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1. SEr UP AND GENERAL USE

EzeAccounts is a simple accounting software package designed for self-
employed individuals and small businesses. Unlike all of the other
accounts packages, EzeAccounts is easy to use. Setup takes two minutes
and no experience is necessary. Once setup, you can easily and quickly
produce invoices, tax and vat returns. This is an all in one solution to
eliminate the need for an accountant and give you a business health
check at any time.

EzeAccounts is a great accounts package suitable for you if you are a :
. Self employed

. Sole trader

. VAT registered company

. Non VAT registered company

EzeAccounts will produce

. Customer Invoices

. Balance Sheets

. End of Year Reports

. Tax Returns

. Short Tax Return

. VAT returns

. Stock Accounts

. Fixed Assets Accounts

EzeAccounts will store your basic records required for tax which will
normally include:
» a record of all your sales, with copies of any invoices you've
/ssued
» a record of all your business purchases and expenses
» details of any amounts you personally pay into or take
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1A4. ZNSTALLAT/ON

To install EzeAccounts simply Download and double click on the
EzeAccounts_Setup.exe program. This will automatically install
EzeAccounts to your computer together with an uninstall facility.

718. DEmo MopoE

The software comes in Demo mode to allow for evaluation before making
a purchase. In Demo mode the Settings are set for an imaginary
company and an imaginary invoice is created. In demo mode you will not
be able to save any changes or add any new records. In Demo mode, a
Buy Now window will appear every time you navigate from Invoices fto
one of the main categories.

7C. PURCHASING

If you wish to make a purchase, click on the Buy Now button in the Buy
Now window. In you are not online the software will request you connect
to make the purchase. You will be taken to a secure checkout and asked
for your payment card details. Once payment is completed you will be
sent an email with a secure number. Enter this number info the
EzeAccounts Buy Now window. Once entered click the OK button. The
Title bar of the software will show the message “Verifying....". Once
completed, if your code was correct your software will be in full mode
and ready to use.
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JC. SETTINGS

Click this button to go to settings

th EzeAccounts ¥ 3.00

Settings

Company Name |AdVﬂfk Ltd WAT Registration Number ’W
fuddress Lingl [The House VAT Period 1 Start [07/0472008  +
Addhess Lins2 [Whiteheath VAT Peiod 25tart [01/07/2008 <
Address Line3 [Bromiey VAT Peind35tart [QT1072008 <
Address Lined |KBI’|t WAT Period 4 Start ’W‘

Post Code [FHTO 53] Compony Yoo Sat [01700208 =]
Tel [0771821721 Company Year End |31/03/2009 =
For [01815771686 e li,ﬁdvark L

E-Mail |adva|k@advark com Pagment Terms [Days] |30.00
Horme Allowance Claim Pool Carried Forward
If your home is being uzed fior business purposes a claim to cover costs can I you have been trading for more than a yvear
be submitted. This can be calculated as a percentage of household bills you may have a Capital Allowance pool. Enter
based on the percentage of the house used o the flat rate set by HMRC. the amount below.

Yearly Claim Amount £ [320.00 PoolValue £ [406.42

Invoice Footer Mote [200 chars maw]

In accordance with our terms of brading, you are respectfully reminded that the risk in these goods s transferred to the purchaser upo

To edit the current settings simply correct the entries you wish to
change and press save. Company Name, address and phone numbers
should be correct as they are used on the printed reports and invoices.

Y VAT Registration Number - Leave this field blank unless you are
registered for VAT

Y VAT Period 1 Start - If you are VAT registered enter you period
1 start date

Y VAT Period 2 Start - If you are VAT registered enter you period
2 start date
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VAT Period 3 Start - If you are VAT registered enter you period
3 start date
VAT Period 4 Start - If you are VAT registered enter you period
4 start date

Company Year Start - All companies have a start of year, if you
have trade for more than a year you will already have a date, if
not you will have to choose one.

Company Year End - All companies have an end of year, it will be
the day before your next start of year.

Cheques Payable to - This will be printed on your invoices, simply
enter your bank account name.

