Magaya Cargo System User Manual
Part ll: Accounting

Guide to:
Invoicing
Payments
Banking
Financial Statements

and more

Magaya::

1
Logistics Software Solutions ] 1
1




Table of Contents

HowToUse This Manual ..........ccciiiietiiinneeeereeneonasseenosonaseans 3
Introduction . .. ...... ... 3
How this Manual is Organized ........... .. .. .. .. . .. 3
Whereto Find Help ... .. . e 4
Magaya Accounting SYSteIM . .....vitiuitenenenereenrnenosscnssssasscnsnsns 5
Introduction . .. ...... ... .. 5
Accounting Folder . ......... ... . . 6
Accounting Wizard ..........ciitiiiiiiiiiiieinernrenrsnrsnsonssnssnsonss 9
Using the Accounting Wizard .......... ... ... ... .. . .. 9
Chart of ACCOUNTES .. ....oiiiiieeeeeenoneeeeeeeooooeeeenooseceeenonsseonns 15
Introduction ... ..... .. ... 15
How to Add to the Chart of Accounts . ........... . . 16
Step-by-Step Procedure . ....... ... ... . . . 16
Actions in Chart of Accounts . . ... ... i 18
Items and SerViCeS .. ..cvttiiineeeeeeeneeneeeeeeooaoeeeeooasssecaonnsconns 21
Introduction to Items and Services . ............. i 21
Add Items and ServiCes . . ... 22
Actions Performed with Items and Services ............ ... ... . ... ..... 23
Accounts Receivable ...........iiiiiiiiiiirirreeeeeeeeeeeeeeseeeaaaaaannns 25
Introduction to Accounts Receivable . ......... ... ... .. ... .. ... . ... ..., 25
Create INVOICES . . oo vt 26
Actions for INVOICES . . . ..o 29
Credit MeIMOS . ..ottt 31
Payments ... ... .. e 34
Actions for Payments . . ... ... 36
Depositing Payments .. .......... ... e 37
Actions for Deposits .. ... ..o 40
Refund Check .. ... .. e e 40
Accounts Payable ....... ...ttt i i i i ittt ittt 43
Introduction to Accounts Payable .......... ... ... ... ... .. ... ... 43
Create Bills . ... ... 43
Actions for Bills . ... ... o 46
Bill Credits . . ... 48
Bill Payments . .. ... . 50

Vendor Refunds . . ... 51




BanKing .....cciiiiiiiiiiiiii i i i i it ittt 53

Introduction to Banking in Magaya Explorer ............................. 53
Writing Checks ... ... 53
Actions for Checks ...... ... . 57
Making Deposits ... ..ottt 58
Bank Reconciliation . .. ... ... 61
Accounting Reports . ......ouiiiiiiiiiiiiiiiiiiineeneeoneeeseecescnscancnns 65
Introduction to Accounting Reports . .......... ... ... .. .. . ... 65
Financial Reports .. ... ... . i 68
Sales Reports. . . ... 75
Purchase Reports . ... ... . 78
Other Reports . .. ..ot e e 81
Multicurrency Reports .. ... o 83
Advanced Accounting Features ...........cciitiiiiieiiernesnrcercnncnnonns 85
Sales Taxes ... ...ttt 85
Steps: AddaSales Tax Item ............. ... .. .. 85
Journal Entries . ... ... 88
Steps: Create a Journal Entry ... ... ... . 89
MUItICUITENCIES . . o . ettt e e e e e e e e e e e 91
Accounting Configuration Menu .. ......... ... ..ot 98
Relationship Between Accounting and Operations . ........................ 102
Index




How To USE THIS MANUAL
INTRODUCTION

How To Use This Manual

Introduction

Welcome to the Magaya Cargo System User Manual, Part 2: Accounting.

This manual is designed to teach you how to perform accounting procedures in
Magaya software and answer common accounting questions such as “How do I
create an invoice?” and “How do I add an account to the Chart of Accounts?”.

Magaya software is designed for logistics providers, freight forwarders,
N.V.0.C.C'’s, consolidators, forwarding agents, couriers, warehouse providers
and others in the logistics industry. Magaya software contains a complete
accounting system that integrates the accounting features with the operations
features in the software.

How this Manual is Organized

This manual is designed to be task oriented. You can skip to any topic you need
and get step-by-step procedures for all the accounting tasks performed in
Magaya software. You can also click on any word in the Index to go to that topic.
This manual is organized into the following topics:

. An overview of the accounting system and accounting wizard (it is recom-
mended you begin with the Accounting Wizard to set up your company’s
accounting information such as fiscal year, home currency, and more)

. How to use the Chart of Accounts

. How to use the Items and Services

. Accounts Receivable, including working with invoices, credit memos,
receiving payments, and how to create a report of open invoices and aging
AR

. Accounts Payable, including creating and paying bills, bill credits and
vendor refunds, and how to create a report of unpaid bills and aging AP

. How to perform banking tasks such as how to write checks in Magaya soft-
ware, how to make deposit tickets, and to reconcile the bank account

. Reports include financial reports such as Profit and Loss, Balance Sheet,
and Cash Flows; other reports you can make include sales and purchase
reports, trial balance, transaction details, and more
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. Additional topics include working with the Tax Table, setting up your
company divisions and document numbering in Magaya software,
creating Journal Entries, working with multicurrencies, and more

Where to Find Help

If you have questions or need help, you can contact Magaya Corporation:
Phone: (786) 845-9150
Email: support@magaya.com

The Magaya Cargo System User Manual is available to view or download from
the Magaya website: www.magaya.com

Use of the Magaya software and its documentation are governed by the terms
set forth in your license.

Copyright © 2009 by Magaya Corporation. All rights reserved.
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Magaya Accounting System

Introduction

All Magaya products include a complete accounting system that is integrated
with the operations features in the software. For example, when you add charges
to a Warehouse Receipt or Shipment, the Magaya system transfers all the infor-
mation so you can create bills, invoices, and other accounting transactions
easily.

The following diagram illustrates the accounting processes and the financial
reports included in the Magaya system:

Accounting
Workflow Diagram

Make
Payments

Bank
Accounts

Reconcile

The accounting system also includes financial reports such as the balance sheet
and the profit and loss report that you can create in Magaya Explorer.

There is an Accounting Wizard you can use when you first install the Magaya
software. This will help you set the beginning balance of all the accounts as of
the date you start using the Magaya system. See the topic "Accounting Wizard"
for details.
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Accounting Folder

In theMagaya Explorer Accounting folder there is a list of functions to enable
you to perform common accounting transactions such as create invoices, bills,
payments, deposits, and checks.

S —4 Accounting
& Chart of Accounts
[#] Ttems and Services
7| standard Client Rates
4 Carrier Rates
Invoices
Invoice Lisk
Bills
Eill Lisk
Pavments
Pavment Lisk
Deposits
s Deposit Lisk
==| Checks
== Check List

”J a

JRIER 'r'

o U U

The following is a brief overview of the features in the Accounting folder (each
of these topics is covered in detail throughout the Magaya Accounting Manual):

Chart of Accounts: This is your general ledger accounts definition (where
you enter the accounts definitions). It helps you keep track of your income
and expenses by categorizing them by type. You can add accounts that are
specific to your business. You can have one account such as “Documenta-
tion” for many different items such as the different types of documenta-
tion that you charge for, including EEI, air waybills, bill of lading, etc., or
you can create an account for each one.

Items and Services: This shows codes for the services you provide such as
ocean freight and the account name that service is associated with. You
will use these items when creating and working with Accounts Receivable
(AR) and Accounts Payable (AP) transactions.

Standard Client Rates: These are your selling rates for freight services
that apply to all clients.

Carrier Rates: These are your purchasing rates for freight services by
carrier.

Invoices (and Invoice List): These are your Accounts Receivable (AR)
transactions. The following are types of AR transactions:

- Add Invoice: this is for regular invoices

- Add Credit Memo: this is for a refund. You send it to a customer if
you overbilled them. It is also used for agents you owe money to; the
credit memo is automatically generated during Liquidation.
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ACCOUNTING FOLDER

. Bills (and Bill List): These are your Accounts Payable (AP) transactions.
The following are types of AP transactions:

- Add Bill: for items that do not have bills such as the rent, salaries, etc.
(you do not have to make a bill for these; it is optional)

- Add Bill Credit: if you overpaid a vendor (or they overbilled you),
then you make a record of the credit they give you. If you owe them
a balance, you might deduct it from that balance. When you write
the check, the Magaya software will subtract the credit. If they send
you a refund check, you can create a Payment which will be a
Vendor Refund.

o  Payments (and Payment List): When you receive payments from
customers, the payments will be listed here. You can create a customer
payment or a vendor refund here by selecting it from the dropdown arrow
of the “Add” button. Types of payments you can make:

- Customer Payment: Used to record what a customer pays

- Vendor Refund: Used when a vendor sends you money (a refund,
maybe they overcharged you)

. Deposits (and Deposit List): This records your deposits to the bank. Types
of deposits are:

- Deposit Payment: to deposit a payment you received from a
customer

- Deposit: to deposit monies from any other source such as a loan

. Checks (and Check List): This records the checks to make payments to
your vendors. The following are the types of checks you can create:

- Pay Bills (check): to pay regular bills

- Check to Expense: to pay for items that you do not have bills for such
as rent, salary, etc.

- Refund Check: a check that you create to give your customer a
refund

- Pay Sales Tax: a check to pay sales taxes that you collect from
Accounts Receivable (AR).

These topics are explained throughout the Magaya Accounting Manual. To find
any topic quickly, go to the Index and click on the index word.
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Accounting Wizard

The Accounting Wizard is designed to help you enter your company's
accounting information into the Magaya system. This is an easy way to enter the
beginning balances for accounts, customers, and vendors as of the date you start
using the Magaya system.

Setting up this information is usually done when Magaya software is first
installed. If this wizard was not used then, it can be used now or at any time. It
is recommended that you use this accounting wizard and the Startup Wizard. It
is especially important if you will be working in more than one currency that
you select the home currency to match the currency of your country in the
Startup Wizard; home currency will affect tax transactions. The Startup Wizard
is explained in the Magaya Cargo System User Manual, Part 1: Operations.

The Accounting Wizard helps you set up your:

. Chart of Accounts (also called the general ledger)
. Items and Services

. Opening balances of your customers and vendors

Each screen in the wizard contains instructions to help you work through the
wizard. You can go forward and back in the screens to change information.
When you finish the wizard, all the information is saved in your Magaya system.

Using the Accounting Wizard

Follow the steps below to use the Accounting Wizard.
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TASK

1. GototheFile menuand select Accounting Wizard. The Welcome screen
opens:

Accounting Wizard E

Wwielcome to the Accounting Wwizard

The following steps will quide vau through:

Chaoozing the Campary Fizcal Year.
Setting up the Chart of Accounts.

Setting up the ltemsz and Services.

Entering the opening balances for cugtomers, vendors, etc.

"r Click on the Mest button ko start. .

< Back I Meut l [ Help ]

2. Click the Next button to start the wizard.

3. Select the month that you want to assign as the beginning of your fiscal
year. This is required to calculate earnings for the year. The system will
use this month to automatically close the year.

4.  On the Chart of Accounts page, add or edit accounts as needed. (The
software provides a default list of accounts. It is recommended that this
information be entered in the wizard so you can use the accounting
features in the Magaya software.) Also enter opening balances for

10
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accounts that you need such as petty cash and bank. The following is
the wizard screen for the Chart of Accounts:

- Accounting Wizard r?l

Setup the Chat of Accounts

The Cha of Accourds is the most impodtant slep when defining pow accounting. The system has ceated a
default Charl of Accourts which can gl e needs of many businesses.

Chat of Accounts:
Mame Type AccourtNum..  Balanc #
Accounts Recesabls Accounts Recesvable 10
Accounts Papable Accounts Payable 4
Bank Accourt Bark Account !
Urdeposied Fundz Undeposked Funds Delele
Opening B alance Equiby Equaty
Agent Liquidation Income Income
Agent Liguidstion Casl Coel Of Goods Sold
Sales Commizsaon Expenze
Sales Tan Papable Oithes Cument Liabdities
Sales Tau Preparation Income Income ot
£ *

Here you can Add. Edit o Delete accounts as you desie. “'ou can also enber the opening balances for Bank. accounts and
othes balance shest sccounts. |f vou do not have ol this mfcemation now, wou can enber § laber,

(oo J_tew> )

. The opening balance is used by the system to create a journal entry that
credits that account for the balance and debits the beginning balance
equity account.

. More details about the Chart of Accounts can be found in the topic
“Chart of Accounts”.

On the Items and Services screen, add or edit the Items and Services as
needed. (The software provides a default list of items and services. Click
the Add button to add a new item or service. Click on an existing item

11
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and click the Edit button to make changes.) The following is the wizard
screen for the Items and Services:

Accounting Wizard rzl
Setup ltems and Services
The lbems and Services ae ued lo lrack the services pou chaege for. &n e will appea a2 a line on an P‘r
Irnvoice of olher sales fom. _____IJ
Ibema and Senices:
Code Drezcaipbon Accourt Hame Type L
AGT-INC Agent peolit share Agent Ligudation Incoms Ot
AGT-LOST Agend picit share Agent Liguedistion Cost Dthes
SALE-LOST Sales Commission Sales Commizsion Othes
OFEMEALEXF  Opening Balsnce Experce  Opening Balance Expence  Othes Dedete
OFENEBALANC  Dpening B-alance Income O pering E alance [ncoms DOithes
AIRFGT-INC Ax Freaght Senace A Freaght Income Fresght
AIAFGT-COST A Freight Sendce Cost it Freight Ciosl Freight
OCEFGT4MC DOcean Freaght Senace Ocean Freight Income Freaght
OCEFGT-CO5T  Ocean Fiesght Service Cost Dosan Freight Cost Freight
GRNFGTANC Ground Freiaht Service Giround Freaght Income Freight 24
L1 »

Hare pou can Add, Edit or Delebe items s pou desve. Theee i a divect relationthip between ltems and Accounts, for
example. when you create an ilem for & serace you sell, you associate it with an Ncome account.

(oo J_hew> )

. For more details on Items and Services, see the topic "Items and
Services".

Click the Next button to move to the next screen: entering opening
balances for forwarding agents. In the Magaya system, forwarding
agents are considered “customers”. Add or edit opening balances by
clicking on the Add or Edit buttons for:

. Customers (this includes forwarding agents). When you enter the
opening balance for a customer, the system will automatically create an
invoice for the customer for that amount that will go to AR, and the line
item will be assigned to the Items and Services for beginning balance

12



ACCOUNTING WIZARD
USING THE ACCOUNTING WIZARD

7.

Accounting Wizard

income. The screenshot shows forwarding agents; the Customers
screen functions the same way.

Opening Balances for Forwarding Agents
wsedionymwiler‘lﬁ thrge forwianding agerts wha owse pou monsy on pour sail date and the amount
O oL

E

Foreanding Agents:

e s -
Panama Destination Sgent 000

Destinaion Agent 2 000
Jamaican [hestnaton dgent 1 0.00

Miami Distiibution Cerdas 0.00
Prague Apari 0.00

Cartegena Corstruction Co. =3000.00

Saks Filth Avens 0.00

Lima Destination Agent oo

Colombian Crestination Agent 0.00

Bogota Agent 1 0.00

Feench Diastination Agerd 000 o

Here you can Add, Edit or Delete forwanding agenis as pou desire. Y'ou will enter thewr names and the amounts they owe
wou, laber pou can enber mone infomnation for each forwasding agent.

H

[ <Back ][ New:» |

. Vendors (this includes carriers, sales persons, and warehouse
providers). The system will automatically create a bill and send it to AP,
and the line in the bill will use the beginning balance expense.

This screenshot shows the Carriers wizard screen. The wizard screens for
each of these functions the same way.

Accounting Wizard rzl

Opening Balances for Camsers
Im: sechion you wil enter those CAMETs pou we money bo on your stan date and the Smount pou owe
I

Camess:
e soee -
L&M Cango 262 50
i Canada 1000 [ e |
Cathay Pacific Cargo Quog
TAM Caigo F00.00 Delele
Lima Cango City il
% Shipping Line 000
Aif France 12500
Les Carmions ke 4200
Almacena 0.0
Canbbesn Aubres 000
H aribaung Sud ki) w

Hare wou can Add, Edt o Delete camiers a3 pou desre. Y'ou wall ertes ther names and the amounts pou oesr them, laber you
can enter mone information for each carmes,

[ <Back || Mests |

Click the Finish button when you are done. Your information will be
saved.

13
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AFTER COMPLETING THIS TASK:

When you have completed all the screens in the Accounting Wizard, you can
modify and add to the information entered at any time by opening the
Accounting folder or by returning to the Accounting Wizard.

14
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Chart of Accounts

Introduction

The Chart of Accounts is a list of accounts in your general ledger. It helps you
keep track of your income and expenses by categorizing them by type. Then you
can generate reports to see the different types of income you are bringing in and

what types of expenses you have.

The Magaya system has many accounts in the Chart of Accounts folder by
default. You can add accounts that are specific to your business. You can have
one account such as “Documentation” for many different items such as the
different types of documentation that you charge for, including EEI (formerly
SED), air waybills, bill of lading, etc., or you can create one account for each.

The following screenshot shows a close-up of the Chart of Accounts, high-
lighting the Air Freight Cost, Air Freight Income, and their account type.

File Edit 3ales Operations

Maintenance  Shipment

Magawa Mebwork,  Accounkting  Rep

[ Bookings

5 Warehousing

i’g Maintenance

=% Accounting
&5 Chart of Accounts
[#] ITtems and Services
i-| Standard Client Ral
4 Carrier Rates

E’l Invaices

E’l Invaice Lisk

= Eills

Agent Liguidation Cost
Agent Liguidation Income

Coszt OFf Goods Sold
Ihcome

Air Freight Cost
Air Freight Income

2 i Y < i =
. O </ = . & . » . °
© Back Hir Doean Ground Print F
+- % Magaya Metwork Mame . Tupe
e L-f_]l Tasks Accounts Payable Accounts Payable
+-[f Quotations Accounts Receivable Accounts Receivable
+-{ ) Jobs Advertizing Expenze Expensze
T
T
T

Cost Of Goods Sold
|hcome

Automobile Expenze

B ank Account

Bank Service Charges
Capital Stock

Cash

Cost of Goods Sold
Cost of Services
Custom Broker cosgt
Customs Broker income

Expenze

Bank Account
Expensze

E quity

Other Current Agzets
Cozt Of Goodz Sold
Coszt OFf Goods Sold
Cost Of Goods Sold
|ncome

15
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How to Add to the Chart of Accounts

Step-by-Step Procedure

TASK
1. Go to the Accounting folder and click on the Chart of Accounts.

