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Introduction

What is SAM 3.6

SAM (Solicitor Accounts Management) is accounting software, designed specifically for the legal and
accountancy market. This software allows users to:

. Maintain Clients & Matters

° Maintain Suppliers & Third Parties

° Make EFT Payments

° Complete Bank Reconciliations

Basic Operations

o Maintain Client Accounts in accordance with Solicitors Accounts Rules.
° Record and track Outlays incurred and Billed.

. Record and track Fee Negotiation Letters (FNL).

. Record and track Invoices issued and paid.

° View/Print up to date Matter Ledgers (showing Client A/c, Outlays and Bills).

° Record payments for office purchases and expenses.

° Record sundry office receipts.

° Maintain Cheques Journal, Cash Book, Fees Book and Purchases Book.
. Monitor monies owed by clients.

. Correct entries.

. Transfer funds between accounts.

° Write-off fees or outlays.

° VAT Returns on Invoice or Cash Receipts basis.

° Produce an up to date set of accounts.

. Perform a System Reconciliation to ensure the system balances.
. Report all information required for annual Third-Party Returns.
. Record Money Laundering check.

o Excel/Word/PDF options in reporting facilities.
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Advanced Facilities

° Aged Debt Analysis and Credit Control.

. Full Creditors Ledger with integrated outlay charging.

. Key Performance Indicator Analysis by Department, Work Type and Fee Earner.
° Set Client A/c minimum balances for a Matter (reserve deposits etc).

° Apply outlay limits to Matters.

° Record undertakings.
. Monitor and forecast cash flow.
° Monitor Fee Earner performance.

In addition, SAM 3.6 has a comprehensive built in security facility allowing the user to control access
to various aspects of the system.

Exception Reports

. Dormant Matters

. Client A/c with Debit Balances
° Office A/c with Credit Balances
. Outlay A/c Exceeding Budget

o Statute of Limitations

All standard reports can be exported to Adobe while all Crystal Reports can be exported to Word,
Excel and Adobe.

How the System Works

The system requires the entry of all types of accounting transactions. (Receipts, payments, invoices,
purchase bills and journals). The entries are made using on-screen forms; e.g. to enter details of a
cheque, a cheque like form is filled out on-screen. This simple idea is carried through all five types of
transactions and once completed can be updated. SAM 3.6 takes the basic transaction and posts it to
all the relevant accounts.

Basic Codes, Nominal Accounts, Contacts and Matters must be set up before any transactions can be

entered. (NOTE: Contacts and Matters can also be set up in the Case Management System). Once
the general setup is completed, tasks may be carried out routinely as suggested below:

Daily

. Open Client & Matter Accounts.
° Open Supplier Accounts (Third Party Returns).
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° Enter Payments, Receipts, Invoices, Fee Negotiation Letters (FNLs), and Transfers for Costs,
etc.

o Enter comments on Matter Ledgers.

° Place reserves on Client A/c's as required.

. View/Print Ledgers.

° Basic System check and System Reconciliation Report.

. Money Laundering.

Monthly
° Monthly Cheques Journal, Cash Book, Fees Book reports.
. Bank Reconciliation.

. Monthly Accounts (if required).
. Exception Reports.
. Monitor Fees owed.

° Monitor Fee Negotiation Letters (FNLs).

Occasionally

) Add/Change Fee Earner, Department, VAT Code details.
° Add/Change Nominal Account/Nominal Structure details.
° Close Matter Accounts.

° VAT Report (bi-monthly).

Annually

° Accounts Reports and Year-end procedure.

In addition, the system can produce reports if conditions, such as outlay credit balances, arise.
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Logging In
1. Double clicking on the SAM 3.6 icon displays 6""’--—'\_,6) Keyhouse SAM
the logon screen. o Login [T —
— Password: —
2. Enter Log on Name as the Login Name and also III zatv?. :EHEhNDA,Hp\mLEprEss
the Password. - -

3. Click OK.
NOTE: Server and Database details should not be changed.

The password needs to be changed immediately. To do this Select Change Password from the File
menu

NB: This password should not be shared with anyone. There is also a Keyhouse User set up on SAM

3.6. Itis important that the Keyhouse user is left as supplied. Without this we cannot give
support.

Forms and Browser Lists

SAM 3.6 contains a variety of forms and browser lists and the user's understanding of each function
is important.

Forms

'Forms' in SAM 3.6 are the windows where all information relating to an account is entered. They
are designed to look like normal transaction forms e.g. the top section of the Enter Lodgement Form
resembles a bank lodgement slip.

4 =

= Enter Lodgement @

Lodgement: Batch Mo: 3341 Posting Ref: T3 -
Marrative: || |M- Per 5 2018
Ref: Ii Lodged /
Dot [ THIBIERE =]
Bank: |
Lotat 0.00 Entered on: .
el W ormasame || X
by Caral

Each entry space on a form is called a Field.
To move from field to field in sequence press the TAB key on the keyboard.
A Browse button (marked...) displayed beside a field will be reached first in sequence.

Press SHIFT + TAB to move backward in sequence.

A WN R

To move to a particular field either use the mouse to click in the entry area, or if the field
prompt has a letter underlined, press Alt+ the underlined letter.
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6. When any button has focus, it will be edged by a dotted line. Clicking Enter when a button has
focus is the same as clicking on it.

7. Use the Space Bar to put a ‘/ in a check box. E.g. ‘Transfer from Client A/c’ in the window
above or point and click.

8. A Browse button on a form provides access to a selection list where the user may choose a
record instead of entering it manually, e.g. a client account. The small button beside Bank A/c
is clicked and the 'Select a Bank A/c' list is displayed. To select a record either double click or
highlight the bank account and click Select.

9. The selection list then closes, and the selected information is displayed in the field.
Browsers

° Browsers are List Boxes dedicated to displaying database records in rows and columns.

° The columns in a List Box can be resized by dragging the column border with the mouse.

° A browser may contain of a number of 'Tabs'.

° Each 'Tab' displays the database records in an alternative sequence.

° The controls that allow the user to scroll through the records contained in the Browser are

located at the bottom of the List Box.

r )

FAY Select a Bank A/c =

B ark Accounts

Code D escription Client| Depozit] Dep Type
CLIEMNT Client Current B ank &/c y

CLIEWTDEFR | Client Deposit alc i i DR
QFFICE Office Bank &/
FCASH Petty Cazh

Maqf ] 20| m] <« >

Cloze
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Description of Controls on List Box

|< Top of list (Or use Home key)
<< Page Up (Or use PgUp key)

< Line Up (Or use Up arrow)

? Not used

> Line Down (Or use Down arrow)
>> Page Down (Or use PgDn key)

>| Bottom of list (Or use End key)
ﬂ_l ﬂ Scroll Bar to go sideways (Or use Arrow keys)

Alphabetic Searching is another facility available on the browsers and look up lists. It allows
the user to initiate a search by typing the first letters of the required record; the cursor will go
automatically to the nearest possible match. To begin a new search the cursor must be at the
top of the list.

