM Account Books takes care of your

cash, you can take care of your business.

To record a Bill Payment:

e Navigate to the Payments Made module from the Purchases dropdown.
e Click the ‘+’ button adjacent to Payments Made or click the + New button on the top-right corner of the
window.
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All Payments Made

“iew By : | All Payments Made -
DATE T PAYMENT REFERENCE NUMBER VENDOR NAME EILL NUMBER
ATI042018 IT Sol BIL@3428
07042018 4 Kohinur Dyes GHF1542
02/04:2018 3 IT Sl 78657
Sujay Rawst 120
27032018 1 Sujay Rawat D02

e Enter the details of the Bill in the Bill Payment tab.

Fields

Vendor Name

Amount

Payment Date

Payment Mode

Paid Through

Reference#

Description

The vendor to whom the payment is made.

The amount paid.

The date on which the payment is recorded.

The mode of money payment.

The account from which money is paid.

Reference number for the payment, if any.

FAYMENT MODE

AMOUNT

2380000

&

WIM
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UNUSED AMO

e Enter the amount in the payments table. You can also choose to pay the entire balance by clicking Pay in Full.
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(2] Supplier Payment

Supplier Mame IT Sol

Amaourt IMR

Pay full amount (INF. 45430 )

Payment Date 17042018

Payment Mods Cash

Paid Through Select an account

Referenced

Tax deducted? Tax deducted while making payment.
Date Bill Mumber
1710472018 PO-00002

Due Date: 1710472018

**List contains only UNPAID bills

Motes (Internal use. Mot visible to customer)

e  Click Save.

Bill Amount

45430

Amaount Due

45430

Total

®

WM

Software « IT

Payment

Pay in Fu

0.00
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Other Actions

The other actions that you can do in this module of WTM Account Books are as follows. You will be able to find the
other actions section at the top of every transaction, and in case of the Refund Voucher, you will be able to find them
adjacent to the Refund Vouchers in the refund history section.

Edit - Click the Pencil icon to edit a payment.

Print - Print a copy of the payment receipt by clicking the Print icon.

PDF - Download and save a copy of the payment receipt simply clicking the PDF icon.

DELETE- Click for delete this receipt

F Bl a = Delste

WTM IT Limited

PAYMENT RECEIPT

Payment Date 17/04/2018

Amount Received

Reference Mumber INR 2360000.0

Payrment Mode Cash

Bill To
IT 5ol

India
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Custom Fields

Custom Views are specific views to list your payments, based on your criteria. For example, you might want to view just
the advance payments or any payment on a selected date. With Custom Views, you can simply create this filter, set
criteria and use it to classify data.

To create one,
e Go to the Payments Made module.

e Under the Filters drop down (from the top left) select + New Custom View

All Fayments Made

iewr By All Faymenis Mads -

All Fayments Mad
DATE

17/04/2013 + Mew Custom View

e Inthe following page, type an appropriate Name, define the Criteria and select the Column Preferences.
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New Custom View

Jame

Mark a5 Faworits

Define the criteria ( if any )

VWHEN

o
14
m
2
-
-

+ Add Criteris

Criteria Patiem: [TAND 2]

Columns Preference:

AVAILABLE COLUMME SELECTED COLUMME

Adwanced Armount
Armount Withheld )

Balance

Neote

Payment Date

Payment Mode <

Reference Mumber

‘endor Payment 1d «

Share this with:

® Only Me

Everyone

e Click Save. Your new custom field will now be listed under Created By Me in the dropdown.
e You can Edit/Delete the custom view you created by clicking the Pencil icon near the Filters dropdown.
e Make your changes and click Save.

e Click Delete to delete a custom view.
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Vendor Credits

Vendor credits are credits that you receive from your vendor, and is treated as an equivalent of physical cash that the
vendor owes you. This helps you track the money you’re owed until it is either paid by said vendor at a later date i.e.

refunded, or subtracted from any future bill amount due to that vendor.

In a normal scenario, the vendor issues you credits via a credit note. You can record this in WTM Account Books

as a vendor credit note and track the money you’re owed.
When to record a vendor credit in WTM Account Books.

1. You make an advance payment to your vendor, and the final bill amount comes out lesser than the amount you
paid. The vendor simply keeps the rest of the money and issues equivalent credits in your name. You can track
this in WTM Account Books simply by recording this amount as a vendor credit. When you apply it to the next
bill in the vendor’s name, the bill amount is reduced accordingly.

2. Your vendor just sent you the ten boxes of phones you ordered, but two of those boxes contain damaged phones.
You inform him of this and he issues a credit note towards the value of those two boxes. He will apply these
credits to the next invoice he sends you, but how do you track this internally to make sure he does? The answer
is vendor credits

Creating vendor credits

e Click on the + icon either next to the Vendor Credits tab or the +New Vender Credits Button to create a new
vendor credit.

PlVendor Credit:

\fizw By Al Vendor Sredits - _> =+ Mew WVendor Credits =
DATE . CREDIT HOTE# REFERENCE# SUPFLIER NAME STATUS AMOUNT BALANCE DUE
17/04/2013 D-0D002 RF#54528 Kohinur Dyes OPEN 236000 236000

Show| 25 ¥ | entriss

e You will be navigated to a new creation window, enter the necessary details and click Save.
e You can choose to associate bill number to a vendor credit to keep track of the transaction.
Note: Associating the bill number does not apply vendor credits to the bill.
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Y -
Bi New Vendor Credit
Supplier Name ~| *
Source Of Supgply Select Source of Supply ¥
Destination Of Supphy Maharashtra [MH] L
Wendor Cradit DN-00002 o
Referencez
“endor Credit Date 18M4/2018
tem Rates Are Tax Exclusive -
Warehouss Mame WTM IT Lirnited -
ltem Dretails Account Cluantity Rate Tax Armount
N Select Account ¥ 1.00 Mon-Taxable ¥ 0.00 *x
+ Add another line
Sub Total o.oo
Total [ INR ) 0.00

Or, you can also create a vendor credits directly from a bill in the name of the vendor. To do this,

Mandatory fields

You will need to enter the following information while recording vendor credits.

e Vendor name - The vendor you receive the credit from.

e Credit note # - Unique number assigned to each credit note. You can choose to auto generate your credit note
number by clicking on the gear icon next to this box.

e Account - The account that you want to use to track the credit.

e Item description - An item has to be selected if you have enabled inventory for your organization.
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« ‘\endor Credit has been created

N == Apply To Bills More ~

WIM'
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WIM

WIMIT Limited

208 Indrgo Buillding, Soc-20, Monl Was

M Muombsi
Mfumnbed
Msberagbirs J0 706

Cezdiz Remzizing

Soltware o IT piemiant
138714211
e wimi e VENDOR CREDITS
Crzfeoiz= - D04
Diaiz : LE4I0I3
Yender Addocn DicErver Ta
Meheta
adia
ki
CoET S0ET
o lecm & Dracrigsan HiNEAC Oex Raic % | Amt % | Amt Amaunt
1 L=pizp FLES 200000 [ R0 | LEODD | 200 | LEODD 2000000
Piz=z ] ]
Itcrms = Totel 100 Iue Tl IO 0
CEITE (0.0 LEDDR.D
SOEETY (9,00 LEOD.D
Toial [NR 136000.0
Credat Uazd {30
Fcfend

IHE I56000.0

Closing a vendor credit note
By applying to bill

Vendor credits can be applied to a bill raised for the same vendor. Doing so will reduce the bill amount accordingly. To

do this,

e Open the vendor credit note created and selects the option Apply to bill.
e Alist of the bills raised for that vendor is displayed. Select the appropriate one and specify the amount to be

applied.