Payment Terms - This will be printed on your invoices. This is the
number of days you allow your customers to make payment for the
goods. If you do not offer credit, enter zero.

Home Allowance Claim - If you use your home for business, you
can claim either a flat rate allowance of £3 per week (correct at
the time of writing) or calculate a new figure as a percentage of
the house bills based on the percentage of the house used.

Pool Carried Forward - If you have traded for more than a year
you may have a Pool value carried forward. This will be on your
previous year's accounts. This will represent a percentage of the
value of any fixed asset brought in the previous year. This value
will be incorporated in to your current year tax return and will be
used along with any fixed assets purchased in the current year fto
calculate your Capital Allowance.

Invoice Footer Note - The will be printed on your invoice as a
footer. A simple message, advert, advise or anything you wish.

Save - After any changes, you must save the emended record by
clicking on Save.
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2. How 70 App A NEw INvO/CE

Click this button to go to invoices

Invoices

h EzeAccounts ¥ 3.00

Invaice ltems Detals
! Enter Description (Including Stock 1D If Applicable] Unit Price
W | Desoripton { g poichalii Ret [1
F F" 1 [work Done this atest 1o sez how many words we can get in one ine ¢ [34.18

Invoices

1 [The FiowdetteFror soltware progyam uilizes a userfiendly nerface 1 ¢ [11.00 pate ] U0z ol
1 |HuuletleHa|d software is unique in that it runs five systems, eachun - ¢ ‘1 200 Qidelio ’7

@ Z 1500

i [ e tool From ezesostuare for the atomatis rgistition of PAD fie £ [133 hailitiste

Expenses o
1 [BVE: Free Ediion i the welFknown aniivius protection tool &V6 Fre ¢ [21.00 peenihacel
B |Ean you reach Astariel? Astariel is & fun retro arcade game requiing £ ‘1 2.00 Customer

Mame Bl and Ben the
i |Shnuld it be necassary to print mars linss than fit on one page (betw & \1 200
Address L1 | the Paltery Ghe

44 [Should it be necessay to print more ines than fitan ane page (betw £ (1299

Acdress L2[Pottey land]
[Should it be necessary to print mare fines than fit on one page [betw ¢ [3.00 L W
| : 10D Addess L4 [Sheffield
2 ‘U t Post Code: ’W
£ 000 Oy [ =]

|
|
|
[ & [000
|
|

Reports

—
—
—
ey

Settings

Import

5 Total £ [706.37
b ‘ vaT £ |105.96

At

¢ [000
‘ Amourt Dus £ |812.33
CREATE NEW INVOICE SAME Erlm s erenniesita 0202000

© Create New Invoice - Click this button to create a new invoice.

/7 Qty - Enter the number of item sold.

# Description - A description of the item sold. If the item is
from your stock, you must include the STK stock part
number. This can be found by clicking on the Stock button
and checking the stock records. All stock part numbers
begin with "STK-". If you do not have enough stock for the
sale you will be notified. If you do, the stock used will be
deducted from the stock record.

# Unit Price - The price before VAT (if registered) for each
item.

# Date - The date the customer made their purchase.
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4 Order No - If your customer uses order numbers record it
in this field.

¢/ VAT Rate 7% - If you are VAT registered include the vat
rate here, if not enter zero.

¢ Delivery Charge - If you are sending the item include a
postage charge. The charge should be pre vat (if
registered).

4 Customers Name and address - If the customer has bought
from you before, their address will be found automatically.

4 Origin - The customer's origin is required for VAT. Select
UK, Other EEC or Non EEC.

¢ Payment Rec - Tick this box if the payment has been
received. Enter the date payment was received. This is used
for VAT and Tax returns and must be accurate.

