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VisionVPM's in-built general ledger helps you trablk performance of your business so you can
quickly and easily see where your money is goingh\he VisionVPM general ledger you can
manage your business efficiently without havingeiead information into other software
products.

Keep all your business details together by usiegisset register.

Complete your budget inside VisionVPM or outsidengghe link to Excel to import and
export transactions.

The General LedgeaZhart of Accountsis the entry point for setting up all the genédedger
accounts. These can be thought of as equivaleéhetoolumn headings of a manual cashbook.

Some General Ledger accounts were put in place yhendatabase was created. These are
control accounts used within VisionVPM. Activity asitomatically posted against these control
accounts, for example, tl&&ST control account.

Can a clinic start using the General Ledger atany  time?

The answer to this is Yes. It just may take aglittlore effort than setting things up correctly
from the start.

First you need to address your opening balancpscesly the 4 critical sub ledgers:

Debtors
Bank
Creditors
Stock

Start with the year end figures supplied by yowoamtant.

Do yourBank Reconciliation.
What's the Secret to mastering the General Ledger?
The Bank Reconciliation is the key to the Geneedder.

To set up your bank reconciliation you will need tbllowing:

Current Bank Statement.

Last Closing Balance.

Debtors and Creditors reconciled.
Good Eyesight & Sense of Humour

Don’t limit reconciliations to the physical bankcacint.



The Chart of Accounts

The Chart of Accounts is the structured set of ant®you will use to gather, record, report and
analyse financial transactions.

This area is used to enter, edit and maintain @rmeral Ledger accounts and codes. The chart
of accounts enables you to set up a structurediteating, classifying, and reporting on financial
transactions.

Each general ledger account must have a descrigtidran account type, for example, asset or
liability.

There are only 4 main categories of accounts irGieeral Ledger

Assets — things you own or are owedR
Liabilities — things you owe €ER

Income — Money you have earne@R
Expenses — Money you have spebiR

Often these are broken down further into the foif@\sub-categories

100 — 199 Sales or Other Income

200 — 299 Purchase or Cost of Sales
300 — 399 Expenses

400 — 499 Current Assets

500 — 599 Current Liabilities

600 — 699 Fixed Assets

700 — 799 Long Term Liabilities

800 — 899 Capital or shareholders funds

Account Details - 401

AR

“ IngertF5 | EditFE | Find F4 Activit_l,lN Balances

Account Code | 4m |Eurrent A/C 02123192992 00
Subtatal To | _v_]|
Page Mo
i~ Sales
B b ¥ Zero Rated for G5T 7
" Other Income ¥ Bank &ccount
™ Expenze
[ Subtatal Header Account Only
& Cument Asset
" Current Liability
" Fixed Asset
" Termn Liability
" Capital &ccount Level IU
" Owners Expenses Swstemn [D W
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Control Accounts

Control accounts are created when VisionVPM isdtyt set up. They should not be changed
without advice from VisionVPM because the linksvoe¢n the various transactions and these
control accounts may be affected. The accountsaiealisted inAccount Defaultsare classified
as control accounts. These can be viewed by goiMatn menu >Maintenance module >
Maintenance menu >Account Defaults

VisionVPM posts activity against control accourdste time a transaction occurs. For example,
when a client invoice is created, an entry is pbsdetheDebtor Control andGST Control
accounts.

The following are the important VisionVPM contracounts:

Debtor control Sales Control Syndicate holding
Creditor control Discount received EFTPOS holding
Stock on hand Interest Goods Receipt
Cost of sales Unders & overs Account Fees
Default till Cash Sale Interest Alc
Default safe Stock ad|. Bad debt

Default bank Stock Wastage GST control

GL Opening Balances

Unless you are starting a brand new practice dté be opening balances to establish.

The most important opening balances are:

Debtors
Bank
Creditors
Stock

These balances represent the 4 sub-ledgers thaTNdallgnce with the General Ledger.

We recommend that you consult your accountant déggia General Ledger account structure
that will work well for both your clinic's reportyrequirements and your accountant's
processing. Your accountant should be able to adws regarding opening balances, if you do
not already have that information.
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To insert a new General Ledger account

Go to:Main menu >General LedgerModule >General Ledgermenu >Chart of
Accounts

From theGL Account List window, clickInsert.

Account Details - New E“EI@

Activitp®” | Balances | Cloze F3

Account Code | |
Subtatal To | dl
Page Mo
& Sales
 Purchase [T ZetoRated for GST 7
i Other Income [T Bank Account
i Ewpenze
[ Subtotal Header Account Orly

" Current Azzet
" Current Liability
T Fixed &zzet
i Term Liakbility
" Capital &ccount Lewvel ID
T Ownerz Expenzes Sustem D 1'37

In the Account Codeboxes, type a code or number and then name orijigsic for your
new account.

Note: The general ledger account code or numbet baugnique.

Do not enter a / as part of the account code. Ufgminclude / in the account code,
whenever you export GL codes to Excel, Excel traatsword with numbers and a / into
a date format. For example, 23/12. This will beipteted by Excel as

Optional: Click theSubtotal To arrow, and select the account to which the newwatowill
be subtotalled.

Note: Subtotal To accounts are used to subtotal a group of accamatsvill be displayed
in the financial reports. For example, Eukanub&$§afills Sales, Purina sales might alll
have their own sales accounts, but be subtotall¢luet Food Sales account. Only the
Food Sales total will appear in the financial répor

The accounts that have been subtotalled can besdi@wa separate report. These
accounts can be of more than one type and a sepgardit and loss statement can be
produced for a subtotal group.

66



Select the appropriate account type.

The type determines where balances of these accappear in the Financial Statements.
During the set up procedure it is advised thauger either use an accountant or the
previous year's financial statements to identifydquired accounts and select the right
types for those accounts.

Optional: If the account will not include GST, sdléheZero Rated for GST check box.
For example, you would selegero Rated for GST for wages and bank accounts.

Optional: If the account will be reconciled, seldBank Account check box.

Optional: To mark the account as Subtotal HeadeoAnt only, select th8ubtotal
Header Account Onlycheck box. If an account is marked as a Headeuat¢hen you
will not be able to post transactions to that aot@und is only used as a heading for all
subtotal accounts attached to it. For further imfation please refer to the GL Header
Accounts section in this manual.

Click Save

You can now use the new general ledger account code

To edit an existing General Ledger account

Go to:Main menu >General LedgerModule >General Ledgermenu >Chart of
Accounts

Double-click the General Ledger account you wisbdi.
From the Account Details window, enter the requithdnges.
Click Save

GL Header Accounts

Go to:General Ledgermenu >Chart of Accounts.

If an account is marked as a Header account themwlbnot be able to post transactions to that
account.

Setting up Header accounts will produce a moreiserferofit and Loss report.

66



=3

Account Details - 102

=]
AR IECAEAR AR AR "R ©
Save FY |Cancel FB| lnsert FH | o b Find F4 | Activitw® | Balahces | Close F3

Account Code | 102 | Ethical Diugs
Subtotal To | __:_]|
Page Ma

Purchase I~ ZeroRated for GST *

Other Income ™ Bank &ccount

Expenze
¥ Subtotal Header &coount Only

Current Liability
Fixed Aszet
Term Liability

Capital Account Level ID
Owners Expenzes System D | 21

[y
~
P
~
T Current Asset
~
P
~
P
~

As Balance Sheet items cannot be subtotalled,tbelyollowing Profit and Loss account types
can be marked as subtotal header accounts:

Sales

Purchase

Other Income

Expense.

If you attempt to mark a Balance Sheet account &gpa subtotal header account, VisionVPM
will display the following message:

az a subtotal header account only.

"'_\ Only Sales, Purchaze, Other Income and Expense account types can be set
*

Account Code | HONDA | Honda Yehicle
Subtotal To | j|

Fage Ma

Sales

-
Purchase [ ZeroRated for GST 7

Other Income [ Bank Account

Expense

W Subtotal Header Account Dnbe
Current Azzet

Current Liability
Fied Aszet
Term Liability

Capital Account Level ID
Owners Expenzes System D | 204
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For existing accounts that you want to mark as deadcounts, and if those accounts currently
contain transactions, when you select the checkWisionVPM will display a message similar
to the one below:

Fleaze note: There are 54 stock records curently linked to this account, It is
. advized that theze be moved into a different sales/purchasze account if you

are gqoing to keep thiz az a subtatal header only account.

You can decide whether you wish to leave the tretias in the GL account or transfer them to
a sub-total account and whether to change the/patesase account on the affected stock
records.

The other option is to not adjust the existing acts at all but to create a new General Ledger
account and mark this as the Header account. Yaldxben need to change the subtotal
accounts to Subtotal To the new account. Pleasacaihe Provet IT Service Desk for
assistance if required.

When you have marked an account as a Header Acoguntill not be able to select these
accounts when processing any transactions in \i&#duh.

What does this mean to the Profit and Loss report?

Looking at the Profit and Loss Report you are gdoge able to more confidently know that the
amount shown for header accounts is the totall dfssdubtotal accounts. Previously, when
transactions where allocated to all accounts, yaulith calculate from the subtotal report how
much was in each account.

Example 1: Profit and Loss Report with no subtotal accounts displayed.

Report: Profit and Loss Report
Date Range: 1 MNOW 09 to 30 MOV 09

This Year LastYear

AMew One
Boarding
Consumahble Sales
Discount Given

[ Ethical Drugs
Lak Fees Sold

[
_-.I'\‘.! B |

[ay]
La}]
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Example 2: Profit and Loss report disabling subtota Is. The total of the subtotal
accounts equals 651, the same amount as displayed a  bove for the Header
account.