The Insert, Change and Delete buttons located on the browser window allow the user to add
change or remove records held in the database.

Updating Transactions

Transactions on the system are updated using this button. Once updated this will
gi appear on the accounts and a correction needs to be done to reverse the transaction.

The Green tick allows you to save a posting before updating. This will show on the

transaction browser (e.g. the receipts browser if it was a receipt). Double click to
continue to update or delete.

This is the Cancel button and the transaction will be cancelled when this is clicked.
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A SAM 3.6 System Summary - 3/01/2019 “

Soo Grabbit & Runne
Solicitors Accounts & Management -Yersion 3, Release 6
SAM3.6 s» Keyhouse Computing Ltd.

Unposted Batches 11 temarized Transactions Due: il
Ref Date Walue M arrative Date Code W alue Supp b a
| 2940242012 3,329.00Bill Clinkan
| flree 29/02/2012 14,760.00M oel Lowery
R ILd 2052012 24 FE0.00Lodged fees &
R 77311 29/08/2012 210,000.00Lodged to Clien
R 77376 211/2012 0.00Lodged
| 231 40352015 4,904.584n0ela Beck26
| [232 14/07 /2014 1.020.13E ver Green [nst
J [TFR 121042018 0.00T ransfer to com
] [ 2] vn|m] < > a2 v]m]m]| <« >
System Events Log Open Matters: 36 User kephouse

2/05/201 2 briang acation DEADDT 0001, L7

2/05/201 Abrians cation L0001 /0002, 3273, 71 ?

3/05/200 Abrians F BALAMCE or Difference Changed
10/05/201 2brians Delete BilHeader DraftMo; 256
BA0E/200 Abrians frarn: 31/05/2012 to: 30/068/2012
15/08/201 2brians frorn; 30/06/2012 to: 31/08/20012
15/08/201 2brians F BALAMCE or Difference Changed
a2 v|n|n| < >

Clozed b atters: 11
Current Period: 1 “ear: 2019 Period End: 31401/2019

Auto tranzfers awaiting proceszsing: 0
Lazt Syztem Reconciliation: 340172019

RunDate: [3/01/2018 =

This information screen appears when you open the accounts program. It is divided into four parts.

Unposted batches section

Memorised Transactions Due section

System Events Log

Last section

lists any postings saved and awaiting update on the
browser screen.

lists transactions that have been memorised for
update. The transactions only appear here on and
after the due date.

gives information on changes made on the system.

gives general information on your system close the
screen to continue.
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The Opening Screen

"
File Edit Iems Entries Ledgers Reports Queries Window Reggger

807 0| aEEs | EHas BBy =20 @

[User: keghouso [Thureday, Jeanuay 3,201 9104

The Title Bar - it contains the name of the firm to which SAM 3.6 is registered and the window
control buttons. These buttons are used to resize the window and are located on the top right-hand
corner of the title bar.

The Menu Bar - The menu bar contains the menus associated with SAM 3.6. Each menu
contains a list of commands or sub-menus that call the various functions in SAM 3.6.

The Toolbars - The toolbar contains a row of buttons that correspond with commands already
contained in the menus. To view a command, place the mouse pointer over a button and a help box
will appear describing the content. Click the button to access the command.

The Status Bar - The status bar is situated at the bottom of the window. It displays extra
information that may be important to the user. It displays the current time, day and date as well as
the name of the user. It also displays what operation is in progress, e.g. Browsing Records when in
the Contacts Browser.
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System Check

The following message may appear when logging in.

Important message |Z|

Mo System check has been done for owver 2 weeks - please run one

This indicates that a System Reconciliation Report has not been run for over two weeks. This report
checks that all control accounts are balancing within SAM.

The report can be found under the Reports menu and System Reconciliations, System
Reconciliation Report. Any imbalance will be highlighted by asterisks.

Keyhouse suggests this report should be run at the end of every day with a hard copy printed and
filed. This means that any difference that may occur on the system will be noticed early and
should be easier to find and rectify. **** beside a figure indicates a difference on the system.
(Keyhouse Support may be contacted to help resolve the issue.)

Getting Around Windows

Form windows and particularly the account transaction entry forms, are designed to enable the user
to enter data using the keyboard without recourse to the mouse.

Using the TAB key (and Shift TAB to go backwards) it is possible to move through the form in
sequence. If a lookup button (see above) is tabbed to, pressing enter will activate it. The resulting
selection list can be navigated using the keyboard keys.

The File Menu File | Edit [tems Entries Ledgers
Systern Options
System Options KPI Parameters

Supervisor Options

Who is Logged In

The Nominal Control Accounts are set up here as default settings.
In certain cases, these may need to be taken out, e.g. journals

being done to a control account, but in general do not need to be Change Password
touched. _
Insert Prior Year Values
. . Export Mominal
Supervisor Options g
Print Setup...
The user views are set up here. Label Printer Setup...
Exit

Change Password

The user may change their password here.
N.B. Use the tab key on the keyboard to move between fields.
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Insert Prior Year Values

Prior year monthly balances may be inserted here in the first year of using the system if a
comparison is needed. This comes in on the Profit and Loss report automatically once a year end is
completed on the system.

Print Set-up

Defaults to the printer usually used and allows the user to change the default settings of the printer,
the page size and orientation.

Label Printer Setup
The label printer is set up in here.

The Edit Menu

Green Line Reports

If the green lines on reports are printing too dark, then change the tick here and it will take them off.

The Items Menu

lterns | Entries Ledgers Reports Queries
Matters

This is where you can enter or change most of the codes. Close Matter

Slow Search

Mowe Matter

Suppliers

Suppliers

The user may enter and change Supplier details and third parties. Contacts/Clients
Category Mail
Codes »
Mominal Accounts
Mominal Reporting Sequences
Accruals/Prepayments

File Manager 3

Period End

Year End Procedure
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Codes

The user may enter or change most of the codes here e.g. Fee Earners, Department VAT, Payment
Methods.

Nominal accounts

The user may setup or change information on nominals and banks.

The Entries Menu

Most of the options on the first half of this menu may be found on the Toolbar.

Transfer for Costs List Process

Entries | Ledgers Reports Queries  Window

The user can produce a list of invoices awaiting payment

Receipts
where there is enough money in the client account to pay.

Payments

Multiple Cheques

LiSt Trans_fers Waiting Bank Transfer

Create Invoice

The user can view a list of transfers waiting. Bills Received

Journals
Creditors Payment List Process Browse Batches

Matter Interest Calculator
The user can produce a list of Purchase bills waiting to be paid Interest Rates
and can produce a multi-cheque batch on the system to pay e e
them. Approval Billing

Transfer for Costs List Process
Pick-up Pre-Billed Outlay Transfers List Transfers Waiting
Creditors Payment List Process

. . . Pick-up Pre-Billed Outlay Transfers
The user can view a list of outlay credit balances and produce a

journal to correct them.