& Save - Click this button to save a new or amended invoice.
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3. How o AMEND AN ZNvO/CE

Click this button to go to invoices

Invoices

h EzeAccounts ¥ 3.00

Invaice ltems Details
! Enter Dieseription (Including Stock ID If Applicable] Unit Price
ty I iption | g ppl ) ; o ’—.‘
[work Done this atest 1o sez how many words we can get in one ine ¢ [34.18

[The FoulettoPro software progre utizes a user fiendy ntetace t ¢ [17.00 Dae [02/0772000 - |

|HuuletleHa|d software is unique in that it runs five systems. each un - ¢ ‘1 2.00 Ordenio ’7

Invoices

il

%[15.00
i [ e tool From ezesostuare for the atomatis rgistition of PAD fie £ [133 hailitiste
Expenses 000
1 [BVE: Free Ediion i the welFknown aniivius protection tool &V6 Fre ¢ [21.00 peenihacel

7

|Ean you reach Astariel? Astariel is & fun retro arcade game requiing £ ‘1 2.00 Customer

Mame [Bill and Ben the

i |Shnuld it be necassary to print mars linss than fit on one page (betw & \1 200
Address L1 || the Patten She
44 [Should it be necessay to print more ines than fitan ane page (betw £ (1299

Acdress L2[Pottey land]
[Should it be necessary to print mare fines than fit on one page [betw ¢ [3.00 L W
| : 10D Addess L4 [Sheffield
2 ‘U t Post Code: ’W
£ 000 Oy [ =]

|
|
|
[ & [000
|
|

5 Total £ [706.37
b ‘ vaT £ |105.96

At

¢ [000
‘ Amourt Dus £ |812.33
CREATE NEW INVOICE SAME Erlm s erenniesita 0202000

© MNavigation Buttons - You can jump forward or backwards through
all the invoices using << < > >>,

Once at the invoice you wish to amend simply type in your changes! Do
not forget to save your changes.

& Save - Click this button to save a new or amended invoice.
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o, How 70 INCLUDE STOCK ON AN INvO/CE

Click this button to go to invoices

Invoices

th EzeAccounts ¥ 3.00

Details
Enter Description (Including Stock ID If Applicable] Unit Price
iptian a ppl ) Ref ’17

1 |Work Dione this a test to see how many words we can getin one line & ‘34 e
[ [The FioulteFro+ software progiam utlizes a userfiendy terface | ¢ [11.00 IRl RG] e
1 [Frovettofiaid softvere is unique inthet i s five systems, eachun [12.00 Bicey i

Invoice Items
Ay

Invoices

% (15.00
11 |A free tool from ezesoftwars for the automatic registration of PAD file £ ‘1 33 W RED
Expenses I o
1 |AVG Fres Edition is the wel-known antivirus protection tool. &G Fre g ‘21 oo Dok obhocclh
2 |Ean pou reach Astariel? Astariel is a fun retro arcade game requiing £ \1 2.00 Customer
Marme |Bill and Ben the

[I" [Shouidit be necessato print more ives than it on ane page (betw ¢ [12.00

Address L1 || the Pottery She.
]44— [Should it be necessayta print more lives than it on one pags [betw ¢ [12.93

Addiess L2 |Pattery land T

2 [Shouid it be necessay to print more lines than fit on one page (betw ¢ [3.00 e IW

; | i Addiess L4 [Sheffield
: | s Post Code [TATI9EF
i | £ ‘UUU Origin |UK. -
g [ & [000
Import o] « [ Total [f637
vaT & [106.96
g 000
l 0 Amount Due £ [§1233
CREATE NEW INVOICE SAVE RarT] ] e [o2ruz 72008 -]

© Create New Invoice - Click this button to create a new invoice.

¢/ Qty - Enter the number of item sold.

¢ Description - A description of the item sold. If the item is
from your stock, you must include the STK stock part
number. This can be found by clicking on the Stock button
and checking the stock records. All stock part numbers
begin with "STK-".If you do not have enough stock for the
sale you will be notified. If you do, the stock used will be
deducted from the stock record.

# Unit Price - The price before VAT (if registered) for each
item.
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4 Date - The date the customer made their purchase.

4 Order No - If your customer uses order numbers record it
in this field.

¢/ VAT Rate % - If you are VAT registered include the vat
rate here, if not enter zero.

s Delivery Charge - If you are sending the item include a
postage charge. The charge should be pre vat (if
registered).