Report: Profit and Loss Report
Date Range: 1 MNOWV 09 to 30 NOW 09

This Year

Allew One

Account Fees

Boarding

Consumahble Sales 17
Credit Mote

Discount Given (22
Ethical Drugs

Ethical Drugs - Large An... 138
Ethical Drugs 2mall Animal 513
Cal FEES SOl

Example 3: Subtotal Report. Once again the total of  the subtotal accounts equal
the amount of the Header account in the first examp  le above.

Ethical Drugs

Ethical Drugs - Larg 128 42 228
Ethical Drugs Small 513 153 335
Total 651 1485 334

The same functionality will apply to the Monthlyd®fit and Loss report.

GL Account Activity

Go to:General Ledgermenu >Chart of Accounts > select code Activity > Print.

For your reference, t@pening BalanceandClosing Balanceamounts of the selected general
ledger account are displayed on the General Lefigeount Activity report.
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Report HName: General Ledger Account Activity

Date Range:

101  Professional Fees

10CT 0910 31 OCT 09

Date Change Date Type Code
Opening Balance A8776.26

16 QCT09 16 QCTO9 16:37:15 Drinv 38536

QoCT0e8 230QCTO09 155217 Drinv 38384

QoCT0E2 9OQCTO09 12:28:38 Drlny 39403

50CTO09 S50CTO09 11:24:41  Drinv 39337
50CTO09 S50CTO09 11:24:41  Drinv 39338
SOCTO2 50CTO09 11:2441  Drinv 38339
SOCTO02 50CTO09 11:24:41  Drinv 38340
SOCTO09  50CTO02 112441 Drinv 39341
SOCTO2 50CTO09 11:24:41  Drinv 38342
SOCTO02 50CTO09 11:24:41  Drinv 39343
SOCTO2 50CTO09 11:24:41  Drinv 38344

[4
¥

[4
¥

Total Activity -T97.37

Closing Balance -20673.63

Go to:General Ledgermenu >Chart of Accounts > select code Activity > Excel.

There is also 8alancecolumn on the Excel repo@pening BalanceandClosing Balance
amounts are also displayed on the spreadsheet.

Description Debit Credit GST |Balance
|Opening Balance| 0 0 0l -19776.26
Wy 3 0.3 -3

Wrwe Includes dis
A Mew One Includ 67.09 6.71 -67.09
0 ] ]

Discount Given
Description on Act 9091 9.09 -90.91
9091 9.09 909

0

0

0

0

Description on Act 0
Description on Act 0 8051 9.09 -90.91

0

0

0

0

0

Description on Act 9091 9.09 -90.91
Description on Act 9091 9.09 -90.91
Description on Act 9091 9.09 -90.91
Description on Act 9091 9.09 -90.91
Description on Act 9091 9.09 -90.91

0 797.37 79.73] -20573.63




Journal Entries

Journal entries are used to enter opening balanteaccounts and to transfer transactions from
one account to another. The debit and credit tatadsjournal entry must be equal.

A journal cannot be saved if there is an imbaldreteveen debits and credits.
Entries are only allowed in the current or nexafinial year.

Entries can be edited, for example if a Generagkeedode is incorrect, or you have decided it is
more relevant under a different account code.

Entries cannot be edited once the period is closed.

To insert a Journal Entry

Go to:Main menu >General Ledgermodule >General Ledgermenu >Journal Entries.

From theJournal Entry List window, clickInsert.

Journal Entry - New E”E'E'
ﬂ =
Save F¥ Eancel Fa Deletex’D F'nnb"F' Eluse F3

Cu:ude D epartrent '| ©
Date |18 MAR 09
M ame |

Account Description Dept Debit Credit

| =l | |

System D Totals | |

In theCodebox, type aeferencefor the journal entry. This is used to identifg tliansaction
and can be either letters or numbers.

The default departmenbdewill be automatically displayed in thgepartment box.

Note: You must enter a department code if you ls&lected thénalysis by
Department check box irMaintenance module >Maintenance menu >System
Defaults > Systemtab.

In theDate andNameboxes, type theateand adescriptionof the journal entry.



For each line of the journal entry, click tAecount arrow, and double-click to select the
general ledger account to which the journal willdssigned.

In theDebit or Credit box, type theamountof the journal entry.

When you have entered all journal items and theng@llbalances, clickave

To edit a Journal Entry

Go to:Main menu >General Ledgermodule >General Ledgermenu >Journal Entries.
Search and locate the journal entry to be editediblz-click to open.
Make the necessary corrections.

Click Save.

Note: Journals cannot be edited if the periodase.

Debit or Credit?

In double-entry accounting (used in VisionVPM) tae@umns are used for each account.
Whether the entry increases or decreases the @dsaletermined by the column it is entered in.
(Left = Debit, Right = Credit).

There are always two accounts affected by any acim and one entry must be a debit and the
other a credit of an equal amount. There can be itth@m two accounts involved, provided the
total debits equal the total credits for the tratisa.

The double entry accounting system provides a sysfechecks and balances enabling detection
and correction of many common types of bookkeepmgrs.

Whether a debit or credit increases or decreasas@unt balance depends on the type of
account. Asset and expense accounts are increaged debit side. Liability, equity and
revenue accounts are increased on the credit side.

The following chart may assist you in deciding whaxcount should be debited and which
should be credited:

To Increase GL Account
DEBIT | CREDIT
Profit and Loss

Debtors Creditors
Expenses Sales
Balance Sheet

Assets Liabilities
Drawings Ownership

66
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Cashbook Deposits

Cashbook Deposits may be entered for money comiagyour bank account, for example:
Rebate cheques.
Refunds or payouts from insurance companies.
Bank interest.
Sale of assets.
Cashbook Deposits shouNDT be used for:

Monthly invoices/statements from a supplier (usphiers)
Reducing the amount of money you owe a supplier Sugopliers)
Money to reduce a client's account (use Clients).

Cashbook deposits can be edited or deleted urtiltlave been reconciled on the bank
statement, provided the period has not been closed.

To enter a Cashbook Deposit

Cashbook deposits can be edited or deleted uetiiltlave been reconciled.

Go to:Main menu >General Ledgermodule >General Ledgermenu >Cashbook
Deposits

From theCashbook Deposit Listwindow, clickInsert.

Cashbook Deposit - New

’.g % Cashbook ./ x &@ g ‘@I
5 R Deposit [ ) o Delete/D | Close F3

MHumber Department |1 -
Bank &dc |4D1 j | Current Account
Date |25 FER 09
EN | j|
Account Description Dept Mett GST Armount
|l | | | |
Swyztem D




In theNumber box, type aeferenceor the cashbook entry.

The default departmenbdewill be automatically displayed in tH&epartment box.

Note: There must be a department code if Ahalysis by Departmentcheck box has been
selected ilMain menu >Maintenance module >Maintenance menu >System Defaults>
Systemtab.

The default bank account will be automatically thgpd in theBank A/c box.

To select a different bank account to where thesliéwill be made, click thBank A/c
arrow, and double-click the bank account.

The Date box will automatically display todaytate however this can be over-typed.

Optional: Click theNamearrow, and then from th@ayee/Drawer Listwindow, select the
drawerfor the deposit or simply type the drawer name the long box if they have not been
loaded.

For each line of the deposit, click tAecount arrow, and double-click to select the
appropriate general ledger code for the deposit.

The Description box will automatically display the name of the gexiéedger code.
In theDept box, type the departmenumberto which the current line of the deposit relates.

Note: You do not need to enter a department codeaoh line unless you are spreading a
single cashbook deposit over multiple departments.

In theNett or Amount box, type theamountof the deposit.
Click Save
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Cashbook Payments

Cashbook Payments can be made for any money gatngf gour bank account, for example:

Petty Cash

Donations

Cheques to a one-off supplier for a special order
Bank fees.

Cashbook payments shol®DT be used for:

Monthly invoices/statements from a supplier (usphiers)
The same amount coming out of your bank accourit samth (use Automatic Payment).

Some clinics enter their credit card statements sigoplier invoices and also pay these through
Suppliers. Some clinics enter cashbook paymentshrerdsplit the payment between various
expense accounts. Either way is acceptable.

Cashbook payments can be edited or deleted uatillthve been reconciled on the bank
statement, provided the period has not been closed.

To enter a Cashbook Payment

Go to:Main menu >General Ledgermodule >General Ledgermenu >Cashbook
Payments

From theCashbook Payment Listwindow, clickInsert.

Cashbook Payment - New

'@ % Cashbook &xg@
‘5 = B arE Eancel FS DelelefD Elose F3

Number Department 1 -
Bark &/c |4D1 J | Current Account
Date | 25 FEB 09
M ame: | j|
Account Description Dept Mett GST Amount
| ~ll | | | |
System [D




In theNumber box, type a reference for the cashbook entry.

The default departmenbdewill be automatically displayed in tH&epartment box.

Note: There must be a department code if Ahalysis by Departmentcheck box has been
selected ilMain menu >Maintenance module >Maintenance menu >System Defaults>
Systemtab.

The default bank account will be automatically thgpd in theBank A/c box.

To select a different bank account from which thgrpent will be taken, click thBank A/c
arrow, and double-click the required bank account.

The Date box will automatically display today's date, howewhis can be overtyped.

Optional: Click theNamearrow, and then from th@ayee/Drawer Listwindow, select the
payeefor the payment, or simply type the drawer nante ihe long box if they have not
been loaded.

For each line of the payment, click tAecount arrow, and double-click to select appropriate
general ledger code for the payment.

The Description box will automatically display the name of the gexhiéedger account.
In theDept box, type the department number to which the ctifirea of the deposit relates.

Note: You do not need to enter a department codeaoh line unless you are separating a
single cashbook deposit to multiple departments.