237




&

WIM

Software » IT

All Vendor Credits = [+ New | s | B =P | Ay ToBills || Morew
T Refund
. Clone
1 Kaohinur Dyes 236000 )
- — vioid
1 18
RE
DCeletz
Ehow| 10 ¥ | entries ) I WTIMIT Limited
ot wilding, Soe.20, Waral Wem
- : WTM
Saltware s 1T
VENDOR CREDITS|
- DN-DADI 2
=1TAA2018
- RFaSeshi
Delver Ta
CGSTIN SHEHLIIES 5666
HENEAC Qex Amaunt
10. 2000002}
Pice:
Timmn i Tl 10, )
3 0|
INR 136004.0|
Apply credits from DM-00004
Ealance: INR 2350000
BILL HUMEER BILL DATE BILL AMOUNT EBILL BALANCE AMOUNT TO CREDIT
EST-0588 08042018 2124000 2124000
Amount to Credit 0.oo
Remaining Credits 235000.0

e The bill amount and the vendor credit are reduced accordingly.
o If all the credits are used up, the status of the note is changed to Closed.

With a refund

If you’ve received a direct payment from the vendor towards the amount owed to you, you can record this in WTM
Account Books against the corresponding vendor credit note created. To do this,
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e  Open the vendor credit note.
e Select More — Refund.

Clone
Woid
el
w - -
WIMIT Limited
- 208 Indrages Baildimg, See-I0, Menl Wee
WTM o=
LU
Siskersgbirs 400706
Software 8 I'T ;f':_qﬂ_ )
138714211
S VENDOR CREDITS
Crodiliicizs - DN-0A034
Diziz : 1E94 2013
Vender Addsca Dlnver Ta
Mekbeta
kbdn
ki
CGET SGST
2 lem & DeacripSian HEX5al Oy Raic | Ame e | Amt Amaunt
L=ptep bl DOOMD | S0 | LEGDD | s | LE0D LT
Pimc A ]
Tz 2= Ttal 10,0 Zu Tl R
CEET (.00 1 EBDG.0
SCETE .00 LEAON.0
Toial INE 260000
Crzdii Llazd f-30
Refend
Cr=di Remaizng T 2360000

e Specify the refund date and amount refunded before saving it.
e The payment is recorded and the credit note is closed.
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Refund (DN-00004)

Refunded On

Payment Mode

References
Amount
Deposit To

Drescription

18/0472018

Cash =®
INR | 235600.0 Balance - Z3600.0
Select an account T

e

The payment recorded can be deleted by scrolling down till you see the Refund history. Click on the trash icon next to
the recorded payment to delete the payment. The credit note status is changed to Open.

« The refund information for this vendor credit has
been sawed.

Merei Mlurbai

WTM

Sfurnied

Q136714211

Soltware o IT

WIMIT Limited

203 Indropek: Buildimg, Soc- 2, Manld Wes

— - Sfskeraghi 400706

W TS BE

VENDOR CREDITS

CATIN SHEHLSIE 5668

CrmZioizs - DN DDg 2

Drziz : 1TSS

Reformmoos - AF&s4sTd

Vendes Addocn DcEver Ta
Echinnr Drves

CETIN SHEHLSIE E585E
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¢ Void - You can void vendor credits by opening the credit note and selecting More - VVoid. The note will be
rendered invalid. This action can be reverted by selecting the void note and clicking on More - Convert to open
e Delete - You can delete vendor credits by opening the credit note and selecting More - Delete.
e Print - You can print a copy of the credit note by opening it and clicking on the print icon in the top left corner.
e PDF - Download the credit note in portable form by simply opening it and selecting the PDF icon in the top left

corner.

e Edit- You can edit also from here.

Maore =

Refund
Clone

Woid

Celzie

WTM

Soltware & I'T

Vendes Addoca
Mebein

kdm

& locmw & Deacripsian

—zpEp

WIMIT Limdted

208 Jrdrogri Buildmp, Soo-30, Mol Wi

DD idd
LEQ42008
DcEver Ta
bda
HENSal Qe
Piz

VENDOR CREDITS

J—
.....

Autonzad Signsh=s

Amaunt

200001

J00303.0
LE3ON.D
LEJON.D

INER I36000.0
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Sort - Vendor credits can be filtered and viewed according to the status of the credit note.

o Draft - The vendor credits that you’ve saved as draft will be in the Draft status. Vendor Credit in draft status
will not have any impact in accounts, inventory or reports.
e Open - The vendor credit note has been created and is due payment by the vendor.

e Closed - The vendor credit note has been accounted for, either through a refund or by associating it to a bill.
e Void - The credit note has been made invalid.

All vendor Credits - m S B & = More =
All
Open
- 236000
Closed o
Void o
2 Kohinur Dyes 2368000
OM-00002 | 17004201 E CLOSED
RF#54528
Sheows| 10 ¥  entries
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Chapter No. 9

ACCOUNTANT

The accountant module in WTM Account Books allows you to manage all your accounts right from income to expenses.
other than managing your accounts, you can also record journals manually to make account adjustments and can re-
calculate the base currency balances of your foreign currency transaction using base currency adjustments.

e Manual Journals
e Creating a Manual Journal

e Chart of Accounts
e Creating a New Account

Manual Journals
e Creating a Manual Journal

e Manual Journal for Accounts Receivable and Accounts Payable
e Manual Journal for Bank Accounts

In reality, journals are used by accountants to work directly with the general ledger to create both debit and credit entries
for unique financial transactions. The journal entries are recorded in chronological order. The specialty journals are Sales

Journals, Purchase Journals, Cash Disbursement Journal and Cash Receipt Journal.

In WTM Account Books, manual journals can be used to record these unique financial transactions which cannot be
recorded normally otherwise. E.g.: Depreciation rates for a month cannot be recorded normally; in this case a manual

journal for the depreciation rate can be recorded for the particular month.

Creating a Manual Journal

In the manual journal section, select the +New Journal button to create a new journal.

e Select the Date on which the adjustment needs to be made by creating a journal.
e Enter a Reference Number with which the journal will be associated.
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e Notes are a mandatory field for a journal to be recorded. Mention the reason for creating a journal as it is always

a unigue reason.

B New Journal

Date 1804/201

Seference Mumber
Maotas
Joumasl Typs Cash based journal

NR-Indian Rupse

Currency

Account Description
Select Account v
=lect Account ¥
+ Add another ling

Cancsl

Customer

o

Tatal

Su

Total [ INR }

Vendor

Tax

[{e}

[£r]
m
m

st

a
u

w

o

1]

MaM

MaM

Diebits Credits

NaM

e Check the Journal Type as Cash based Journal if your account adjustment has been done by cash transaction.

e Choose the currency in which you wish to make the journal entry.

e Select the Account from which the amount is debited and an account to which the amount is credited.

e Choose the contact whom you wish to associate to the journal entry.

o Enter the Debit and Credit amount that needs to be recorded.