=R —f Accounking

& Chart of Accounts

[#] Ttems and Services
Standard Client Rates

E Carrier Rates
Invoices
E| Invoice List
5 Bills
4 Bill List
¥ Pavments
¥ Payment Lisk
&. Deposits
5 Deposit List
=2 Checks
=2 Check List
. The list of accounts opens.
2. Click on the Add button. A dialog box opens.
Account Definition E'
Drefinition | Mates
Type: |.-‘-‘-.u:u:u:|unts Receivable v|
M arne: || |
Account Mumber: | |
Farent Account: | v|
[ Inactive
[ 1] 4 l [ Cancel ] [ Help

16
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Use the first dropdown menu to select a type of account. The Type
“Accounts Receivable” displays by default. Choices are:

Accounts Receivable (AR): This is the money that is owed to you
(considered an asset).

Accounts Payable: (AP) This is money that you owe (considered a
liability).

Income: Defines where money comes from.
Expense: Used to define what you are spending money on.
Cost of Good Sold: Use this to determine the cost of the items you sell.

Bank: Use this account for checking and savings transactions, money
market accounts and petty cash.

Undeposited Funds: Money you hold to deposit later.

Fixed Assets: For equipment or furniture that will not be converted to
cash within one year.

Other Assets: Use this account designation for any asset that cannot be
classified as Fixed or Current.

Other Current Assets: For notes receivable that are due within one
year, inventory value, etc.

Long Term Liability: Accounts that are due over a long period of time
such as a mortgage, over one year.

Other Current Liability: Due within one year. Examples are sales tax.
Equity: The net worth of the company.

Credit Card: Create one “Credit Card” account per card to track business
expenses paid for with the credit card. (You will also need to add the
credit card company as a Vendor in the Maintenance folder.)

Enter the account name and number.

Select a parent account as needed. This will allow you to group the
accounts in reports (for example grouping all types of freight or all
types of documentation).

Add any notes as needed by clicking on the Notes tab and typing in the
blank field.

If you want to make this account inactive now (or at a later time), click
in the checkbox “Inactive”.

17
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Actions in Chart of Accounts

The Actions button in the Chart of Accounts screen gives you many options.

E quipment

Employee Federal Income Tax Payable

Cazh

Capital Stock

Advertizing Expenze
Qther Expenzes

Other [ncomes
Technology Expenze
[tilitiez Expenze
Telephone Expenze
Suppliez Expensze

Rent Expense
Profeszional Feesz Expenses
Frinting and Reproduction
Fostage and Deliven

| irehzes and Permits

I

&dd

Fived Agzsets

Other Current Liabilitie
Other Current Aszets
E quity

Expensze

Expenze

|ricome

Expenze

Expensze

Expenze

Expensze

Expenze

Expensze

Expensze

Expensze

Fenenze

7 -

Filter

LY

Qther Reports
Reparts

General Journal Entries
Divisions

Tax Table

Zhoose Columns, ..

Impork...
Export...

-

Actions

The following actions can be performed by clicking on the Actions button:

. Other Reports: This option generates reports by name, type, account
number, currency, parent account, or by type code.

. Reports: This option offers the same list of reports as the “Reports” menu

option on the top Magaya Explorer toolbar.

«  Transaction Listing: This enables you to see a list of transactions when
you click on an asset or liability in the list. (This option is grayed out if you
select income or expense.)

. Reconcile: Use this option to reconcile the Bank Account. A screen opens,
showing deposits and credits, checks and debits, balance totals and more.
You have the option to add, edit, or delete transactions.

. General Journal Entries: This shows you a list of general journal entries.
To add a new journal entry, see the topic "Journal Entries".

. Divisions: This shows a list of divisions, if your company has divisions.
For details on how to set up divisions, see the Divisions topic in the

Customization manual.

. Tax Table: This shows a list of sales taxes (for merchandise you sell, not
services). For details on how to set up divisions, see the topic "Sales Taxes".

. Choose Columns: Use this to select the columns you want to see.

18
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Import (and Export): Use these options to send data from the Magaya
database or bring data into the Magaya database in XML or CSV formats.

19
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Items and Services

Introduction to Items and Services

The “Items and Services” list in Magaya Explorer shows all the items and
services your business buys and sells such as documentation services, freight
services, crating fees, and more. Items and Services are used for sales reports
such as how much ocean freight you sold or purchased, etc.

S 4 Accounting
& Chart of Accounts
<[8] Items and Services
Standard Client Rates
Carrier Rates
=| Invoices
=| Invoice Lisk
S Eills
e Bill List
¥ Payments
# Payment Lisk
& Deposits
5 Deposit List
== Checks
== Check List

Magaya software comes with a predefined list of items and services that will
cover the needs of a standard logistics provider. You can modify it or add more
to it based on your specific needs.

Items and services are used in Accounts Payable and Accounts Receivable.
When you use an item or service in an invoice, the line in the invoice will affect
the account that this item applies to by adding or subtracting from it whether it
is an invoice or a credit. The account will show in the Profit and Loss report.

21
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Add Items and Services

To add an item or a service, follow these steps.

1)

2)

Click on the Add button in the Items and Services subfolder. A dialog box
opens.

Items and Services f'5_<|

Definition |.-’-'-.ut|:|mati|: creation | Motes

Description: | |

Code: | |

Account: | Irventony Cost b |

Price: | 0.on J

[t iz & regals item

Income lkem: | v|
Prefered Yendor: | v|
Azzets Account: | v|
[rventony [kem: | v|
[ Inactive
[ k. l [ Cancel ] [ Help ]

Select the type of item (or service). When you select a Type, it will not be
an income or expense until you select the account type for that type. Types
available from the dropdown are:

Other: Use this for items (or services) that cannot be classified as Freight
or as one of the other types listed.

Freight: Use this for freight items (or services) such as Ocean Freight or
Air Freight.

Valuation: When you use this type to create an item, this value (value of
the cargo) will appear on air waybills.

Tax: This is used for taxes such as duty taxes, and the amount will appear
in air waybills.

Other Freight: Use for items (or services) that relate to freight but are not

22
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3)

4)
5)

6)

7)

8)

actual freight such as Fuel Surcharge cost and income.

Inventory: Use this for items that you keep in your inventory and sell. If
you select “Inventory” then the “Assets Account” and “Inventory Item”
buttons will be available.

Select a sales tax to apply to the items and services. (To set up the sales tax,
go to Chart of Accounts, Actions button, Tax Table.)

Enter a description of the item. The “Code” field will fill in automatically.

Select an account the item (or service) will refer to in the general ledger
(select the account you want when you run your income statement to see
this item reflected in, depending on how detailed you want your income
statement to be). The item (or service) will be income, expense or cost of
goods sold depending on what account it is related to. For example a
storage fee is assigned to a Cost of Services account. Ground Freight
Income is assigned to a Ground Freight Income account.

Enter a price. If you want to have the price calculated, use the “Tariff”
button.

If you check the box to indicate this is a resale item, the fields below the
checkbox will become available:

. Income Item (or Expense Item): If you selected an Income Account,
then this field will be “Income Item”.

o  Preferred Vendor: This may be grayed out.

. Assets Account: For purchasing inventory and reselling it. (This will
be activated when you select the Type as “Inventory”).

«  Inventory Item: Select from the items in the dropdown or add a new
item. (This will be activated when you select the Type as “Inven-
tory”). This pulls from information from the Item Definitions that
are located in the Warehousing folder.

Click the OK button when done. The item (or service) now appears in the
list.

Actions Performed with Items and Services

To make reports based on the Items and Services, use the Actions button.
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ACTIONS PERFORMED WITH ITEMS AND SERVICES

Use the “Reports” option for sales and purchase reports:

sight Service Cost Ground Freight Cost Freight 00a GME
sight Service Ground Freight Income Freight 000 GHE
ight Service Cost Ocean Freight Cost Freight 0.0o OsME
ight Service Ocean Freight Income  Freight 0.0a OHE
Service Cost Air Freight Cost Freight 000 AME
Service Air Fred i 000 AHE
alance Income Open|  Cther Reparts 0.00
alance Erpense Open
MigEIon Saleg )
b share fogenl  Choose Columns... Sales by Tkem Detail
t share Agen Import. . Sales by Ikem Summary

Export... Purchases Detail | <Opening Balance Expense =

& . Purchases by Ikem Detail
j - : Purchases by Ikem Summary

Fili:er Actions

The reports will be generated using the transactions for the items and services.

Other Actions available from the Actions button include the option to choose
the columns you want in the list, and to import or export the data in or out of
the Magaya system.

The Items and Services list can be filtered by using the Standard or Advanced
Filter. For details on filters, see Chapter 5 in the Magaya Cargo System User
Manual, Part 1: Operations.
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INTRODUCTION TO ACCOUNTS RECEIVABLE

Accounts Receivable

Introduction to Accounts Receivable

Accounts Receivable (AR) is money owed to you in outstanding invoices. The
sections of this topic will explain how to create the following transactions in
Magaya software:

Invoices
Credit Memos
Payments
Deposits
Refunds

Magaya Explorer offers AR reports to show which customers are overdue (aging
reports), open (unpaid) invoices, and sales reports.
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CREATE INVOICES

Create Invoices

To create invoices in Magaya Explorer, follow these steps.

1)  In the Invoice (document or list), click on the Add button. Select “Add
Invoice” from the pop-up menu.

R B S h Fipnent. Mgty etk Aoouning Fepats Ogtans el
@ @ = . & . @8 > . =. ¥ ? .5 B.@. 2 @
Pack: i oceen Gend Prink Firdd Webwak  Gend  [Hal Tk RAetegh | Foigers
3 Lvrglanes M W oW M oM ow < » 3
= TS D pet e Mot Last Ecé Cuists  Pre Pk Ao Toom Cpbra
B (] Gunstens
&y Jobs I
B Bkings -
& K Wshousng . .
& i) Meincancn &dd Credit Memo,. TAMITED BEAFES
5§ feoounting
i Chart of Romoank .
il Iriviice
 Sarcard Chert Fatas
T 5 [ Daka | Cue Oata bt |
| MaymimmE | Map3iene 4 |
ar b Bil Cac i umber 1)
iy Bl L . i Bhipper. Caberpilar Equipmen
W Parvmonis aterplliar Equipment Carakgnee Cate]Ens Caraurion Co
' P Lt Erire [t DecrL20E
3 R i i D i s
L] Cegosits 123 50 3-"_=| Cafrhr @i Doeninkan Fraghi
] l':_"_:_‘“-": I lerwd b, FIL Phes (Wieht o0 3B D i
d O L3 ITE| A &
ok It LNMED STATES
# B Cagpoang Shiprenis
% §il Innoning Segmante
% | Mocslaras
Digscopmien of Changes Duarlizy Prica A
Stoiaga Fag
storage few for On Mand cargo from Caterpille 17200 Ik 03 410,10
Wiratoue Racaisl M, Calemilar Equipment - Catagn
I pnilng . Pacas 250 Waight 1177 0008 Wakerna GB3 04N°
Aprl 1009 - MayT12003
<

The Invoice dialog box opens. The Invoice dialog box has three tabs. On
the first tab, Invoice, enter details of the transaction. The Notes and
Internal Notes tabs are used for adding notes or comments as needed.

Note: When working in the Document view, you can quickly see the status
of the invoice by looking at the symbol in the document toolbar next to the
navigation arrows:

M € » M &

Last  add  Edit

Unpaid (open)

. Paid i -
@ M =+ P

First Previous Mext Last  Add  Edic |
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CREATE INVOICES

2)

Follow these steps to enter information in the Invoice dialog box:

Accounting Transaction

Invoice | Mates | Intemal Notes

X

Mumber: . Apply to :
i Shimano Lv
Account | Accourds Recenable : 3
Billing o
Transsction Date: | 52229009 " Addiess L
Due Date: | §/21/2009 w | sl
Charges:
Status  Descrition Piepsid  Quanity  Pice  Amount
(S4Paid  Storage Fee es 1.00 30,00 30000 T
Remowve
< >
Paid a5 | Prepaid v|  Amowt| UsDIDOO Tax| USDO00
Exchange Rate: uso T okal Arnaurt: UsD 30.00
Amount Diue; S0 000
[ ok || conced |[ Hew |
o  The Invoice number fills in automatically. For information on

setting up the numbering of invoices, see the topic "Accounting

Configuration Menu".

o  Select the customer that you are invoicing from the “Apply to” drop-
down menu. The address for the customer will fill in automatically.
If you need to change the address for this transaction, click on the

“Change” button.

o Select “Accounts Receivable” for the Account field. If you are
working in multiple currencies, there will be at least one account
available in the dropdown for each currency. To make the invoice in
one of those currencies, select it from the dropdown list. For infor-
mation on setting up your Magaya system to work with multiple
currencies, see the topic "Multicurrencies".

. The Transaction Date is set to today’s date.

o  The Due Date is set according to the payments terms for that
customer. If you have set 30 days, the system will fill in the date auto-

matically.
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. Click the Add button in the invoice dialog box to add charges. A new
dialog box opens:

Charge Information [g|
Charge | Notes
Type: | YT
Description: | |
Tax Code: | v %]
Quantity Uit Price Amourt
1.00 | | Min | [30.00 | USD 30.00|

[ k. H Carncel H Help ]

o  The Type you apply will pull information from the Items and
Services list. The Type dropdown list for invoices will show you only
Items and Services that refer to Income accounts.

. Add a description (optional). Additional information can be added
in the Notes tab. Any notes you add will appear in the invoice for the
customer to see.

. The Tax Code pulls from the Sales Tax Table.

«  Enter the Quantity and Price. The Amount will be calculated auto-

matically. The Unit can be a word such as “pounds”, “Ibs”, or “each”.
The Unit field is optional.

. Click the OK button. The charge fills in on the line in the Invoice
dialog box. You can add as many charges to the invoice as needed by
using the Add button. The totals are calculated.

«  Ifyou need to edit a charge, select the line item for the charge and
click the Edit button. To remove (delete) a charge, select the line
item for the charge and click the Remove button.
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3) Click OK and all the data will appear in an invoice form.

Invoice
Dl e Dus Dabe | Murrber
Junrotiang Julmisaooe 45
Bill tax Diocumend Murnbss atl
SHiipfer Shimano
Sheimana Consignes Bogcha S Shog
Entry Date: i 2008
Crign/Destination CLT /BOG
Takya, Carrier Fleet Truck Lires
| 18P AN Pieen 1eeight 20 540,00 B
Destrighon of Charges | Quantity Price Armount
Storage Fee 1).00 Beiin 3000 30.00
wWarehouse Receipl 20, Shimano - Bogala Bike Shop, Pieces 11
Wialght 220010 Yolume 2551, ManD1r2008 - Junni 2009
UED Aot 30.00
Tax 0.0o
Total 30.00

Actions for Invoices

The Actions button for Invoices provides many features. You can access
Actions while you are in the Invoice document view or in the Invoices List view.

The following Actions are available from the Document view:

s .'E}; 4 Lt - < - % » |} -
Find  Filter Actions Zoom Options
N 15 Terrace, Miami, FL33  Feceive Payment...
Yoid Transackion
Save as Recurrent..,
Select Template., .. |nVDICE
Datdy  History... Humber
Junfdtr2009 Julid1r2o09 a1
Document Murmber: 24
Shippet: Caterpillar Equipment
Consignes: Cartegena Construction Co.
Enrtry Date: DecH 052005
CriginDestination:
Carrier: Oid Dominion Freight

Pieces MMeiaht:

20 £ 2960.00 [k
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The following Actions are available from the Invoices List view:

36 Ivoice Ed's Crane Service 03/02/2003 04012003
40 Irvvoice Shimano 03,/01/2009 03/31/2009
4 Irvsoice JB Wire Co. Cargo Reports »
42 [hvoice Caterpillar E quiprent =l Renarte ,
35 [rvoice Bizcayne Bike Shop R
30 Ivoice Shirnano ;

E Lk kBoaksE., .,
2 Invaice JB Wire Co. Expnrt tc' S”’c hT°° ®
34 [Fvoice Caterpillar E quiprent xport ta PeachTree®...
29 Invoice Shirnano 50 ko document
i [rvoice JB Wwire Co. Print Batch. ..
33 |hvoice Caterpillar E quiprnent
28 Irvoice Bogota Bike Shop Receive Payment...
25 Invoice At B azel Gallery void Transaction
24 Irwcuice .-’-\.r_t Bazel Gallery Sawve as Recurrent. .
23 Ivoice Clientn R —
22 Invoice Powerbar BEUITEML TvOICES
19 [rvoice Bell Helmets

Zh ol
17 |Pvoice Art Bazel Gallery I DDStE o
16 Credit bemo Crawn Shipping mpart...
15 Credit Memo Crovwn Shipping Expart...
F Histary...

o gy ol o : L, T
= @7 X .
add Edit Delete Filter Actions

The Cargo Reports relate the operations and accounting information in the
Magaya system, enabling you to see reports such as how much you have billed
for certain ports or destination agents.

Sales Reports that can be created are:

. Open Invoices: View a report of open invoices. When the report opens,
you can modify the report by choosing what columns to view, change the
date range, filter the list, save or export it.

. Open Invoices by Date: To view invoices that were open as of that date,
regardless whether the invoice was paid after that date.

. A/R Aging Reports: Select a report that shows details itemized or a
summary to view what is overdue.

. Invoice Details: A list of all invoices, including the detailed, itemized lines
for each invoice.

Other Actions button options:

. Export the list to QuickBooks® or PeachTree® accounting software
programs to export the invoices you have filtered and to save them on
your computer (or other directory) in a file format that can be opened in
those applications.

. Go to a Document when you click on an invoice.
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Credit Memos

CREDIT MEMOS

. Print a batch of invoices that you have in a filtered list.

. Receive payment for an invoice that you have clicked on. A dialog box
opens. See the section "Payments".

. Void a transaction you have selected.

. Save as Recurrent: This will convert the selected invoice into a Recurrent
Invoice that can be charged to the customer every month (or time period
you set).

. To view a list of recurrent invoices, use the Actions button and select

“Recurrent Invoices”.