In theNett or Amount box, type the amount of the payment.
Click Save
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Budgets

The VisionVPM budget allows you to enter estimatkexpected income and expenses for a
selected period. This section shows how to entettihipbudget figures.

To insert Budget figures

Go to:Main menu >General Ledgermodule >General Ledgermenu >Budgets.

Date Selection

| Enter Start Date For Budget

Date Ok
Dept |1 Cancel

In theDate Selectiorwindow enter the budgefateinto theDate box.

WhereUse Department Budgetdas been selected iain menu >Maintenancemodule >
Maintenance menu >System Defaults> Financial tab, enter the appropriate department
code for the budget in tH2ept box.

Click OK.

From theBudgetwindow, clickinsert, and then from th&eneral ledger Listwindow,
double-click the account that you wish to insett ithe budget.

Note: To insert multiple GL accounts, press the CkBy while you select the accounts,
and clickOK.

The general ledger account will be displayed inBheget window.
To insert figures into the budget, cligklit, and type the budget figure.
Click Save

Budget

Ihzert F5 | Edit FE : | F5 ]  Repoart

Code | Account Mame | Type | Apr03] Map0d| Jun03] Ju0d| Augnd] Sepnd| ostoa| b
102 Ethical Drugs Sales 1 1.000 8,000 5,000 2,000 2,342 3,000 _J
110 Lab Fees Sold Sales 5000 10000 10000 10,000 10,000 10,000 10000
10 Prof Fees Large Animal Sales 234,200 4500 4,500 4500 4,500 4500 4500
1 Frofessional Fees Sales 1 2 5,000 200 10,000 0 100000 10,000
492 General Expenses Expenze 2,000 3,000 242 3,000 3,000 3,000 3,000

66
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Optional Functions:

Fill - Takes the amount entered in the first column andrsrhe
same amount in every month.

=

Split

Split - The amount in the first column is divided by 18dahis
amount is entered for each month.

Report - To print the budget.

Excel - To export the budget to Excel.

Save -To save changes in the VisionVPM Budget that yoteh
made in Excel.

D

The budget figures will be displayed on tPefit and Loss report.

Go to:Main menu >General Ledgermodule >Reports menu >Financial Reports.

Enter required date range.

SelectProfit and Loss.

Click OK.

An example displaying the Budget figures on thdiPamd Report below:

66
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To export the Budget to Microsoft Excel

Important: To export the budget to Excel, you must first hthePath to Excelset up in
Maintenance module >Maintenance menu XComputer Defaults.

The budget will remain linked to the budget in @is¥PM and the VisionVPM budget can be
updated from the Excel spreadsheet provided baotlaireopen and the changes are saved in
VisionVPM.
From the Budget window, clickxcel.
Excel will open and the budget will be displayed.
Adjust the budget as necessary, and then from W&/, click Save
Note: When saving changes to the budget, do needlee budget in Excel.
The budget in VisionVPM will be updated.



Automatic Deposits and Payments

Automatic Deposits and Payments are used for fatadunts that are deposited into or
withdrawn from your bank account on a regular hdsisexample, weekly, fortnightly, or
monthly. For example:

Eftpos rental

Insurance

Rent

Rates

Lease payments

Loan repayments

Monthly transfer from one bank account to another.

To set up an Automatic Deposit or Payment

Go to:Main menu >General Ledgermodule >General Ledgermenu >Automatic Deposits
and Payments.

Click Insert.

Type a reference for the automatic deposit or paynmetheCodebox, for exampleRENT

Click the Account Codearrow, and double-click to select the appropriagmeral Ledger
codefor the automatic deposit or payment.



The default bank account will be displayed in Bank Account box.

Optional: To select a different bank account f& #lutomatic deposit or payment, click
theBank Account arrow, and double-click the bank account.

In theDescription box, type a description of the automatic depospgayment. This is what
will appear on your bank reconciliation.

Click the Departmentbox, and then double-click the department codd¢edlto the
automatic deposit or payment.

In the Amount Receivedor Amount Paid box, type the amount that will be deposited into o
withdrawn from your bank account.

Select theFrequency of the automatic deposit or payment.

In theNext Due DateandLast Due Dateboxes, type the date that the automatic deposit or
payment is next due and the last payment dat@fiicable).

Click Save

To edit an Automatic Deposit or Payment

Go to:Main menu >General Ledgermodule >General Ledgermenu >Automatic Deposits
and Payments> Select entry

From the Automatic Entry window, enter the requickdnges.
Click Save.

To update Automatic Deposits and Payments

Automatic deposits and payments can be manuallgtepddentering them into the default bank
account.

VisionVPM can also automatically update deposits payments through the Bank
Reconciliation.

Manual Update
Go to:Main menu >General Ledgermodule >General Ledgermenu >Update AP's
Click Yesto the messagélpdate Automatic Payments?

All deposits and payments which are due will beegxd into the bank account in VisionVPM
ready for reconciliation. When you go into the bae&onciliation these transactions will be
displayed in théJnreconciledlist of the Bank Reconciliation window.
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To enable automatic updating of deposits and paymen ts

Go to:Main menu >Maintenance module >Maintenance menu >System Defaults>
Financial tab.

SelectCheck for automatic payments on a bank reconciliatin.

Click Save

The next time you reconcile a bank statement ydurggeive the message:

Click Yes

The automatic deposits and payments that are doe deposited into or withdrawn from your
bank account will be displayed in thimreconciledlist of the Bank Reconciliation window.



Bank Reconciliation

Performing a bank reconciliation allows you to fiethat your bank account balances with the
VisionVPM general ledger. This is done by compaengries on your bank statement and
ensuring that they agree with the VisionVPM genkrdger.

VisionVPM must be set up for bank reconciliatiohthis facility has not been used before

A bank reconciliation involves:

Using VisionVPM to reconcile items on the Bank Rembation window.

Adding entries that appear on the bank statemerareumissing from the Bank
Reconciliation window.

Setting up for a first Bank Reconciliation

If you have been using VisionVPM without using thenk reconciliation facility the first step is
to clear all old transactions from tBank Reconciliationwindow and create a starting point
(opening balance).

Clear Unnecessary ltems

This example uses a first reconciliation date dtihe 2007, however you may use any date you
wish — just substitute it where this example refers June 2007.

Before you start you will need to have the physi@aik statements up to and including 31 May
2007.

Go to:Main menu >General Ledgermodule >General Ledgermenu >Bank
Reconciliation.

The default bank account will be displayed. To aededifferent bank account, click the
Account arrow and double-click to select the required aoto

In the Statement No.box, type99999
This number will be the statement number for youkjstatement.

Click OK.
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Select all items that have been presented on yewiqus bank statements, up to and
including 31 May 2007.

Click the Reconcilebutton.

Any items with a date prior to June in VisionVPMatlhave not been presented on any of
your bank statements to the end of May, will needemain on th&nreconciledlist.

When the only items on thénreconciled List are ones that have NOT appeared on any
Bank statement prior to 1 June, clikve

Click YES to the messag®o you want to print this statement?

This will give you a hard copy of all the transaas processed prior to starting to use
VisionVPM for bank reconciliations. Note: This che very large.

Click YES to the messag®o you want to print the Unpresented List?
This list should contain only items that are yebéopresented after 31 May 2007.

To enter an Opening Balance Journal

The printout of the junk statement will provide ad@nciled Balance.

You now need to enter a journal for the differebeéwveen the Reconciled Balance on the Junk
Statement and the Opening balance of the Banké&ns¢at for 1 June 2007.

Go to:Main menu >General Ledgermodule >General Ledgermenu >Journal Entries

Create a journal entry to give the correct opemialgnce as follows:

The two sides of the entry will be tBank Account GL Code andRetained Earnings
TheRetained Earningsaccount should be the account that is listeldl@an menu >
Maintenance module >Maintenance menu >Account Defaults
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For example, if the difference between the recexddidalance on the junk statement and
the opening balance on the bank statement was $823#e Journal Entry window will

be similar to the following:

Click SaveandClose

First Bank Reconciliation

Go to: General Ledgermodule >General Ledgermenu >Reconciliation

Click the Account arrow and double-click to select the general le@geount for the bank
account, if it is not already displayed.

In the Statement No field type the statement number of the bank staterfioe 1 June.

VisionVPM will then generate statement numbers thatch your Bank statements. The next
time you go into the Reconciliation window the bat&ktement number showing will be the

next consecutive number.
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The opening bank balance journal will be displagedheUnreconciledside. Reconcile this
item first by double-clicking to move it acrossth@ Reconciledside.

Check that th€losing Balanceon the window is the same as the opening balahtedirst
physical statement you wish to reconcile.

Reconcile all items on the physical bank stateragainst the items on your VisionVPM
statement.

Click Savewhen theClosing Balancein VisionVPM is the same as the closing balance on
your physical statement.

To perform a Bank Reconciliation

After you have entered your first bank reconcitiatifollowing the instructions below to perform
further bank reconciliations

Ensure that every item from the debtor and creditodule that appears on your physical bank
statement also appears in thereconciledside of the Bank Reconciliation window.

If there are items missing that relate to cliemtsuppliers, you need to leave the Bank
Reconciliation window and enter these items throtnghappropriate module.

Once all client and supplier items have been edtere

Go to:Main menu >General Ledgermodule > General Ledgermenu >Bank
Reconciliation.

WhereCheck for automatic payments on a bank reconciliadn has been selected in
Maintenance module >Maintenance menu >System Defaults> Financial tab, the
following prompt will be displayed:

Click Yesto process automatic payments.

TheBank Account Selectionwindow will be displayed:

The Account field displays the default bank account.

To select a different bank account, click fkecount arrow and double-click the appropriate
account.
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VisionVPM automatically displays the next statememtnber in theStatement Nobox. If
this number is incorrect it can be overtyped, st theck you have not missed a statement.
Click OK.