Memorised Transactions

Upload Debt Ledger Postings

EFT Log/Emails

Memorised Transactions

The user can produce a memorised transaction to be updated in the future when it comes due.

The Ledgers Menu

Month end reports are found under this menu. These are covered in the chapter on Reports.

Keyhouse Computing Limited 20 IMI Business Campus, Sandyford Road, Dublin 16



SAM Accounts version 3.6 Quick Overview

The Reports Menu

Management Reports are found under this menu. These are covered in the Chapter 22 Reporting.

The Queries Menu/ Archive Enquiry

This opens the Closed Matter Browser.

The Help Menu
You can view or print your Manual from here.

About

Displays detail of the release and support information on SAM 3.6

Manual

You can view or print your Manual from here.
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The Toolbar

/| [ee

L E

I & 8 2] =

Insert and Maintain Contacts

Insert and Maintain matters

Printable Search

Contact and Matter Wizard

Receipts

Multiple Payments

Single Payments

Bank Transfers

Fee Invoices

Purchase Bills

Journals

Costs Transfer List

Memorised Transactions

Cheque Requisitions

Add and maintained Clients

Add and maintain cases/matters

This is in the form of a report that
can be printed off.

Quick and easy way to enter
Contacts and Matters.

Recording Receipts

One bank with multiple cheques.

One cheque that may be split over
different matters.

Transfer of money between two
Client Banks or two Office banks

Recording Debtors’ Bills

Recording Creditors’ Bills

Entering adjustments

This lists any invoices where there
is enough money on the Client
Account to transfer to the Office.

Transactions (e.g. Standing Orders)
may be memorised to a future date.

View requisitions for approval
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Green book shows Running Balances.

E Bill Drafting View bills for approval

i I Matter Ledgers Red book is the Matter Ledger.

' “ ‘ Debtors Ledger Allocate through the debtor’s Ledger.
i ) Supplier Ledger View supplier ledgers or allocate
w here.
@I ) Nominal Ledger View nominal ledgers and banks.
—
i Screen Lock Locks system — does not shutdown.
ey To unlock, enter the password.
iy
—d Item Enquiry See notes on the File Manager (p.g.
' 49).
Welcome Screen This is the screen that comes up

L.) when you Login. It details general

information about the system

— EFT Only visible when the EFT Module is
Jﬂ in use. Allows users to create an EFT
File to make payments to suppliers,
clients and third parties.
My Reports Access to reports that have been
["][l added to favourite reports list.
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Chapter 2 Getting Started

After installing the system and logging on, some preparatory work must be done before putting SAM
3.6 into daily use.

System Options and Codes

1. It is important to check your set up in File and System Options before you begin.
° Check the system year is correct.
° Check you are in the correct period.
° Check you have entered the period and year end dates.
° The Control Accounts under File and System Options are normally set up for you on the
system.
2. Before starting to enter transactions on the system you will need to set up various codes.
o Fee Earners
o Departments

° Work Types

° Suppliers

. Third Parties

° Nominal Accounts for Banks and Office expenses
. Contacts and Matters

The system comes with a selection of Nominal Accounts set up which may be changed or deleted if
not used.

Please note, if the nominals set up as control accounts differ from the original setup, they MUST be
changed in System Options as well as being set up as new nominals.

Coding

Codes are used in SAM 3.6 to enable the system to recognise all information relating to a specific
record. For Example, if a fee earner is called John P Smith he could be entered sometimes as John
Smith, J Smith, JS, JPS, John P Smith, etc. The system would be unable to recognise these as being
the same but by using a code related to the record all data pertaining to the fee earner can be
entered and retrieved quickly and efficiently.

Codes should be made up of letters and/or numbers. There should be no spaces or punctuation used
(e.g. for the contact name O’Brien the code should be OBR001, not O’BR01). The description will
show the full description of the code.

In the case of banks or other nominal accounts, it is helpful to group the client banks by starting
them all with CLIENT in the code or OFFICE for the Office banks.
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Add Nominal Accounts

SAM 3.6 comes with some of the basic nominal accounts already set up, 'OFFICE' for the general
office Bank Account, 'CLIENT' for the client current account and 'CLIENTDEP' for a Client Deposit
Account. However, the system can be adapted to meet the specific requirements of the user and by
following the procedure outlined below, accounts that are unique can be created. All accounts
operated by a firm must be set up in the nominal Ledger.

A list of Nominals may be printed from Items, Nominal Accounts and selecting the % print
button.

Add Bank Account Details

1. From the Items Menu select Nominal Accounts. This opens up the Nominal Accounts
Browser.

2. Click the Insert button that displays

the Update Nominal Accounts (New) A Update Nominal Accounts (Client Current Bank A/c) @

Account Details |Budgets | Bank Register |

window.
LCode:
3 Enter a COde for the Bank A/C in the D escription: | Clignt Current Bank A/c
Type: BAME,
Code box. Up to 10 characters are —
a | IOWed . (®) Balance Sheet (@)
CE/L @ ELR
4. In the Description box enter a

Report Sequence:  |Ma0l

Client Bank Adc [ Deposit
Allow Cheque Requisitions

description of the Bank A/c.
5. Select BANK from the Type drop down

. Cheque Printer: |CHEQUE
I ISt- Last Cheque Mo: 135
6. Click on Balance Sheet making this a
balance sheet item.
-DK Cancel
7. The Currency should default to Eur.
8. From the Report Sequence drop down list select Bank Accounts.

9. Tick Client Bank A/c. If you are setting up a Client Deposit Account, you must also click
Deposit as well and enter a Type.

10. Inthe Cheque Printer box enter the name and path of the cheque printer. (Check with the
network manager before doing this)

11. Click OK.

Bank Account Register

To assist SAM users in complying with Solicitor’s Regulations, a Bank Register facility allows all
essential bank account details to be recorded.
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1. From the Items Menu select Nominal

Accounts A Update Nominal Accounts (Client Current Bank A/c) @

Account Details | Budgets

2. Scroll through the list and select a Bark: 418 Bark Type

bank account, such as Client, then Bank Branch: [Ballshridge -:Z;Z:-BDI -:Z;:- PTSB

. Add Ballsbridge (AR uLs
click Change. = Dubin 4 (JEBS () Other
. (JKBC

3. The Update Nominal Accounts screen Bank Phone: [71-1234567

will appear. Click the Bank Register bocount No: [EEEEEEA443  GortCode: [309234

tab at the top of the screen to access Account Name: [Son Grabbit & Runne Cliert A7

the bank account fields as shown Signatories: | stin Phelan Date Opened:

Brian Sweeney ,W
bE|OW' [rate Closed:
. )

4, Complete each of the displayed fields IBAN:

and click Ok to return to the Browse BIC: |

. Org 10 Mumber: |
Nominal Accounts screen.
Cancel

5. Repeat for each of the other bank
accounts.

Note: If you are using EFT then the IBAN, BIC and Org ID Number must be added.