Other options in the Invoices List are the export and import functions to send
data out to another system or bring data into Magaya’s database. You can also
choose the columns or view the History of an invoice by selecting the invoice
and the History option in the Actions button list.

All of the above actions are also available when you right-click on a transaction
in the list.

Credit Memos are issued if you overbilled a customer or if you need to give a
discount after creating an invoice. You can create a Credit Memo in Magaya
Explorer from the Invoices List view or Invoice document view.

Follow the steps below to create a Credit Memo.
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1) Go to Invoices and click on the Add button. Select “Credit Memo”.

Pt B Soes (peatons Maileonce nent Pugaafeieod, ACOning Repots Ogtens HeD
@ O =..8. .5 . M 2?2 .m B.@. & M
Back: - ccpen  Geeed @ Frd Hebwak  Send Rl Task Aplesh | Frisms
B s M gM # W ooy (X o= 5 x 0L a0 > G,
B '\IWHW Fet Frewees Mot L Cuists Fra  Fka Ao Toom Ophiora
i Tk -
& ¢ bostings Add Invoice. .. hipary
B i Washousing N
o -
5 i fcoounting
B i Invoice
: [ Dam [ Chouw Daka Haurrbir |
< T [TwamimE | e 4 |
PR T i
L Bl Ceacumim humber: 1
Bl LR N N BhippET Caterp flar Equipment
3%._-; L aterplliar Equipment Carsigree Cartegena ConsuEion Co
¥ Pt EunCae DecriQRE
- adion:
d Dopests 123 3w 5t Canar 0K Dominkan Fraight
imﬂ Chewiston, FL PREES (WEBNT 720 { 255000 [b
- -fr-m“-.w LIMITED: STATES
# ] Cutgring Shiprents
# B Inroming Serance
+ M slarscs
Dieacigien ol Charges Toaniy Prce Earaum
Sioram Faa
storags %o far On Hand cango from Caterpilar 1rzm e [ES FILE.
Wisrabouse Racaial 24, Caiepilar Equipment - Catagana
Censinuctien Co , Piaces 258 Waight 1172 0018 Visksma £B3 D4R
£l - MavdH 2008
€

The “Add Credit Memo” option is also available from the Add button on the

bottom toolbar in the Invoices List:

B trivekes L] Invaice Bt Supges
o Ievevice List H Irwpice Sfantc Suphas
gy s = Irpice Crowen S hippang
e Bl Lt En Irvaicn Caerpila Ecpapmand
P ES IFveica Ed's Crares Saraica
B Pmments a0 Irmvesce Skemang
¥ Payment List 1 Imvcice JEWie Ca
& Deposits 4z Invoice Caperpilar Ecuizment
& Deposit List b Imwaice Biscapre Bike Shop
sl Crescks o Imvpice Shimano
Tl ek Lt 3 |rIH:I!'I JB ‘wie Ca .
@ & ougeng shpments o e ol
® E_'I Tracaving Shigments S Ividach 1B wie Ca
-] Miscellaneous el Iireins aheipllai Ecpigiment
= ] Bagals Bke Shop
= Iremce Mgt Bagel Gallery
24 Invoice At Basel Galley
= Invoice Ch=ntl1
=2 Pousia
18 .
7 dd Invoice. ..
1E
15
£
*|” X ¥.¥ o
& » Add E Fiker

0243142003 04300200
03032003 04024200
3AI/2003 D2 200E
(CAI200 040 /200
(3122003 (A0 200E

034200 03131200
03A01/2003 0331200
03401/2003 03/31/200¢
0242042009 0322200
0240142009 03/02/200E
0240142003 0202/200¢
2407142003 0303200

A/2003 /312008
AIS200 2312002
M.A1/2003 312002

1282008 MN5200
1215/2008 0.14/200E
12415/2008 0111472002
12/11/2008 01.110/200:
121142008 01104200
12409/2008 01,408/ 200
124092008 (01408200
122002

12200
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A dialog box opens. It has three tabs: the first tab is used for all the credit memo
transaction details; the others are for Notes and Internal Notes.

Accounting Transaction le
Credit Memo  Motes | Intemal Noles
Humber. 52 sl
- | &ir J amaica w
Account | Accounts Beceivable w Bls
Tranzaction Date; | 8¢ 342009 v| Address:
Kingston,Jakddal Ca,
Charges:
Statuz D escaiphion Prepasd Quantity Frice Armount Tax Add...
£ >
Paid as ip,epaid w | Bmount Usp oo Tax UsSD 000
Exchange Rate: UsD Tatal Armaunt: UsD 000
R emaining Credit; SO 000
[ k. ] [ Cancel ] [ Help ]
o The fields in this dialog box are the same as in the Invoice dialog box. See

the Invoices section for details. Reminder: All amounts will be treated a
negative (a subtraction) for the selected accounts and items.

When a credit memo has been paid to the customer (either in a check or credit
on a balance), the status will be updated in the Invoices List. You can also see the
status on the toolbar similar to the Invoices.

When you enter this transaction, it will show a negative (deduction) in
Accounts Receivable.
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Payments

A Payment is a check your receive from a customer. To create a Payment:

1)

Click on the Add button and select “Customer Payment”.

Accounting Transaction

Customner Papmert |

o Check Mumber: | 4585

A48 Account; | Accounts Feceivable

Customer. | Crown Shipping v

Dieposit bo: Bank Account

Date: |12/ /2008 %

Fhe bl Sde fherdicoa Maonams Sleaend Hagare Bedsnh dooss g Beacis Secoe Hee
CEE I . = X 9 W .G . & M@
FLE wd A cpan Lo Frink . Habm fand TVl Tk Redracs, | == e
T2 s H oW w |2 g o = F .. € > B,
& e Fou Premae S B L el LT L { ian
e Mol N S P L
:" A ik Customer Pavment. ..
| mand o
55 [ “rimeers wendor Refund. ..
= i Actertng
&5 Chaet of Accourky
;xma-dsnm HWC Cargs Campeny
1 Tandeed Chent Estes e s e
4 Carreer Baten ?.:nF 3'__'51-“: Payment Recalpt
T Frealn : T
5 i it Cher . umbe T3
o Bl
o BilLisy Dal: 1112008
. = Aomd | S
Copusit
: Mslﬂ Fagevd Froc™ (1l tebia Drsincn cnnm-
Cheths Nerw rslzrge slE e
o e List
[l = Tid
|T'.':n Murmzzr P s oglrad Avzunl | 8 monl Soe ampus] Fald
LI B 1 ELT 1 nni +nn
-
] ¥ | ]
A dialog box opens.

X]

flemo: | [] Show open invoices

[rvoices (U500
CPad  Twe DueDate  Mumber  Oig Amt  Amt Due  Amt Paid R

M Ye: Invoice 0140872003 14 0000 0.00 800.00

[ “fes  Credit bMemao 15 -100.00 -0.00 10000

L4 >
Torecere a partial payment, please click over the <Amk, Pad> column.
Exchange Fate: LsD ArmoLink Due Amaourt Paid
Esisting Credits: USD 0.00 Totals: USD 000 USD 70000

ok || cancel |[ Hep |
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2)

Enter the information you need in the payment transaction dialog box:

The A/R Account of “Accounts Receivable” is selected by default.
You can select a different A/R account. If you are working in multi-
currency and select an A/R account with another currency, this
payment will be made in that currency, and that A/R account will be
updated with this payment transaction.

Select the customer who is making the payment. When you select
the customer, you will see any outstanding invoices or credit memos
for them. Click in the checkbox to show open invoices.

Select the bank account to deposit the payment. The checkbox next
to the “Deposit to” field is not checked by default. If you leave it
unchecked, the money will be sent to the Undeposited Funds
account to hold until you go to the bank with all the deposits (Then
you will use the “Deposit Payment” transaction in the Deposits
subfolder). Use the checkbox when you go to the bank or process a
wire transfer (funds are immediately deposited).

Enter the check number from the check that the customer sent you.
The date will be filled in with today’s date.

Enter the amount of the payment. If there are outstanding invoices,
the payment amount will be deducted from the total. You can also
click on the Invoices in the list to apply the payment.

Enter a memo (note) if needed.

Click on the invoice to be paid. A checkmark appears in the
checkbox and the Amount Due changes to Amount Paid. To enter a
partial payment, click in the “Amount Paid” table cell of the invoice
and type in the amount paid.
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. Click the OK button when done.
The Payments List will be updated and display the new transaction.

Overpayment: You can enter an amount that is larger than what is listed
in the Invoices screen. A notice will appear:

Magaya Explorer,

? | vou have not applied all available payments ta unpaid invaices For this customer,
ot Do wiou want ko accepk this payment anyway and aenerate a credit
Far the amounkt of "USD 271.15" Far this customer?

[ Yes l [ Mo ]

This example shows an overpayment of $271.15. Click “Yes” if you want
to accept the payment, or click “No” if you need to make a change. The
difference will remain as a credit for that customer.

The next time you accept a payment from this customer, the credit will
appear in the list. The amount can be applied to future invoices, or you can
create a refund check.

Advanced Payment: Enter the amount in the “Amount” field and click
“OK”. The amount will show as a “Payment” and will be available as a
credit toward future invoices.

Actions for Payments

The Actions button in Payments (list view or document view) enables you to
create reports and more.

Reporks k
G0 ko document
IUndeposited Funds. ..
Print Batch...

Choose Caolumns, .

Export...
< Hiskorsy, ..
- g P O a O L i, T
oP 7 & 7 - o LS
Add Filter Actions

Reports can be created by account number, name, currency, etc.

To view a payment, select it and choose the “Go to Document” option.
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To see undeposited funds, click on this option. A list opens of funds that have
not been taken to the bank yet.

These actions are also available when you right-click on a transaction in the list.

You can also choose the columns you want in your list, export data, and view
the history of a transaction.

Depositing Payments

Deposits of payments that you get from customers can be created in the
Deposits List or document view. There are two types:

«  Deposit Payment: Use this option when you are depositing money from
the Undeposited Funds account.

«  Deposit: Use this when you are making the type of deposit such as if you
receive a loan from a bank. See the topic "Banking" for details.

To deposit a payment:

Click on the Add button and select Deposit Payment:

T W e i |::I;.l‘ ¥ X W T . N . L i

)
First Previous Add | Edit Delebe Find  Filter Ackions Zoom

H L | R SR

B725 MW 18 Terrace
Miarmi, FL 33172
LUMITED STATES

Deposit Ticket

Date: | 121122008

Accourt Mame: |Bank Account
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A dialog box opens.
Deposit [z]
.I:.Il-epcu.s.i.t.
Bark Account: TS S Date: [ 6/ 8/2009 |
Mema: |
Show all undeposit fundz
Paprnents [USD]:
Depozited  Entity [rate Amount Mumbe

O Mo Shimarno 0B/01/2009 B0.00

[ Mo JB Wire Co 0&/01/2009 BOE.80

- >

Undepozit Deposit
Exchange Rate: Totals: USD 66580 LS 0,00
[ k. l [ Caricel ] [ Help

. Select the bank account that the deposit will go to.
. The date will be filled in with today’s date.
. Add a memo (note) as needed.

o The checkbox to show all undeposited funds will be checked by default if
the deposit you are making is new (not existing). If the list is too long,
uncheck the box to see only the deposits related to the transaction you are
working on.
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In the list of Payments, click in the checkbox of the transactions you want
to deposit. The text will change from “No” to “Yes”.

Deposit

Deposzit _

X]

Bark Account: | Eark Account v D ate: | &/ 972003 v |
Memu!
Show all undeposit funds
Papments (USD]:
Deposted  Enfity Drate Amount  Mumbe
M ‘res Shimano 0E/01/2003 £0.00

0601/ 2003

< >
[Indeposit D eposzit
Exchange Rate: [Totals: UsD 0.00 LISD 66880
[ ok ] [ Cancel ] [ Help

Click the OK button when done.

A deposit ticket is ready:

T @ ¥ = K, ¥ A
&dd  Edit Delete Find  Filker Actions Zaom
HWC Cargo Comparny
B725 MWW 18 Terrace
Mimmi, FL 33172
UNITED STATES . .

Deposit Ticket
Date: |D6/09,/2009
Accourt Name: | Blank Account
Account Mumber

Mema: ]

Mum ber References Amount
49, 46 G000
50, 47 08 80
Total Amount: USD BisE.80

The payment is now considered deposited.
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Actions for Deposits

Refund Check

The Actions button for Deposits can be accessed from the document view or list
view for the following options:

Reports: By account name, memao, etc.
Go to Document: The Deposit appears in the viewing pane.

Void Deposit: This will void the transaction but not delete it, so there is a
record of the void.

Print Batch: This will print the transactions you have filtered.

Choose Columns: A dialog box opens with options to include or exclude
columns and rearrange them.

Export: A dialog box opens where you can select the location (folder) to
export data.

History: A dialog box opens showing any transactions related to the trans-
action you have selected.

There are two different types of refunds you can create in Magaya Explorer:

The “Refund Check” function is located in Checks (list and document view).
Use this when a customer overpaid you and you will write them a check for the
amount. In order to issue a Refund Check, a credit must exist for that customer
either as a Credit Memo or as an advanced payment or an overpayment.

A “Vendor Refund” is available in Payments. Use this when you receive a refund
from a vendor. For details on vendor refunds, see the topic "Accounts Payable".

Follow the steps below to create a Refund Check.
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In Checks, click on the Add button and select “Refund Check”.

M @& B M|+ | P X =

First Prewious MNext Last | Add | Edit Delete  Find

Pay Bills (Check). ..
Check to Expense. ..

HWC Cargo Companym
8725 MY 18 Terrace Pay Sales Taxes...

hdiami, FL 33172

PO TO THE . .
oroErOF  Crown Shipping

Five hundred

Crown Shipping

Ft. Lauderdale, FL
MITED STATES

memo FETUNC

A dialog box opens.

Accounting Transaction

Refund Check.

A/R Account: |TEesT s i e

BEII‘"R -&CC'CILI"It' Eaﬂk.ﬂccwd -
Pay to th
‘;}rldgr GE At Bazel Gallery fr-

Memo: [refund for O EpaEnk

Credits [USD]:

Paid Type Nusnber Ong. Amt.
o Yes Payment 678 100,00
<

Current B alance: fon2.o3
Exchange Riate: | UsD Totals

Mumbser: i-!
Date: 12/ 5/2008 ||

Amourt [USD): |100.00

[7] Show all non refunded Credits

Amt. Due Amt. Fad  Divazi
0.00 100.00

¥

AL bo Refund Amt. Refunded
JSD 000 LSO 100,00

| ok

H Cancel H Help I

. Select the A/R Account. This will pull from the Chart of Accounts. If you
are working in multicurrency, select the account for the proper currency
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for this check. This screenshot shows the dropdown list with the Euro
(EUR) and Venezuelan Bolivar (VEB) included in the list:

Accounting Transaction

R efund Check |

A¢R Account;

Arccounts Receivable

.n'l'.. coaunts Fi ece i'-.

Accounts Receiy

Accounts Receivable

B ank Account:

Fay to the |Accounts Receivable - VER Accounts Receiy
arder of: | e
bl erno: | | ch

. Select the Bank Account that you are using to pay the refund.
. Select the company that you are creating a refund check for.
. Enter a Memo if needed.

. Check the box to show all non refunded credits.

. In the Credits list, click on the credit you are working with or enter in the
amount for each credit.

. Enter the refund amount in the Amount field.
. Click the OK button.

A refund check will appear in the viewing pane.
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Accounts Payable

Introduction to Accounts Payable

Create Bills

Accounts Payable (AP) are bills from your vendors that you need to pay. The
sections of this topic explain how to create the following transactions in Magaya
Explorer:

. Bills

. Bill Credits

«  Bill Payments

. Vendor Refunds

This topic will also explain how to create reports of unpaid bills and aging AP.

To create a bill, go to Bills (the document or list view) in the Accounting folder
in Magaya Explorer. Bills are often created for telephone expenses, marketing,
etc.

Click on the Add button and select “Add Bill”.

g 1 & MlE | ¥ « % . ¥
=" First Previous Add | Edit Delete  Find  Filker il

Crown Shiplﬂi"i%

Ft. Lauderdale, FL
LUMITED STATES Bill

Date
Jundd1 2009

Bill to
HWC Cargo Company

8725 NW 18 Terrace, Miami, FL 33172 UNITED
STATES
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A dialog box opens. It has three tabs: Bill, Notes, Internal Notes.

Accounting Transaction

X

Bill Motez  Internal Hotes
Mumber. | 20 Wendor
| Crowen Shipping W
Account: | Accounts Payable W | =
l Billing
Tranzaction Date: | 17 1/2009 w Address:
N BT = Ft. Lauderdale,FL UMITED STATES
Charges:
Status Diescription Frepaid  Quantiy Price | Amount Add...
¥5 Posted Ocean Freight Service Cost Yes 1.00 80000 80000
Edit...
£ >
Paid a3 | Prepaid b
Exchange Fate: usp  Total Amaount: USD 800.00
Amount Diue: USD 300,00
[ ok || cCancel || Hep |

On the Bill tab, the transaction number fills in automatically, but you may
override this and enter the actual bill number from the vendor.

Select the Account to the “Accounts Payable” account you need for this
bill. If you are working in multiple currencies, there will be at least one
account available in the dropdown for each currency. To make the bill in
one of those currencies, select it from the dropdown list. For information
on setting up your Magaya system to work with multiple currencies, see
the topic "Multicurrencies".

Select the vendor. The address will fill in automatically. If you need to
change the address for this transaction, click the “Change” button and
enter the new information.

The Transaction Date fills in automatically with today’s date. (Enter the
date of the bill if needed.)

The Due Date is filled in automatically based on the terms for this vendor
(for example 30 days from today). Change the due date if the actual due
date is different.
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. Click on the Add button to add charges to the bill. A dialog box opens:

Charge Information r5_<|

Charge | Maotes

Type: | Ocean Freight Service Cost

Dreszcription: | 20 ft container |

[luantity It Price Arnount

1.00 | | |mooon || USD 200,00

[ k. H Caricel H Help ]

The Type you apply will pull information from the Items and Services list.
The Type dropdown list for bills will show you only Items and Services
that refer to expense (or COGS) accounts.

Add a description (optional). Additional information can be added in the
Notes tab. Any notes you add will appear in the invoice for the customer
to see.

Enter the quantity and price. The amount is calculated automatically.
Units is optional (examples are: “pounds”, “Ibs”, “each”, etc.).