Optional: To display a previously reconciled batdement, select tHerevious
Reconciliation check box, clickOK, and then in th&nter statement opening balance
box, type the opening balance of that statement.

Reconcile an item by double-clicking the item ie nreconciledlist that matches the bank
statement item.

The line item will move to theconciledlist of the Bank Reconciliation window.

Add entries that appear on the bank statementrbunasing from the Bank Reconciliation
window by insertingCashbook Depositor Cashbook Paymentsfor example, bank fees,
cheque transactions.

1. Click Insert, to open th&€ashbookwindow.
2. Select eitheDepositor Payment.
3. Click OK.



1. Enter the details of the Cashbook Payment or Déposi
2. Click SaveandClose

Entries on théJnreconciledlist that are incorrect can be edited by seledtigitem, and
clicking Edit.

Note that not all types of entries can be edited.example, if you attempt to edit an Eftpos
or Bank Deposit, the following message will be thypd:

When all items on the bank statement have beemcéded and th&Closing Balanceamount
equals the closing balance on your bank staterokek,Save

Click Yesto the messageo you want to print a copy of the statement?

Click Yesto the messageo you want to print a list of outstanding items?

We recommend that you always print the statemeshiianof outstanding items after saving and
attach both to the physical bank statement. lery useful to have these for reference if any
subsequent problems with the bank reconciliatigsealy our accountant will also need this
information to complete your End of Year accounts.



How to correct Bank Deposit and Eftpos entries

Eftpos andDeposit to Bankentries cannot be edited. If the Eftpos Deposid@posit to Bank
amount in VisionVPM is different to your bank statent, you will need to go back to that day's
banking and find out why using the following tools:

Client Audit report
Till Audit.

And then make the necessary adjustments.

For example, if a client's cheque amount was edteierrectly, you will need to process a
negative cheque payment for the incorrect amouthisgpositive cheque payment for the correct
amount on the client's account.

As the original payments has already been processeg@revious banking, any corrections you
make will be on a different banking. The next tithe banking is processed, the Till Balance will
be incorrect due to the corrections you have m3dee the Till Balance and save the Bank
Deposit as you normally would.

When you do your next bank reconciliation therd bd& two deposits with incorrect amounts,
but added together they will have the same totéha@swo deposits on the bank statement. If
reconciled together, the total banking for the tleposits will be correct.

If the deposits fall on different statements, yan enter a cashbook deposit or payment for the
difference to the Unders and Overs account to cbthe deposit. On the next statement you will
need to do the opposite cashbook deposit or payfr@ntthe Overs and Unders account to
balance the deposit.

To unreconcile a Bank Statement

A bank statement can be unreconciled if for soragor it has been saved with incorrect opening
or closing balances. You will need the original bbatatement.

Go to:Main menu >General Ledgermodule >General Ledgermenu >Bank
Reconciliation.

The Account field displays the default bank account. A diffdrbank account can be
selected by using the list arrow and double-cligkim select.

From the Bank Account Selection window, in Biatement Nobox, type the number of the
bank statement.

SelectPrevious Reconciliation.
Click OK.
Type theOpening Balancefrom the Bank Statement.

Double-click all items from th&econciledlist.
This "unreconciles" the items and allows you togeencile the items correctly.
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Asset Register

The asset register in VisionVPM is used to maingalist of fixed assets in your clinic, together
with information about those assets such as theedeion rate, purchase date, and purchase
price.

To enter an Asset Record
Go to:Main menu >General Ledgermodule >General Ledgermenu >Asset Register

From theAsset Listwindow, clickinsert, and then in th®escription box, type a
description of the asset.

Select eDepreciating Type and then in th&irst Year Rate box, type the depreciation rate
that will be used.

The Standard Rate box will automatically display the percentage estiein theFirst

Year Rate box. Refer to your accountant for DepreciationeRat

In thePurchase DateandDepreciation Dateboxes, type the date the asset was purchased
and the date it will be depreciated.

In thePurchase PriceandCurrent Value boxes, type the price paid and the current value o
the asset.

Click the Depreciation A/c andAsset Accountarrows, and double-click to select the code of
the general ledger accounts to which the assdesela

Note: If the asset has been sold, type the date wWieeasset was sold and the sale amount
in theSale DateandSale Priceboxes.
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Click the Department arrow, and double-click to select the code of tpaitment to where
you want the depreciation amount to be accumulated.

Click Save
To Edit an Asset

Go to:Main menu >General Ledgermodule >General Ledgermenu >Asset Register>
SelectAsset.

Make necessary changes if incorrect.
OR

EnterSaleDateand entefSalePrice
Click Save.



Depreciate Assets

Depreciation of Assets should be an annual rouéisgart of the preparation of annual accounts.
In VisionVPM, Assets can be depreciated eitheniialdially or all together.

To Depreciate Assets

Go to:Main menu >General Ledgermodule >General Ledgermenu >Depreciate Asset

From the Depreciate Assets window, in Eepreciate Tobox, type the date for when you
wish to depreciate the asset(s).

Click OK.

Note: To select an asset to depreciate, sSleleicted Assetand then from the Asset List
window, double-click the asset.

Note: Clear th&Vrite Depreciation to General Ledgercheck box if you do not want a
depreciation journal to be posted to the genedajde

As a result, all assets, or the selected assebwiflepreciated.
TheCurrent Value on the Asset Register window will also be reduced.

Assets may require manual adjustments at timesXample the record needs to be changed at
time of sale.
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Payee/Drawer Codes

Payee and Drawer codes can be used to attachitocteda cashbook deposit or payment when
that creditor is not entered as a supplier. Thesahtered on this screen can be used when
entering a cashbook entry to record the full dramzeme.

Go to:Main menu >General Ledgermodule >General Ledgermenu >Payee / Drawer
Codes

From thePayee/DrawerList window, clickinsert, and then in th€odebox, type a
reference for the payee or drawer.

In theNameandAddresshboxes, type the payee or drawer's contact details.
Click Save

The payee/drawer code can now be selected wheniimgseashbook deposits and payments.



General Ledger Graphs

The General Ledger Graphs displays sales, expgress profit and net profit totals within the
selected date range.

Go to:Main menu >General Ledgermodule >General Ledgermenu >General Ledger
Graphs.

In the Set Current Report Datewindow, in theFrom andTo boxes, type aate rangefor
the general ledger graph.

Select the transactions that you want displayethergraph.
Click OK.
The graph will be displayed on the window.



The toolbar on th&raph Display offers several different options.

3D Bar Graph

Bar graph (default)

Pie Chart

Line Graph

View and Print in full colour (including
coloured background)

View and Print in semi-colour (coloured
graph, white background)

View and Print in greyscale

Swaps the x axis objects

Flips the graph on its side

Displays full graph options

Prints the graph as it is displayed

Click onGraph Options to display a drop down list of options for savihg graph.



Click Graph Lines to choose which lines you wish to have removethftoe display.

The graph display can also be adjusted by dould&hey on parts of the graph and selecting
options from the screen displayed:

Click Apply to apply the selected option.



The Special FX button gives access to further dispptions:

The graph will print as it is displayed.
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Merge Accounts with Excel

This facility provides a monthly breakdown for thelected period of income and expenditure.

Go to:Main menu >General Ledgermodule >General Ledgermenu >Merge Accounts
with Excel.

In theFrom andTo boxes, type a date range for the report.
Select the report you wish to export.
Optional: If you do not wish totals to be includedselectnclude Totals.

Optional: If you wish to display all accounts inding those accounts with no activity for
the selected date range, select the Include aczauititout activity check box.

Optional: If you wish to display the report in GEaunt code order, sele&tcount
Code

Click OK.
The report will be exported to Excel.
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General Ledger Reports

General Ledger Reporting is in place to offer répon all General Ledger activities. These
reports can be printed direct to printer, or praalion the screen for a quick reference. There are
also options to send to Excel or to merge to Excel.

Transactions

With Transactions reporting you can generate &istHl transactions or specific types of
transactions. Individual transactions can be viewmd edited if they have not yet been
reconciled. The list can be printed or sent to [Exce

Go to:Main menu >General Ledgermodule >Reports menu > Transactions

From theTransaction Selectiorwindow, select the type of transactions that yosivio
include in the report, and clidRK. More than one transaction type can be seledtednie
are selected, all transaction types will be printed

The GL Transaction List window is displayed with default dates of the catneonth.

Optional: To display transactions in a differentediaange, in th&rom andTo boxes,
enter the dates, for when you wish to view thegaations, and clicloK.



Click Print.

From the Set report destination window, selecipantedestination, and clickK.

The report will print to the selected destination.

Following is an example of the Transaction report:



Chart of Accounts

The Chart of Accounts report displays a list oftaé accounts that have been set up in the
General Ledger. It can also show the subtotallegegal accounts if that option is selected.

Go to:Main menu >General Ledgermodule >Reportsmenu >Chart of Accounts.

From the Set report destination window, selecipantedestination, and clickK.

Optional: To display each level of subtotal accsuntthe report, clickesto the
message:

The report will print to the selected destination.

Financial Reports

The Financial Reports facility produces financied@unts for a specified period. This includes
the Trial Balance, Profit and Loss Report, Balance SheetandGST Report These reports can
be selected and run individually, or all selected eun together.

66



To Generate Financial Reports

Go to:Main menu >General Ledgermodule >Reports menu >Financial Reports

In theFinancial Report Selectionwindow, in theFrom andTo boxes, type a date range for
the report.

The Year Beginsbox automatically displays the first day of thereat financial year. If
you wish to run a report for a different year, type appropriatéatein this field.

Select the check box for the required report(s).

Optional: If you wish to subtotal by department,diinic or by account (where
applicable), check the appropriate box and seltectepartment, clinic or account from
the list provided.

