ADDITIONAL NOTES FOR WORKSHOP MANUAL

INCOME FROM OTHER SOURCES

If you receive money from rental property, refunds from suppliers or apprenticeship rebates, use the following method to enter the money into Workshop Manager

Create a customer and vehicle called "other income", or whatever the money is for.

Create a ledger code called "other income" eg. 1100 or whatever the money is for.

In customers - do either a debit journal or invoice for the amount of income allocating it to the General Ledger code for other income.

Enter the receipt against this journal/invoice.

The amount can then be banked through banking report and appears as other income in ledger.

ENTERING CREDITS WHEN NO OUTSTANDING ACCOUNT IN SUPPLIERS OR CUSTOMERS

At the moment (Version 5.1) there is no facility to put in an unallocated credit.  Therefore you must wait until an invoice (or invoices) have been entered before entering the credit against them.  Create a folder for this type of paper transaction.

CANCELLED CHEQUES IN SUPPLIERS

If you have a cheque paid to your supplier and it is cancelled (bounces), you need to do as follows;

To clear the cheque, enter the cheque again but in Other Payments.  Enter the details exactly as before but put the amount of the cheque as a -ve amount ie. "-100.00".  This will cancel the cheque amount from the General Ledger and Creditor reports.

To reverse the supplier transactions, you must enter a Debit Journal for the amount of the cheque.  This will then put your account back to its correct balance.  When you pay the supplier with your next cheque, you can then pay against this Debit Journal.

STOCK CONTROL AND GENERAL LEDGER - 2 METHODS

Workshop Manager posts stock turnover in the following way.

When parts are received from a supplier, the invoice is entered (Supplier data entry, Invoice) and individual parts are then entered as being received, with quantities received and any price adjustments being recorded.  The invoice is allocated to a ledger code, usually the stock on hand account (see below for alternatives).  Therefore when looking in the ledger, the stock on hand value (a debit amount) should increase by the cost of the parts entered.  As parts are sold, the cost at the time of the invoice, is recorded in the parts history file.  When a Post to GL is performed in Parts, the value of parts sold is credited from Stock on Hand and debited to Cost of Sales.  The specific ledger accounts are set up in Utilities - Company Setup.

Method 1 - Simple 1 stock on hand and 1 cost of sales.

Enter all supplier invoices into supplier maintenance, allocating the parts invoices to the stock on hand ledger code, and updating parts received.  When parts are sold, they will be automatically transferred to cost of sales in the ledger.

Method 2 - Multiple cost of sales accounts.

Enter all supplier invoices against the specific cost of sales accounts for each supplier/type of cost.  Update parts received on invoice.  When parts are sold, they will be automatically transferred to the default cost of sales account, but reducing the stock on hand account by the same amount.  Do 2 balancing journals in the ledger to zero the default cost of sales account and update the stock on hand account.

Refunds

Refunds are done in 2 ways

If it is a cash or cheque refund for the return of parts, treat the transaction as a supplier transaction, ie you are receiving parts and paying for them.  Set up a supplier called Customer Refunds and process an invoice and a remittance, making sure the part is added back into stock.

If it is a credit card/EFTPos transaction, do an invoice for the customer with a – (negative) quantity, eg if they return 1 filter enter the quantity as –1.  Then immediately receipt it with a – (negative) receipt.

It is important for the purposes of your banking that the transactions are processed differently.  In the first case, you are paying out money, therefor it is treated as a supplier, in the second in order to reconcile your banking and EFTPos transactions you simply reverse the invoice previously processed.

Note that if you are using the Point of Sale module then there is a separate option to do cash refunds.