Click the OK button. The information is saved in the Bill transaction. You
can add as many charges as needed.

On the Bill screen, enter any Notes or Internal Notes as needed by clicking on
the tabs.
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Click the OK button when done. The bill will be updated in the Bills List or the

document.
H W WM TP R s % W I T ¢ )
= First Previous Mext Last Add Edit Delete Find  Fibar Rctions Zoom
. . Pavy Eill, ..

Crown Shlpplﬂg Yoid Transackion

Ft. Lauderdale, FL Save as Recurrent, .,

UMITED STATES Eill

Select Template. ..

[T )
Feii0 20 History...

BEill o : ’

HWC: Cargo Comparry

3725 NW 18 Terrace, Miami, FL 33172 UNITED

STATES

Desoriplion of Charges Giuantity Price Am ourt
Oicesan Freight Service Cost
cost of reserving o 20 f container 100 800 00 0000

Actions for Bills

When you are viewing a bill, you can click on the Actions button to pay the bill,
void it, save it as a recurring bill, select a template or view the history. Each of
these will be explained in this section. First let’s look at the Actions button menu
from the document view:

H M WM TP R s % W I T )
= First Previous MNext Last  add  Edit Delste  Find  Filer Actions Zoom
. . Pavy Eill...
Crown Shippin ) .
pp g YWoid Transackion
Ft. Lauderdale, FL Save as Recurrent, ..
UMITED STATES Eill
Select Template, ..
[T ]
Fai0 a0 History...
Bl o : ’
HYWWC Cargo Comparty
3725 MW 18 Terrace, Miami, FL 33172 UNITED
STATES
Ciaziriglion of CFanges Santity Price Am ourk
Cicesan Freight Service Cost
cast of reserving o 20 f container 100 800 00 BI0.00
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When you access the Actions button from the list view, you see these options

plus the following:
2 Eills 21 Bill Crown Shippirf ~ Cargo Reports P
o Gl 1 20 Bil Crown Shippin purchases Reports »
Sew Bill List : :
$ Paviments 19 Bil _ Cemelo Eu_:ycle
oAy ) 18 Credit Sea Star Line Export to QuickBooksiE. ..
_'_'f' F‘a‘:-"l'l‘lEI'lt Lisk 17 EI" TAM Earg':' Expgrt ko PEEEhTrEE@. -
. DEF":'Sf'IS . 16 E!II .-’-'-.pu:lersu::n & Sor o ta document
o Deposit List 15 Bil Air France )
= Checks 14 il Les Camiong b Frint Bateh...
) . 11 Credit ATLAS AR, IM
?} Qutgaing 5:_'“‘3“"‘ 10 Credit  ATLAS AIR,IN|  Yoid Transaction
& Incoming Shipments | o Bil ATLAS AR, IM Save as Recurrent...
(] Miscellaneous 8 il Landlord for affi  Recurrent Bills
7 Bil Ed's Crane Sen
B Bill Cuztom Broker,  Choose Columns. .,
] Eil Bill's Starage Ut ryport .
1 Bill kagaya : karie
13 Eil Crown Shippil  Crore
4 e ~ 0 A s Hiskary. ..
4
- (e w0 y 2 .
= @ X 7.
3 Add Edit: Delete Filter Actions

The Actions list is also available when you select a bill and right-click on it.

The following is all the Actions:

Create Cargo Reports: Select a bill, click on the Actions button, and click
on the “Cargo Reports” option. Select the type of cargo report you need.
The Cargo Reports relate the operations and accounting information in
the Magaya system, enabling you to see reports such as how much you
have billed for certain ports or destination agents.

Create Purchase Reports: Use this option to create reports of all unpaid
bills or unpaid bills as of a certain date. Other options are create an aging
accounts payable (in detail or a summary) report and a Bill Detail report.
The report opens in the viewing pane. You can adjust the columns in the
reports, save a report, filter the information, or export the report data.

Export the data in the bill list to QuickBooks® or PeachTree® accounting
software programs to export the bills you have filtered and to save them
on your computer (or other directory) in a file format that can be
imported in those applications.

To view a bill, select the document to highlight it and select “Go to Docu-
ment”.

Print a batch of bills you filtered.

Pay a bill: A dialog box opens. For information on filling in the fields, see
the section “Create Bills.”
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Bill Credits

. Void a transaction: Select the bill and click on this option to void a trans-
action.
«  Saveas Recurrent: This is useful to create a recurring bill based on the bill

you are viewing if it is a bill you need to pay each month.

«  Recurrent Bills: This will display a list of recurrent bills.

. Choose columns in the list.

«  Import or Export data into or out of Magaya database

. History: This opens a list of any transactions related to the one selected.

A Bill Credit is a credit from a vendor. The credit may be the result of an over-
payment you made to the vendor or if they overbilled you. (If they send you a
refund check, you will create a Vendor Refund in the Payments List.)

The following steps explain how to process a Bill Credit in Magaya Explorer.

In Bills (document or list view), click on the Add button and select “Bill Credit”.

-

Bill Ed'z Crane Service
Bill Custorn Broker &
Bill Bill's Storage Unitz
o — = Canada
3 Add Eill... 5 hipping
= Add Eill Credit, .. M
- g a o
I:Il:ll:I L# x 7
Add Edit Delete Filter

1240542003
1240572002
1240542003
124042002
1240142003

HA4 WEE e

.

Ackions
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A dialog box opens. There are three tabs: Credit, Notes, and Internal Notes. The

date and transaction number are filled in automatically.

Accounting Transaction

| Credit |.Nn:|tes. Internal Mates |

Mumber: |29 Wendor

Crown Shipping

Billing
W Address:

Ft. Lauderdale FL UNITED STATES

Aocount: | Accounts Papable w

Tranzaction Date; | &/ 1/2009

Charges:
Statuz Description Prepad Quantity Frice Amount Tax Add...
£ >
Paid 231 |Prepaid w
B s [ usp  Total Amaunt: USD 0.00
Remaining Credit; S0 0.00
| ok || Cancel || Hep

|

This screen is the same as the Bill screen. See the steps in the section "Create
Bills" to fill the fields of the Bill Credit. Please note that the bill credit will be

subtracted from Accounts Payable and will show as a negative in the AP.
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Bill Payments

To pay bills, go to the Checks list (or document view) and click on the Add
button. Select “Pay Bills (Check)”. Use this option to create a check for a bill
such as telephone bills or freight bills, etc.

Accounting Transaction L?_]
Check
AP Apcount: | Accounts Papable w Mumber: (16
Bank Account: | Bank Account ~ Date: | EA1E/2009 v
Pay tath I
oo, | Biitsh Airways v Amount (USD}: [0.00
Mlem: [#] Show all open bils
Bil: [USD):
Paid Tispe Diie Date Ml Drig. Asal. Al Dus  Amb Pad R
0O Mo  Bill 07/09/2003 3 2500.00 2500.00 0.00
[ Mo Credit 32 -7R.00 7500 0.00
< ¥
Current Balance: 2214283
Eisting Credits: LSD 75.00 Amount Due Amount Paid
Exchange Rate UsD Totals: UsD 242500 usD 000
| ok || cancsl || Hep |

. Select the A/P Account for this bill. If you are working in multicurrency
and select an A/P account with another currency, this payment will be
made in that currency, and that A/P Account will be updated with this
payment transaction.

o  Enter the check number. For information on setting up the numbering of
checks, see the topic "Accounting Configuration Menu"“Accounting
Configuration Menu”.

o Select the Bank Account to use for this check. The balance for the bank
account selected is displayed on the bottom of the dialog box.

o  The date is filled in automatically.

. Select who to pay the check to (“Pay to the Order of”). If there are any
existing credits, the amount will be displayed at the bottom of the screen.

. Add a memo as needed.

. Check the box to show all open bills in the Bills List.
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VENDOR REFUNDS

. Click on the bill to pay or the Bill Credit to apply to this payment.

o  Enter the amount paid in the “Amount” field.

. Click the OK button when done. The check will display in the viewing

pane.

Vendor Refunds

A “Vendor Refund” is available in the Payments subfolder. Use this when you
receive a refund from a vendor. To be able to receive a refund check from a
vendor, you need to have a bill credit for that vendor in the system.

Go to Payments (in the document or list view) and click on the Add button.

M W | (& | 8 = 5 . & %
First  Previous Add [Edit Delete  Find  Filker Actions
Cuskamer Pavrent, ..
Yendor Refund. ..
HWC Cargo Company
G725 MW 18 Terrace
higmi, FL 33172
LIMITED STATES
Check Mum
D
Amao
Feceived From: |Medeci At Gallery
M em o
Iterns Paid
Type Mumber References Crriginal Am ount
Invoice a2 Pickup: 27 382500
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A dialog box opens. (It is similar to the Payments screen.)

Accounting Transaction E|
Refund Deposit |

AP Account: | Accourts Payable v| CheckMumber 123
Bank Account | Bank Accourt v Date: |12,.l 9B ¥

From Vendor. | ATLAS AIR, INC. | Amount (USD} 100,00

Memo: [] Show all non refundad Cradits

Credits [USD]:

Paid Mk O, Ak, Al Dije Amb. Paid  Divizion

o __I

< ¥
Cunient B alance: 9705.83 Arnl. o Refund Amt. Refunded
Exchange Flate: usD T oktals: JSD 000 SO 100,00

| oK ] [ Cancel ] I Help ]

Select the A/P Account for this vendor refund. If you are working in
multicurrency and select an A/P account with another currency, this
payment will be made in that currency, and that A/P account will be
updated with this refund transaction.

Enter their check number.

Select the Bank Account to deposit for this refund check.
Select the vendor name.

The date is filled in automatically with today’s date.
Check the box to show all nonrefunded credits.

Enter a memo if needed.

Enter the refund amount in the “Amount” cell, or select from the credits
in the list. In the Credits list, you can click on the line for “Amount Paid”
and enter the amount.

Click the OK button. The refund will be displayed in the viewing pane.
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Banking

Introduction to Banking in Magaya Explorer

Magaya Explorer offers banking features to handle your banking needs such as:
«  Writing checks (to pay expenses and sales tax)
. Making deposits

. Bank reconciliation

Writing Checks

There are different types of checks that you can create. From the Add button (in
the document view or list view) you can choose the following:

4 | (R ¥ = g .
First  Prewvious fdd |Edit Delete Find  Filker
Pavy Bills (Check). ..
Check to Expense. ..
HWC Cargo Compan{ Refund Check...
8725 NW 18 Terrace Pay Sales Taxes...

Miami, FL 33172

FAY TOTHE N _
orpeER oF  Brifish Alrways

Two thousand five hundred

[ T I T T PN

The rest of this topic will explain the following check writing tasks:

. Checks to Expense: This is to pay expenses such as office supplies or other
expenses that you do not receive a bill from the vendor.

. Pay Sales Tax: This is to write a check to a tax agency, department, or
authority to pay sales tax you collected on invoices.

The following types of checks are explained in the topics indicated:

. To Pay Bills (Check): This is to pay outstanding bills. See the topic in
Accounts Payable: "Bill Payments".
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. Refund Check: This is to refund money to a customer. See the topic in
Accounts Receivable: "Refund Check".

Check to Expense: Use this option to create a check for an expense such as office
supplies for your business.

Accounting Transaction f'5__<|
Check |
Barik Account: | Bark Account v | MNumber:
Pay ta the

arder af |foiu:e Depot v| Date: | §M2/2009 +
M ema: ||:uffi|:e zupplies | Amount (USD]: (£3.00

Dietail (USD]
Account Mame Amount | Description E rtity Add
Supphes Expenze 34.00  copier paper
Suppliez Expenze 17.00  Pozt-it Hotes
Supplies Expenze 12,00  Binder folders
Tatal sD g3.00
Cumrent B alance: uUsD 9705.83
Exch Fate: sD
HENANGS Nate |:| [ Ok, ] [ Cancel ] [ Helo ]
. Select the bank account you will use for this check. If you are working in

multiple currencies, there will be at least one account available in the
dropdown for each currency. To write a check in one of those currencies,
select it from the dropdown list. For information on setting up your
Magaya system to work with multiple currencies, see the topic "Multicur-
rencies”. The current balance for the selected bank account is displayed on
the bottom of the screen.

. The check number is filled in automatically based on the last check used
for the selected bank account. For information on setting up the
numbering of checks, see the topic "Accounting Configuration Menu".

. Select who to pay (“Pay to the order of”).

. The date is filled in automatically. It can be changed if needed.
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. Click the Add button, and a line in the Detail table will be created and
highlighted:

a) Click on the first cell in the table under the column “Account Name”.
When you click on the Account Name, a dropdown menu will appear.
Select the account for this line.

b) Click on the Amount cell in the table and type in the amount for this
detail.

c) Click on the Description cell of the table and enter a decription.

d) Click on the Entity field if this line relates to a customer, and select the
customer from the dropdown. Otherwise the Entity field is optional.

«  You can add as many details to the check as needed by clicking the Add
button again and following the same process. The total amount will
increase with each detail you add.

. Click the OK button when done. The check will display in the viewing

pane.
i L] M W

r M = - - . P *

4 r - - -

% Peas BM EM Delele Fed e Wlide | Boom lptess
HWIC Cargo Company 15
A5 o 1 Tamace

Mami, FL 7] D& 22008
PAYTATHE __ -

ceakmce  Cffice Diepot #5300

Sty s SAMPLE 0 ccums

e Demod

| 00 Dermanicws Fosd
Daaray B, FL
NETED STATES

wpay OfiCE supples

If you pay expenses with a credit card, enter that information as shown:

Accounting Transaction E|
Check.
Bank Account |Vizs eredit cand W MNumber: |2
P
% %0 12 [Office Depat v Date: | 6/19/2009 ¥
Mema: | supplies Amount [USD): | 13700
Dl [USD)
Account Mame Amount  Descnption Entiy
Adverltizing E spenze 3000 business cardz p..
E quipment 99.00  fax machine Delete
Exchange Fate: Totak Ush =700
Cumrent Balance: UsSD 27500
I 0k | [ Cancel ] [ Help ]

In order to pay with a credit card, you must have a credit card account set up in
the Chart of Accounts. Select the credit card from the “Bank Account” drop-
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down. Use this method when you do not have a bill; for example, you went to
Oftice Depot, bought office supplies, and paid for them with a credit card. When
you return to work, you update your Magaya Explorer with the transaction.

When the credit card statement arrives in the mail and you need to pay it, use
this same method: Check to Expense. Select the bank account you want to use
to pay it, and select the credit card company as the “Pay to the order of”. When
you add the item in the dialog box, the Account Name will be the credit card.

Accounting Transaction

Check, |

B ark Account: | Bark &ccount

Pay tath
@ Chaze Credit Card 3 |

b ema: | |

Pay Sales Tax: Use this to write a check to the tax agency such as state or county
to pay taxes you have collected in invoices for goods sold.

Accounting Transaction ml

Sales Tax Payment

Bank Account  Bank Account w Mumber; | 13 |
Pay toth
‘?:.}rldzr DE Florida Department of Revernue w D ate: | EMTO009 |

Memo: | state sales tad

[+]Show Due Balances

Code Balance Credit  Amt Due Ak, Paid

2 | qs0s] ool qs50s]  soc

| Bank Account Balance: USD 19073.83 otal s KISR0
Tatal Paid: usD 15.08

Dizcount: 000 |

Check &mournt: usD 1508

[ ok ][ caed |[ Heo |

. Select the Bank Account that you will use to pay this tax. The current
balance for that bank account is displayed.

. The date and check number are filled in automatically.

. Select the tax agency that you are paying the sales tax to (“Pay to the order
of”).

56



BANKING
ACTIONS FOR CHECKS

Actions for Checks

Add a memo as needed.

Check the box to show balances due for that tax authority (if the box is not
checked already). Any taxes due for the selected agency will show in the
table:

a) The first column shows if the tax is paid or unpaid. When you click on
it to pay it, the field changes to “Paid” and a checkmark appears in the box.

b) The Name column shows the name of the tax agency.
¢) The Code is the tax code.
d) The Balance is the balance outstanding for that tax agency.

e) The Credit column shows a credit if one exists. You will have a credit if
you have paid sales taxes when you make purchases. That credit will show
here.

e) Amount due is the total due.
f) Enter Amount Paid.

The discount field below the totals is for a percent of the total taxes due.
This amount is determined by the tax authority.

Click the OK button when done. The check will display in the viewing
pane.

Select Checks (list view or document view) and click on the Actions button. The
options from the document view are:

To void a transaction
Save as a recurring transaction
Select a template

View the history related to this transaction
W M | ST X s % g - -

Frst  Préndous Add  Edit Delebe  Find  Filber Ackiare Zaom OF

Yoid Transackion I

HWC Cargo Company

Save as Recurrent, .,

B725 N 18 Temace select Termplat 14
Misrml, FL 33172 B /2009
RO History...

proeroF  Bribish AlneEys ¥ 00Ol

Two thowsand five BUNAMEH - e e e e e e e e (00 poLLags
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The options from the list view include:
. Other Reports: Create reports by account number, etc.

. Reports: See the details of checks. The report opens in a list that you can
customize the date range you want to view.

. Go to the document (the check).
. Void a check: To void a selected check. This retains a record of the void.
o  Print abatch of checks you have filtered.

. Save as Recurrent: To convert to the selected check into a recurrent check
to be paid every month or other time period you set.

o Recurrent Checks: Displays a list of recurring checks.
. Choose columns for the Checks List.

. Export data from Magaya Explorer.

. History: View related transactions.
B4 Carrier Rabes 5 Landlard for office 12406/ 2008 50000 Bank A
=| Invoices 4 At Bazel Gallany 12/06/2008 100000 Bank A
Invwoice Lit 3 Ed'z Crame Senace 124086/ i
e Bils 2 Cueshom Brokoes 12405/ Cther Reports LS
S Bl List 1 Bilfs Storage Units 12405/ Reports [
= Payments
¥ Payrent List Go ko document
& Deposits Waid Check
o Depost List .
ks Print Bakch...
reck L |
# 8. Cmbgoing Shipments Recurrent Checks
+ K. Incoming Shipmeris
¥ Miscellanecus Choose Calumns. ..
Export...
Hiskary., ..
|_::_| T .4 - ‘J) . T
P ¥ add Filter Betiares

Making Deposits

A Deposit refers to making a deposit of funds such as a loan that you receive, in
contrast to making deposits of customers’ payments for invoices. Deposits can
be created in the Deposits List or document view in Magaya Explorer. There are

two types of deposits:

. Deposit a Payment: Use this option when you are depositing money from
the Undeposited Funds account. See the topic in Accounts Receivable:
"Depositing Payments".
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Deposit: Use this option when you are making a deposit into your bank
account such as for a loan you have received.