Optional: Subtotalling can be disabled on the Peofd Loss Report by selectibgsable
Subtotalling.

Optional: To specify how you wish to sort the repeelect eitheSort by Nameor Sort
by Code

Optional: To send the report to Excel, select3bad Results to Excetheck box.

Optional: To email the reports to your accountargameone else, select tBmalil
Resultscheck box. The report will be printed to a PDFwoent.

Click OK.

From the Set report destination window, selecipantedestination, and clickK.
The report will print to the selected destination.



Trial Balance

TheTrial Balance displays a listing of your general ledger accoamd their balances for
specific dates selected and for the year to date.

A trial balance is usually produced at the endrodecounting period and is used to prepare
adjusting entries and the financial statements.tdta of the debit side should always be equal
to the total of the credit side, which proves théhenetic accuracy of the ledger entry.

If, at the end of the report an Out of Balance wagris displayed, you will have to run some
checks to determine which account is out of balaMo& can run the Check Entries routine from
Maintenance > Database Maintenance> Check Transactionsto determine where the problem
is.

Profit and Loss Report

The Profit and Lossreport indicates how revenue is transformed imtioimcome. Revenue is
money received from the sale of products and sesviefore expenses are taken out, also known
as the "top line". Net income is the result afterevenues and expenses have been accounted
for. This can also be referred to as the "bottaora'li

The Profit and Loss report shows whether the company made or lost yndugng the period
being reported. The values for the same period/kest and year to date for last year are
included, as are budget figures, where entered.

The options for this report include:

by Selected Department
by Selected Clinig
Disable Subtotalling
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Subtotal accounts are used to group smaller aceoOmiy the total will be displayed on the
Profit and Loss Report, unlesBisable Subtotallingis selected.

Subtotals Report

The Subtotal report display the subtotals that contribute totttals on thé°rofit and Loss
report.

The options for this report include:

by Selected Department
by Selected Clinic
by Selected Account
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Balance Sheet

TheBalance Sheets a summary of the value of all assets, liab#itiand ownership equity for
the organisation on a specific date. It is oftescdbed as a "snapshot” of a company's financial
condition on a given date.

This report can be run for@elected Clinig if required.

GST Report

GST is calculated on either an invoice basis cayarents basis. You can find out which method
your clinic uses by going telain menu >Maintenance module >Maintenance menu >
Company Information.

The VisionVPM GST report will produce the correafarmation for you to pay the taxation
office, providing you use th€lients module and either theuppliers module orGeneral
Ledger cashbooks for ALL deposits and withdrawals to yloaink account.

Before printing your GST report you should always theGST Reconcileprocedure to ensure
your GST is correct.
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The following items can cause your GST to be inecir

Entering data into a previous period

Forgetting decimal points when entering cheques
Forgetting something that should be zero rate BT
Entering an item against the wrong general ledgdec
Posting an entry directly to the GST control ac¢oun

To Reconcile GST

Go to:Main menu >General Ledgermodule >Reports menu >GST Reconcile

In theDate Selectiorwindow, in theDate boxes, type a date range for the GST reconcile
and clickOK .

Transactions that have an imbalance between thep®&ibn of the entry and the GST
control account will be displayed.

If you have paid GST to the Inland Revenue Depantrbg a Cashbook payment to the
GST Control Account, this transaction will appeathe list, as above. This transaction is
not a problem and can be ignored.

If you post into a separate GST paid account thenentry will not be displayed in the
GST reconcile report.

If other entries are displayed you need to investigind if you are unable to find the
discrepancy you are looking for, cli€kint List , and call the Provet IT Service Desk for
assistance.

Once your GST has been reconciled satisfactordy,gan proceed to printing the GST Report.
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To Print a GST Report

Go to:Main menu >General Ledgermodule >Reports menu >Financial Reports> GST
Report.

In the Date Selection area of thmancial Report Selectionwindow, enter the required
dates for the report in tte&om andTo boxes.

SelectGST Report and selecinvoice or Payment depending on which method the clinic
uses to pay its GST.

Optional: To print a GST report for an individudihec, select theSelected Cliniccheck
box and then double-click to select a clinic.

From theSet report destinationwindow, select a report destination, and clK.

Optional: To print a full audit trail of all transtons that include GST, clickesto the
message

Click No to display only the totals of GST that have bedlected and paid.

The report will print to the selected destination.



Account Activity

The Account Activity report displays a full audiail of activity for a selected period. An
account activity report can be produced for a setegeneral ledger account or for multiple
accounts.

Go to:Main menu >General Ledgermodule >Reports menu >Reports > Activity .

From theDate Selectiorwindow, in theDate boxes, type a date range for the activity report.

Optional: To view account activity for a selectezpdrtment, select tHeelect
Department(s) check box, and then double-click to select a depant.

Optional: To view account activity for a selectezhgral ledger account, select 8&ect
Account Code(s)check box, and then double-click to select an aestoode. If you want
to view more than one account, hold @€RL key while you click on the required
accounts. Then clicK.

Optional: To send the report to a text file, setbetExport to a tab-delimited file check
box.

Optional: To send the report to Excel, selectSkad to Excelcheck box.
Click OK.

The account activity report will print to the seled destination.



Asset Register

The Asset Register report displays all assets ledepreciation details relating to those assets.

Go to:Main menu >General Ledgermodule >Reports menu >Asset Register

From theSet report destinationwindow, select a report destination, and clK.
The Asset Register report will print to the seldadestination.



Fixed Assets Depreciation

The Fixed Assets Depreciation report produced afliassets, and calculates the depreciation on
those assets for the selected date. This repoteg@noduced to verify the figures prior to
running the depreciation on the asset register.

Go to:Main menu >General Ledgermodule > Reports menu >Fixed Assets -

Depreciation.

From theDate Selectionwindow, in theFrom Date andTo Date boxes, type the dates
which will apply to the report.

Optional: Choos&elect Department(s}o display a list of departments from which you
can choose one or more departments.

Optional: Choos&elect Clinic(s)to display a list of departments from which yom ca
choose the required clinic.

Click OK.
From theSet report destinationwindow, select a report destination, and cli2K.

The report will print to the selected destination.

Fixed Assets Sales

The Fixed Assets Sales report displays the askest sam the start of the current financial year
until the selected date.

Go to:Main menu >General Ledgermodule > Reports menu >Fixed Assets - Sales

In theDate Selectiorwindow, in theDate boxes, type a date range for the report and click
OK.
In the Set report destinationwindow, select a report destination, and clizK.

The report will print to the selected destination.



Monthly Profit and Loss

The Monthly Profit and Loss report displays twetaenths of your income and expenditure.

Go to:Main menu >General Ledgermodule > Reportsmenu >Monthly Profit and Loss.

From the Date Selection window, in tbate box, type the month end date.

Note: The income and expenditure is displayedHtertivelve months ending with the date
shown in theDate box.

Optional: ClickSelect Departmentto display a list of departments from which you can
chose the required department.

Optional: ClickSelect Clinicto display a list of clinic from which you can cleothe
required clinic.

Click Subtotal Header Accounts Onlyif you would like a summary report.
To send the report to Excel, select 8end to Excelcheck box.

Click OK.

From the Set report destination window, selecipantedestination, and clickK.

If you want the report to be sorted by account adib Yes otherwise it will be sorted
alphabetically.

The report will print to the selected destination.
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Monthly Budgeting

The Monthly Budgeting report displays twelve monthgyour budgeted income and expenses.

Go to:Main menu >General Ledgermodule > Reports menu >Monthly Budgeting.

From the Date Selection window, in tbate box, type a date for the budgeting report, and
click OK.
The Dept box will be populated with the default departmende, which can be overwritten.

From theSet Report Destinationwindow, select a report destination, and cl@K.

The report will print to the selected destination.

Automatic Deposits and Payments

The Automatic Deposits and Payments report dismdig of APs that are regularly being
deposited into, and withdrawn from, your bank actou

Go to:Main menu >General Ledgermodule > Reports menu >Automatic
Dep/Payments

From theSet report destinationwindow, select a report destination, and clizk .

The report will print to the selected destination.



Petty Cash and Floats

Some amounts of money are not managed within \A4fRivk on a daily basis. These include
petty cash and the till float.

Petty Cash

Petty cash is an amount of cash that is kept @laifar small day-to-day expenses, for example,
milk, tea, postage and taxi fares. Petty Cash shoeilkept separate from the money in the till so
that bankings are not affected by petty cash tises.

You should keep records (and receipts) to show thewPetty Cash has been spent.

Float

A float is the amount of cash that is kept in tHert coins and notes for giving change to clients
For accuracy when counting receipts, the float khba a set amount, for example, $200.

The float is generally NOT included in the VisionMRill balance. It should remain a constant

amount. The only entry required in VisionVPM is whée float is initially set up, or any time it
is increased.

How to set up the Petty Cash

Establish an amount for petty cash, for examplép¥I10.
Set up a General Ledger Control AccountRetty Cash

Go to:Main menu >General LedgerModule >General Ledgermenu >Chart of
Accounts> Insert.

Set up aPetty CashGL account similar to the illustration below:
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Cash a cheque for $100.00.

If you use a cash cheque for $100.00 for the mtsh, this will only work if, on the day
you are given it, you have receipted at least D cash.

In this case you will still enter the cashbook payito the petty cash GL code and do
your banking as per normal, but you will need tooadly alter the bank deposit
summary to reflect $100.00 less in cash and th@ $00cash cheque on the report.

In VisionVPM enter &Cashbook Paymento the Petty Cash General Ledger code.

How to run your Petty Cash

Keep Petty Cash receipts and manually note evatya®n from Petty Cash.
Reconcile Petty Cash on a weekly basis (daily dessary).