Add Individual Nominal Expense Accounts

Although SAM 3.6 provides a set of basic Nominal Ledger Expense accounts, there may be some
specific accounts that are maintained in the nominal Ledger that are unique to the user.

1. From the Items Menu select Nominal |A Update Nominal Accounts (New) (=3
Accounts. This opens up the Nominal Account Detals |Budgets|
Accounts Browser. (Gerls ACCOUNT
Description: |Ac:c:0untanc:y Fees
2. Click the Insert button that displays Type: [EXFENS |...| Expense
the Update Nominal Accounts (New) S
(_) Balance Sheet
window. O
3. Enter a code for the Nominal A/c in Beport Sequence: [0 10 Espendiure
the Code box. Up to 10 characters are
allowed.
4, In the Description box enter a
description for the Nominal A/c.
5. Select EXPENSE from the Type drop
down list. o £
6. Select P/L to make this account a Profit and Loss A/c item.
7. Select an appropriate expense group heading from the Report Sequence drop down list.
8. Click OK.

Add Fee Income Accounts

Usually, each fee earner is given an individual nominal fee account so that income information per
fee earner can be seen at a glance.

Keyhouse Computing Limited 26 IMI Business Campus, Sandyford Road, Dublin 16



SAM Accounts version 3.6

Getting Started

© ©® N o

From the Items Menu select Nominal
Accounts. This opens up the Nominal
Accounts Browser.

Click the Insert button that displays
the Update Nominal Accounts (New)
window.

Enter a code for the Nominal A/cin
the Code box. Up to 10 characters are
allowed. Start the code for fee earners
as FEES and the initials of the person.
This will group all the fee nominals
together.

If Contacts and Matters are set up
through the wizard or in Framework,

A Update Nominal Accounts (New) @

Account Details |Budgets |
Code: FEESES
D escription; |Fee Issued - Brian Sweeney
Type: INCOME  |...| Income

() Balance Sheet

@P/L
Beport Sequence:  [4401 Fees

ok Cancel

the Fee earner may be automatically set up for you already. Check it is not already done.

Select INCOME from the Type drop down list.

Select P/L to make this account a Profit and Loss A/c item.

Select a code from the Report Sequence drop down list.

Click OK.

Insert Prior Year Values into Nominal

The balance of the prior year periods in each nominal is recorded for reporting purposes. This only
needs to be done when setting up the
system as the information will populate
automatically from year to year.

1.

From the File Menu select Insert
Prior Year Values.

From the Nominal Accounts
Browser select the required nominal
account.

Click Change.

Enter the balances for each of last
year’s periods in the boxes provided.

Click OK.

Enter Budgets

A Changing a Mominal Record @

General |

Code: |ACCOUMT Accountancy Fees

Penod 1: ilii Penod 7 |0.00

Period 20 |0.00 Perod & |0.00

Period 3 |0.00 Perod % |0.00

Period 4:  |0.00 Period 10: |0.00

Penod & |0.00 Penad 11: |0.00

Period 6: |0.00 Period 12 |0.00

Cancel

It is possible to set a budget on nominal accounts to keep spending within acceptable parameters
and for reporting purposes.
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1. From the ltems Menu select Nominal A Update Nominal Accounts (Fees Issued - Brian Sweeney) @
Accounts.
Account Details  Budgets |
2. Select the required nominal account Budgetl |GG Budget?  [[50,000001
from the Nominal Accounts Browser. Budget 2: (150.000.00] Budget3  [[150.000.00)
) Budget 3: [150,000.00] Budget 3: [150,000.00]
3. Click Change. Budgsts  [[A50.00000] Budget1D:  [[150,000001
. Budget 5: [150,000.00) Budget 11: [150,000.00]
4. Click the Budgets tab. _
Budget &: [150,000.00] Budget 12: [150,000.00]
5. In each of the boxes on the Budgets tab,
enter the budget for the corresponding
period_ Fill fram 1
6. If the budget for each period is the
same, enter the budget for period 1 in
Budget 1 and click the Fill from 1 button
to automatically fill all of the boxes. Cencel

NOTE: The fields can be edited if necessary.
7. Click OK.

Add Department Codes

Most Practices can divide their workload into at least four broad categories — Conveyancing,
Litigation, Probate and Commercial — whether they have formal departments or not. It can be
useful to analyse the workload and income for each category and to this purpose at least one
department code must be set up to operate the system.

1.  Inthe Items Menu click to Codes and select r& Update Departments @
Departments. This opens the Department
Codes Browser. Details |
B tment Code: iim
2. Click the Insert button to display the Update DEpar_mlen__D i :
Departments window. Deserption: | Conveyancing
[ Retired
3. In the Department Code box enter a three-
character code for the department. Cancel
4. Enter a description for the department in the
Description box.
5. Click OK.
6. Repeat for each department. When completed, press the Close button on the browser list.
7. If a Department is no longer to be used, it cannot be deleted but may be ticked as Retired.
This will remove it from drop down lists and prevent it being selected in error. It can,
however, be seen on the All Departments Tab. means it will only appear on the All
Departments listing.
Add Work Type Codes

Work Type is a more detailed breakdown of work carried out within a department and can be useful
for the analysis of work and income and for reporting purposes. There must be at least one work
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type to operate the system. If this level of analysis is not required, simply enter a work type as
‘General’.

-

1. In the Items Menu click to Codes and select Work A Update Work Types @
Types. This opens the Work Types Browser. |
Details
2. Click Insert to open the Update Work Types
Wwiork Type: CIF
window. = _ }fpe
Description: | Circuit Court
3. In the Work Type box enter a three or four [ Rietired
character code for the work type.
4, Enter a description for the work type in the Cancel
Description box.
5. Click OK.
6. If a Work Type is no longer to be used, it may be ticked as Retired. This means it will only

appear on the All Work Types listing.

Add Fee Earner Codes

A code must be set up for each fee earner in the practice and the 'Update the Fee Earners Details'
form is used for this purpose. However, where the Keyhouse Framework is being used, new Fee
Earners should NOT be set up in SAM 3.6. Using the Keyhouse Framework to create new fee earners
will enable Nominal Ledgers to be created automatically.

1. In the Items Menu click to Codes and select Fee A Update Fee Earner's Details ==
Earners. This displays the Fee Earner Codes Browser. Detais |
Initials: [EE
2. Press the Insert button to display the Update Fee Name: (G Sremey
Earner details window. NominalA/c:  [FEESES |
3. In the Initials box enter the fee earners initials. Ee;:?;:d'a"answeene”
4. In the Name box enter the full name of the fee
earner. Cancel
5. From the Nominal A/c drop down list select the Nominal account to where the fee earners
fees will be posted.
6. Click OK.
7. If a Fee Earner leaves the Company, the name may be ticked as Retired. This means their

name will only appear on the All Fee Earners listing.