4 Customers Name and address - If the customer has bought
from you before, their address will be found automatically.

4 Origin - The customer's origin is required for VAT. Select
UK, Other EEC or Non EEC.

¢ Payment Rec - Tick this box if the payment has been
received. Enter the date payment was received. This is used
for VAT and Tax returns and must be accurate.

& Save - Click this button to save a new or amended invoice.
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5. How 70 RECORD AN ZTNvO/CE PAYMENT

Click this button to go to invoices

Invoices

h EzeAccounts ¥ 3.00

Invaice ltems Details

! Enter Dieseription (Including Stock ID If Applicable] Unit Price
’_y I iption | g ppl ) ; o ’—.‘
1 [work Done this atest 1o sez how many words we can get in one ine ¢ [34.18

Invoices

1 [The FiowdetteFror soltware progyam uilizes a userfiendly nerface 1 ¢ [11.00 pate ] U0z ol
1 |HuuletleHa|d software is unique in that it runs five systems, eachun - ¢ ‘1 200 Qidelio ’7

%[15.00
i [ e tool From ezesostuare for the atomatis rgistition of PAD fie £ [133 hailitiste

Expenses 000
1 [BVE: Free Ediion i the welFknown aniivius protection tool &V6 Fre ¢ [21.00 peenihacel
B |Ean you reach Astariel? Astariel is & fun retro arcade game requiing £ ‘1 2.00 Customer
Mame Bl and Ben the
i |Shnuld it be necassary to print mars linss than fit on one page (betw & \1 200
Address L1 | the Paltery Ghe
44 [Should it be necessay to print more ines than fitan ane page (betw £ (1299

Acdress L2[Pottey land]
[Should it be necessary to print mare fines than fit on one page [betw ¢ [3.00 L W
l‘ : 10D Addess L4 [Sheffield
| 2 ‘U t Post Code: ’W
| £ 000 e
|
|
|

& [000

e Total £ | 706.37
i ‘ WaT £ |105.96

At

¢ [000
‘ Amourt Dus £ |812.33
CREATE NEW INVOICE SAME Erlm s erenniesita 0202000

Find the invoice that payment has been received for
© MNavigation Buttons - You can jump forward or backwards through
all the invoices using << < > >>,

Once at the invoice you click on the
© Payment Rec box

W Enter the date payment was received.

& Save - Click this button to save a new or amended invoice.
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6. How 70 PRINT AN ZTNvO/CE

Click this button to go to invoices

Invoices

th EzeAccounts ¥ 3.00

Details
Enter Description (Including Stock ID If Applicable] Unit Price
iptian a ppl ) Ref ’17

1 |Work Dione this a test to see how many words we can getin one line & ‘34 e
[ [The FioulteFro+ software progiam utlizes a userfiendy terface | ¢ [11.00 IRl RG] e
1 [Frovettofiaid softvere is unique inthet i s five systems, eachun [12.00 Bicey i

Invoice Items
Ay

Invoices

@ % (15.00
11 |A free tool from ezesoftwars for the automatic registration of PAD file £ ‘1 33 W RED
Expenses I o
1 |AVG Fres Edition is the wel-known antivirus protection tool. &G Fre g ‘21 oo Dok obhocclh
2 |Ean pou reach Astariel? Astariel is a fun retro arcade game requiing £ \1 2.00 Customer

Nams [Bill and Ben the
1 [Should it be necessay to print more ines than fitan ane page (betw £ [12.00

Address L1 || the Pottery She.
A4 |Shnuld it be necassary to print mars linss than fit on one page (betw & \1 233
Addiess L2 |Pattery land T
2 [Shouid it be necessay to print more lines than fit on one page (betw ¢ [3.00 e IW
o [ £ [000 Adthess L4 [Sheffeld
B | | Past Cads [TATISEF
0 | £ ‘U il rigin UK. -
mi
|
ST

£ 000

‘D e Total £ |706.37
£

weT £ |105.96
Amount Due £ #1233

CREATE NE'W INVOICE SAVE m | e | el O RGeS

& 000

Find the invoice you wish to print by

W MNavigation Buttons - You can jump forward or backwards through
all the invoices using << < > 5>,

Y Print - Click this button to print the current invoice. If you have
made changes to the current invoice, save before printing.
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7. How ro Appo A LoGo 7O INvO/CES

uuuuu

e s Thm st e ot Fmsat ol s

An example logo is shipped with the product and can be found in the
EzeAccounts directory, "C:\Program Files\EzeAccounts\logo.bmp”.