For example:

1. Count money in petty cash tin ($32.50).

2. Tally petty cash receipts. (67.50).

3. 1.(32.50) and 2. (67.50) from above should equabd$o0.

4. Record the expenses as payments from Petty CadkianVPM.
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Posting Petty Cash Expenses

Use aCashbook Paymento record the Petty Cash expendittram the Petty Cash Control
account.

Remember to change tBank A/c to thePetty Cash Control A/c.
Remember to account for GST correctly on each gatered as per the expense receipt.

Using the above example the Petty Cash float weilV e reduced from $100 to $32.50 which
will need to be reimbursed to the Petty Cash flodteep it at $100.00.

Reimbursing the Petty Cash Float
Cash another cheque for $67.50, to bring the R2ash float back to $100.00.

In VisionVPM prepare &ashbook Paymento thePetty CashGeneral Ledger account.
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Both your Petty Cash Float and your General Ledgeount for the Petty Cash Control account
should now be back at $100.00.

Working with a Float

The float should be a set amount, for example, $R3§ the amount of cash (coins and notes)
kept in the till for giving change to clients.

Each time the till is balanced, remove the floayrt the cash and cheques and remove from till
and then replace the float in the till.

Sometimes additional coins will be needed for thatfor a surplus of coins may be exchanged
for notes. This should be kept separate from timkibg and will have a zero transaction value.
This is not recorded in VisionVPM.

Procedure

Establish an amount for the float, for example;®Q0.
Cash a cheque for $200.00.
Enter a cashbook payment to the Float accountZ06 $0.
This account should be marked as a Current Aspetdnd zero-rated for GST.
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Before you start your banking, count $200.00 fl@atchange) out of the cash drawer.

Proceed with the banking as described in the Cirearual.



End of Month procedures

There are several activities that should be coragleh a monthly basis. They give the
opportunity to check that your financial systenmidalance, and if not, to correct it. Once you
are satisfied that all transactions are compleia,can close off the month to prevent further data
entry in periods where all statements, invoiceshaaen printed.

At the end of the month you should complete:

Check Entries

A Debtor Reconciliation

End of Month charges and Discounts

Aged Debtors Report

Printing Client Invoices or statements

Updating the Close period for Debtors

A Creditor reconciliation

Updating Stock on hand

Updating Close period for Creditors and Generalgezd

Check Entries

The Check Entries function will detect problemshatitansactions in a given date range and
should be run on a monthly basis to highlight argbfems so they can be corrected.

To run the check entries routine

Go to:Maintenance module >Maintenance menu >Database Maintenance> Check
Transactions

From the Database Maintenance window, clitleck Entries.

From the Set Current Report Date window, inEnem Date andTo Date boxes, type the
date range that you wish to use. This would nomrizdl the previous month.

Click OK.

The Database Maintenance window will display aays$actions that need to be fixed. For
assistance with fixing these entries, please plioa®rovet IT Service Desk.



Debtor Reconciliation

The Debtor Reconciliation checks that the total of all the debtor accounta balance with the
Debtor control account. The reconciliation idelsfiany problem transactions and gives you the
opportunity to correct them.

To perform a Debtor Reconciliation

Go to:Main menu >Clients module >More Reports > Debtor Reconciliation

In theDate Selectiorwindow, in theTo Date box, type the date for which you wish to run
the report.

Note: TheFrom Date will display yourYear Beginsdate. This should NOT be changed. The
Year Beginsdate can be checked by goingMain menu >Maintenance module >
Maintenance menu >Company Information.

Click OK.
From theSet report destinationwindow, select a report destination and clizK.
The Debtor Reconciliation report will print to teelected destination.

If any amounts are displayed in théferencescolumn please contact the Provet IT
Service Desk for assistance in correcting theseuatso

End of Month Client Charges and Discounts

Any changes to account fees or incentive discosimtsild be made prior to the end of month
accounts being run.

Account fees and interest charges are set up mggoMain menu >Maintenance module >
Maintenance menu >Account Defaults
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Incentive Discounts are set up by selectinglticentive Discountcheck box in th®iscounts
tab of the Stock Details window.

As part of the end of month procedures the optiosdd Account FeesOverdue Interestor
Apply Incentive Disc. may be selected prior to running the statements.

To add account fees, overdue interest or apply ince  ntive discounts

Go to:Main menu >End of Month Procedures

In theCurrent Period boxes, type thérom date andTo date for when you want to charge
interest, account fees and apply incentive dis@unt

Select from the following options:

If you... Then...

Select theAdd Account Feescheck box.
You can enter your own wording to
appear on the invoice for this charge in
thelnvoice Descfield.

The default wording ig\ccount Activity
Fee

Charge account fees to selected clientsSelect theAdd Account Feescheck box.
Insert a marker in th®ptional Marker
field and selecMatch to charge account
fees to clients with a specific marker.
SelectExclude to exclude specific clients
with a marker from being charged account
fees.

Charge account fees to all clients

Charge overdue interest to all clients Select theDverdue Interestcheck box.



Charge overdue interest to selected ~ Select theédverdue Interestcheck box.

clients Insert a marker in th®ptional Marker
field and selecMatch to charge overdue
interest to clients with a specific marker.
SelectExclude to exclude specific clients
with a marker from being charged
overdue interest.

Offer an incentive discount to all clientsSelect theApply Incentive Discount
check box and in thBiscount % box
enter a discount percentage.

Offer an incentive discount to selected Select theApply Incentive Discount

clients check box, insert a client marker in the
Optional Marker field, and then enter a
discount percentage in tiascount %
box.

Click OK to run the end of month procedures for the period.

Click Yes to the following message:

Invoices generated for the account fees and overderest will be displayed on the Client
Activity window.

NOTE: Do not run the End of Month Procedures mbhemtonce for the same date range and
selected options. If the End of Month Proceduresran again, you will receive a warning
message. If you choose to ignore the warning messl&nt invoices for the selected options
will be generated again, resulting in multiple sactions for each client. In this case please
contact the Provet IT Service Desk for assistance.

The options in the lower section of the End of Moptocedures window can be used if you wish
to print basic reports. However, additional funotbty for these options is available from the
following areas:

Print Aged Debtors - Go to:Main menu >Clients module >Reports menu >Aged
Debtors.

Print Invoice/Statements- Go to:Main menu >Clients module >Reports menu >
Invoice/Statement Run.

Print Statements- Go to:Main menu >Clients module >Reports menu >Statement Run.
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Aged Debtors report

The Aged Debtors report lists all clients owing repto the clinic and displays how long the
money has been outstanding (Current, 30 days, ¥€) 88+ days). It provides a useful summary
of the money that is owed to the clinic and howgldrhas been outstanding.

To print the Aged Debtors report

Go to:Main menu >Clients module >Reports menu >Aged Debtors

In the Set Current Report Datewindow, in theDate From andDate to boxes, type date
rangefor the report.

Optional: You can include and/or exclude specifierd markers in the report by using
theMarker Options and 2xd Marker Options fields. Click theSelectbutton to the right
of the corresponding field to choose the markerswish to include or exclude.



Note: Select th&ave Analysis to Client Recordsheck box to save the debtor analysis
to the client record. This can then be an optiorsé&ection in thélarketing Schedule.

Note: You can export the Aged Debtors report todtky selecting th&end to Excel
check box.

Click OK.

From the Set report destination window, selecipantedestination and clickK .
The Aged Debtors report will print to the selectisgtination.

The client's aged amounts will be updated, andeadisplayed by clicking th&ettingstab on
the Client Details window.

Printing Client Invoice/Statements

Statements for individual clients can be generateahy time by clickingtatementfrom the
Client Details window for the selected client.

Printing all statements or invoice/statements sthbel a regular end of month activity.

Some clinics may choose to do this more frequdfalyexample fortnightly). If statements or
invoice statements are run at any time other thantimend, this must be set up in maintenance.
Go to:Main menu >Maintenance module >Maintenance menu >System defaults>

Financial tab.

In the Client Financial area select the following option:

Before statements or invoice/statements can béegrithe report format must be selected from
Main menu >Maintenance module >Maintenance menu >Report Formats. Separate options
are available for Statements and Invoice/Statements
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To print statements or invoice/statements

Go to:Main menu >Clients module >Reports menu >Invoice/Statement Runor Statement
Run.

In theCurrent Period boxes, type thdate ranggor when you want to print your
invoice/statements.

To print invoice/statements for selected clientdestSelected Clients The following
additional fields will be displayed.

In theFrom Client Lastname andTo Client Lastname boxes, type the client last name
range for whom you wish to print invoice/statements

Click Selectto the right of theClient Marker field to include or exclude clients with a
selected marker from the invoice/statement run.

Click Selectto the right of2nd Marker Option field for an additional client marker
selection.

To print aClinic Based Copy(multiple invoice/statements per page) @lent Order list
(lists the debtors, with markers and addresselpirahetical order by code), select either of

these options.

To exclude clients with a credit balance or balanoslow a certain amount, check the
Exclude clients in credit or undercheck box and enter the amount in the field pravide

To save the aged analysis to the client recordctséieSave aged analysis to clients record
check box.
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To sort the invoice/statements by client markdeaédheSort by client marker check box.

To print a statement message for clients with aveighalances of 1, 2 and 3 months, click the
1 Month, 2 Month and3 Month list arrows, and select the statement messageseTh
messages are set uphtain menu >Maintenance module >Maintenance menu >Codes

and Descriptions> Invoice messages.

Click OK.
The invoice/statements will print to the selectedtahation.

Updating the Close Period for Debtors

When you enter a closing date for debtors no fuitheoices or payments can be dated prior to
the date you enter.

This is important because when you next print youoice/Statements they will be in a new
period and any transactions that were entereceiptévious period will be missed.