To make a deposit, click on the Add button and select “Deposit™:

H € W W S|P X = 5 . & yo. @ 4
First Previous Add | Edit Delebe Find  Filter Ackions Zoom
Deposit Payvment. ..
H T
B725 MW 18 Terrace
Miarmi, FL 33172
LIMITED STATES .
Deposit Ticket
Date: | 121272008
Accourt Name: | Bank Account
A dialog box opens:
Deposit [Y|
Depost
pcmnt | Bank Account v| Date: | B/12/2009 v
temo:  Small Business Loan
Detail [USD]
Account Name Amourt Description ity | [ add ]
Smal Buziness Adran,..  10000.00 small business bo... [
|
|
i
Exchanoe Rate: Tokals: JSD 10000, 00
| ok ][ cancel || Hep |

Select the bank account for this deposit.
Add a memo as needed.

Click the Add button to add the deposit. The line in the Detail table is
created and highlighted.
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. Click on a line in the Details table, and a line will highlighted:

a) Click on the table cell “Account Name”. This activates a dropdown
menu. Select the account related to this line in the deposit (for this
example, Small Business Administration loan).

b) Enter the amount of the deposit by clicking in the cell under “Amount”.
¢) Type in a description by clicking in the “Description” cell.

d) If there is an entity (or customer) related to this line in the deposit, enter
it by clicking on the “Entity” cell to activate the dropdown menu. If not,
the Entity field can be left blank.

You can add as many lines as needed by clicking the Add button again and

following the above steps. The total amount will increase with each detail you
add.

Click the OK button. A Deposit ticket is created.

M &+ 7 X = < "

- =l - -

Last Add Edi Delete Find Hﬁer Actions Z00r

HWC Cargo Company

arza 18 Terrace
Miarmi, FL 33172
LINITED STATES

Deposit Ticket

Diate: | 12/05/2005

Account Marme: | Bank Account

Account Mumber:

1 ETgglo husiness loan from bank

lurrker References Armount

10000.00

Total Amount LD 10000.00

fanava Carao Swvetem. vaww. maa Jva. com
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BANK RECONCILIATION

Bank Reconciliation

To perform a bank reconciliation, go to Chart of Accounts, select the bank
account to reconcile, click on the Actions button and select “Reconcile”.

[reventany st Other Cum Cther Reports v
[rventon [noome |rizome Reports ¥
[rventony Cost Cost OFf Gi

O pening B alance Income Income Transaction Listing
Opening Balance Expenze Expenze

Sales Tax Credit Other Curr

Exchange Gain: and Losses Expenze zeneral Journal Entries
Sales T ax Preparation |ncome |rizome Divisions

Sales Tax F'._aygl:ule Other Cum T2 Tahle

Salez Commizzion Expenze

Agent Liguidation Cosgt Cozt OFGi choose Columins. ..

.-’-'-.gent_ Liquidation Incqme Incqme Import. ..

O pening B alance Equity E quity

Undepogited Funds U hdepogit Expart...

B ank Account B anlk. Account A

Accountz Papable
Accountz Receivable

9r  [#

Add Edit

&

Delete

Accounts Papable
Accountz Receivable

a3
7 -

Filker

<« i

\

A

-
=i L)

Actions

The reconciliation screen opens. In this screen you can reconcile the account
activity to match the statement from the bank. This screens saves as you work.
If you click the “Leave” button, your work will be saved, and you can return to
the screen at any time. The “Done” button is to be used after completing the

reconciliation.
dcount Bark focount USD] Openirg Baance: 00

St Dot |[] w rgpemeent Erding Dalance:
Draposits and Other Cradis

Chegigd Date Munstes Tups At [USD]  Exdly M i
L] Mo - 17500
om | Deposits and 500 00
O Ha . 1 [ O bresiirvass boan froam Bk,
0 o credits 000 ATLAS AR, BNC.
O Mo 00
O Ma 121 22008 Dt 250 00
O Mo 08280 127 Bt B4 55 -
Checka and e O s

Cheaied Date Munbes' Tupe At USD]  Exdiy M A
[ Ho 1205200 1 2l Pt 20000 BiFs Siomge Unds
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Set the Statement Date: The Statement Date is the date that the bank statement
was issued.

If you have used this reconciliation screen before, the opening balance for this
month will be the same as the end balance from the previous month. If this is
the first time you are performing a reconciliation in Magaya Explorer, the
opening balance will be zero. To add an opening balance, create a Journal Entry
and then clear it in the Transaction Listing so it appears in the reconciliation.

Account: Bank Account (USD) Opening Balance: |0.00  Done |
Statement D ate: /3042009 » | Statement Ending Balance: = Leave |

Enter the Statement Ending Balance: Use the balance that is listed on your
statement.

Place a checkmark in each transaction in the list as you match it with the bank
statement. The status in the “Cleared” column will change from No to Yes:

Depozitz and Other Credits:

Cleared Date Humber Type Amount (USD) ) E
M Yes 12/05/2008 Depozit 175.00
O Mo 12/06/2008 Depozit B00.00

To place a checkmark in all the transactions, click on the “Mark All” button. To
uncheck all the transactions, click on the “Unmark All” button:

M Mark al
O Unrmark. al
& Help

As you check the transactions, the total number of Cleared Transactions will be
updated on the bottom of the screen:

Cleared Tranzactions

2 Deposzitz and Other Creditz B75.00
0 Checks and Other Debits .00

Tranzactions not Cleared

10 Deposzitz and Other Creditz ZE733.355
15  Checks and Other Debits ¥76R.52

Add: Use the Add button to add a transaction that is listed in the statement but
not in this screen.

Edit: Use the Edit button to change a transaction. Click on the transaction to
select it. Click the Edit button. A dialog box opens that will look different,
depending on the transaction selected. Modify it and click OK.

Delete: If a transaction is not in your statement, select the transaction to delete,
and click the Delete button.
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The Uncleared Balance must be zero to complete the reconciliation. If you click
the “Done” button when the Uncleared Balance is not zero, the system will give
you a notice and not complete the reconciliation. You can leave and return to
the reconciliation screen at any time and your work will be saved. When you
click the “Leave” button, the reconciliation screen closes.

When you are done with the reconciliation and you click the Done button, the
system will ask you if you want to print the statement. You canprint itnow or
print the bank reconciliation from the Reports option from the Actions button
in the Chart of Accounts at a later time.

If there is an error to fix, you can go to the Transaction Listing for the bank
account (in the Chart of Accounts) and clear (or unclear) the transaction there.

& Accounting | AUtOmObde ERpense E¥pense
s{chn o ports] | Berk Accoun Bark Accour |
8] Items and Services Bank Sccount - BF Bank Accourt
T Standard Client Rates Bank Account - BRL Bank Account
= : Bank Account - CHF e
p Larrier Rates Bank Account - ELR Other Reports ¢
[E] Invoices Bank Account - MxN Reports 9
[ Invoice List Bark Account - VEB
s sk Sevic Chages e,
e Bill List Emll't.d Stock Reconcile
# Payments Cost of Goods Sold .

:.;? Payment List Cost of Services Gfalje.ral Journal Entries
& Deposits Currsnt Assst Divisions

3 Deposit List Custom Broker cost Tax Table

=l Checks Customs Broker mcome

=] Check List Depreciation Expense Choose Columns. ..

£ outgoing Shipments Documentation Import. ..

€] Incoming Shipments Empll:g,le& Federal Income Tax Payable Expart...

e E quipment

il Miscellaneous

[ “ F -
@ @ 7 - W |
Bd Edit Delete Fiter Actions

Select Transaction Listing from the Actions button (in the Chart of Accounts
for the bank account). The list opens. In the list you can right-click on a trans-
action and choose to clear it:

Dates: |ﬁll v| From: | |
Type Humber Applied to Date
[ Check. 24 Chaze Credit Card 08/04/2009 |

Eil Fayrment 23 Crow| 5o ko docurment #2009
Bil Payment 22 B Clear/Unclear Transaction [
Depozit ; f2009
Eill Payment | 21 Lo (| PrintBatch.. g /2009
Bill Payment 20 Suga h Cal f2009
Deposi s /2009
Check. 19 Flarid| =P /2009
Check. 13 Miam| __History. . 42003
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Accounting Reports

Introduction to Accounting Reports

Magaya Explorer offers accounting reports, including:

Financial Reports: Standard financial reports such as Profit and Loss
reports and Balance Sheets

Sales Reports: These reports provide information about sales by item or
by customer, about open invoices and aging Accounts Receivable

Purchases: These reports provide information about purchased items,
carriers, and vendors, about unpaid bills, and aging Accounts Payable

Multicurrency Reports: View any gain or loss by doing business in
multiple currencies

You can access reports in different ways in Magaya Explorer such as from the
Reports option on the top menu:

Shipment  Magawya Metwork,  Accounking Iﬁﬁﬂ Options  Help

Financial Reparts  »
o ‘-:;E‘ - - Sales Reparts

[

GGround Purchases Reports  k

HName Other Reports r

&7 Chart of Accounks Multicurrency g

|_i-L| Items and Services Saved Reports,,,

=2/ Standard Clienk Pates Table
{22 Carrier Rates Table

[E] Irvaices Queue of Docurments
[ tnvaice List Table

Each report type has a submenu with additional options.

You can also access reports that were saved.

You can also find many reports by using the Actions button in any Accounting
list such as the Invoices List, Payments List, Bill List, Deposit and Check Lists to
see reports specific to each of these types of accounting transactions. The
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Actions button in the Chart of Accounts (shown below) and in Items and
Services also gives you access to many financial reports:

Cther Reporks

Profit and Loss

o Profit and Loss Detail
Transackion Listing

Reconcile Prafit and Loss by Operations

] Profit and Loss by Operations Dekail
General Journal Entries

Divisions Balance sheet
Tax Tahle Balance Sheet Detail
Choose Calumns. .. Statement of Cash Flows
Irmport... ) )
Exmort Transaction Dekail 1 <Bank Account =
part... Transaction Dekail for all accounts
E: H - Trial Balance
T ; desl Missing Checks
actions )
Draily Journal
Reconciliakions
Chart of Accounts
Actions button Sales Tax Liability
REL‘IGTTS Sales Tax Liabiliky Detail
Multicurrency K

Viewing and Working with Reports:

You can customize the reports by changing the columns and the currency by
using the Actions button, or filter the report with the Filter button.

The date range can be changed using the date fields at the top of the list. Click
the Refresh button to see changes.

After you customize a report, you can save it. When you open a saved report, it
will display with all the customized features saved.
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To save a report, click on the Actions button when you are viewing the report.
Select “Save Report”. A dialog box opens with the fields filled in. You can change
the company, title, and subtitle as needed.

Subkitle;

Save Report X
Carnpany: H"-.-'-.-"I:Z Cargo Company |
Title: |F'r-:ufit and Lozz Detail |

|June'| - 26, 2008 [USD)

[ F, ] [ Cancel ] [ Help ]

<

1}7

Filker

Total
Total Frg

Mirhar 1

Change Report Currency #

Choose Calumns. ..

Export...

Save Repart, ..
will
Actions Close

To view saved reports, go to the Reports option on the top of Magaya Explorer
and select “Saved Reports”. A dialog box opens, showing the list of any saved

reports.

In a report you can double-click on a transaction to view its details:

Warehouse Receipts
Warehouse Receipt <22>

Inwoice

Imvwoice
Imvoice
Imvoice

Jan/01/2009 31
Feb/01/2009 52
Mar/01/2009 41
Aprf01/2009 44
May/01/2009 47
Jun/01/2003 50

Total Warehouse Receipt <22=

JB YWire Co.
JB WYire Co.
JB YWire Co.
JB Wire Co.
JB YWire Co.
JB YWire Co.

To go to a document, right-click on the transaction and select “Go to”. To
return to the report, click on the Back button.
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Financial Reports

Financial Reports are Profit and Loss, Balance Sheet, and Statement of Cash
Flow. The following explains each report.
aya Metwork  Accounting BEEEEEEN Options  Help

Financial Reports Prafit and Loss

- Sales Reports r Profit and Loss Detail
Purchases Reparts ] ]
Prafit and Loss by Operations
Ckher Reports k ) . )
ML , Prafit and Loss by Operations Dekail
S ulkicurrency
; Balance Sheet
Services Saved Reports, ., ]
Client Rates Balance Sheet Detail
ikes

Skatement aof Cash Flaws

Profit and Loss: View summarized or detailed reports for the business. Profit
and Loss reports are also called “Income Statements”; they show your income
(also called revenue or sales), costs, expenses, and profitability for a time period.
It shows how well the company is performing.
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This is an example of a summary view of the Profit and Loss statement:

Dates: EEustam w | From: | 17 1/2009 & To: | 5/3/2009 & | @& «
HWC Cargu Cumpany Date Report Created:
Profit and Loss Eﬂ'ﬁ“ Eﬂﬂéﬂg
January 1 through May 31, 2009 (USD)
'3 Total iF
Income
Agent Liquidation Income 5300.00
Documentation G000
Freight Income n.oo
Air Freight Income 600.00
Ocean Freight Income 83372
Ground Freight Income 135.00
Total Freight Income 1268.72
Services 593845
Total Income 1216717
Cost Of Goods Sold
Agent Ligquidation Cost 7a.00
Freight Cost 0.00
Air Freight Cost 480.00
Ocean Freight Cost 4133.00
Ground Freight Cost 223717
Total Freight Cost 6a50.17
Total Cost Of Goods Sold 692517
Gross Profit 2242.00
Expense
Professional Fees Expenses 275.00
Supplies Expense 63.00
Other Expenses 0.25
Advertising Expense 38.00
Total Expense 376.25
Met Income _5242.00

o  Tocreate a report, set the date range, and click the Refresh button.

. The creation date of the report displays on the top of the report. The
creation date will be today’s date.

o The Income section shows income from freight and other sources.
. The Cost section shows Cost of Goods Sold such as freight costs.
o The Gross Profit shows total income minus total cost.

. The Expense section shows expenses such as rent, salary, utilities, and
other fees you paid for services such as an accountant.
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. The Net Income total is listed on the bottom and shows the company’s
profit after all expenses have been paid. It is the Gross Profit minus the
total expense.

The detailed Profit and Loss Report shows more information such as the item-
ized cost, income, and expense:

Type 4P Date 4 Number
Income
Agent Liquidation Income
Imvaice Apri21/2009 449

Total Agent Liguidation Income

Documentation

Invoice Feb/s202009 35
Invoice Mar/022009 37
Invoice Apri21/2009 47

Total Documentation

Freight Income
Air Freight Income
[Mwoic e hard31,/2009 43

You can see any transaction in this report by double-clicking on it.

Balance Sheet: Shows total assets, liabilities, and equity. The Balance Sheet
shows your business as of a certain date and provides a snapshot of your busi-
ness capital (how much it owns and how much it owes). It answers questions
such as “How much debt does the company have?” and “How much money
needs to be collected from customers?” This report is cumulative; it will show
the figures from the first day of your business until the end date of the report.
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The following is an example of a summary report:
HWC Cargo Company

Balance Sheet
As of May 31, 2009 (USD)

ik Total ik
Tent Assets
Checking Saving
Bank Account 7712.03
Total Checking Saving 771203
Accounts Receivable
Accounts Receivable 99826.13
Total Accounts Receivable 99828.13
Other Current Assets
Cash -10000.00
FPetty Cash 125.00
Current Asset 2000 00
Total Other Current Assets -TET75.00
Total Current Assets 99665.16
Fixed Assets
Equipment 1625.00
Total Fixed Assets 1625 00
Other Assets 0.00
TOTAL ASSETS 101290.16
ABILITIES AND EQUITY
Liabilit
Current Liabilities
Accounts Payable
Accounts Payable 46709 .50
Total Accounts Payable 46709 .50
Other Current Liabilities
Depreciation Expense 2000.00
Total Other Current Liabilities 2000.00
Total Current Liabilities 48709 .50
Long Term Liabilities 0.00
Total Liabilities 48709 50
-' fher Equity
Opening Balance Equity 125.00
Teotal Other Equity 125.00
Retained Earnings 47213 66
Het Income 5242.00
Total Equity 52580 66
TOTAL LIABILITIES AND EQUITY 10129016
. The Assets section summarizes current and fixed assets such as Accounts
Receivable, bank accounts, cash, etc.
. The Liabilities section summarizes current liabilities such as Accounts

Payable, loans, credit cards, etc.
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The Equity section shows the equity for the company (total assets minus
total liabilities). The Retained Earnings line is from the Net Income of the
previous years (it is money reinvested into the company). In Magaya soft-
ware, the closing of the year is done automatically. The Net Income line is
from the beginning of the current fiscal year up to the report end date.

A detailed Balance Sheet shows the transactions for the selected period for each

account:
Type v Date  qp Number g Hame ¥ Account @  Amount 4 Balance o
ASSETS 10129018
Current Assets SH6E5,16
Checking Saving TTiZ.03
Bank &ccount TT12.03
Depasit Junfra/ 2008 Undeposted Funds G6E B B330.83
Fayment JunT08 456 Wadecl At Gallery 3925 .00 127583
Check Junri2rmng 1§ Oifice Depot Supplies Expense 63.00 1214283
Diepasit Jund1 20009 Small Business Admi 10000.00 2214283
Bill Payment Junf1G/2008 16 British Arways Accounts Payable -2800.00 19642 83
Tatal Bank Accaunt 25.00 19857 A3
Il ARy 594 00 1907383
Total Checking Saving WA -1.06 19066.77
113854 74 19066 77
Accounts Receivable
Accounts Receivable 11354 74 19066 77
Irrvepica JunDifos 51 Caterplllar Equip
[0 =] Jun'D1.2009 50 JB Wing Co SOa2E.13
Irwice JunDifoe 49 Shimano S9EIE.13
Payment JUn 2008 Shimano SErces 41020 100238 33

The columns of the report show the transaction type, date and number,
the customer or vendor name, the accounts, the balance, and more.

If an invoice or other accounting transaction has more than one account
included in it, the word “-MANY-” will display in the Account column.