Y To remove a logo - simply delete the “logo.bmp” from the
EzeAccounts directory.
Y To install a logo - save your image to the EzeAccounts

directory as "logo.bmp”.

W The logo image must be a bitmap of 150 pixels wide by 70

pixels high.
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8. How 7o RECORD A NEw EXPENSE

Expenses

Click this button to go to expenses

Kpenses
Date Purchased [02/07/2008 b

nusices :
Description |F\eualrs Oty |1

Expense Category |F\epalrs j
Total Amount £ IMT [inc WAT]
From Account [Company Accaunt ~|
VAT Rate [1500
Origin of purchase ,_‘
Date Paid For [02/0722008  ~|

CREATE NEW EXPENSE

Y Create New Expense - Click this button to enter a new expense.

# Date Purchased - Date the goods or services were bought by you.
# Description - A brief description of the goods or services.
# Category - Select from the predefined categories of expense
Stock - stock items for resale
Materials/Plant Hire - materials or equipment used for a job
Sub Contract - labour hired for a job
Employee Costs - cost associated with regular workforce
Premises - cost for use of a premises
Repairs - repairs to equipment
General Admin - stamps, phones, stationary eftc

Pagel4
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Motor Expenses - fuel, repairs eftc.

Travel & Subsistence - travel and food

Advertising - advertising costs

Legal & Prof - Bank, Solicitors and Accountant efc.
Fixed Asset purchases (not cars) - A long-term, tangible
asset not expected to be converted to cash in the
current or upcoming fiscal year, such as manufacturing
equipment and plant.

Total Amount - Enter the total expense including VAT, this will be on
your receipt. (This is not required when entering a mileage
allowance).

From Account - If the expense was paid from a company chegque,
card or petty cash select the option "Company Account”. If the
expense was paid from your personal cash, cheque or card select
“Loan Account”.

VAT Rate - Select the VAT rate paid on the goods, this will be on
your receipt.

Origin of Purchase - Select the region from where the purchase was
made. This is for VAT reports.

Date paid for - Enter the date you paid for the expense.

% Save - Click this button to save the new expense.

Pagel5



o

FERFPPR

v

EzeAccounts

Accounting Software

L DR
FIPF

TR
e

STTTTTTTE:
Ll

9. How 70 AMEND AN EXPENSE

Expenses

Click this button to go to expenses

th EzeAccounts ¥ 3.00

Expenses

Date Purchased [02/07/2008 b I [1

Description |F\euairs Oty |1

Expense Category |F\epalrs j

Total Amount £ |263.00 ine ¥AT)

From Account [Company Accaunt ~|

VAT Rate |15.00 E
Origin of purchase |UK -

Date Paid For (02/07/2008 -

CREATE NEW EXPENSE

Find the expense you wish to amend using
Y MNavigation Buttons - You can jump forward or backwards through
all the expenses using << < > >>,

Once at the expense you wish to simply type in your changes! Do not
forget to save your changes.

y Save - Click this button to save a new or amended invoice.
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10. How 70 RECORD A STOCK PURCHASE

Click this button to go to expenses

Expenses

Date Purchased |02/07/2008 - o[
nvoices
Description |F\epalrs myl‘\
Expense Category [Flepais ~]
TotalAmount £ [263.00  (inc yaT)
From Account. [Company Ascount |
VAT Rate [15.00 %
Origin of puchase [UK -

Date Paid For (02/07/2008 -

CREATE NEW EXPENSE save | <] <| o] ¢

W Create New Expense - Click this button to enter a new expense.

¢ Date Purchased - Date the goods or services were bought by you.

¢ Description - A brief description of the goods or services.