You should enter a close period date for debtorsendtately after you print your
invoice/statement run.

To update the close period for Debtors

Go to:Main menu >Maintenance module >Maintenance menu >Close Period

In thePeriod Closing Datewindow, type the last day of the month for whititements
have been run in thBebtors Closing Datebox.

Click OK.

Only client transactions dated after thebtors Closing Datecan be entered into VisionVPM. If
a transaction with an earlier date is enteredfahewing message will be displayed:

The date on the item will need to be changed tata dfter thdebtor Closing Date for
example, 1 Feb 09.
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Creditor Reconciliation

TheCreditor Reconciliation checks that the total of all the creditor accousia balance with
the Creditor control account. The reconciliatioantfies any problem transactions and gives
you the opportunity to correct them.

To perform a Creditor Reconciliation

Go to:Main menu >Suppliers module >Reports menu >Creditor Reconciliation.

In theDate Selectiorwindow, in theTo Date box, type the date for which you wish to run
the report.

Note: TheFrom Date will display yourYear Beginsdate. This should not be changed. The
Year Beginsdate can be checked by goingMain menu >Maintenance module >
Maintenance menu >Company Information.

Click OK.

From theSet report destinationwindow, select a report destination and cli2K.
The Creditor Reconciliation report will print toetlselected destination.

If any amounts are displayed in the Difference goilplease contact the Provet IT
Service Desk for assistance in correcting theseuatso
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Stock Control Check

This procedure will find transactions that may adedy affect the Stock Adjustment journal and
should be completed prior to running the Create GQ8nals.

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance
> Stock Maintenance> Stock Control Check.

Check any entries that are displayed and rectify.

If you need assistance with correcting the entpesase contact the Provet IT Service
Desk.

Updating Stock on Hand

The update stock on hand routine provides a melagsnerating cost of sales for the items that
have been sold. This routine should be run on almhpbasis.

Run the Update Stock on Hand routine when all sappivoices that relate to the previous
calendar month have been entered.

If you electronically download invoices, ensuretthihinvoices have been downloaded, checked
and saved for the period when you are creatingaiseof sales figures.

For example, if the current month is July, you st run this procedure until you have
entered all supplier invoices for June. You willaby have completed entering supplier invoices
by the 20th of the month.

There are two steps in the Updating Stock on Haodgss:

Create COS Journals.
Print the COS breakdown report.

Update stock on hand

Go to:Main menu >Stock module >Stock menu >Update Stock on Hand> Create COS
Journals.

Click OK.



In theUpdate Stock on Handwindow, check th&rom andto dates for when you wish to
create the cost of sales figures. This would ndsnts the previous month.

If you are using departments, select@aculate cost of sales for each department
check box.

To ensure that your Stock Control account dispthgscorrect balance at the end of each
period, select th€reate G/L entries for any purchase price variatiors or rounding
adjustmentscheck box.

NOTE: If this is the first time that you are selagtCreate G/L entries for any purchase price
variations or rounding adjustments, a full stock take should have been competed ateted
into VisionVPM.

What happens when | select Create G/L entries foygurchase price variations or rounding
adjustments?

VisionVPM checks that the total of all the stoanit accounts balances with the Stock
Control account.

There are three steps to this process:

1. Stock Valuation calculation = stock on hand quar{fior each item) * average cost of
stock item. For example, $26,740.

2. Stock Adjustment calculation = Stock Valuation et Control account balance. For
example, $26,740 - $25,000 = $1,740.

3. In this example, the difference of $1,740 is credlito the Stock Adjustment account and
debited to the Stock Control account.

Result: The Stock Control account balance is no@ 8.
Stock Adjustment account

The Stock Adjustment account is a General Ledgetrobaccount and should be set up as a

Purchase type and zero-rated for GST.



Average Cost

The average cost for each stock item is calculatetthe total purchase amount / total
quantity of items purchased.

VisionVPM calculates the average cost from therlafe

Year Begins Date iMaintenance> Company Information
OR

Average Date itMaintenance > System Defaults> Stocktab.

Why wouldn't my stock accounts be in balance wittetStock Control account?
The following items can result an inbalance:

Purchase price variations (purchase price is diffefrom average cost).
Posting an entry directly to the Stock Control asto

Changing the date from when you calculate yourayeicost.

Deleting stock items if you are looking at a priate.

Click OK.
To print the COS Breakdown Report

Go to:Main menu >Stock module >Stock menu >Update Stock on Hand> COS
Breakdown Report.

Type the end date you réipdate Stock on Handinto the available field.

Click OK.

From theSet report destinationwindow, select a report destination and clizK.
The COS Breakdown Report will print to the selealedtination.

Bank Reconciliation Check

If you are using the General Ledger module in \\iiBM you should run the Bank
Reconciliation Check for the previous 10 stateméantgnsure your bank statements are correct.
This report shows the closing balances for thectedesequence of statements.

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance
> GL Maintenance > Check Bank Reconciliation



Enter the numbers of the statement range you wisbview.

Enter theOpening Balancefrom the first statement of the selected series.
Click OK.

A report displaying the statement numbers and mtpbalances for each statement will be
generated, similar to the one below:

You should check the closing balances of eachmatateagainst your printed statements and if
you find that a Closing Balance in VisionVPM doed match the printed statement you will
need to go back into that statement number, as\agus reconciliation, and resolve the issue.
This may require unreconciling the entire statenagt re-reconciling again. If you require
assistance please contact the Provet IT Servick. Des

Reversing incentive discounts

Incentive discounts are meant to be an incentivelfents to pay promptly. If the date the
payments were due has passed and a payment Hasemomade, these incentive discounts

should be reversed. This should ideally be dorsoas as the payments are overdue, but must be

done before the next batch of invoice/statememsant out at the end of the month.

Go to:Main menu >Clients module >Reports menu >Check Expired Discounts.

Click Yesto proceed.



Enter the statement date when the discounts weledpn Month Closing Date.

Enter the date that the reversals will be showinasiced inEntry Reversal Date This
should be the first day that payments were no loatgible for the incentive discount. For
example, if payment was due by 20 February 200steligible for the incentive discount,

the Entry Reversal Dateshould be 21 Feb 20009.

The Prompt Discount List window will be displayed.

To leave the discount applied, click into fReversecolumn and delete the *.
To print the list of incentive discounts cli€kint List .

When all required changes have been made, Ojpdate.

VisionVPM will create negative invoices for thoseels where there is a * in tiieverse
column and these invoices can be viewed from tienCActivity window.
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Updating the Close Period for Creditors and General Ledger

When you enter a closing date for Creditors ande@dnLedger no further transactions can be
dated prior to the dates you enter.

This is important to ensure that no transactioeseatered in previous periods after final reports
have been run. Entering transactions into a previ@siod could have implications for GST, for
example.

You should enter a close period for Creditors after have entered all supplier invoices for the
month. This would usually be completed by the 2fitthe month.

You should enter a close period of General Ledger

To update the close period for Creditors and Genera | Ledger

Go to:Main menu >Maintenance module >Maintenancemenu >Close Period

In thePeriod Closing Datewindow, in theCreditors Closing Dateand theGeneral Ledger
Closing Dateboxes, type thiast dayof the previous month.

Click OK.

Only transactions dated after the Closing Datesbe entered into tt&uppliers, General
Ledger, Stockor Payroll modules. If a transaction with an earlier datentered, the following
message will be displayed:

The date on the item will need to be changed tata dfter the end of the current close period.



End of Year procedures

There are several activities that should be coraglbefore, on and after the financial year.

These procedures should be run prior to the eryeaf stock take:

Department/Overall Stock Differences
Date for calculating average stock cost
Average Cost Differences

Stock Control Check.

These procedures should be run at the end of year:

Creditors Management
Stock Take.

These procedures should be run after the end afidial year:

Check Entries

Debtors Management

Update Stock on Hand

Stock Variance

Payroll Management (if applicable)
General Ledger Management

End of Year Rollover.

Prior to End of Year Stock Take

These procedures should be run prior to the eryearf stock take:

Department/Overall Stock Differences
Date for calculating average stock cost
Average Cost Differences

Stock Control Check.

Department/Overall Stock Differences

If you are using departments run bepartment/Overall Stock Differencesreport.

This will display a list of those stock items whéine on hand quantity does not equal the
total of all the departments on hand quantities.

Go to:Main menu >Maintenance module >Maintenancemenu >Database
Maintenance > Stock Maintenance> Dept /Overall Stock Differences

Print this report if there are any differences.

To rectify the differences, for each stock itemtlom list, go tdviain menu >Stock
Module >Stockmenu >Stock Details> select stock item ®More Commands> Dept
Overall Differences
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Date for calculating average stock cost

It is advisable to update the date from when tlerage cost is calculated M&ain menu >
Maintenance module >Maintenancemenu >System Defaults

This date should be the same as your Year BegitesiB&ain menu >Maintenance module >
Company Information. When the cost date is more current, the averageatibsemain more
current.

Average Cost Differences

This will display a list of stock items where th@e&kage Cost on the Stock Details window is
different to the calculated average cost.

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance
> Stock Maintenance> Average Cost Differences.

Enter your Year Begins Date frolain menu >Maintenance module >Company
Information.

You should correct any differences on each stak iby going tdvlain menu >Stock
module >Stock Details> select stock item €ommands> Calculate Average Stock
Purchase

Stock Control Check

This procedure will find transactions that may adedy affect the Stock Adjustment journal and
should be completed prior to running the Create GQ8nals.

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance
> Stock Maintenance> Stock Control Check.

Check any entries that are displayed and rectify.