Each account will show a beginning balance that accumulates the activity
before the period. After that, you will see the transactions for the period
and then the ending balance as of the end date of the period.
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Statement of Cash Flows: This report shows a summary of how much cash is
coming in (actual received) and going out of your business (amount paid out)
over a period of time. The following shows a sample of a cash flow report:

HWC Cargoe Company

Statement of Cash Flows

June 1 - 16, 2009 (USD}

Tatal 13

OFERATING ACTIVITIES
Met Income

Accounts Recelvable
Accounts Payable

Sales Tax Payable

Ad]u;tmems to reconcile Het Income to net c...

1431 .53

1274 27
T25.00
000

Sales Tax Credit

Inventory Asset
Cash

Federal Income Tax Pay
Federal Unemployment

Employes Federal Inco Operating Activities

Income Tax Payable

Medicare Tax Payable

Hotes Payable

Hotes Recelvable

Patty Cash

Salaries Payable

State Unemployment Tax Fayable
Vacatlon Pay Payable

Current Asset

Depreciation Expense
Accounts Receivable - VEB
Accounts Payable - VEB
Bccounts Receivable - EUR
Accounts Payable - EUR
Miami-Dade Sales Tax

Small Business Administration

Met cash provided by Operating Activities

0.00

n.o0
0.00
D.oo
0.00
0.00
0.00
0.00
0.oo
0.00
0.00
0.00
000
0.00
0.0o

2430.07

INVESTING ACTIVITIES -
Equipment | Investing

0.00

Het cash previded by Investing Activities

0.00

FINANCING ACTIVITIES

Opening Balance Equity
Capital Stock

Het cash provided by Financing Activities

Financing E

0.00

Met cash increase for period

Cash

Cash at beginning of pericd

Cash at end of period

543007

12424 .06
20854.13

. The summary of net income from operating activities for the time period
is listed first. This shows actual cash that has come in and what you have
spent. It does not show what you have invoiced customers, only what is

received (or spent).

o The Investing section shows cash used (spent) for investing in assets and
the proceeds from the sale of other businesses, equipment, making or
collecting loans, or long-term assets. Any changes to these accounts (gains
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or losses) will show here. This example shows zero investing because this
cargo company is not buying or selling any businesses, etc.

. The Financing section shows cash you paid or that you received from
issuing and/or borrowing of funds or other outside financing activities.
For example if your company has stock and you sell it, the cash brought in
by that sale would show on this part of the report. Also, paying back a bank
loan shows as a use of cash flow. This example shows zero because this
cargo company is not issuing stock, etc.

. The Cash section shows the net cash increase for the period, and the cash
at the beginning and end of the period.

Profit and Loss by Operations: This is a unique report only available in Magaya
software. It lets you see the profitability of your business from a different angle.
When you use the accounting features in Magaya with operations, each opera-
tions transaction will have several accounting transactions such as bills and
invoices related to it.

This report will list each operations transaction for the time period with the
associated income, expense, and profit coming from the related accounting
transactions. Here is an example of a Profit and Loss report by operations:
HWC Cargo Company

Profit and Loss by Operations

Deceamber 18, 2008 through June 16, 2008 (USD)
a[ Income 4} | Expense 4| | Profit 4

Operations
Pickup Orders
27 3825.00 0.00 J825.00
Total Pickup Orders 3825.00 0.00 3825.00
[Warehouse Receipts | 0.00 0.00 0.00
Cargo Releases
3 25.00 0.00 25.00
4 11475 0.0o 11475
& 79.00 0.00 75.00
Total Cargo Releases 21475 0.00 21475
Shipments
Shipment20 - Master # BolL7155 - Booking| ... 354 .34 32747 37 A7
3 - Master # -66345 - Booking # BMN343 G00.00 480.00 120.00
Total Shipments 964 34 a7 AT 15717
Total Operations > 5004.09 BOT.AT 4195.92
Miscellaneous
Other Incomes 7493 0.00 74.93
Other Expenses 0.00 7288.00 -T2EE.00

o Thedate range of the report is displayed on the top. (This is the date of the
operations, not of the accounting transactions. For example the report will
show invoices for the operation transactions whether they fall into this
period or not.
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. The operations are on the left and the transaction numbers are listed
under each type of operation. The income, expense, and profit columns
show the amounts for each transaction and the totals.

. The detailed report by operations shows all the accounting transactions
that are related to each operation transaction:
Type 4 Date 4 Number qp MHame 1r Income 4y Expense
Shipments
Shipment <0Ocean Shipment &> Master # 123 456 - Booking & 8377
Bl Dec/4/2008 1 Tropical Landscaping 000 400000
Irvoice Decfl4/2008 1 Cartegena Constru... 5000.00 0.00
IFraice Deci4/2008 2 Caterpillar Equipment 4000.00 0.oo
IFlce Dec/04/2008 3 Tropical Landscaping G000.00 .00
Credit Mema Dec/il4/2008 4 Cartegena Constru... 0.00 3000.00
Tatal Shipment <Ccean Shipment 6> Master # 123 456 - Booking # 8977 15000.00 7000.00
. The Income, Expenses, and Profit are also shown in columns with totals
at the bottom.
. The customer name (or vendor), number, and associated account (such as

Accounts Receivable or Accounts Payable) are displayed.

. The miscellaneous income and expenses are displayed. This will show any
accounting transaction that is not associated with an operations transac-
tion.

Sales Reports

Sales Reports show sales by item, customer, and agent. Other report options
under this menu are to create a report of open invoices and of aging accounts.
Accounting WS Opkions  Help

Financial Reports  » [

\epork Sales by Ikem Detail
Purchases Reports Sales by Ikem Summary
Other Reports

rulkicurrency

v v v

Sales by Customer Detail
Sales by Customer Surmmary

Saved Reports, ., ]
Sales by Agent Detail

Sales by Agent Surmmary

Al Sales Detail
all Sales Summary

Open Invoices
AR Aging Detail
AR Aging Summary

By Item: Shows the totals of sales by item and shows the COGS for items you
resell. View a summary or a detailed report. The detailed report shows the
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invoices or other transactions associated with each item. The following is part
of a summary, highlighting the columns:

{r Amount qp % of Sales qp Cost Of Goods Sold ¢ Gross Profit qp Gross Profit %

53'25wrn Summary lI'l, | swiecam
scamber 18, 2008 ugh Juns 18, QMQMS* +

¥ [ Bmeunt qf[% of Sales gy Eost Of Goods Sakl 4 [Gress Predit o Pross Profies

A Fraighn ncome

Bar Fraaght Sercs ANCD I N TN O LRk} iU
Tatal Air Frelght ineos 410000 e 900 O neas0 e
Closan Fraight Insame

Sewam Freight Servics 8537 524 A3 OO L5959 28 Er s i
Tatal Gcean Freight Incoms AT ars A W) PR s

By Customer: Shows the sales amount per customer and the percentage that
each customer represents of the total sales. You can view a summary or a

detailed report:
Customer Summary Report:
4p Amount 4p ° of Total 4
Art Basel Gallery Fo.00 1.0%
Art Supplies s00.00 B.2%
Bill's Storage Units 74 .93 1.0%
Caterpillar Equipment 1230.60 16.8%
JEB Wire Cao. 1128.80 15.4%
Lima Sporting Goods 162.50 2.2%
Louisville Slugger Dealer 10.00 0.1%
Medeci Art Gallery 3825.00 52.3%
PVC Piping Co. 116.88 1.6%
Shimano S0.00 1.2%
Total T313.71 100.0%
Customer Detailed Report:
Type iF Date 4 Humber 4 Mems ar Pamd qp Ao ount ar Amount 4 Balante g
Art Banel Gallery
|Fremec e JURM 2008 A3 Pad Arcourds Recal 1800 rsS.00
Total Art Basel Gallery 7% 00 -
e e s o ismne A . o -
Ioiee ANN2I008 54 Joen  Atcourts Recel no7
Tobal B Storage Units T4 93 Td 53

By Agent: This report is similar to the customer report, but this show the agents.
This report is very useful for a Logistics Service Provider that works with several
agents. The reports can be viewed as a summary or as a detailed report.

All Sales: View all the sales (in a summary or a detailed report). This report
looks similar to the customer report.
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Open Invoices: Shows invoices that are open (not yet paid).

Open Invoices
February 15 through June 18, 2006 (US0O)
Typa [ Mumber  Mara [EE et Du Dt Bging At Dus Cirigginal Al Paad
el Basal Galiery
Faymant  Jun/11/2008 27115 150000
Total Art Basal Gabory T8
Bals Stomgs Units
vice JunfdR008 54 JutaEne n 4TS T4TE aog
Total Eila Slorage Units 7475
Calerpillar Equipment
Wwsics  ManDiE008 42 Warehouse Fsceipt 24 Mar31/2008 128 48580 &858 ooa
Ivei Marannoe 37 Caga Aslsass 4 Apall1 /KR 123 L ER ] LERL ] an
wsice  AprUA/EO0R 45 Warehouse Faoeipt 24 May 012008 95 410,20 £10.20 ooa
Ierenica Mayp 02008 48 Warshouse Receipt 24 Klay 31000 a5 410.20 1020 ann
Wwnice  JunDUE008 51 Warshousa Foosipt 24 Jul1/2008 34 410,20 £10.20 ooa
Total Caterpillar Equipment [ Fa k]
JB Wim Co,
vz Martio0e 41 ‘Warshouse Recelpt 22 Mand 12008 124 20 01 2000 o
Iwoica  ApnTI/ZIOD 44 Warehousa Fecept 22 MayU1/2008 85 52000 E20.00 ood
Tootal JB ¥irs Co, 104500
. Shows the invoice date and number, how many days it is overdue, the

original amount and any amount paid, and a transaction reference.

Aging A/R: View past due Accounts Receivable (money your customers owe to
your company) in a summary or a detailed report. In this summary, the time
period that the account is overdue is in columns across the top, showing what is
current, then what is between 1 and 30 days overdue, 31 to 60 days, etc.

Here is an example of an Aging A/R summary report:

Mar
At Basal Gallery
Bil's Storage Units
Caterpllar Equipmant
J8 Vina Co
Lima Sparting Goods

Magaya
PYT Piging Co

Shimana

Total

Laigsvlle Slugger D ber

A/R Aging Summary
Febmeary 16 through June 16, 2009 (S0
B1-90

Sl

2715
[eLi ]

2715

1-30

0.00
7478
0.00
.00
a.o0
Q.00
Q.00
Qa0
0.00

7475

31 -80

410.20

000
000
410,20
0.00
162 50
1000
ooa
116.88
000

G86.58

2464 09

Tatal

-371.15
74.75
182015
100,00
162 50
1000
434
11588
B80.00

3T AT

The Detailed report of Aging A/R shows invoices and other transactions that are
overdue as of today. The report is organized in time periods of 30 days to show
how long the accounts are overdue.
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The detail report is organized in time period similar to the summary report. The
most current is listed first, then any accounts between 1 and 30 days old, to the
oldest. It shows the status of aging accounts as of today:

' Aging Detal
Dates: Cusiom w From: | aneoo - To: | BN62004 | &
HWC Cargo Company
Driez00
AIR Aging Detail !
February 16 through June 16, 2009 (USD)

Type a _ Date g Humber 4 Hame 4 Memo g Due Date g Aging ¢ Ami. Dus 4
Current

Payment  Jun' 12009 Art Basel Galery 27118

Imeoice  Junf1272008 54 Bill's Starage Lirits Juf 122008 T4.75
Taotal Current =196 40
1-30

Imvaice JundDis2008 51 Caterpiliar Equipm JukDie2o0s 7 410.20
Tatal 1- 30 410.20
¥ -80

Imvaice Aprf21/2008 46 P Piping Co Mana2 12009 48 11E.8B

Imvolce Aprf2172008 A7 Lowasvile Slugger .. Mana2 172009 43 10.00

Irvice Aprf21/2008 48 Lima Sporting Goo Wlana2 142009 48 162.50

Imvolce Aprf2172008 43 Lima Utility Co Mana2 142009 43 5300.00

Immice Maw01/20... 48 Catarpillar Equipm.. Mang3 112009 34 410.20
Taotal 31 - 60 5908856
&1 -390

imvoice  Apri01/2008 45 Caterpitar Equipm.. May012009 68 41020

Purchase Reports

Purchases Reports show purchases by item, carrier, and vendor, and other
reports show unpaid bills and aging A/P.

Accounting Options  Help
. Financial Reparks — #
- Sales Reports r
Print Purchases Reports  # Purchases by Tkem Detail
Other Reports 3 Purchases by Tkem Surmmary
Mulkicurrency k

Purchases by Carrier Detail
Saved Reports, Purchases by Carrier Summary

Purchases by Wendaor Detail
Purchases by Yendar Summary

All Purchases Detail
All Purchases Summary

Unpaid Bills

AfF Aging Detail
AfP Bging Surmmaty
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The Purchase Report by Item shows what you have purchased, the amount,
and what percent that amount represents of your total purchases.

Purchases by Item Summary

June 1-17,2009 (USD)
4p Amount 4 % of Purchases g4

Air Freight Cost

Air Freight Service Cost 2425.00 75.2%
Total Air Freight Cost 242500 75.2%
Ocean Freight Cost

Ocean Freight Service Cost g800.00 24 8%
Total Ocean Freight Cost go0.00 24 8%

| Purchases by Item Detail |
June 1-17, 2009 (USD)
Type qp Date 4y Number qp Mame 4 Memo 4 Oty 4p Cost Price
Air Freight Cost

Alr Freight Service Cost
Bill Junfda2008 31 British Alrwayes  for Medicl . 1.00 2500.00

Credit Junf122009 32 British Alrwsys -1.00 7500

Tolal &ir Freight Service Cost

o Inthe summary by purchase item report, the air freight cost represents
75.2% of the total purchases.

. In the detailed report, the accounting transactions related to the purchases
are shown.
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Reports by Carrier (detail and summary) show the carriers, the amount you
have purchased from them, and the percent that amount represents:

Purchases by Carrier Summary
January 1 through June 17, 2009 (USD)
4 Amount 4 % of Total 4

Air Canada 430.00 6.0%
Anderson & Sons Trucking Co 18217 2.3%
British Airways 24245 .00 a0.5%
Crown Shipping 4870.00 B1.2%
Total 795717 100.0%
Purchases by Carrier Detail 06 7700
January 1 through June 17, 2008 (USD)
Type ik Date 4 Humber 4  Memo 4 Pard g  Account 4y Amount 4y Balance g
Air Canada
Hil Marnanzone 25 Qpen Accounts Piaya 480 00 48000
Tatal &r Canaca 43000 430.00
Anderson & Sons Trucking Co
ail Mapnz200s 22 Faid Accounts Paya 12T 121
Tatal Anderson & Sons T rucEng o 18217 32T
. In the summary report, the largest percent of purchases was from Crown

Shipping (61.2%) for this time period.

. In the detailed report, the accounting transactions related to the purchases
are shown.

The Purchases by Vendor reports show what you purchased (or paid) to a
vendor such as the telephone company or vendors who provided services to
you. The summary and detail reports look similar to the reports by carrier.

The report of All Purchases shows the purchases you have made from all
vendors, carriers, etc.

The Unpaid Bills report shows the name of the vendor, the date, transaction
number, a reference, the due date and number of days old, and the amount due:

Unpaid Bills T
February 17 through June 17, 2000 (LUSD)}
Type 1 Date 4y Number 4 Memo 4 References qp Due Date g Aging qp Amt Due 4
Bir Canada

Bil Marf3 1m0 25 Master # -G53 AprA02002 48 4B0.00

Total Air Canada 480000
British Alrways

Credit  Junf22009 a2 7500

Total @rtish F\.IF‘H-E'&,"E =75.00

. Bills and credits are included in the Unpaid Bills report.
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Aging A/P Reports provide information on overdue accounts. Note: If a trans-
action was paid and you run a report before the date of payment, the transaction
will not show as aging. To see what was open, use the Open Invoices report.

AIP Aging Summary F e
Decambear 1%, 2008 through June 17, 2009 (USD)
qp Current qp 1-30 qp J1-60 4 61-90 g =90 g Total 4
Air Canada 0.00 0.00 46000 0.00 oo 480,00
British Alrways -7a.00 D0 non 0.0 oon -75.00
Crown  Shipping B00.00 B00.00 aooon B70.00 160000 4B870.00
Les Camions Vite 0.00 0.00 0.on 75.00 0.oon 75.00
[Total T25.00 800.00 1280.00 S545.00 1 G000 535000
. . D6 Ti200)
AIP Aging Detail v
Decamber 19, 2008 through June 17, 2008 (USD)
Type 1k Date 4 Humber g Hame 4¢_Memo qp Due Date g  Aging 4 Amt Due 4
Current
Bill JundDiszone Crown Shipping JUl £2009 Boo.oo
Credit Junrizzizong 32 Brritish Alreianys -75.00
Taotal Current T25.00
1-30
Bill Anrf2i:2008 X8 P Piging Co MEnef2172009 . -] 0.o0
ail Apri2uzong 28 Mz Wy 21/2002 26 G5.00
Bill Apr21/2009 30 ISLAND EXFRE.. W 21/2002 26 2000.00
Bill Mawd1/2008 27 Cromm EJ'II[J[JII"IQ May3 12009 ¥ BO0.00

Other Reports

Other Reports show transaction details, trial balance, details of checks, invoices
and bills, daily journal, sales tax and more.
ava Metwork,  Accounting SN Cptions  Help

Financial Reports  #

- Sales Reports »
Purchases Reports  #
Cther Reports b Transackion Detail For all accounts
\coounks rulkicurrency » T:al ialann:el
) Check Detai
Jervices Saved Reports. .. Intvoice Detail
Client Rakes 'T""":'":E_ LAl
e Bill Cretail
Craily Journal

Sales Tax Liability
Sales Tax Liability Detail

Transaction Detail: To see transactions details for a specific account in the
Chart of Accounts, select the account and use the Actions button. To see trans-
action details for all accounts in the Chart of Accounts, use the Reports menu
from the top toolbar.
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Trial Balance: A list of the accounts showing the balance for each. The total for
the Debit column should equal the total in the Credit column. This report is
used by accountants to match credits and debits:

Trial Balance
As of June 17, 2009 (USD)
4+ Debit 4 Credit gy
Equipment 1625.00 0.00
Current Asset 2000.00 0.00
Fetty Cash 125.00 0.00
Cash 0.00 10000.00
Depreciation Expense 0.00 2000.00
Undeposited Funds 1500.00 0.00
Bank Account 19667.83 0.00
Accounts Payable 0.00 47434 .50
Accounts Receivable 98528.86 0.0o
Agent Liguidation Income 0.00 5300.00
Ground Freight Income 0.00 210,00
Ccean Freight Income 0.00 233.72
Air Freight Income 0.00 4100.00
Documentation 0.00 110.00

Check Detail: Lists the checks written, the type of transaction, the check
number, customer or vendor name, amount, and each line included in the
check. Use this to see a detailed view of your expenses:

Check Detail I
Jamuary 1 through June 17, 2005 (USDk
Type 4 Date  qpHumber qp- Hame {1k Mermmoe 4 Adcount qp Amount g Balance g
Bill Fayment MarQ32009 12 Andersen & §o.. deliverytes  Bank Ascount

Bill warDZe200s 22 Anderson & 5on. . Masle# Bul. Accoesls Py 19217 192,17

il Dec/14G/2008 7 E Anderson & Son. . Mastes & 7T, Accourts Paya. d2.50 26457
Tulzl 26457 A4 8F
Bill Fayment Apr21:2003 13 Magaya Bank Account

Bill Ap21zI0e 2T = TIE: Magler & 1220 ACGOWOLs Paya 53,00 53.00
|| otz [iit] k]

Invoice Detail: Lists the invoices for the time period selected, the type of trans-
action, the invoice number, and other information. The report looks similar to
the Check Detail report.