/ Category - Select Stock.

# Total Amount - Enter the total expense including VAT, this will be
on your receipt. (This is not required when entering a mileage
allowance).

# From Account - If the expense was paid from a company cheque,
card or petty cash select the option "Company Account”. If the

Pagel7
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expense was paid from your personal cash, cheque or card select
“Loan Account”.

VAT Rate - Select the VAT rate paid on the goods, this will be

on your receipt.

" Origin of Purchase - Select the region from where the purchase

was made. This is for VAT reports.

" Date paid for - Enter the date you paid for the expense.

Save - Click this button to save the new expense.
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77. How 70 RECORD A M/LEAGE ALLOWANCE

Click this button to go to expenses

Expenses

Date Purchased |02/07/2008 - ol T
nvoices
Description |F\Epairs myh
Expense Category |F\Epairs j
Total Amount £ [263.00 [inc VAT]
From Account. [Company Ascount |
WaT Rate |15.00 %

Originof purchase [UE. |

Date Paid For (02/07/2008 -

CREATE NEW EXPENSE s | <] < o] ¢

W Create New Expense - Click this button to enter a new expense.

¢ Date Purchased - Date the goods or services were bought by you.
Description - A brief description of the goods or services.
Category - Select Motor Expenses

Fuel Type - Select your fuel type

Size of Engine - Select your engine size

Mileage - Enter the mileage travelled for claim

Total Amount - Leave Blank.

From Account - If the expense was paid from a company chegque,
card or petty cash select the option "Company Account”. If the

N

N

AN N
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expense was paid from your personal cash, cheque or card select
“Loan Account”.

VAT Rate - Select the VAT rate paid on the goods, this will be

on your receipt.

" Origin of Purchase - Select the region from where the purchase

was made. This is for VAT reports.

" Date paid for - Enter the date you paid for the expense.

Save - Click this button to save the new expense.
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12. CHECK STOCK LEVEL

i Click this button to go to Stock

Stock

Description Cost Each | Quantity
STK-100044  ‘washers 2010 100

Stock - All stock purchased will be recorded and entered automatically
in to this record. If stock is sold or used on an invoice, the stock
record will be amended.

Part Num - Automatically produced number. To use stock on an invoice,
enter the stock part number in the description field on the invoice.
Description - A brief description of the item.

Cost Each - Based on the expense entry, a cost per item will be worked
out.

Quantity - The number purchased.

Used - The number used.
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13. How 70 GET YOUR VAT RETURN F/GURES

=

Click this button to go to Reports

Reports

th EzeAccounts ¥ 3.00

Reports

AVS Accounts For The Period 01/04/2008 To 31/03/2003 -

Trading and Profit & Loss Account

£11955.14 Wwiorkdane

Cost of Sales

£0.00 Stock Opening

£0.00 Stock Purchased

[£0.00] Stock Closing

£0.00 Stock Balance

10714 Materials/Plant Hire

£0.00 Sub Contrator Labour

£107.14

£11848.00 Gross Profit

£0.00 Employee Costs

£320.00 Premises

£26300 Repairs

VAT RETURNS TAX RETURNS END OF YEAR REPORT SUMMART
SHINW VAT RETURNS | TAXRETURN | R BF VAR PRINT INVDICE SUMMARY |
PRINT WaT HETUF\N5| PRINT TA< RETURN ‘ FRINT EMD OF YEAR ‘ PRINT EXPENSE SUMMARY |

Y Click show VAT Returns to show figures in the display window
© Click Print VAT Returns to print the figures

VAT return for Advark Ltd Rogistration Numbor 385528424

VAT for poriod starting 011042008
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4. How 70 GET YOUR TAx RETURN F/GURES

=

Reports

th EzeAccounts ¥ 3.00

Reports

£11955.14
Cost of Sales
£0.00

£0.00
[£0.00)