Check VAT Codes

The system is supplied with a set of VAT codes. These are set to the VAT rates prevailing at the time.
One of these is exempt (always E). Transactions with this code will be excluded from VAT returns
(e.g. outlays).
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1. In the Items Menu click to Codes and select VAT
Codes. This opens the VAT Codes Browser.

2. Press the Insert button to display the Update VAT
Codes window.

3. In the VAT Code box enter the code for the VAT.
4, In the VAT Rate box enter the rate of VAT.
5. Click OK.

Standard Narratives

e

A Update VAT Codes  [s23w]

Details |
Wat Code:
Wat B ate:

e
joon

Caricel

-

Standard Narratives are predefined descriptions of transactions that can save time and effort for the

user.
1. In the Items Menu click to Codes and select A Changing a Narratives Record B
Standard Narratives. This displays the Standard General |
Narratives Browser. ik m_
Marrative: to Client Account
2. Click Insert to display the Adding a Narratives
Record box.
3. In the Code box enter a code for the description,
(e.g. CF). Cancel
4. In the Narrative box enter the description to be used throughout the system, (e.g. Counsels
Fees).
5. Click OK.
Other Codes
Nominal Types Holds the type of nominal account (e.g. Bank, Asset etc).
Category Types The type of categories e.g. System or User defined, that

contacts/clients can be split into.

Contact Categories

Nationality Codes

The nationality of the contact/client.

Deposit Types The type of deposit Bank Account.

The categories into which the contacts/clients are split.

Outlay Codes The type of outlay e.g. CF — Counsels’ Fees allow the outlay to be
grouped for reporting purposes.

Third Party Service Descriptions Shows the type services rendered by Third Party suppliers.

Supplier Accounts

Suppliers’ details are maintained in SAM 3.6 for two purposes, Third Party Returns data and if
required, as accounts in the Creditors Ledger. Suppliers and Third-Party details are both maintained

in SAM 3.6 on the Item Menu under Codes and Suppliers.
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Open a Supplier Account

1. From the Items Menu select Suppliers. A Update Suppliers ==
Details: |Banking Details
2. In the Suppliers Browser click Insert. The Suwli&,fm: g[ﬁL [JRetied
Update Suppliers form is displayed. Suppler Name: |
Addiess:
3. In the Supplier Code box enter a code for the
supplier based on the supplier’s name. This
may consist of up to a 6-character combination | _ ——
of letters and numbers. Ecllittiess ||
4, In the Supplier Name box enter the supplier’s
fu” name TaxNo [] Default Third Party 5 tatus
’ Service: ,7 -
o l—
5. In the Address box enter the address of the VATH
supplier. Lecger Cancel

6. Enter the Phone No.

7. In the case of a third party enter the suppliers Tax No. in the field provided. This is used to
generate a third party returns report.

8. Only tick the Default Third Party Status if this is a third party.

9. In the case of a third-party supplier, click on
the Service browse button to select the type of
service provided by the supplier.

Update Suppliers [

Details:  Banking Detailz |

Bank Name: |
Bark Type

10. Inthe case of a third party fill in the VAT No.

Bark Address:

11. Click OK to accept the information and create
the supplier account.

(JPTSE

12.  If using EFT, click to Banking Details Ous

) Other Bark Acc No: |

Bark Sort Cade: |

13. Enter all the banking details IBaN: |

BiC: |

NOTE: Edit the supplier and tick Retired if you
are no longer using the supplier, there is no

balance and you do not want the name to Ledger Cancel

appear on the Drop-Down list.

Modify the Suppliers Details

1. From the Items Menu select Suppliers.

2. Select the required supplier from the Suppliers Browser.
3. Click Change.

4. Change the information in the Supplier Update form.

5. To view the Supplier Ledger, click Ledger.

6. Click OK.

Supplier Tabs
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1. The All tab shows all the suppliers and third parties. A Suppliers =

2. The Suppliers Code tab shows the Suppliers that are uppler L | g Pany |
not set up as third parties

3. The Third-Party tab shows anyone set up as a third party.

4, If suppliers (i.e. people for whom purchase bills are entered) are also ticked as third parties,
then they will appear under the Third Party or All tabs.

Adding a New Users

When SAM is set up initially, Keyhouse Support will add the users. However, as staff change,
additional users may need to be added. For SAM to work correctly across all its functionality, each
SAM user must have a profile in the Keyhouse Framework system. The handler’s ID Code must be

the same. For information on setting up a user profile in the Keyhouse Framework, please refer the
Keyhouse Framework Admin Manual.

1. Click on the File Menu and select Supervisor Options.

Browse Users - SAM3 | MAIN

)

Order by Operator | Drder by Login Code |

| Operator Login Code Level Uzer Group “wiork, Group
admin admin admin Supervisor Mone 0
Erenda Hartley ki & Sy ar Maone ]
Mark Kely bk Operator Mone 0
Sarah Kelly ske Operatar Péutner 0
Anne Mellon kA Operator Mone 0
Carol Molan Caiol Supervisor Mone 0
Brian Sweeney brian Operatar Mone 0
tarting winters tdartina Operator Mone 0

User Group Details LClose

2. Click Insert

3. Enter the User’s Name and set the Access Level to Supervisor. The Default Access or User
Group are no longer in use.

NOTE: The users ID and password are created automatically.

Update Users - SAM3 | MAIN

1

General
First Mame | Mary Level
Surname | Breer (®) Supervisor
Login ,MBi Thig iz alsa the O Operator

first pazsword.

Defaubbocess  [Mofooess < ()Mo Access
User Group ,_I
Wwhorkgroup lﬂi

4, Click OK to save.
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Chapter 3  Searches

Searching for a Contact or Matter by Code

1. Click into the Contact or Matter Icons on the Toolbar. 8|

1 Browse Open Matters EI = @I
& A & Label | Clentl | @l Ledoer Oueries: [&1 Aecords K| |
Matter |F/E | Dept | By client | Did Ref | In Prag | F/E In Prog | File o | Fie Fef | User2 | User3|
Search | Gao| | Clear
Lid
WSS Securitiss Lid e Lease 44 Main Street Dun Laoghai
Securnties Lid Slio and fall incident 305GEN_|GEN

s Wordwide Bemovals Derek Bradley - export to USA Freight co 245|LIT ACT
AAS Worldwide R emovals Student Complaint EF REF1 200|COW ADY |REFT
D avid Abrahams Family Lawvs 256 Ak ACT
D avid Abrahams HIPS Meqligence - October 2010 27BILIT  HIG
D avid Abrahams T st 363|COM ADY
George J Abbott Sale 45 Somzerset Road, Dublin 6 21828 24|C0
George J Abbott Purchase 7 Church Street, Rathgar, Dub21367 26|CON PUR
Geonge J Abbatt EP& - Mary James and David Jones HEEE 26|CON_|REM
George J Abbott RTA The Rise, Stilorgan SEILIT ACC
George J Abbott Sale 7 Church Street Rathoar FOJCON SAL

iz Ly Commercial Lease - 5 M ain Street, Donr F7|COM GEM
Wbbie Lync Share Holding Agreement 270|COM ADY
Wbbie Lync Power OF Attorney 271 |COM_PUR

coord Music Word Ltd Purchase Mew office 56 Second Street 182|COM P

Bccord Music Word Lid Sale 123 Bishops Street 183|C0 AL
*l < >

2. To find a Contact/Matter by code, click into the body of the Contacts/Matters and type in the
exact code on the keyboard.