Bill Detail: Lists the bills for the time period selected, the type of transaction,
the bill number, and other information. The report looks similar to the Check
Detalil report.

Daily Journal: This report shows all transactions in a selected date range.

Daily Journal R
Jume 1 =17, 2009 (USD)

Trans & &  Type i Dats g Mumbar g Sccount Mamagy  Mama gy Hame i Debit g Cradet g
I reice dur A AN i1 Aoy Pes alarpallar Fop ST [INAI]
1 mmce Jumdeang 5 HEWCES storage sec b Catsrpllar Eou 1l A1
3 rwnce Jundd 0 =50 ALEOUTS REC= D'wire Zo a0 &0 0.0o0
R TIRC] dund e &N SEES BRI JRASIE T il @l an
AOrrmce A 1Al sl HEEES HEMEHES JHWIE Lo I A1
1 Fvoce Jundd a0 449 Arcodms Reca . Shmzne oaoac 0.00
1 rence dund =00 49 Sendces SETALES Shraarnt aar a0.00
4 5l Jumil e IS Arcodns Fays.. Croaley Shipaing anac £00.00
4 il Jumil o za CceznFregrt .. costofressr .. Coosdey Shipoing S0a0ac .00
5 Deigmapnt Lizdddeeans ALCOCs BEs Sheaane CLO0 a0
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Sales Tax Liability: Summary or detailed report. This shows the tax authority
name, the tax rate, the amount of sales that period, the amount of the sales tax
collected during that period and the previous period, and the sales tax liability.

When you use the Actions button in the Chart of Accounts, you can select a
report for:

. Missing Checks: This report is available when you select a bank account.

Multicurrency Reports

The Multicurrency Reports show any gain or loss from business done in
different currencies.

You must have multiple currencies turned on in your Magaya system and trans-
actions conducted in those currencies in order to have any information appear
in one of these reports. If the exchange rate does not change or you do not
update it in Magaya Explorer, no changes will be reflected in the reports.

There are two types of Multicurrency Reports available:

. Realized Gains and Losses: This report shows transactions that have a
gain or loss that became realized (actual) because a payment was received
for an invoice that had a currency rate change or because you paid a bill
that had a currency rate change.

For example, you invoice a customer for 250 Euros when the Euro was
1.75. They pay the 250 Euros due, but the value of the Euro has decreased
to 1.60 on the date you make the deposit. The report will show a realized
gain for that account. If the Euro did not change, the report will not show
anything.

The columns in the Realized Report show:

-  The Type of transaction such as Payment or Bill Payment
- The date of the transaction

- The transaction number

- The Entity associated with that transaction such as the company that
you paid the check to

- The Original Amount column shows the amount that the transac-
tion was originally set in

- The Realized Amount column shows that actual paid amount

- The Exchange Rate column shows you the rate of the currency
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- The Gain/Loss column shows the amount gained or loss in your
home currency

. Unrealized Gains and Losses: This report shows the balances for your
accounts in different currencies. When you pay a bill or receive a payment
for one of these currencies, the balance of that bank account, AR, or AP
will reflect the result of the transaction.

The columns in the Unrealized Report show the following for the AP, AR,
and bank account for each currency:

- The account name for each currency

- The current balance shows the amount in AP, AR, and the bank
account

- The Balance column shows the amount in your home currency

- The Adjusted Balance shows the previous, original balance before a
change

- The Exchange Rate column shows you the rate of the currency

- The Gain/Loss column shows the amount gained or loss in your
home currency

Additional Information:

To compensate for fluctuations in currency rates, some carriers charge a
Currency Adjustment Factor (CAF). The CAF is a percent of the base freight.

To turn on multiple currencies in your Magaya system, go to Maintenance >
Configuration > Accounting.
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Advanced Accounting Features

Sales Taxes

The following sections will explain advanced accounting features available in
Magaya Explorer. The features are:

Sales Taxes: How to define sales taxes in the tax table and how to use them
Journal Entries: How to create journal entries

Multicurrencies: How to work with multiple currencies

Configuration: Set up of some accounting options

The relationship between operations and accounting procedures

The Tax Table shows the sales tax you have set up in Magaya Explorer. You can
add sales tax entries to the tax table. The Tax Table is in the Chart of Accounts,
under the Actions button.

After you add a Tax Item, it can be added to an Item or Service. This will auto-
matically include the tax when the item is used in an Invoice or Bill.

Follow the steps below to add a new tax item.

Steps: Add a Sales Tax Item

1) Go to the Chart of Accounts.

2) Click on the Actions button and select “Tax Table.” A table opens. (If you
have not added any items, the table will be blank.)

1

Mame Coda Rate  Awthorty Mame Balance (USD] Credi (USD] | Amt, Due USD)
MisrniDade Tax  T1 7.00  Miami- Drade Courty 100,00 0.00 100.00
Colombian Tax M 1500 Colombian Govemment 0.00 000 .00
Flonda State Tax FL2 E0D  Flonda State Dept. of .. 4.00 0.00 4.00
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3) Click on the Add button. A dialog box opens:

Fie Edt Sales Operations Mainbenance Shipment Magaya Mebwork Accounting Reports Oplions  Help

QO © =w.o&.d. 5B . . X §
Back Alr Cosan Ground Print Fird Nety
% % Magaya Network
# 13 Tasks §
‘ -]ﬁ' Guotations Rate  Authority Mame
% (& Jobs
# :jﬂ Bookings
4 5 Warehousing
4= Maintenance Code:; [ ] Group T ax ltems
=48 Accounting
@y m D ezcription: |En:nln:|m|:|ian Tau |
(&) Trems and Serv
;'i? Standard Client TEIH .":".L,Ithl:lrit_lrli | |:|:|||:|m|:|ian Egvernment L] | il

3 Carrier Rates

& Irevoices R ate: %

= Treveoice List
St Bils

S Bl List

¥ Payments

EE:::;: st [ Ok, ][ Cancel ][ Help

o Deposit List
== Checks
=] Check List

£ Dutgoing Shipmerits

€ Incoming Shipments I::} .4 ,;ﬁ ‘,; " ¢ Y ﬁ

] Miscelansous add Fiker Bickions Close

IR IR

o  Enter a code for the tax item. It can be any combination of letters and/or
numbers.

o  Enter a description of the tax item, for example “Miami Dade County
Sales Tax” or “Colombian Tax”.

. Select the tax authority from the dropdown. This is where the taxes will be
collected. If you need to add it, click on the plus sign. The tax authority is
considered a “Vendor” so the vendor dialog box opens.

. Enter the percent for the tax such as 15%. (Enter the number only, not the
percent symbol.)
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. To group taxes, click on the checkbox. The dialog box changes to include
a table:
Tax Item rz|
Code; Group Tax ltems

Dezcription: |Eit_l,l af Mew vork

M ame Code Rate  Authon | Add...

Remove

| #

| >

[ k. ][ Cancel ][ Help

. Click on the Add button. Another dialog box opens. In that dialog box is
a list of taxes you already set up (if you have set up some taxes). Select a tax
from the list to assign it to that group. Click the OK button to return to the
Tax Item dialog box.

. Click the OK button when you are done.
The tax is added to the Tax Table.

ENE Code Rate  Autharity Mame
Miami-Dade Tax  T1 700 Miami- Dade County
Colombian Tax ', 15.00 Colombian Gowernmernt
Flonda State Tax  FL2 B.00  Flonda State Dept. of ...

To automatically include the tax in an item or service, go to the Items and
Services folder, select the item (or service), and select the tax from the Tax Code
dropdown.

Items and Services b__<|

Defintion | Automatic creation | Mates | ——
v MY e[ 9] \)

FL2 : Florida State Tax
ll\. [\4, - Calorbian Tax

Drezcription: |F'a||et Lumber

T1 : Miami-Dade T ax

i
Code: |PALLUMEER
' N

Account: |I:Ither [ncomes V|
Price: |EI.EIE| | J

How to Use Sales Taxes in Invoices and Bills: When you select the tax in an
invoice or bill, the tax amount will be calculated based on the tax percentage of
the tax item and will be added to the total. The amount of the charges will be
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listed, and the tax amount will be shown separately. Then a total that includes
the charges and the tax will display. This is the charges screen from the invoice:

Income Freight Charge (Ground) [Z|

Freight Charge | Mates

Freight Service
Class:

D e=zcription; |

Apply ta: |Tr-:||:|i|:al Landscaping /JF _v| +{% -Igih;tea_‘\...
Paid az; |F'repaiu:| v| T aw Code; |_ v|

Currency: | UsD w |

| Ground Freight Service

Allonsy autaratic update
Show in documents
Mo, of  Gross Erogzs Chargeable  [Fate Charge T otal Amount
Piece: ‘wheight (lb]  MWolume [fE] P eightlb)

1425 932500 |[15146.63 |157670.94 200 |  USD 850.00

[ k. H Cancel ][ Help ]

Journal Entries

Journal Entries are used to track nonroutine transactions such as depreciation
or sale of an asset. When you create Journal Entries in Magaya Explorer, they

are saved in a list that you can sort and filter.

88



ADVANCED ACCOUNTING FEATURES
STEPS: CREATE A JOURNAL ENTRY

Steps: Create a Journal Entry

1. Go to the Chart of Accounts and click on the Actions button.

E quiprnent Fixed Azzetz 1625.0
Employee Federal Income Tax Payable  Other Current Liabilitie 0.0
Cazh Other Current bezets Other Reports g -10000.0
Capital Stock E quity Reports » 0.0
Advertizing Expenze Expense 0.0
Other Expenzes Expenze 0.0
Other Incomes Income 0.0
Technology E xpenze Expenze — 0.0
LItilities Expense Expense <_&eneral Journal Entries 0.0
T elephone Expense Expenze Divisions 0.0
Suppliez Expensze Expenze Tax Table 0.0
Rent Expense Expense 0.0
Profezsional Fees Expenses Expenze Choose Calumns. .. 0.0
Printing and Reproduction Expenze Impart... 0.0
Poztage and Deliven Expenze Export... 0.0
| irenzes and Permits F xrenze nn
ooy T v al . o -
Ifl:ll:I o L j j @ ,; -.H;
Add Filter Actions

2. Select “General Journal Entries”. A list opens.

3. Click on the Add button. A dialog box opens.

X)

Journal Entry

General Journal Entry

Date: _. B/28,/2009 v Entry Mo E-EIEI‘I

Memo: | Depreciation of truck, . i
Detail (USD]
Account Mame Debit  Credit Descrption  Entity Currency|  Add
Current Agset 200000 0.00 UsD

Depreciation Exper: 0 200000 uso

< ¥

[ k. H Cancel H Help ]

The date field displays today’s date. Change the date if needed. Enter an Entry
number.

4. In the dialog box, follow these steps:

o  Click on the Add button to add a new line to the journal entry. A line in
the table will be highlighted. The line has columns (these are also called
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“fields” because when you click on them, they become active and you can
enter information).

The first column in the line is “Account Name”. This is the account that
you will apply the line to. The field becomes a dropdown menu. Select the
account from the dropdown.

Journal Entry

General Journal Entry |

Date: | £10/2009 v |
Mermo: |
Detail (USD)
Account Mame Debit Credt Descrphion
Inventory Asset g 2000.00 0.00
00o0  2000.00

The second column is “Debit” where you add the amount you will deduct.
The third column is “Credit” where you add the amount that you will add.

The “Description” column is to add a description (optional). This is a text
field.

The “Entity” is a customer, vendor, etc. that is related to this journal entry.
Click on the field to activate the dropdown menu. This information will
appear when you list the transactions for this entity or customer.

“Currency” is set when you set up your Magaya system (changes can be
made in the Maintenance > Configuration). Each line can be in a different
currency if you select an account that is in a different currency, but the
amount shown in the Debit and Credit columns are shown in home
currency:

eneral Journal Entry |

Date: | 7/ 8/2009 v| Entry No:
tema: |Dpening Balance far Southem 'WH Property Diivsiziar:

Dretail [USD)

Account Mame Drebit Credit | Description E nitity Currency | Excl

Southern WWH Property 000 2500000 Opening Balanc... 5D 1.00

Qpening Balance Equity ZR000.00 .00 Opening Balanc... 15D 1.00
| Accounts Papable - EUR .00 .00 ELR 0.7
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. “Exchange Rate” is used to enter the exchange rate if you create this
journal entry in another currency. This is the exchange rate between the
currency you have selected and the home currency that your Magaya
system is set up with.

. The sum of all the Debits must be equal to the sum of all the Credits to
keep the entry in balance. The system will not let you add an Entry that is
not in balance.

5. Click the OK button. The entry will be added to the list and posted to the
appropriate accounts.

I

Dates:|al + | From: To: =
Mumbes Date Memo Debat [USD] Credt [USD]
oot 05/28/2009 Depreciation of tuck 2000.00 2000.00

Multicurrencies

This section will explain how to set up your Magaya system to work with
multiple currencies, how to activate existing currencies from the Currency List
or add new ones to it, how to enter a transaction in a different currency, and
how to work with Multicurrencies Reports.

How to Set Up Multicurrencies in your Magaya System:
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You can set up multicurrencies two ways in Magaya Explorer: 1) in the Startup

Wizard or 2) in the Maintenance > Configuration > Accounting screen:
Fil= Ecit Sales Operations Maintensnce Shipment Magayabletwork Accounting Reports  Oplions  Help

o © = . & . 8 . P . . X 9 .
Back A Conan Ground Frik Find Mastwark,
# § Magara hetwork o ~  hceounting
B0 Tasks | ] ; ihe_
- Cuotations Une conpeoutive rumbers lor
£ dabs L,Tf“"';“ [ rmwesce o Crdit Meriss (e ]
# ¥ Bockings gl [ Use ditesent rumibers bor difererd acoounts
# 5 Warehousin
s Mantenance > L 184/ Gt EN
& Carrers .
:> Forwearding Agents uniing ! —
3 Warehous= Providers L] Chaset: -..E'H J
Fa I
st d
| Sy i 4“' QuickBeckse
L. : -
'C-_ SHRSDBFEONS Form Filing [ inchade Scoont Delirtons when esportieg bo DuckBocks
,EE Employees
| Ferts r 1F et it ert B el il
; [ D0 ok receive mone cargo
58 Mmf " T — [ ok accept mone keookings fonilne shol
+ f' Cutoirs] Shig : T : 1
4 & lcoming 5] Home Curmency: | USD United States Dollar + | USD
" hx:la o _—
[ Use Multicurency Currency List... ]
i i
— \ | Hoome Cuerey: LISD Uinibed Ststes Dol w USD
US Cusloms
=
Sysiems [ Use Mulicurency | Ciarerscy List
1
"-_’:‘ Futed ot i ycs el i Janeisry -
Incoming Irveimc cutbormers periodealy | Do el apgh ks
Maszage: oL
'y » ] Ko s s e prurchacins vk s B el

Select the Home Currency. Be aware this option is active only if there are no
existing accounting transactions. It is recommended that home currency be set
up in the Startup Wizard; steps for using the wizard are explained in Part 1 of
the Magaya Cargo System User Manual.

When you check the box “Use Multicurrency”, the system will activate the use
of more than one currency in your accounting system. Be aware this option
cannot be reversed if there are existing accounting transactions in different
currencies in the system. The transactions would need to be deleted before the
system will allow you to reverse this option. You must click the “Save” button
before you activate individual currencies (explained below).

How to Activate Individual Currencies:

To activate specific currencies in your Magaya system, go to the same screen
used to select your home currency (in the Maintenance folder > Configuration
> Accounting).
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Click the “Currency List” button. A dialog box opens:

" Currency List E
M Coda Rate  Accourt Mame Decamal Places | Active  Dale s
[ Bokvai Fusile EF 03 Eschange Gars and Lossas 2 i 0625/ 20089
B United States Dollar S0 1.00  Eschangs Gare and Losses 2 ek AT
= Verezuelan Bolvar  VEB 132000  Exchange Gara and Losses 2 ez 11.A72008
O T hasi Bait THE 3951 Exchange Gars and Losses 2 Mo 1. 7/2008
O Tamwan Dolai TwiD 3316 Excheangs Gares and Lassas . Mo 11072008
O Swass Franc CHF 1.27 Eschange Gare andLosser 2 Mo 1AT2008
O Swwedeh Ksona SEK 7E0  Eschange Gare and Losses 2 No 1A72008
O SnlLanka Rupes LER 9768 Exchange Gara and Losses 2 Mo 11.A 72008
O South Eoesan'an  KAW ME5.00 Esxchange Gars and Lassss 2 M 1A F2008
O Souh Afican Rard 28R 653 Eschange Gars andLossas 2 Mo TAT2008
O Sirgapone: Dolar SGO 1.69  Eschange Garg and Losses 2 Mo A
O Homnwegasn Kromes ROK E.E3 Exchange Gara andLosses 2 Mo 11.A7,2008
O Mewledand Dollar  NZD 1.53 Eschange Gars and Losses s Mo 1A72008
[ Mesican Pasa MM 1321 Eschange Gars andLossse 2 e 064292009
O Malaysian Ringgit MYR 380 Eschange Gare andLosses 2 Mo 1AT2008
O Japanese Ven JEY 10623 Eschange Gara and Lospes 2 Mo 11.A 72008 o
I s 3 v " ’ 2 T ol ¥ ebements
LHLJ l _.-'lé: ./\ .'r =) '*:’
fdd Actions Cloee

Click on a currency such as the Euro or peso and click on the Edit button (or
double-click on the currency). A dialog box opens:

F
Currency

M arne; | Swizz Franc

Code:; | CHF |

Symbal; | |

Exchange Fiate; |1_2EE |per usD

Last Update: | 11/17/2008 v |

Gain/Lozs Account: | Exchange Gainz and Lozses

Thiz currency iz active

OF. H Cancel H

Help

Verify that the exchange rate is current and correct. If you update the exchange
rate, also update the date field to reflect today’s date.