10714
£0.00

£11848.00
£0.00

£320.00
£7263.00

VAT RETURMS

£0.00

£107.14

SHOW VAT RETURMS |

AVS Accounts For The Period 01/04/2008 To 31/03/2003 -

Trading and Profit & Loss Account

Wwiorkdane

Stock Opening
Stock Purchased
Stock Closing

Stock Balance

Materials/Plant Hire
Sub Contrator Labour

Gross Profit

Employee Costs
Premises
Repairs

THX RETURNS END OF YEAR REPORT SUMMARY
TAXRETURN | R BF VAR PRINT INVDICE SUMMARY |

Click this button to go to Reports

PRINT W4T RETURNS |

PRINT T RETURN ‘

PRIMT EMD OF YE&R ‘ PRINT EXPENSE SUMMARY |

® Click Tax Returns to show figures in the display window
© Cclick Print Tax Returns to print the figures
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715. How 70 GET YOUR YEAR END AND BALANCE
SHEET

Click this button to go to Reports

th EzeAccounts ¥ 3.00

Reports

AVS Accounts For The Period 01/04/2008 To 31/03/2003 -

Trading and Profit & Loss Account

£11955.14 Wwiorkdane

Cost of Sales

£0.00 Stock Opening

£0.00 Stock Purchased

[£0.00] Stock Closing

£0.00 Stock Balance

10714 Materials/Plant Hire

£0.00 Sub Contrator Labour

£107.14

£11848.00 Gross Profit

£0.00 Employee Costs

£320.00 Premises

£26300 Repairs

VAT RETURNS TAX RETURNS END OF YEAR REPORT SUMMART
SHINW VAT RETURNS | TAXRETURN | R BF VAR PRINT INVDICE SUMMARY |
PRINT WaT HETUF\N5| PRINT TA< RETURN ‘ FRINT EMD OF YEAR ‘ PRINT EXPENSE SUMMARY |

Y Click show End Of Year to show figures in the display window
Y Click Print End Of Year to print the figures
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16. IMPORT/ING PAT A

Click this button to go to Import

| status [ Name
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GET NEW FILE DELETE ADD RECORDS TO DATABASE

To do this, simply:

W Click on the button "6ET NEW FILE"and select the file containing
the data you wish to import.

W  Once imported you can see all the data on the screen. Select any
records you do not wish to import and click on DELETE to remove
them.

W Once you are happy all the data is relevant click on ADD TO
DATABASE. This may take some time if it is a large file.

Once complete you will be notified how many records were added and if
any failed.
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/2 Download History - PayPal - Windows Internet Explorer

@‘C - P  pavpal.comjukicai-binjwebscr?cme—_histor 31 ~| & 1denthiedby verisin |44/ X Al
File Edb  Yiew Favorkes Tools  Help
Google [ eeach -G @ O S B Pahed - & &~ () sign

% I,JP_/ Downioad History - PayPa [7‘

Loaout | tep | sewtvCeare | [ || soan =
PayPal

UGN Send Money | RequestMoney | Merchant Services | Auction Tools | Products & Services | Help
-
Overview  AddFunds  Withdraw  History  Resolution Centre  Profile

History Download History
Basic Search Choose from one of the two options below. Customise Download
Fields
A s Fields
\dvanced Search o Custom Date Range
Download My History Download all payments that started within the date range you specify. Downloadable Histary
Log Updates
From: To
29 |ior  |r[2008 05 |rjos  |/[2008 Quicken Nofice!
dd mm Y dd mm buig View changes to

2005 aiffile format
File Types for Download

— Select —

Last Download to Present Learn lore
Download all completed payments since 04/08/2009 22:21 BST

File Types for Download
[~ select - -

[7] Incude Shopping Cart details (comma and tab delimited files only). Leam lore

Download History.

Mobie | PavPal MasterCard | Mass Pay | Referrals | AboutUs | A t Types | Fees | Privacy | Security Centre |
Contact Us | Legal Agreements er Protection | Seler Protection

@ mntermnet ®i0% v

First you need to download your PAYPAL sales history for the period you

require. To do this start by logging in to your PAYPAL account and click
on the HISTORY button.

Next click on the DOWNLOAD HISTORY option.

On the right side of the page is an option to CUSTOMISE MY
DOWNLOAD HISTORY. Click on this link.