3. As you type the system will move, taking you to matters that meet your criteria. The slash and
all the zeros need to be included. If you only type in BEC then it will go to BEC0O01/0001.

Search for a Contact Name or Address

1. Click into Contacts and on the Toolbar.

-

A Browse Contacts =3
Queries: [& Records =] "]
Clients |.f3.II Cortacts | by Other Ref
Address Principal
A 44 I el tr Tom Caly
A28 ol Siouth MallCor
D avid Abrahams 123 Mavfair StreetDublin 2 D avid Abrahams
George J Abbott 60 Somerset Road, Ranelagh, Dublin 6 A5555 George Abbatt
Abbie Lynch 14 The MewsDublin 12 Abbie Lynch
Accord Music ‘World Lid 56 Second StreetBravCo Wicklow
Allied Irish Banks, P.L.C. Bank CentreB allsbridgeDublin 2
Allied |nvestment Group 1 High Street,Dublinlreland.
Allied |nvestment Metworks ple 44 Main StreetDontwbrookDublin 4 Andrew Mullen
BaRO0 Tany Barry 23 Lohunda GardensDublin 16
BECOO1 Angela Beck 26 Church StreetR athgarD ublin 6. Mz, Angela Beck
BESOO1 Buzineszs Time Limited 5 The Court Abbey Street Dublin 2. BUSINES Harold ‘Warth
W 2] m] < >
Letter Ingert Delete
Matters Categones Linksz Cloze

2. Click into the Search field.

3. Type in the code to be searched for and click Go.
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4, Click Clear to do a new search.

The Slow Search
1. Open Items and Slow Search or double click D on “Slow Search”
the tOOI ba r. This facility searches the Matter & Client details for the
X item entered below. The Client Mame, Address, Main
2. This search reports to the screen and may then be Contact, Matter D escription & Comment are searched
printed. It is not slow as the name suggests! et e e A
A : [ Include Clozed Matters
3. Search on a name or part of an address in the contacts
. Search For [up to 40 characters):
or matters and print off the report. [
4, Fill in the screen as required. Eancel
s Report Preview - olEl

G B N e o (@ (&/[8)H [ selw s
L . B |

Son Grabet & Runne
Contacts Search Results for abb

Client Code: ABBOM 0 Somerset Road,
Name: George J Abbott Ranslagh.

Dubin &
Poncipal  George Abbatt

Client Code: ABB00Z 14 The Mews
Mome:  Abbie Lynch Dubin 12

Abbie Lynch

Code. BESO01 5 The Coun

Name. Business Time Limited Abbey Streat

Prncipal Harold Worth Dubin 2

Client Code: KELDOZ The Capel Buiking
Name: Mark Kelly Marys Abbay

- Dubiin 7
Principal

Total Contacts Retumed 4

5. Print out the search.

Custom Queries

Custom Queries are used to extract specified information from data. This is helpful in finding
transactions that may be causing errors in the System Reconciliation out. A query written in Query

Batches, for example, can find all the postings for a certain amount or date or transactions between
dates.

The queries box appears in the Matters Browser, the Matter Ledger, the Supplier Ledger and the

Bank Nominal Ledger. Before creating a query, it is important to know what information is required
and design the query accordingly.
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To Create a Query

1. Open the Matter Browser, the Matter Ledger or the Bank Nominal Ledger or the Query
Batches screen. The Query Batch screen is located on the Report Menu on the System
Reconciliation sub menu.

2. From the Queries drop down list select Custom Query to start the Query Wizard.

3. The Field Selection box is displayed. The fields may vary depending which screen you are
doing the query from.

Query Wizard
Field Selection
Select 3 field from the list below:

Figlds to Evaluate ~
Started_GROUF

Started TIME

Statements

Status

StatuteLimits

Statutelimits DATE

StatuteLimits_GROUP

Unallocated
Undertaking
< > w

4, Select the field under which the information to be extracted is stored. (e.g. if the query is to
display the transactions entered on a certain date select Transaction Date).

5. Click Next.
6. In the Query Operations box select the operator that is suited to the query (e.g. Is Equal To)

Query Wizard
Operation Selection
Select a quem operation to perfarm on the selected field.

Transaction Date

Guery Operations

lsMNOT Equal Ta

Is Greater Than

Iz Less Than

|5 Greater Than or Equal To
|z Less Than or Equal To
|z Bebween

Iz Mot Between

| This Day of "Week [n)
|2 This Day of Maonth [nn]
I This Month [rn]

|5 This Year [nnnn]

Notes <Back | MNew> || Concel

7. Click Next.

8. Select the type of value to be entered:
Constant Value — this is a value that is entered by the user.
Another Field — this is the value that is already entered in another field.
Expression — this is a Boolean expression.
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9. Enter the Value into the box provided. If Absolute Values are required place a tick in the box
provided.
Query Wizard
Yalue Entry

Enter a value to complete your erpression

(®) Constant Value ) Another Field () Expression

Transaction Date |s Equal To:

27/05/2018

[] Compare Using Absalute Values

Cea | o> | [ v |

10. Click Next. The Current Query box is displayed

Query Wizard
Add conditions by pressing the AMD or OR buttons.
Presz Change ar Delete to madify a condition.

Curient Quer
Transaction Date Is Equal To 27/09/2018

<

>
1] Gom 3

11. If the required query is to have two conditions, click the AND or OR buttons to add the
second condition. This repeats the above steps for the second condition.

12. To change the query click Change.

13. To delete the query click Delete.

14. To finish the query, click Finish.

15. A warning box is displayed. To save the query click Yes.

16. Enter a description of the query in the Query Description box and click OK.

Quemn Description: ||

Enter a description Far the new query.

17. The data extracted is then displayed in the browser and may be printed
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18.

19.

To view all the records, select All Records from the Queries drop down list.

A Matter Ledger =
ALA0T/0001 AAA Securties Ltd MW LT Time Bal (H:M): 0: 0
[ | |Landord Dispute: Charge Bal: 0.00
=
Clienit Balances 5 Vi K=
NB: Parentheses [ | denate Credits Debtors Led Exand Client A/c
Fief Billng A/c Dullay A/ Client Cunent | Denosit /c

s o 393 o 3 23.00
2/07/2010 178 Tolmwoice 178 [23.00]
| 2/07/2010 178 Invoice: Fees:1700 Outlay:23 WAT:365.5 2.088.50
[15/10/2010 admir Undestak dtail
1341042011 I Eill from Brady & Co 33.63
[18/01/2012 220 Tolmwoice 220 [5.00]
18/01/2012 220 Invoice: Fees:825 Outlay:5 WAT17325 1.003.25
1/02/2012 225 Invoice: Fees:3500 Outlawd WAT:B05 4,305.00
740342013 1232 Lodged [50.000.00]

IRIER

Client A/c Reserved 000 Balances: | 73%.75 | 9463 | (5000000 | 0.00

g @ W Kv|~agor # o[
[Custorn Duery..