P.S.: Make sure the amount debited is equal to the amount credited.

e Click Save.
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Journals created can be edited by selecting the specific journal from the manual journal window.
Generally the Balance Sheet & Profit and Loss reports gets affected on recording manual journals. For more reports

you can navigate to Reports > Accountant and view the General Ledger, Journal Report and Trial Balance.

Manual Journal for Accounts Receivable and Accounts Payable

Accounts Receivable:

Manual Journal for Accounts Receivables will be classified under a separate Accounts Receivable account in WTM
Account Books.

Let’s assume that you are migrating to WTM Account Books from another system that you are currently using.

Considering that you have many unpaid invoices in that system, which need to be brought in here.

You can aggregate the total of all these receivables, and record them as an opening balance in the manual journal for
Accounts Receivable.

Also, there may be certain cases, where you will need to record some transactions, which are not a part of your business

sales. But these transactions may account to some receivables. For example, Outsourced services.

This is where the manual journal for AR comes into work. You can post an adjusting journal entry debiting AR and
Crediting your Service account.

Accounts Payable:

These are amounts that a company/organization owes to a supplier, from whom they purchased goods & services on

credit. You can record manual journal entries for accounts payable in the following cases :
1. When you purchased goods from your supplier, on credit. Or made payment using a credit card.
2. When a payment is made for a credit purchase made earlier

Also, there may be other scenarios where you cannot directly record a payable and will have to enter it manually, as a
payable.

Note : The transactions made are taken on an Accrual Basis.
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P.S.: Manual Journals can be recorded for accounts involving FCY (Foreign Currency) but not for Credit Cards &

Banking modules.

If you are not sure about creating manual journals for your account adjustments, please take the help of your accountant

or bookkeeper.

Invite your accountant or bookkeeper as a User in the organization, so that they can take care of the journal entries. Learn

more about inviting a user to the organization

Navigate to Accountant module and go to the Manual Journal section.

*h v Journal updated WTM IT Limited & &% @

Manual Journals

View By : All Journals - =+ New Journal Q, Search

Ne [ Date Journal Number Reference Number Note Amount Action
1 01/05/2018 1 Sale 11200 Delete
Show | 50 v | entries

Previous - Next

Field Description

Date The date for which the journal is created.

Journal # The order of the journals created, it is based on chronological order.
Reference

Reference number that can be associated with the created journal.
Number
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Field Description

Currency The currency in which you wish to record the journal entry.
Amount The amount for which the journal is credited and debited.
Notes Any notes relating to the created journal.

WIM
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Enter or select the customer (for accounts receivable) or vendor (for accounts payable) — This is a

Contact mandatory field.

Manual Journal for Bank Accounts

You can create a manual journal using the bank accounts that you’ve added in the Banking module. After you create a

manual journal, the recorded transaction will be listed as a Manually Added transaction in the respective bank accounts

as a deposit or a withdrawal.

OWEALW LNCATICOSTID TRAMIACTIONS =
- REFEREMCES
720013
P
Lol
M
151214
151214
151214
DEOAS

You can match the manually added bank transaction to an uncategorized transaction. To match:

ALL TRANSACTIONS

TYPE

Viangdor Payshan 2

Jourms

Customer Paymen

Opening Balia e

Thix: Pyl

Tax Pasyrmiant

Tiix Pyt

Tranader Fund

=0

STATUS

CEPOSITS

£5,000.00

$2.500.00

$334.00

WITHDRAWALS

$7.500.00

$4,000.00

$12.00

$1a.00

e Go to the Uncategorized Transactions tab of the respective bank account in the Banking module.
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e Select an uncategorized transaction.

e The best and possible matches are listed in the right pane which will contain the manually added transaction if
the amount and date are same.

e Click Match on the respective transaction.

Cabegorize Marually

Theng are no trangactions matching the selected criteria

Note: It is not possible to create a manual journal using a bank account and Accounts Payable or Accounts Receivable.

Also, you can create accounts on the go in certain modules. Say Bills.

e Go to the Bills module and click on the +New button.
e Click on the Select Account drop down menu.
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[z] New Bi

Vendor Name Select a vendor

Bill#

Order Number

Bill Date 26 Aug 2016
Due Date 26 Aug 2016

ltem Rates Are Tax Exclusive

tem Details

Type or click to select an item.

-+ Add another line

m Cancel

ltem Details

Type or click to select an item.

-+ Add another line

Payment Terms

Account Quantity
Select Account ~ 1.00
Sub Total
Account Quantity
Select Account ~ 1.00

Other Current Asset
Advance Tax
Employee Advance

Fixed Asset
Furniture and Equipment

Other Current Liability
ATO

Employee Reimbursements

+ New Account

e Click on + New Account and a pop-up page is displayed.

Due on Receipt

Rate Tax

0.00 Select a Tax v

Rate Tax

0.00 Select a Tax

Amount

000 =)

0.00

®
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@ Page Tips X

Amount

0.00

0.00

0.00
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New Account

Account Type Expensze -
Account Mams Eztimate
#ccount Cods Enter name

Description:

fAdd to the watch Est on my dashboard

e Select the appropriate Account Type and give an Account Name.
e Choose a suitable Parent Account and fill in the other details.

e Hit Save button.

In the same way, you can create sub-accounts in the modules such as Settings, Items, Credit

Notes, Expenses, Recurring Expenses, Purchase Orders, Bills, Recurring Bills and Vendor Credits.

Accountant Chart of Accounts

Chart of Accounts

Manual Joumals View By | Al Acsounts - Q Search

Mo T Account Name Account Code Account Type Account Category Action
1 Other Azzat Azzat Delete

Other Currant Asset Azzat Delete

Other Currant Asset Azzat Delete
4 Cash Azzat Delete
8 Cash Assat Delet
6 Agcounts Recsivable Assat Delet

Fixad Asset Assat Delet
] Opening Balan Other Current Liabikity Liability Delete
] Employes Reimbursements Other Current Liability Liability Delets
10 Other Current Liability Liability Delete
11 Other Current Liability Liability Delete
12 Accounts Payshle Liakility Delete
13 Tag Adjustments Other Liakility Liability Delete
14 Drawings Equity Equity Delete
15 Retained Eamings Equity Equity Delete
16 Opening Balan Equity Equity Delete
17 Owner's Equity Equity Equity Delete
18 Sales Incame Income Delete
19 General Income Incame Income Delete
20 Other Charges Incame Income Delete
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Note: You can create a sub-account under a sub-account but this is limited to only two levels of sub-accounts. However,

you can create multiple sub-accounts under a parent account.