Check the box “This currency is active” to activate the currency.

Click OK. A checkmark will appear in the Currency List, indicating that
currency is active. Close that dialog box when you are done activating curren-
cies. Click Save again in the configuration screen. An A/R, A/P, and bank
account will be created automatically for the activated currency.

How to Add a New Currency to the Currency List:

. Click on the Currency List button.
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Click on the Add button.

Marmea Codea Rabe  Account Mame Decamal Places = Active | Dale s
[ Bokivar Fusn 2 Yes 06/25/2008
& Uit St 2 Yax AT
= Werezuelan § Hame: || 2 ez 11A17/2008
[ Thai Baht 2 Mo 111742008
O Takean Dol i 2 Ne  1A7/2008
O Swass Franc Spmbiok 2 Mo 1A 72008
O Swaedizh Kaor 2 Mo 1A7/2008
O SiLonkaRu] Eehemfse 1 por USD 2 Mo 11/17/2008
O South Eorear Lot Upchate | 717500 - 2 Mo 1A 72008
O South Adricar 2 No 1AT2008
m] sw D GusrvLoay Account Escihargs Dl and Lobbes b 2 Mo 11472008
O Hamwegian K 2 Mo 111742008
O Hew Zesdand 2 Mo A 7/2008
& Mesican Pe] El I ——— 2 Yer  OB2Z3/2008
O Malasion Fid W Lok J[ Coed |[ Heb |] 2 Mo  11AT/2008

47 Mo 1A 7/2008 o

ET of 2T ebemints

Enter the currency name and code. The symbol is optional.
Enter the current exchange rate and today’s date.
Click on the checkbox “This currency is active”.

Click the OK button. The currency is now available in your system.

How to Manage Exchange Rates:

To change the exchange rate of a currency, select the currency and click on the
Edit button (or double-click on the currency). A dialog box opens:

Mame Code Rate Account Mame Decima

MRLIPNELE Currency |§|
O Singapaore Dallar —
O Monwegian Frong . 4

O Mew Zealand Dg Hame: | |
M Mexican Peso Code: |EL|H |

O Malavzian Ringal

O Japaneze Yen Sy | |

O Indian Rupes Exchange Fate: ||:|_?|:|1 | per LSO

O Hungarian Forint

O Haong Kong Dolld Last Update: | 11/17/2008 v |

& Euro _ :

] Darish Krone Gain/Loss Account: | Exchange Gains and Lozses b
O Chinese Yuan Decimal Places: |2

O Canadian Dollar

O] British Pound Thiz currency iz active

[ Brazilian Real [ QK ] [ Cancel ] [ Help ]

bR T T o

Add Edit Delete Fiker  Lmfilker Ackions Close
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. Enter the updated exchange rate in the Exchange Rate field.
. Select today’s date.
. Click the OK button to save the changes.

You can also manage exchange rates while you are working in a transaction.
This is the most efficient method of managing the exchange rates because the
system will update the exchange rate table for you based on the modifications
you make in a transaction.

For example, if you are working on a shipment and modify the exchange rate,
the system will ask if you want this modification to be saved in the Currency List
and to update the rate for all transactions. If you only want to use this currency
for this transaction, click No. If you want to save the change, click Yes. This will
update the Currency List and you will not have to go to that list to update it. It
will update automatically.

How to Enter an Operations Transaction in a Different Currency:

When you are working in an operations transactions such as Pickup Orders,
Warehouse Receipts, Shipment, etc., the charge can be set to any currency acti-
vated in your Magaya system:

Income Freight Charge (Dcean)

Freight Charge | Motes

Freight Servi
= ET'_;IE; around Freight Service &

Description: | local delivery in Caracas

Applv b | 5 aks Filth Avenue v ﬂ

Faid az: | Prepaid  » Tax Code: |

Currenei: w
Apply by
LHF CLments Weight b
i, MM k Crfiss Rate Charge [T otal Amaunt
Fieeez |[USD lume [f&)
45 1139.36 .00 W 15D 0.00
[ ] l [ Cancel ] [ Help ]

When you liquidate an operations transaction that has charges in multiple
currencies, separate invoices will be generated for each currency.

The currency in a shipment can be defined by using the Actions button. The
currency of the shipment is used as the currency of the Invoice or Credit Memo
generated for the agent in the liquidation.
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How to Enter an Accounting Transaction in a Different Currency:

When you create an invoice, you can set the currency by selecting the AR
account. That will define the currency for this invoice:

Accounting Transaction FXI

Inwoice | Notes | Intemal Motes

Number: |E8 ] Ao o
- Weneziela Shoa Distributars w
Account: | Arcounts Beceivable v | =

Aecounts Receivable - BAL Accourls Aecervable

Tranzaction [ ate;

Acounts Receiable - Accourts Hecenahle
VENE R M ccounts Feceivable
. |Account: Receivable - Accourts Recervable
Division; 7]
Changes:
Shabies D escriphan Prepaid Quantity Price Amourt  Taxl

(S4Paid  AirFreight Service  es 1.00 780,00 78000

£ ¥
Faid as: | Prepaid w Armaunt: BF 78000 Tax BF 0.00
Exchange Fate: 04E T okal Amount: BF 720.00
Amount Due: BF 0.00
[ Cancet || Hep |

When you create an accounting transaction in a currency that is different from
your home currency, you can also change the exchange rate of that currency in
the dialog box.

If you enter an exchange rate that is different from the one set in the Currency
List, the system will ask you if you want to save this new rate and update the rate.
If you just want to use this currency for this transaction, click No. If you want to
save the change, click Yes. This will update the Currency List and you will not
have to go to that list to update it. It will update automatically.

Multicurrency Reports:

You can view payments by currency by clicking on the Actions button in the
Payments List and selecting Reports. Then choose “By currency”.
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When you are viewing a report, you can change the currency of that report by
using the Actions button:

Dates: | Custom w | From: | 5/ 1/2009 |» To: | 772009 v | @

HWC Cargo Company

Profit and Loss
June 1 through July 17, 2009 (USD)

'3 Total 1
Income
Sales Tax Preparation Inco... 10,00
Documentation 236 06
Freight Income 0.00
Air Freight Income 4688059
Ground Freight Income 925.00
Total Freight Income 47805 .59
Other Incomes 10076 .50
Services 10211.07
Equipment Rental income 24910
Total Income BE58e 32
Change Report Currency  # Euro (EUR)
Choose Columns. .. Mexican Peso (MER)
Expart... Swiss Franc (CHF)
' v United Skates Dallar (USDY)
| Save Report, ..
' 7638.56
TRAR R
a i
o o Ld
v - o . =
Filber Actions Clase

The currency will change and the totals will be updated automatically in the new
currency.

You can see a report of gains and losses due to working in multicurrencies by
going to the top toolbar in Magaya Explorer and selecting the Reports menu.
The reports available show realized and unrealized gains and losses.

See the section “Multicurrency Reports” on in the “Accounting Reports” topic
for more details.
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Accounting Configuration Menu

While many accounting features are set up by the Accounting Wizard, you can
change settings or perform other configurations in the Maintenance folder

under Configuration:
Fil= Ecit Sales Operations Maintensnce Shipment Magayabletwork Accounting Reports  Oplions  Help

v W = . . 8. » . = . X - S
Back A Ccean Ground Frire: Find Mitvanrk
# % MagayaMetwork =
(3 Tasks ' ] ~  Accounting
B Quatatiors B IJem consacidive Fumbees o
e dohs poLmerd
# " Bockings Numbers [#] bwecic / Conclit Mem
# Ey warehousing [] Wse: diffesent rumbess for diferert accounts
G Mantenancs ﬁ
 Carriers .
& Ferwarding Agerts Accaunding [ Bl / Cradit [ Set. |
-:-f Warehouss Providers
=
o Customers [¥] Check Sal
& vendors 1“ =
2 Sdespersons Fiim Filkirg
'a, Erphtvees QuckBooks®
1 Forts |:| Include Account Defintions when exporting bo QuickB ook s®
-
L rit
-'
# @ AU HMISII-AHHEF* I cheerit s ooves the cradit lmi
# & outgaing Shipments Uirsiz Ui o et e
3§ Incoming Shipments oo | boaks ]
& Miscela - m oot accepl mone Figs [ankng alzo)
— [ Do oot redeass the cago
Label:
Othar settings
"l [#] Geneiate chages sutomaticaly
ot [ Accourfing wil be chised on or before
US Customs
Systems
By delaiil liansacters lor customess se due allsr |20 days.
&
) Home Cuimency: Uso
Incoming
Massages a2 | |
L4 »

Here is a brief overview of the accounting-related options that can be config-
ured from this menu:

. Using consecutive numbers in accounting documents

. QuickBooks exporting configuration

. How your system manages Credit Limits for customers

. Other settings: To generate charges automatically, date to close

accounting, transaction due dates, set currencies, set fiscal year, set peri-
odic invoicing, setting sales tax

Each of these options will be explained in detail in the following sections.
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Consecutive Numbers

Check the boxes in this section to enable consecutive numbering for Invoices,
Credit Memos, Bills, Credits, and Checks.

D ~|  Accounting

|ze conzecutive numbers for

Document
MNumbers [rvoice # Credit Memo Set...
,ii E [] Uze different nurmbers for different accounts
Accounting Bill / Credit Set..

@ Check, Set..

You can add prefixes and suffixes to the numbers: Click the “Set” button. In the
dialog box that opens, enter the numbers as you want them set in the specific
accounting document.

Document Number El
Mumbers Farmat
Prefis: |
S Lffis

Start number at: | 53

The created numbers have the following format;
[Prefis]Mumber[S uffix]

[ ] Do not allow duplicated numbers

To avoid duplicate numbers, click in the checkbox “Do not allow duplicated
numbers”.

Set Up Exporting to QuickBooks:

To include Account Definitions when exporting to QuickBooks®, click this
option in the Configuration menu:

QuickBooks®

[Jnelude Account Definitions when exporting to QuickBooks®

[JInelude Customers and Yendors when esporting to QuickBooks®

This will include the Account Definition from the Chart of Accounts in the
output saved from Magaya Explorer and to be used in QuickBooks. It is impor-
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tant to make sure your accounts have the same names in both Magaya and in
QuickBooks to avoid duplicates.

To include customers and vendors when exporting from Magaya to Quick-
Books, check the box. This will create the name in QuickBooks. Again, verify
that the entity names are the same in both Magaya and QuickBooks. This
options is disabled if you have multicurrencies turned on in your Magaya
system. If you have the entity name in QuickBooks already, you will not need to
check this box.

Credit Limit

To select the actions you want to take with customers who exceed the credit
limit, use the options listed in this section of the Configuration menu. You can
select just one, two, or all the options:

If client iz over the credit limit
[] D not receive more cargo

[ Do naot aceept more bookings [online also)
[] Do nat release the cargo

After you set a credit limit, the system will alert a user when a customer has
reached their credit limit. For example, if you check the option “Do not release
the cargo”, the system will not let you release any cargo. If you select “Do not
accept more bookings (online also)” then the system will not let any bookings
be made for that customer. A notice will appear to tell the user the credit limit
has been reached.

The amount of the credit limit can be set in the Customer profile on the
Payment Terms (Pmt Terms) tab.

Other Settings

The following options are explained below.

Other zettings

Generate charges automatically

[] Accounting will be closed on or befare

By default trangactions for customers are due after 30 daysz.

Horne Currency: sD
Currency List...

First monith in wour fizcal year: January b

Invoice custamers penodically Do miat apply w

[ Eeep zale tax for purchazes as zales tax credit.
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To generate charges automatically, click on this checkbox. This box is checked
by default. If you uncheck this box, you will have to manually create each
accounting charge for all transactions.

To activate the date option and set the closing date of your accounting, click in
the checkbox “Accounting will be closed on or before”. Then select a date using
the dropdown. Users will not be able to enter or modify any transaction done
before this date. Update this date after each period.

Enter the number of days to determine when transactions become overdue. 30
days in the default setting. This can be overridden per customer in the Customer
profile on the Payment Terms tab.

For information on working with multiple currencies, see the section “Multi-
currencies”.

Other options in the Accounting Configuration menu include the option to
change the starting month for the fiscal year. The month was set in the
Accounting Wizard (if you used the Accounting Wizard to set up your Magaya
software). The system will use this month as the beginning of the new fiscal year
to automatically calculate the retained earnings of the previous year.

Firzt ronth in your fizcal year: Januany ~

Invoice customers periodically Do nat apply w

[ Keep sale tax for purchases as sales tax credit.

Periodic Invoices: To invoice periodically means that all charges generated for
a customer will be accumulated in a single invoice as the end of the period (week
or month). For any customer that you set this option for, the system will add
charges to one invoice. To invoice customers periodically, click one of the
options:

. Do not apply

o« Weekly

. Monthly

The option you set here becomes the default in the system.

The “Periodic Invoices” option can also be set up in the Payment Terms (“Pmt
Terms”) tab of any Customer profile. In that screen, you can determine per
customer how to apply the periodic invoice, customizing how the period
invoices are handled for an individual customer.

To keep the sales tax for purchases you make and hold it as sales tax credit,
check this box. This will apply when you are paying your sales tax. For example,
You create a check to pay sales tax. The check is payable to the tax authority or
agency such as the state or county. The total that you will pay will reflect the
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deduction of sales taxes you already paid when you made purchases that
required sales tax.

Save the changes you make to the Accounting Configuration.

W  Save 7 Heset

If you do not click on the “Save” button, a message will appear before you can
move to another folder or function in Magaya Explorer:

Magaya Explorer X

\_‘.,p Whould vou like to save the changes to the "Accounting” configuration?

Yes l [ Mo

Click “Yes” or “No”.

You can also Reset the options back to the previous settings.

Relationship Between Accounting and Operations

Magaya Explorer links operations transactions with accounting functions in the
following ways:

1)  Charges can be entered as you add operations transactions to your
Magaya system. The system uses the Items and Services that you defined
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in the Items and Services list (under the Accounting folder) to fill in the
charge dropdown in the charge screen.

Warehouse Receipt

General | Shipper/Consignee | Supplier | Carier | Commodities | Charges | Events | Attachm

Statuz Income Charge
@ Open S
Standard Charae | Motes |
|
 Charge>| Handiing Fes HANANG v |
Description: Florida State T axes FLOSTATA-ES
Apply to: inland Freight ILFGT-IME
Paid s Inzurance Fee IMS-IMC
" JPallet Lumber FaLLIUMEER
Currency:  |Palletizing Fee PaALLAME
Show in documents
Duartity \Urit |Price Amaunt
< .
= 11346516 | |Ib |l0a0 »|| usD7rEROE| |
— Totals — =
Expenze: [ ak. ] [ Caticel ] [ Help ] j
I—ISD == T UL T T O Uy T UL T T O Uy I:

2)  The charges entered in an operations transaction such as a Cargo Release
(CR) are used to create Invoices and Bills during the Liquidation process.
To liquidate the charges in a CR, click on the Generate button.

Cargo Release ﬁl

General | Inland Caries | Commodibes | Charges Events | POD || Attachmerds | Mobes | Internal Notes

Status  Description Prepsd  Quanity Frice  Amount Taxl

@J Open  Ground Freight Service Yes 42500 200 5000

@ 0Open  Ground Freight Service Cost  Yes 42500 110 46750 I

@ Open  Storage Fee es 15767.. 020 315348 -D!H!
(5)Open  Storage Fes Yes 16767,  4E2 7F2E8%. -

Click the "Generate"
button to liquidate

<
Totas

Ewpense [P Profit;
USD 467 50 USD 58426.70 USD 5795320
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3)

4)

Liquidation of CRs, WRs, shipments, and other transactions is explained
in the Magaya Cargo System User Manual, Part 1: Operations.

Each operations transaction can have a list of accounting transactions
(Invoices and Bills) related to it. For each operations transaction, you can
click on the Actions button and select the Transaction Listing.

. ¥ @ R R.e. &

Find Metwiork Send EmMail Task, Refresh

:‘? R L0 .{‘; o P 4 -5 = . - 1 4
Edit Delete Find  Filter

Actions Zoarm
Ocean Shlpme Yerify Packing List... g

3 Miracle Mile, Coral Sables, FL UN Exclude from Tracking
Add ko job, .

go R

Set/Reset In Transik

Select Template, ..

History... w
| Felease Hy: |IIEHE Taylor

Each accounting transaction (Invoices and Bills) has a list of operations
transactions related to it. For most of the Invoices and Bills, there is only
one related transaction. The exception is for Periodic Invoices which will
often have more than one related transaction. Then you will see a
“History” button.
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In this screenshot, this Invoice is related a Shipment. To view the details of the
Shipment, click on the Shipment button. To go to the Shipment, click on the

arrow button.

Accounting Transaction

Irvoice | Maotez  Intemal Notes

Murnber. | 64

Apply b

Account | dccounts Receivable

Houstan Warshousing Co

This Shipment button
opens the shipment dialog
box for the shipment
related to this Imvoice

Biling
Tranzacthon Date: | §/29,/2009 v| Address:
56 Highwsay 25
Due Date: | 7,/29/2009 b | Sugaland T UMITED STATES
Divisior: v| %]

Chaiges:

Siabus Dezcriptian Frepaid [Auankity Price Amount  Tax Cod
'@JPmted Airwaybill fee Yes 0oD 2500 0.00

This arrow button takes you to
the shipment related to this
Invoice

Remove

You can also view the History of an accounting transaction when you are in the
list view such as the Invoices List or Bills List. Select the transaction and click on
the Actions button. You can also go to the document from the Actions button.
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