4 Oct 2017

Transaction Dates

To go back to the saved query, double click on the name given to the query on the Drop-Down
menu.

5| Close

To Modify A Query

N o v ok~ wN

It is possible to modify a saved query that is out of date. The query must be in use so it can be
modified.

Select the query to be modified from the Queries box. E

Click the Modify Query button. This button becomes active when the query is in use.

The Current Query window on the Wizard is displayed. Ll

Make the required changes and click Finish. @ it sy

Cancel

A warning box is displayed; click Yes to Save the query. i

A second warning box is displayed asking Do you want
to overwrite. Click Yes.

To change the description of the query, enter the new description into the Query Description
box and click OK.

The modified query is then applied.

To Delete A Query

If a query is out of date and will not be used again it is possible to delete it from the system.
The query must be selected so it can be deleted.

Select the query from the Queries drop down list. I |
Click the Delete Current Query button.

A confirm deletion warning box is displayed. Click OK.
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The System Options on the system will normally be set up for you. This screen shows all the Control
Accounts and other system information.

General Tab

1. Select File and System Options to open the General Tab.

2. The Licensee field should show the name of the company.

3. The VAT No refers to the Company VAT A Update System Options =
N um ber_ General |Keyhouse Optiohs | M ‘ Motify by Email | Money Laundering |

Licencee, |S00 Grabbit & Runne
4, The Control Accounts are set up on the left. VAT e BeGETS0D veat |23
. . Dehtors Contral 4/c: [oEBTORS Curent Perind: [1

This will normally be set up for you on your Cisdlors Coviclive: [CREDTORE—. st Poiot Eret [ TS

new system. SA:LE”‘” DUTLAY “' NewEndDate [FAZ0T ..
(o4 VAT .

IA2/2019

. . Profit / Loss &dc: P&L =

5. The Year refers to the financial year the I e PPN w1
com pa ny is in. Fees Write-off A/c: FEESWDO . Apply ko Al

Outay Wrike-off A/c: [oumwo . LastBil Ne: [ 233
6. The Current Period corresponds to the Puch Bils Wits-oftAfs:  [DISCOUNT | VAT Exchusion Codes [E_
. . . . Defaul Office A/c: [oFFicE DefauitiaT: 10 |on
month in your financial year. (If you begin Defaut Cient &/ [ — i
the new financial year in January then Octe Cier Dot afe: [CUERTOEP || F/EEvhonCode | .
. . . Migc: Outlay | DefaultMisc Outlay F/E: [ |
January is period 1, February period 2 etc). Defaul Patty Cash [ —
Wihalding Tax WTHTA = E::::?:z::;ted Ledger Button

7. The Next Period End is usually the end of the o ]

-Save Close
month.

8. The Year End Date must be entered here. This refers to the financial year end.

9. The Std Outlay Budget (optional) may be entered if you want to have an outlay budget on all
matters.

10. The Last Bill No shows here.

11. The VAT Exclusion Code should always be E.

12. The Default VAT should be the current VAT rate for invoicing.

13. The Fee Exclusion Code applies a fee earner to purchase invoices. This is no longer used.

14. The Default Miscellaneous Fee Earner may be entered to come up on Miscellaneous Outlay.
This option can be used if you want to have outlay posted to a specific fee earner e.g. an
Admin Fee Earner.

15. The Enable FNLs enable fee negotiation letters on the matter ledger.

16. The Show Converted Ledger Button allows the user to go back into their old data before
conversion in certain cases.

More Tab

1. The Categories at the top of the screen are related to the old database.

2. The Third-Party Limit
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System Options Screen

3. The Date Validation indicates how far back
you can post entries, in days, before a
warning appears asking you to check the
date being used.

4. The Prompts 1-3 provide the option for extra
search fields if needed.

5. The Cheque Type and Enable Cheque
Printing need to be filled in if you are
printing cheques from the system.

6. The Auto Number Clients — this option
ensures that your client numbers are
numeric only e.g. 123456/0001.

7. The Auto Alpha Client Numbering — this

A Update System Options ==

General More... | Natify by Email | Money Laundering ‘

Solicitors Categony: [ |- [] Auta Number Cliznts
Other Party Categary: [ I Auta Alpha Client Numbering
Supplier Category: . Close Matter Time Baned
Swstermn Category Type: ’— = Supplier Remittance
[CIEFT Default ON
Third Party Limit:
3000.00

Date Yalidation: + 1 Caorwersion rate: |1.269738

Date Validation: - | 380

Prompt for ref 1: W

Prampt for ref 22 [

Prompt for ref 3 — NestFile: [ 365
Clozed File Mo: ,—1

Cheque Type: 45 5
Enable Cheque Printing
Label Mo: 2 [Client/ atter Label, Default iz 1)

Save Close

option ensures client codes are alpha numeric e.g. BARO01/0001.

8. The Close Matter Time Barred will prevent people posting time to closed matters.

9. The Supplier Remittance should be ticked if you want to print supplier remittances from the

Supplier Ledger

Notify by Email Tab

The Notify by email facility allows emails to be sent to notify accounts or a user when a certain

action has been performed.

It currently applies to the following modules and SMTP Mail Server is required which your IT

provider should have.
Cheque requisitions
Bill drafting
Digital dictation

If you want to send notification emails set up the following System Parameters in SAM Accounts.

1. Fill in the Invoice Approver email address.
2. Fill in the Cheque Approver email address.

3. The tick boxes for the Invoice and Cheque
are a default setting that can be changed by
the user requesting the action.

4, Enter the SMTP Mail Server.
5. Click Save.

A Update System Options [mE3m]

General | Kephouse Oplions | More... Matify by Email | Manep Laundering

Invoice Approver Emait  [brenda@kevhouse.ie

[] Motify Released/Retumed Invoice

] Motify Approved Invoice

Cheque Approver Email.  [brendd@kephouse.ie
[] Motify Released/Aetumed Cheque

] Wotify Approved Cheque

SMTP bail server: | mail kephouse ie

Contact your systermn administrator for the above information.

Save Close
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In the Framework program under Maintain, Handlers/Time Recorders/Teams, double click on the
handler and click the Signature tab. Make sure that all the handlers using the notify facility has an
email address entered here.

