
FROM THE DASHBOARD, CLICK NEW SALES INVOICE 

INPUT CONTACT NUMBER (+ TYPE TO CREATE CONTACT) 

 

 

SAVE CONTACT DETAILS 



 

 

THEN INPUT OTHER INFORMATION (ISSUE DATE, DUE DATE) 

INPUT ITEMS (+ CREATE NEW ITEM) 



 

 



 

 

THEN CLICK APPROVE 



 

 

CREATE ANOTHER INVOICE 

 





 

 

 

 

 



FROM THE PURCHASES, SELECT SUPPLIERS THEN CLICK (NEW CONTACT) 

INPUT INFORMATION 

 

 

THEN CLICK SAVE 

 

 

 

 



FROM THE DASHBOARD, CLICK NEW BILL 

INPUT CONTACT NUMBER (+ TYPE TO CREATE CONTACT) 

 

 

 

THEN INPUT OTHER INFORMATION (DATE, DUE DATE) 

INPUT ITEMS (+ CREATE NEW ITEM) 



 

THEN CLICK APPROVE 

 



 

 

CREATE ANOTHER BILL 



 

 



FROM THE DASHBOARD, CLICK ACCOUNTING AND BANK RECONCILIATION 

 

 

CLICK RECONCILE 27 ITEMS 

MATCH TRANSACTIONS 

 



 

THEN CLICK RECONCILE 



 

MATCH PAYMENT BY THE ACTUAL AMOUNT OF PAYMENT ONLY 

 



 

 

THEN CLICK RECONCILE 

 

 

 

 

 

 



RECONCILIATION FOR ADVANCE DEPOSIT 

 

 



 

 

 

 

 



CLICK REPORTING AND PROFIT AND LOSS 

 

 

 

 

 

 

 

 



PROFIT AND LOSS REPORTING 

 

 

 

 

 

 

 

 

 

 

 



 

OPTIONS REQUIRED: 

 

 

 

 



 

 

 



 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 