Currently, you can create sub-accounts under all the following Account Types,

e  Other Asset
e Other Current Asset

e Cash
o Fixed Asset
e Stock

e  Other Current Liability
e Long Term Liability
e Other Liability

e Equity

e Income

e  Other Income
o Expense

e Cost of Goods Sold
e  Other Expense

WTM Account Books allows you to view the reports either in Collapsed view or expanded view, Collapsed view

displays the parent accounts while the expanded view displays a drill down report along with the sub-accounts.
e To view the effect of Accounts in the Profit and Loss Report, navigate to Reports > Business Overview >
Profit and Loss.
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Account

Sa

Other Charges
Shipping Charge
Discount

Total Operating Income

Cost of Goods Sold

Total Cost of Goods Sold

Total Operating Expense

WTM IT Limited

Profit and Loss

Graoss Profit

Cperating Profit

Met ProfitLoss

WIM'

Software « IT

1947000.0
1947000.0

-2258410.0

0.o

-2258410.0
-2258410.0

e You can view the effect of Sub-Accounts in the Cash Flow Statement by navigating to Reports > Business

Overview > Cash Flow Statement.
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Beginning Cash Balance

A Cash Flow from Operating Activities

Uneamsd Revenus
nvenory Asset

Accounts Receivable

ax Payable

Met cash provided by Operating Activities

B. Cash Flow from Investing Activities

Met cash provided by Investing Activities

C. Cash Flow from Financing Activities

Met cash provided by Financing Activities

Met Change in cash (&) + (B) + (C)

Ending Cash Balance

Cash Flow Statement

WIM'

Software « IT

Total

0.0
-2258410.0
-214170.0
-52000.0
378000.0
-141500.0

124332 19230000225

-312882.2

I7E000.0

0.0

-0.0

ATE000.0

-3TE000.0

To view the effect of Sub-Accounts in the Balance Sheet, navigate to Reports > Business Overview > Balance

Sheet.
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Ass

Bank

WTM IT Lirnited

Accounts Receivable
Accounts Receivable

Cash

Petty Cash

Stock

Inventory Asset

Other Current Azset

Sales to Customers (Cash)

Total Current Assets

Liakilites & Equities
Accounts Payable
Accounts Payabls
Cther Current Liability
Uneamed Revenus

Tax Payable

Total Current Liabilities
Equities
Current Year Earnings

Total Equities

WTM IT Limited

Balance Sheet

TOTAL ASSETS

TOTAL LIABILITIES & EQUITIES

WTM

Software « IT

Total

-2272820.0

-124332.19200000205

£12810.0

141500.0

52000.0
-1784742.2
-1754742.2

Total

214170.0

-35017.79920000290
145152.193385333335

-2252410.0
-2238410.0
-2109257.8

e The changes reflected by sub-accounts in the General Ledger can be viewed by navigating to Reports >

Accountant > General Ledger.
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Excel CSV PDF  Print
Account
Aczounts Payable
Accounts Recenvatble
Cost of Goods Sold
Discount
Inventory Asset
Cither Charges
Petty Cash
Sales
Sales to Customers (Cash)
Shipping Charge
Tax Payable
Unzarned Revenus
WTM IT Limited ( ICICO000)

maourt ks displayad In your basa currency IR

Debit
3150600
564125
2404000
1000
147000

TBRS1D
185090

5E000

4517082

WTM IT Lirnited
General Ledger

Credit

3TEE0D
405200

150
135728
702518

2410000

WM
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Balance
214170
(12433Z2.10099220005)
1847000
1000
141500
(50.0)
412910
(312210.0)
58000
(150.0)
312882.2

(3730

(2272820.0)

e To view the effect of sub-accounts in the Trial Balance Report, navigate to Reports > Accountant > Trial

Balance.

Trial Balance

Excel CSW PDF  Print
Account
Asset
Accounts Recevablz
Inventory Asset

Petty Cash

Sales to Customers [Cas
WTM IT Limited { ICICO000 )
Expense

Cost of Goods Sold

Income

Discount

Other Charges

Sales

Shipping Charge

Liability

Accounts Payable

Tax Fayable

Un=arned Revenus

“-Amount Is dieplayad In your base currancy [[TEY

WTM IT Limited

Trial Balance

Dehit

564128

147000

TEE510

EE000

137180

2404000

3150800

451708.2

324518

Credit

5500
376600

2410000

547000

50

408200

150

2036430

138728

702518

= Export As =
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Chart of Accounts

The Chart of Accounts in WTM Account Books consists of a wide range of accounts that are generally used with any
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type of business. The accounts are classified into different types such as Income, Expense, Equity, Liability & Assets. If

you are not sure about customizing accounts for your business or on different business scenarios, please take the help of

your accountant or bookkeeper.

Income

e Income
e  Other Income

Expense

e Expense
e Cost of Goods Sold
e  Other Expense

Equity

e Equity

Liability

e  Other Current Liability

e Credit Card
e Long Term Liability
e  Other Liability

Assets

e Other Asset
e  Other Current Asset
e Cash

e Bank
e Fixed Deposit
e Stock
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Accountant

Chart of Azcounts

Manusl Journals

Chart of Accounts
\fiew By All Azcounts -
MNo I Account Name
1 Advance Tax
2 Sales to Customers (Cash)
3 Employes Advance
4 Undeposited Funds
g Peity Cash
B Accounts Rer

8 Opening Balance Adjusiments
g Employes Reimbursements
10 Tax Payable

1 Uneamead Revenus

12 Accounts Payable

13 Tapg Adjustments

14 Drrawings

15 Retained Eamings

18 COpening Balance Offset

17 Cwner's Equity

Account Code

WIM'

Software « IT

Account Type

Other Asset

Other Current Azset
Cither Current Azset
Cash

Cash

Accounts Receivable
Foued Aszet

Other Current Liabikty
Oither Current Liabikty
Oither Current Liabikty
Oither Current Liabikity
Accounts Payable
Oither Liability

Equity

Equity

Equity

Equity

Any extra account that you add from the other modules, i.e., adding an account in the banking module, adding an

inventory account, creating a new purchase account in the inventory module, will be reflected in the chart of accounts.
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Creating a New Account
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To create a new account in the chart of accounts, navigate to Accountant > Chart of Accounts and select +New

Account.

Accountant

Chart of Accounts

Manual Journals

New Account

fccount Code

Description:

Cancsl

B
L

Chart of Accounts

View By © | All Accounts =

No T AccountName Account Code
1 Advance Tax

2 Sales to Customers (Cash)

3 Employee Advance

4 Undeposited Funds

5 Petty Cash

] Accounts Receivable

Select Account

Add to the watch Bst cn my dashboand

adrmin

Adtuunt Type
Other Asset

Other Current Asset
Other Current Asset
Cash

Cash

Accounts Receivable

Account Category
Asset
Asset
Asset
Asset
Asset

Asset

Action
Delete
Delete
Delete
Delete
Delete

Delete
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Chapter No. 10

REPORTS & CUSTOM REPORT
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For a business owner, nothing is more than, knowing your growth and translating them into facts & figures. Hence, to

ensure this, WTM Account Books provides systematic reports, that can help you in keeping track of your business, your

products and your contacts.