In addition to the Default Fields of Date, Time, Time Zone, Name,
Type, Status, Currency, Gross, Fee, Net, From Email Address, To Email
Address, Transaction ID, Reference Transaction ID, Receipt ID, the
following should be selected':
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LogOut | Help | Security Centre I:I Search
PayPal

My Account Send Money Request Money Merchant Services Auction Tools Products & Services Help

Customise My History Download

Tick the boxes next to the fields you want to download. All ticked fields will be included in your downloadable
log.

Default Fields

Date, Time, Time Zone, Mame, Type, Status, Currency, Gross, Fee, Met From Email Address, To Email
Address, Transaction ID, Reference Transaction ID, Receipt ID

PayPal Website Payments

[V] item 1D

[V Itern Title

[V Invoice Number

[¥/| Custom Mumber

[/| Postage Amount

[ Compensation Amount

[] Single Column Postal Address (Address will be displayed in a single colurmn)
[/| Multi-Column Postal Address (Address will be displayed in separate columns)
[/| Counter Party Status (Verified vs. Unverified)

[] Address Status (Confirmed vs. Unconfirmed)

[V] VAT

[V] Option Names and Values

[] Contact Phone Number
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Auction Payments

[V] tem ID

[V itern Title

[/] Postage Amount

[ Compensation Amount

[V/] Auction Site

[/| Buyer ID

[V tem URL

[V] Closing Date

[] Single Column Postal Address (Address will be displayed in a single column)
[/] Multi-Column Postal Address (Address will be displayed in separate columns)
[V| Counter Party Status (Verified vs. Unverified)

[/ Address Status (Cenfirmed vs. Unconfirmed)

] VAT

Other Fields

|| Subject

[ ] Mote

[] Subscription Number
|| Payment Type

|| Balance Impact (Any transaction that affects account balance)

Cancel

Mobile | PayPal MasterCard | Mass Pay | Referrals | About Us | Account Tvpes | Fees | Privacy | Security Centre |
Centact Us | Legal Agqreements | Developers | Gift Vouchers | Buyer Protection | Seller Protection

Once set save your changes and return to the Download History page.
Next select the file type to download as CSV (comma delimited) and
click DOWNLOAD HISTORY button. Save the file to your hard drive.
Once saved you can import as described in the start of this section.

IMPORTANT: Your sales will be imported and saved as invoices and the
PAYPAL fees associated with the sales will be added as expenses/
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17. BACKING UP YOUR DAT ABASE

& EzeAccounts ===
File Edit Wiew Favorites  Tools  Help ;':l
@ Back ~ \_) L’} /:\J Search | Folders v
Address 2 Ci\Program Fies\Ezenccounts -8

File and Folder Tasks - Ezehccounts exe 1 | EzsAccountsico

45 48

il i
i |
Il.l'EF Ezeicrounts MFC Application ILI‘E! s

(7 Make  new foler
6N Publish this folder to the . ezeaccounts.solits

Wish SOLITE Flle @ Uninstal.exe
2 Shars this folder 2B

Other Places o

[ Program Files

{5} My Dacuments
[ Shared Documents
My Computer

& My Metwork Flaces

Details -
EzeAccounts
Falder

Date hodified: 16 July 2003,
18:44

All your data is stored in a database called "ezeaccounts.sqglite”. This
will be found within the EzeAccounts folder, normally in Program files on
your hard drive.

It is recommended that you back up your data on a regular basis.

To do this, simply:

W Right Click on the file "ezeaccounts.sqlite” and select copy.
Y Right Click anywhere on the page and select paste.

You should now have a copy of your database called "Copy of

ezeaccounts.sqlite”. If you ever need to use this simply rename to
‘ezeaccounts.sqlite”.
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18. UPDATING EZEACCOUNTS

To update EzeAccounts download the latest version from
EzeSoftware. co. uk.

% Close any previous version you may have running.

& Double click the install file and allow to install over
your old version. All your data will be copied to the
new version.

DO NOT DELETE ANY FILES FROM YOUR OLD
VERSION! The new version will clean up everything...
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