If you need assistance with correcting the entpisase contact the Provet IT Service
Desk.
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At End of Year

These procedures should be undertaken at year end:

Creditors Management
Stock Take
Stock Variance Report

Creditors Management

Ensure all suppliers invoices dated up to and dinlyithe end of year date are entered.

If goods have been received with no invoices ugnid including the end of year date, enter a
Goods Receipffor these items.

If you electronically download supplier invoiceseck the e-Ordepending Invoice Listhas
been cleared for goods received up to and inclutiegend of year date.

Perform Creditor Reconciliation.

UpdateClose Period for Creditors
Stock Take

Ideally, the stock take should be done on a sidgle the last day of the financial year. The data
can be entered at a later time if necessary, bthietata entry must use the date of the stock
take.

Check stock take settings in Maintenance

Go to:Main menu >Maintenance module >Maintenance menu >System Defaults>
Stocktab >Use a zero stock take.

If you wish to process a zero stock take, make guseoption is selected and follow the
Zero Stock Take instructions

If you wish to use your existing stock levels aguade, do not select the above option.

Counting the stock take

There are several ways a stock take can be doc&n Ibe done using the e-Order integration
with or without a handheld scanner, or by just gsfiisionVPM:

Go to:Main Menu >Stock module >Stock menu >Stock Taking > Stock Taking Options
> Print the stock report.

Select the required options.

Entering the stock take count into VisionVPM

If the stock take has been processed using theler@itegration with VisionVPM the
information can be transferred from e-Order to d&/PM.

If a non e-Order stock take has been processedftirenation needs to be entered manually:
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Go to:Main Menu >Stock module >Stock menu >Stock Taking > Stock Taking Options
> Edit the stock take.

Select the required options.
Stock Variance Report

Go to:Main Menu >Stock module >Reports menu >Stock Variance Report
Enter the stock take date.

Select required options.

Click OK.

Further information on stock taking is availableghe Stock manual.
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After End of Year

These procedures should be run after end of year:

Check Entries

Debtors Management

Update Stock on Hand

Stock Valuation

Payroll Management (if applicable)
General Ledger Management

End of Year Rollover.

Check Entries

Go to:Maintenance module >Maintenance menu >Database Maintenance> Check
Transactions

From the Database Maintenance window, clitieck Entries.

From the Set Current Report Date window, infhem Date andTo Date boxes, type the
date range that you wish to use. This would noyrizdl the previous month.

Click OK.

The Database Maintenance window will display aayps$actions that need to be fixed. For
assistance with fixing these entries, please pltioa®rovet IT Service Desk.

Debtors Management

Perform a Debtors Reconciliation

Apply necessary fees and discounts.

Check all Debtor statements are in order.
Print Aged Debtorsreport.

Print clientinvoice/Statementsor Statements.
UpdateClose Period for Debtors.

Review Aged Debtors for problem accounts that sthbel written off.
Update Stock on Hand

This should only be done when the full stock takethie end of year has been entered into
VisionVPM.

Go to:Main Menu >Stock module >Stock menu >Update Stock on hand> Create COS
Journals.

Check the dates are for the previous month.

If you are using departments, select@aculate cost of sales for each department
check box.



SelectCreate G/L entries for any purchase price variatiors or rounding adjustments
VisionVPM will calculate the cost of sales for thnth as displayed above.
A COS Breakdown report can be printed.

Stock Valuation report

Go to:Main menu >Stock module >Stock menu >Update Stock on Hand> Stock
Valuation.

Enter the date to which you want the stock to Heed

Click OK.

VisionVPM will display the value of your stock attie total of your stock control
account.

A stock valuation report can be printed.
Payroll Management (NZ clients only)
The Payroll is selected by date range, so it iclusted off at the end of the financial year.
Employee information and transactions can stilhbeessed prior to the end of the financial year.
Entitlements will also remain on the records folidey and sick pay.

Following are suggested reports to print, so a bapy can be kept on file for the year. Select
the beginning and end of year as the date range.

Company
Pay Totals
Go to:Main menu >Payroll module >Reports menu >Pay Totals
Leave Totals
Go to:Main menu >Payroll module >Reports menu >Leave Totals
Holiday Entitlements
Go to:Main menu >Payroll module >Reports menu >Holiday Entitlements

Employees

Employee Pay Records

Go to:Main menu >Payroll module >Payroll menu >Employee Records> Select
Employee(s) Print > Employee Pay Records



Employee Leave
Go to:Main menu >Payroll module >Payroll menu >Employee Records> Select
Employee(s) *Print > Employee Leave Records
Allowances and Deductions

Allowances and Deductions Report

Go to:Main menu >Payroll module >Payroll menu >Allowances and Deductions>
select Allowances(s) / Deduction(sP¥int > Allowance Pay Records.

Allowances and Deductions Totals

Go to: Main menu Allowances and Deductions> select Allowances(s) / Deduction(s)
> Print > Allowance Pay Totals.

Inactive Employee Records

Employee Pay Records

Go to:Main menu >Payroll module >Payroll menu >Inactive Employee Records
Select Employee(s) Brint > Employee Pay Records

Employee Leave Records

Go to:Main menu >Payroll module >Payroll menu >Inactive Employee Records
Select Employee(s) Brint > Employee Leave Records

EnterClose Periodfor Payroll.

These reports can be printed at any time and dbana to be printed before the first pay run
of the new financial year.

General Ledger Management

Check all bank reconciliations are complete anorder.

Perform a GST reconciliation: Go tgtain menu >General Ledgermodule >Reports
menu >GST Reconcile.

If you have paid GST to the Inland Revenue Depantrbg a Cashbook payment to the
GST Control Account, this transaction will appeathe list. This transaction is not a
problem and can be ignored.

If you post into a separate GST paid account thenentry will not be displayed in the
GST reconcile report.

Run financial reports: Trial balance / Profit anosk / Balance Sheet.
Go to:Main menu >General Ledgermodule >Reports menu >Financial Reports.
Check these reports and make any corrections exjbefore proceeding.

Update theClose Periodfor General Ledger.
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Hand over reports to external accountant. Many aat@mts have fairly specific requirements
regarding annual reports, but generally the follayare considered useful:

Aged Debtors for every month of the financial year

Main menu >Clients module >Reports menu >Aged Debtor.

Aged Creditors for every month of the financial yea

Main menu >Suppliers module >Reports menu >Aged Creditors

Stock Valuation (following stock take)

Main menu >Stock module >Stock menu >Update Stock on Hand> Stock Valuation
Financial Reports including Trial Balance, Profidaoss, Balance Sheet and GST report
Main menu >General Ledgermodule >Reports menu >Financial Reports

Account Activity reports for every GL account frdmeginning of financial year to end of
financial year.

Main menu >General Ledgermodule >Reports menu >Reports > Activity

Input journal entries for adjustments that accoontaakes. You will have to remove the
Close Period Dates for the modules that you wisdct®ess.

Ensure that General Ledger reports balance witla¢keuntant's reports.
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End of Year Rollover

VisionVPM offers the option to roll over at the eofda financial year. End of Year Rollover
should only be performed when your General Ledgports balance with your accountant's
reports.

It is not mandatory in VisionVPM that an End of Yé&wllover is done. However, an increasing
number of Accountants are asking their clientseidgyrm an End of Year Rollover.

This rollover will close off the financials and ate new opening balances for your balance sheet.
A rollover prevents any accidental posting of imhation back into a period that has already
been filed with the taxation department.

A rollover does NOT remove any records from Visiét.

NOTE: A special backup that is retained for refeeeshould be generated before the rollover
takes place. This backup should be stored sepafateh your normal backup system as this is
an annual backup that may have to be referred toack

Prior to processing an End of Year Rollover

Ensure that all General Ledger reports balance yaith accountant's reports for the number
of financial years that you are going to roll over.

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance
> Check Transactionsto perform theCheck Entriesroutine for the entire year. There
should be no transactions listed.

Go to:Main menu >Clients module >More Reports menu >Debtor Reconciliationto
perform a Debtor Reconciliation. This should béatance.

Go to:Main menu >Suppliers module >Reports menu >Creditor Reconciliation to
perform a Creditor Reconciliation. This should béalance.

Perform a One-off Back up of your Database.
To perform an End of Year Rollover

The End of Year rollover MUST be done on the SER\HF all other workstations must be
OUT of VisionVPM

Go to:Main menu >Maintenance module >Maintenancemenu >End of Year Rollover.

The rollover can only proceed if you clidtesto the Backup message.



TheCurrent Year Begins Dateis loaded automatically and should be the datglalyed in
Main menu >Maintenance module >Maintenancemenu >Company Information.

It is advisable to retain 2 years concurrent infation. So during 2009, yoiffear Begins
date will be, for example, 1 April 07.

Check theNew Year Begins Dates correct.

When the rollover proceeds, it will automaticallydate theYear Beginsdate inMain menu
> Maintenance module >Maintenancemenu >Company Information.

Click OK.

Note: TheYear BeginsDate should ONLY be changed through performingad of Year
rollover. This date should not be changed manuakgept where there are multiple clinics as
described in the end of year rollover proceduratattiple clinics.

Data Transfer Clinics - End of Year Rollover
The EQOY Rollover procedure is perform@iCE ONLYat the Main Clinic.
Follow the procedures in End of Year Rollover.

You will need to advise your other clinics of theawnYear Beginsdate. This must be changed
AFTER a successful data transfer, and BEFORE th&e dommences work the next day.

To change the Year Begins Date:

Go to:Main menu >Maintenance module >Maintenance menu >Company Information
> Year Begins.

Change the date to the n&gar Beginsdateas advised above.
Click Save.

On saving the following prompt will be displayed:
You have changed the financial year begins date. Thshould only be done if advised by
VisionVPM staff to do so, and a password will now &ve to be entered. Continue?

You will need to call the Provet IT Service Desk flois password
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