Reports
fa Business Overview
» Profit and Loss
» Cazh Flow Statement

» Balance Sheet

» Sales by Customner
» Sales by ltem

» Sales by Sales Person

&' Payables

» viender Balances
» Aging Summary
» Aging Details

» Bills Details

» Paymentz Made
» Refund History

» Purchase Order Details

» Purchase Orders by “Wendor

S Accountant
> Account Transactions
» General Ledger

» Journal Report

» Trial Balance

G} Receivables

» Customer Balances

» Aging Summary

¥ Aging Details

» Invoice Details

> Retainer Invoice Detailz

» Estimate Detailz

& Purchases and
Expenses

» Purchases by ltem
» Expense Details
» Expenzes by Category

» Expenses by Customer

[ Inventory

> Inventory Summsary

» Inventory Valuation Summary
» Inventory Valuation Details

» FIFO Cost Lot Tracking

> Warehouse Details

= Payments Received
» Payments Received

> Time to Get Paid

» Credit Mote Details

> Refund History

¥ Taxes

» Tax Summary
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Dashboard

e Overview of dashboard sections
e Things to remember

General Report Management

Running a report - general procedure
Printing Reports

Exporting Reports

Viewing Reports in Full Screen

Business Overview

e Profit and Loss
e Cash Flow Statement
« Balance Sheet

Accountant
e Account Transactions
e  General Ledger
e Journal Report
o Trial Balance
Inventory
e Inventory Summary
e Inventory Valuation Summary
e Inventory Valuation Details
e FIFO Cost Lot Tracking
e Warehouse Details
Sales

e Sales by Customer
e Sales by Item
e Sales by Sales Person

Receivables

Customer Balances
Aging Summary

Aging Details

Invoice Details
Retainer Invoice Details
Estimate Details

&
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http://account.wtmit.com/report/profitAndLoss
http://account.wtmit.com/report/cashFlowStatement
http://account.wtmit.com/report/balanceSheet
http://account.wtmit.com/report/accountTxn
http://account.wtmit.com/report/generalLedger
http://account.wtmit.com/report/journal
http://account.wtmit.com/report/trialBalance
http://account.wtmit.com/report/inventorySummary
http://account.wtmit.com/report/inventoryValuationSummary
http://account.wtmit.com/report/inventoryValuationDetail
http://account.wtmit.com/report/fifoCostLotTracking
http://account.wtmit.com/report/warehouseInventorySummary
http://account.wtmit.com/report/warehouseInventorySummary
http://account.wtmit.com/report/salesByCustomer
http://account.wtmit.com/report/salesByItem
http://account.wtmit.com/report/salesBySalesPerson
http://account.wtmit.com/report/customerBalance
http://account.wtmit.com/report/invoiceAgingSummary
http://account.wtmit.com/report/home#/reports/invoiceaging/details
http://account.wtmit.com/report/invoiceDetail
http://account.wtmit.com/report/home#/reports/retinvdetails
http://account.wtmit.com/report/quoteDetail
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Payments Received

Payments Received
Time to Get Paid
Credit Note Details
Refund History

Payables

Vendor Balances

Aging Summary

Aging Details

Bills Details

Payments Made

Refund History

Purchase Order Details
Purchase Orders by Vendor

Purchases and Expenses

e  Purchases by Item

o Expense Details

o Expenses by Category

e  Expenses by Customer
Taxes

e Tax Summary
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http://account.wtmit.com/report/paymentReceived
http://account.wtmit.com/report/timeToPay
http://account.wtmit.com/report/creditNoteDetail
http://account.wtmit.com/report/refundHistory
http://account.wtmit.com/report/refundHistory
http://account.wtmit.com/report/vendorBalance
http://account.wtmit.com/report/billAgingSummary
http://account.wtmit.com/report/home#/reports/billsagingdetails
http://account.wtmit.com/report/billDetail
http://account.wtmit.com/report/paymentMade
http://account.wtmit.com/report/vendorRefundHistory
http://account.wtmit.com/report/purchaseOrderDetail
http://account.wtmit.com/report/purchaseOrderByVendor
http://account.wtmit.com/report/purchaseByItem
http://account.wtmit.com/report/expenseDetail
http://account.wtmit.com/report/expenseByCategory
http://account.wtmit.com/report/expenseByCustomer
http://account.wtmit.com/report/taxSummary

Fields

Account Name

Account Type

Description

Description

Enter the name of the account you would like to create for your organization.

Select the type of account under which you would like to classify your new account.

: Other Asset j

Assets
Other Asset

Other Current Asset
Cash
Bank
Fixed Asset
Stock
Liability
Other Current Liability
Credit Card
Long Term Liability
Other Liability
Equity
Equity
Income
Income
Other Income
Expense
Expense
Cost of Goods Sold

Enter a description about the account for handling any future references.

&
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Check on the Add to the watch list on my dashboard box to have the account and its related transactions in your

dashboard for quick reference. All the new accounts that are created here will be reflected in the respective modules.

Dashboard

Get the complete overview of your organization at a glance with our smart dashboard, that gives you the

synopsis of your items, sales and purchases.

Guide Layout:

e Overview of dashboard sections
e Things to remember
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Overview of dashboard sections

The dashboard is divided into 6 sections:

e Sales Activity - this section displays the number of items that need packaging, shipping, delivery and invoicing.

e Inventory Summary - this section displays the total quantity of items you have on hand and the total quantity of
ordered items that are yet to reach your warehouse.

e Product Details - this section lets you know the number of items that are below their reorder points(Low Stock
items), total number of item groups and the total number of items in your inventory. This section will also let
you know the percentage of active items on your inventory and 7 top selling items by volume (top selling items
alone can be viewed for a time period of your choice).

e Purchase Order - this section with tell you the total quantity of items ordered from vendors and their value.

e Sales Orders - this section will list the number of sales orders from direct sales and each of your e-commerce
channels for a time period of your choice.

e Sales Order Summary graph - this section will display a graph that displays the value of sales across different

channels for a time period of your choice.

Dashboard
Total Receivables @ Total Payables @
Total Recaivables INR L b R
INRO.OO INRE0330 INRO INRO
Cash Flow @ This Fiscal Year =
0 - . - _ _ _ _ _ o _ _ _ ncoming
INR376690 +
-500,000 Outanin
) INR2678600 -
-1,000,000 -
Cash as on date
-1,500,000 | INR-1801910 =
L
-2,000,000 .

Apr May Jun Jul Bug Sep Oct Nov Dec Jan Feb Mar
2018 2018 2018 2018 2018 2018 2018 018 2018 201% 2019 2019
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Note: The numeric data available under the first 3 sections of the dashboard are actually linked to their respective

modules. For example, when you click on the number displayed against Low Stock Items under Product Details, the

system will redirect you to the items module containing only a list of your low stock items.

Managing Reports
Guide Layout:

Running a report - general procedure
Printing Reports

Exporting Reports

Viewing Reports in WTM Sheet
Viewing Reports in Full Screen

Running a report - general procedure

Log in to WTM Account Books.

Navigate to the Reports module

Select your preferred report.

Click on Customize Report at the top of the report.

Specify a date range and click on the Run Report button.

Doing this will generate that report for the time period of your choice.

Note: Certain reports have additional fields which need to be configured before running a report.

Printing Reports

Log in to WTM Account Books.

Navigate to the Reports module.

Select your preferred report.

Specify a date range and click on the Run Report button.

Any report can be printed by clicking on the Print button available on the top header.

Clicking on the Print button will take you to a standard printer interface from which you can proceed.

Exporting Reports

Import Note: You can export reports in three formats - PDF, CSV and XLS.
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To do so:
e Navigate to the Reports module.
e Select the preferred report.
e Click on the Export as button on the top-right corner.
e Choose the desired format from the drop-down.
e Doing so will export the report to your default download folder in the desired format.

Viewing Reports in Full Screen

To do so:

Navigate to the Reports module.

Select the preferred report.

Click on the Export as button on the top-right corner.

Click on the Full Screen button from the top-right corner.

Your report can now be viewed in all its glory across the entirety of your screen.

Inventory Reports

Guide Layout:

e Overview

e Product Sales Report

e Product Purchase Report

e Inventory Details

e Inventory Valuation Summary
e FIFO Cost Lot Tracking

Overview
e Inventory reports are reports exclusively generated for the inventory tracked items in your organization.
e  Currently we support four different inventory reports - Product Sales Report, Product Purchase Report,
Inventory Details and FIFO Cost Lot Tracking report.
e They can be accessed from the Reports module under the Inventory section.

265




&

WIM

Software » IT

e They can also be accessed from within other reports by clicking on the name of that report and selecting the
preferred inventory report from the drop-down.

Product Sales Report

To generate a product sales report,

e Loginto WTM Account Books.

e Navigate to the Reports module.

e Select the Product Sales Report under the Inventory section of the Reports page.

e Select a Date Range for your report. It can be a standard date range from the previous year or the current year
and it can also be a custom date range.

e On selecting a standard choice, the From and To date fields, will be /into magically derived.

e In case of a custom date range, you can manually change the From and To date fields.

e Once you ready, click on the Run Report button to generate the product sales report for that period.

Note: The price amounts will be displayed in your base currency.

Product Purchase Report

To generate a product purchase report,

e Loginto WTM Account Books.

e Navigate to the Reports module.

e Select the Product Purchase Report under the Inventory section of the Reports page.

e Select a Date Range for your report. It can be a standard date range from the previous year or the current year
and it can also be a custom date range.

e On selecting a standard choice, the From and To date fields, will be automatically derived.

e In case of a custom date range, you can manually change the From and To date fields.

e Once you ready, click on the Run Report button to generate the product purchase report for that period.

Note: The price amounts will be displayed in your base currency.

Inventory Details
To generate an inventory details report,

e Loginto WTM Account Books.
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Navigate to the Reports module.

Select the Inventory Details under the Inventory section of the Reports page.

Select your preferred Mode of Stock Tracking for this report.

Select a Date Range for your report.

In case of a custom date, you can manually select the date for the report. The report will display the Inventory
Details from the date inventory was started to the date specified by the user.

Once you ready, click on the Run Report button to generate the inventory details report for that period.

This report also has a parameter called the Mode of Stock Tracking. You can run this report based on your
preferred mode of tracking the stock coming and going out. We have two modes of stock tracking for which this

report can be generated:

o Physical mode of stock tracking - based on receives (stock in) and shipments (stock out).

o Transactional mode of stock tracking - based on bills (stock in) and sent invoices (stock out).
Additional Note: You can configure your mode of stock tracking from General Preferences under Settings.
Some Additional Information about the report fields:

o Quantity Ordered: This quantity will be calculated based on the number of Issued purchase orders

currently available for an item.

o Quantity In: This quantity is calculated based on the No. of vendor Bills raised/purchase Receives

recorded by you.

o Quantity Out: This quantity is calculated based on the No. of Invoices sent/Shipment Orders generated

for customers by you.

o Quantity Available: This quantity is calculated based on the mode of stock tracking chosen.

Inventory Valuation Summary
To generate an Inventory Valuation Summary report,

Log in to WTM Account Books

Navigate to the Reports module.

Select the Inventory Valuation Summary report under the Inventory section of the Reports page.

You can generate this report either for all the items or for a specific item chosen by you in the Items field.

You can select the Date Range for your report by clicking on the Customize Report button.

Once you’re ready, click on the Run Report button to generate the Inventory Valuation Summary report for that
period.

The Inventory Valuation Summary report contains the following data fields - ITEM NAME, QUANTITY
AVAILABLE, and INVENTORY ASSET VALUE.

The report data can be sorted as per any of these fields.

Some Additional Information about the report fields:
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o Quantity Available: The physical quantity of the product available in your warehouse.

o Inventory Asset Value: The asset value of the stock which is available for the product.

FIFO Cost Lot Tracking

To generate a FIFO cost lot tracking report,

Log in to WTM Account Books.
Navigate to the Reports module.

Select the FIFO Cost Lot Tracking under the Inventory section of the Reports page.
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You can generate this report either for all the items or for a specific item chosen by you in the Items field.

Select your preferred Mode of Stock Tracking for this report.

Select a Date Range for your report. It can be a standard date range from the previous year or the current year

and it can also be a custom date range.

On selecting a standard choice, the from and to date fields, will be automatically derived.

In case of a custom date range, you can manually change the From and To date fields.

Once you ready, click on the Run Report button to generate the FIFO cost lot tracking report for that period.

Note: The price amounts will be displayed in your base currency.

FIFO Cost Lot Tracking

Item Mame

Date

27/03/2018

27/03/2018

27/03/2018

29/03/2018

30/03/2018

30/03/2018

From

Transaction Details

Opening Balance

Opening Balance

Bill # 002

Opening Balance

Bill # 120

Opening Balance

Product In

Received From

Sujay Rawat

Sujay Rawat

To
WTM IT Limited
FIFO Cost Lot Tracking
Item Name Quantity
Date

Laptep 10

= 27/03/2018
D 10

F 27/03/2018
Laptop

F 27/03/2018
WTM Account book 500

Fiscs 29032018
Laptop

F 29/03/2013
Desktop 10

Piece 30032013

Transaction
Details

Invoice # INV-00I

nvoice # INV-0

nvoice # INV-00!

i}

nvoice # INV-0000

004

nvoice # INV-00005

nvoice # INV-0D005

0007

10

Product Out

Disperzed To

Sunil

Sunil

Sunil

Walkin Customer

M ‘ikrant

WTMIT

=

Item Name

Laptop

Laptop

Laptep

Export 45 -

Qty Dispersed

-1

WTM Account book | -1
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e The report fields are divided into two sections - PRODUCT IN and PRODUCT OUT.

e The PRODUCT IN section includes - DATE, TRANSACTIONS, RECEIVED FROM, ITEM NAME,
QUANTITY and TOTAL.

e The PRODUCT OUT section includes - DATE, TRANSACTIONS, DISPERSED TO and QTY
DISPERSED.

e The report data can be sorted as per any of these fields.

e You can run this report for all your items or a specific item of your choice.

e This report will match the items going out against the items coming in as per the first in first out principle.

Sales Reports

Summary:

Access reports associated with the sales that you have recorded and managed in WTM Account Books. Analyze your

sales orders, invoices, customers and payments to plan your sales strategies ahead.

Overview:

e Overview

e Payments Received
e Sales by Customer
e Sales by Item

e Customer Balance

Overview

T

e Sales reports are reports exclusively generated for sales transactions and the items that have sales information in

your organization.

e Currently we support seven different sales reports - Sales Order History, Invoice History, Payments Received,

Packing History, Sales by Customer, Sales by Item and Customer Balance report.
e They can be accessed from the Reports module under the Sales section.
e They can also be accessed from within other reports by clicking on the name of that report and selecting

preferred sales report from the drop-down.

the
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Payments Received

To generate payments received report,
e Loginto WTM Account Books.
e Navigate to the Reports module.
e Select the Payments Received report under the Sales section of the Reports page.

e Select a Date Range for your report. It can be a standard date range from the previous year or the current year
and it can also be a custom date range.

e On selecting a standard choice, the from and to date fields, will be automatically derived.

¢ Incase of a custom date range, you can manually change the from and to date fields.

e Once you ready, click on the Run Report button to generate the payments received report for that period.

Payments Received & | Bpotas~

Customer Name From To

Run Report

W [T Limited
Payments Received

Excel CSY PDF  Print
No 1 Payment# Date Reference Number Customer Name Payment Method Invoice# Amount Unused Amount
1 24 17/04/2018 Sunil Cash [IN'-D0DD50] 1180
23 17/04/2018 Mir. \ikrant Cash [IN'-D0D047] 5000
Ramesh Bhai Cash [IN-DOD040] 22800

Ramesh Bhai Cash [IN-DOD040] 4200

e The payments received report includes the following data fields - PAYMENT#, DATE, REFERENCE#,
CUSTOMER NAME, PAYMENT METHOD, NOTES, INVOICE AMOUNT and UNUSED AMOUNT.

e The report data can be sorted as per any of these fields.

e This report displays all the available invoice payment receipts, their related details and their payment modes for
a chosen time frame.

e Clicking on a CUSTOMER NAME of an entry will redirect to the overview page of that contact.

Sales by Customer

To generate a sales by customer report,
e Loginto WTM Account Books.
¢ Navigate to the Reports module.
e Select the Sales by Customer report under the Sales section of the Reports page.
e Select a Date Range for your report. It can be a standard date range from the previous year or the current year
and it can also be a custom date range.
e On selecting a standard choice, the From and To date fields, will be automatically derived.

e In case of a custom date range, you can manually change the From and To date fields.
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e Once you ready, click on the Run Report button to generate the sales by customer report for that period.

e From this report, you can further generate drilled down sales reports for each customer. For more information,

please refer to the report takeaways section.

Note: The price amounts will be displayed in your base currency.

WTM IT Limited
Sales by Customer

Excel Csv FOF Print
No " Customer name Invoice Count
1 Ramesh Bhai ]
MGM Campus Food 1
3 Rajesh IT Soluticns 1
4 JACK RAJPUT 1
WTM IT =
Mr. Vikrant 2
7 Walkin Customer 4
3 Suni 3
Show | 25 v | entries

e The report data can be sorted as per any of these fields.

Sales

20500
40000
54000
50000
30270
11000
38000
20000

Sales With Tax

874970

40000

1540

59000

351876

11000

41040

34400

e This report displays all the customers to whom you sold your products and their associated details for a chosen

time frame.

e Clicking on a CUSTOMER NAME of an entry will redirect to the overview page of that contact.

e Clicking on any of the parameters like the INVOICE COUNT, SALES or the SALES WITH TAX will

redirect you to a drill down sales report dedicated to this customer.

o This drill down sales report will display the list of all invoices for this customer.

o This report has the following fields - STATUS (of the invoice), DATE, NUMBER(invoice number),

SALES, SALES WITH TAX and BALANCE DUE.

o You will be able to export or print this drill down sales report for a specific customer.

Sales by Item

To generate a sales by item report,

e Loginto WTM Account Books.
¢ Navigate to the Reports module.

e Select the Sales by Item report under the Sales section of the Reports page.

e Select a Date Range for your report. It can be a standard date range from the previous year or the current

year and it can also be a custom date range.
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On selecting a standard choice, the From and To date fields, will be automatically derived.

In case of a custom date range, you can manually change the From and To date fields.

Once you ready, click on the Run Report button to generate the sales by item report for that period.

From this report, you can further generate drilled down sales reports for each item. For more information, please
refer to the report takeaways section.

Note: The price amounts will be displayed in your base currency.

Takeaways

Excel

The sales by item report includes the following data fields - ITEM NAME, QUANTITY

SOLD, AMOUNT and AVERAGE PRICE.

The report data can be sorted as per any of these fields.

You will be able to obtain sales statistics for all your inventory tracked as well as your non inventory items from
this report.

All the parameters inside this report are linked to their associated data.

WTM IT Limited

Sales By ltem

FDF Print
Item name Quantity Sold Amount Average Price
Laptop ] 200000 25571 428571
D 1 20000 20000
WTM Account book T 84000 16000
Deskiop 4 60000 20000
Filter 2 16000 8000
Gas 1 700 700
Deskiop Machine 1 200000 200000
Colour 142 863500 8611111111

Lock T 7000 2333.333333

v enfries

Clicking on the name of an item will take you to the overview page of that item.

Clicking on any other parameter such as - quantity sold, amount or average price will take you to a sales report
page dedicated for that item.

You will be able to export or print the drill-down sales report for that item.
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Customer Balance

To access the customer balance report,

Log in to WTM Account Books.

Navigate to the Reports module.

Select the Sales by Item report under the Sales section of the Reports page.

This is an auto generated report.(It is automatically generated till date)

It gets updated with every customer associated transaction.

From this report, you can further generate drilled down customer balance reports for each customer. For

more information, please refer to the report takeaways section.

Note: The price amounts will be displayed in their respective foreign currency.

Excel

V| 25

WTM IT Limited
Customer Balance

FDF  Print
Customer name Invoice Total Invoice Balance Balance
Ramesh Bhai 87970 51200 51200
MGM Campus Food 40000
Rajesh IT Solutions £1540
JACK RAJPUT 59000
WTM IT 351876 12000 12000
Mr. Vikrant 11000
Walkln Customer 41040 2000 2000
Suni 54400 1180 1180

v | entries

The customer-balance report includes the following data fields - CUSTOMER NAME, INVOICE
BALANCE, INVOICE TOTAL and BALANCE.
The report data can be sorted as per any of these fields.
This report displays all the customers owe you money.
Clicking on a CUSTOMER NAME of an entry will redirect to the overview page of that contact.
Clicking on any of the parameters like the INVOICE BALANCE, BALANCE will redirect you to a dedicated
drill down balance report for this customer.
o This drill down balance report will display the list of all sent & overdue invoices for this customer.
o This report has the following fields - DATE, TRANSACTION#, TRANSACTION TYPE, STATUS,
AMOUNT and BALANCE.

o You will be able to export or print this drill down balance report for a specific customer.
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Purchase and Expenses

Reports

Summary:

Access reports associated with the purchases that you have recorded and managed in WTM Account Books. Analyze

your purchase orders, bills, receivables and vendors to plan your restocking workflows efficiently.
Overview:

Overview

e Purchases by Item

e  Expense Details

e  Expenses by Category
e  Expenses by Customer

Overview

e Purchase reports are reports exclusively generated for purchase transactions and the items that have purchase
information in your organization.

e  Currently we support six different sales reports - Purchase Order History, Receive History, Purchase by Vendor,
Purchase by Item, Bill Details and Payments Made report.

e They can be accessed from the Reports module under the Purchases section.

e They can also be accessed from within other reports by clicking on the name of that report and selecting the
preferred purchase report from the drop-down.

WTM IT Limited
Purchase Order Details

Excel CsV FDF Print

No T Status Date Deliver Date P.O# Vendor Name Amount
1 17/04/2018 16/04/2018 2 IT Sal 45430
09/04/2018 16/04/2018 1 Kohinur Dyes 14160

Show | 25 ¥ | entries

Purchases by Item

To generate a purchases by item report,

e Loginto WTM Account Books.
e Navigate to the Reports module.
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e Select the Purchases by Item report under the Purchases section of the Reports page.

e Select a Date Range for your report. It can be a standard date range from the previous year or the current year
and it can also be a custom date range.

e On selecting a standard choice, the From and To date fields, will be automatically derived.

e In case of a custom date range, you can manually change the From and To date fields.

e Once you ready, click on the Run Report button to generate the purchases by item report for that period.

Note: The price amounts will be displayed in your base currency.

WTM IT Limited
Purchase By ltem

Excel CSV  PDF Print
No " Item name Quantity Purchased Amount Average Price
1 Filter 11 25200 25200
Deskiop 1 12000 12000

Show | 25 v | enfries

e The purchases by item report includes the following data fields - ITEM NAME, QUANTITY
PURCHASED, AMOUNT and AVERAGE PRICE.

e The report data can be sorted as per any of these fields.

e You will be able to obtain purchase statistics for all your inventory tracked as well as your non inventory items

from this report.

All the parameters inside this report are linked to their associated data.

WTM IT Limited
Purchase By ltem

Excel CSV  PDF Print
No " Item name Quantity Purchased Amount Average Price
1 Filter 11 25200 25200
Deskiop 1 12000 12000

Show | 25 v | enfries

e Clicking on the name of an item will take you to the overview page of that item.
e Clicking on any other parameter such as - quantity purchased, amount or average price will take you to a

purchase report page dedicated for that item.

e You will be able to export or print the report for that item.
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Expense Details

To generate an EXPENSE details report,

Log in to WTM Account Books.

Navigate to the Reports module.

Select the expense Details report under the Purchases section of the Reports page.

Select a Date Range for your report. It can be a standard date range from the previous year or the current year
and it can also be a custom date range.

On selecting a standard choice, the From and To date fields, will be automatically derived.

In case of a custom date range, you can manually change the From and To date fields.

Once you ready, click on the Run Report button to generate the bill details report for that period.

Note: The price amounts will be displayed in your base currency.

Expense Details S | Exporthse

Category Mame From To

Run Report

WTM IT Limited
Expense Details

Date Reference# Customer Name Vendor Name Category Amount

Mr. Vikrant Kohinur Dyes Sales to Customers (Cash) 8000

Mr. ikrant Kohinur Dyes Sales to Customers (Cash) 50000

The expense details report includes the following data fields — NO, DATE, REFERENCE#, CUSTOMER
NAME, VENDOR NAME, CATEGORY, AMOUNT.

The report data can be sorted as per any of these fields.

This report displays a list of all the available EXPENSES, their details and their real time statuses for a specific

time frame.

Expenses by Category

To generate Expenses by Category report,

Log in to WTM Account Books.

Navigate to the Reports module.

Select the Expenses by Category report under the Purchases section of the Reports page.

Select a Date Range for your report. It can be a standard date range from the previous year or the current year

and it can also be a custom date range.
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e On selecting a standard choice, the From and To date fields, will be automatically derived.
e In case of a custom date range, you can manually change the From and To date fields.

e Once you ready, click on the Run Report button to generate the payments made report for that period.

Expense by Category

Category Mams From To
- Run Report
WTH IT Limited
Expense By Category
Excel CS5V  PDF Print
No T Category name Amount
1 Sales to Customers (Cash) 58000

&000

Show| 28 ¥ | entrieg

e The Expenses by Category report includes the following data fields — NO, CATEGORY NAME & AMOUNT

e The report data can be sorted as per any of these fields.

e This report displays a list of records bearing the Expenses by Category you have made to your vendors for a
chosen time frame.

e Clicking on a VENDOR of an entry will redirect to the overview page of that contact.

Vendor Balance
To generate a Vendor Balance report,

e Loginto WTM Account Books.

e Navigate to the Reports module.

e Select the Vendor Balance report under the Purchases section of the Reports page.

e This is an auto generated report.(lIt is automatically generated till date)

e It gets updated with every customer associated transaction.

e From this report, you can further generate drilled down vendor balance reports for each customer. For more

information, please refer to the report takeaways section.
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‘vendor Mame From To

Excel  CSV

No

Run Report

WM IT Limited
‘Vendor Balance

PODF Print
" Vendor name Bill Total Bill Balance
Meheta 212400
Kohinur Dyes 128620 14160
IT Sol 2665030

Sujay Rawat 47200

WIM
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Balance

The vendor balance report contains the following data fields - VENDOR NAME, BILL TOTAL, BILL

BALANCE & BALANCE

The report data can be sorted as per any of this fields.

This report displays a list of vendors and the balance amount to be paid to them.
Clicking on a VENDOR will redirect to the overview page of that contact.

Clicking on BALANCE will redirect to the Vendor Balance Details report which contains the details of the

Bills.
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CUSTOM REPORT

You can create multiple reports as per your requirements.

e Steps: Go to report and then click on Custom Report button.

Reports

GST

Excel CSV  PDF Print
DUE DATE

03/27/2018

04/17/2018

Show 25 B entries

NEW CUSTOM REPORT: Create new custom report.

T INVOICE NUMBER

INV-00005

INV-000011
INV-000032
INV-000042
INV-000042
INV-000045
INV-000047

INV-000056

WTM IT Limited

TOTAL
53100
64900
40000
4000
4000
4000
5000
1180

&
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A O

+ Cusiom Reporis

TOTAL TAX
8100
9900

0
0
0
0
0

180

Export As ~
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New Custom Report

Report Mame
Folder Select Folder
Module Customer
Related Module Quote
Retainer Invoice
Sales Order
Invoice
Customer Payment
Credit Mote
Define the criteria ( if any )
1 WHEN Active Customer IZ|
+ Add Criteria
Criteria Pattern: (1AND2)

Columns Preference:

AVAILABLE COLUMNS

Customer
Active Customer
Billing Address
Billing City
Billing Country
Billing Fax
Billing State
Billing Zip Code
Company Mame
Email
Enable Portal

Share this with:

@ Only Me

) Everyone

Cancel

|

»>

m

&

SELECTED COLUMMNS

Display Name

WIM'
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Chapter No. 11
DATA BACKUP

You can backup your data from here.

Backup Your Data

Export all your data such as Estimates, Invoices, Credit Notes etc. from WTM Account Books on fo a CSY
file. You will receive a link to download your data a few minutes after you click on Backup Your Data.

Backup Your Data

Backup Your Data

@ You have already backed up your data. Once done, you can not backup for next 1 days.
Kindly try again after 20/04/2018.

Backup History

Backup Time User Name File Type Export Status Download Link

20/04/2018 Suman Rajbhar csv COMPLETED Download -
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THANK YOU

For more information, visit our website.

www.wtmit.com/account
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