Change Handler ®

General | Target Hours | Period Start Dates | Billing Rates | Signature | Budgets

Signature

Regards

Stephen Keogh

Job Title
Phone number | 9879877
E-Mail stephen@keyhouse.ie

Trading name | Sco Grabbit & Runne

OK Cancel

|
Money Laundering Tab

Compliance with money laundering obligations is one of the greatest challenges for solicitors. To
assist solicitors meet those obligations, Keyhouse has added a facility to keep track of new clients
regarding money laundering.

The Money Laundering facility blocks the posting of financial transactions to any matter for a new
client until the user indicates to the system that all the checks have been completed. In conjunction
with our Document Management System, the facility also allows you to keep track of the relevant
documentation required.

Money Laundering Setup

There are three options available for Money Laundering

A Update System Options (=3
General | More... | Motify by Email Money Laundering

Maoney Laundering Check

() Mo Money Laundering checks on any matter

() Checks every matter for Money Laundering and
zets up every MEW contact with a 0000 b atter for documents

No Money Laundering If you do not wish to use the Money Laundering facility,

Checks on any matter tick the option No Money Laundering checks on any
matter and then Save.

Checks every matter for Money If you wish to use the Money Laundering facility, select

Laundering the Approved tick box when setting up new Contacts to
approve the client for Money Laundering. The Radio
Button will automatically default to Checks every matter
for Money Laundering
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Checks every matter for Money In addition to checking matters are approved for Money
Laundering and sets up every Laundering, this option also creates a new Matter with a
New Contact with a 0000 \000O code.
Matter for Documents
This should primarily be used to store documentation
relevant to the associated matters.

Fill in the options as required.

— Default 0000 Matter Values 1

Department Code: | _]
F/E Code: | _]
Work Type: r— __J

The system will not allow financial transactions to be entered for a client where Money Laundering
has not been completed.

In the majority of instances, AML will have been completed. However, there may be a few clients
where the documentation may be outstanding. It will be quicker to remove the approval from these

clients rather than applying it on a client by client basis.

Select the Set All Existing Clients to Approval for Money Laundering option.

A Update System Options (23w
General | Mare... ‘ Notify by Email  Money Laundering

Money Laundering Check.

() Mo Money Laundering checks on any matter

(®)iChecks every matter for Money Laundering

() Checks every matter for Money Laundering and
sete up every NE'W contact with & 0000 Matter for documents

Set All Existing Clignts to Approved for Money Laundering h

Default D000 Matter Y alues

Department Code:  |GEMN .
F/E Code: 5K

Work Type: GEN

Save Cloze

When you click Save the following message will appear.

Money Laundering “

% This will zet all clients as "Approved” for Money Laundering.
|

< you want ko continue?
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Remove Money Laundering Approval

1. Click on the Client Icon on the Toolbar
2. Locate the client

3. Remove the tick from the Approved Box

A Update Contact Details [
Contact:  FLY'001 Jack Flynin

General |Cruss Ref | Categories | Personal | Deeds |Wi|\s | Matters | Notes | EBank Details |

LCode: [Jack Flynn | Client
Salutation: |kr Flnn DOther Ref:

Address: |10 Rose Lawns
Blanchardstown
Dublin 15

Nationality: .
Approved
Approved Date: | 27/01/2017

Approved By |EH

Tel: [01-564 7834

Ean |

email: |iack@gmail com

Main Contact:
tain Contact: | T Coporats
PPS Mo | Statements
Clignt VAT No: | Fee Eamer: |CH .
Til FileManager | T Mairtain ltems Letter Cancel
4. Click OK
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Client & Matter Accounts

A Contact's details are entered via the Clients/Contacts facility in SAM or through the Desktop. A
Contact only becomes a Client after a Matter has been opened for them as a result Contact and

Matter information is kept separately.

The Contact and Matter Wizard

This Wizard is an easy way to enter Contacts and Matters from the one screen.

Create a new Contact and Matter through the Wizard

1. Double click on the Matter Wizard icon on the toolbar .

2. Click Next on the Welcome Screen and the following screen appears.

A Add Client/Matter Wizard...

Mew or Existing Client

Selectthe option that describes the action you wish to take

TIF: Press the TAE key to move Lo the next entry

&bbie Lynch
Accord Music Wworld Lid

44 Main StreetDun Laoghal
South MallCark,

123 Mayfair StreetDublin 2
G0 Somerset Road, Ranela
14 The MewsDublin 12
AE Second StreetBrayCo W
B ank CentreB allsbridgeDuk
1 High Street,Dublinlrzland.
44 Main StreetDonnybrook|
23 Lohunda GardensD ublic

> W
() 2. Client is not listed above. Create new client for this new matter
Mew Debt Matter < Back Finizh Cancel
3. Click the radio button for Option 2 and Next
4, In the Client Code enter the first three letters of the surname and click to the Client Name.

The system will generate the next code in the sequence. If using Numeric codes, leave the

field blank and the system will generate the code.
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Enter Chent Details TIP: Prezs the TAB key to mave to the next entiy a
Please enter the new clients details below.

A unique client code iz required

Client Code IBDYDD‘I Tip: Enter the first 3 letters of the clients sumame.
Clierit Mame:  |Arne Boyd
Salutation:  [Ms Bopd

Address: 49 The Larches
Dublin 13

Tel | 654 2583 Far |

Mobils I 0866-452 3574

email: |anneb0yd@gmail. com [] &spproved for Money Laundering

5. Enter the Contact Details and click Next.
6. Enter the Matter Description.

7. Enter an Old Ref if you want to use the field. This reference field can be used when entering
information from another system.

8. File Ref, User Ref 2 and User Ref 3 can be used to hold additional information. Your Ref
relates to the client’s reference for the matter.

Enter Matter Description TIP: Press the TAB key to move to the nest entiy D
You must enter a description for the matter.

Type a description for this matter. eg. "Joe Bloggs -v- John Smith" . "Purchase
of b ain Street Dublin®.

D escription Lattery tfir]

Enter optional other casze reference below.

0ld Ref: I

File Ref |

User Ref 2: |

User Ref 3: |

9. Click Next.
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10. Assign a Fee Earner by selecting one and clicking Next.

Y'ou must assign a Fee Earmer and Partner to the Mew Matter,

Assign Fee Earner/Solicitor TIP: Prezs the TAB key to mave to the next entry D ‘

Select a Fee Eamer below to azsign to the new matter. Select a Partner below to azsian to the new matter.

Code M arne

=

EBrian Sweeney Carol Maolan

Caral Molan Jutin Phelan
ustin Phelan Stephen Keogh

b ark Kelly

M artina Yinters

Stephen Keogh

Mew Debt Matter Finizh

11. Assign a Department, by selecting one and clicking Next.

Asgegign Department TIP: Press the TAB key to move to the next entiy D
You must assign a department ko the Mew Matter,

Select a department below to assign to the new matter,

Code Dezcription
FIM Finance

GEM General

HIG High Court
KH Houzing

K.FL Flanning

R Fates

Lkl Loans kManagement
OB Ombudsman
FC Priveate Clients
FRO Frobate

FREM Femortgage

I(I{{I{I?I)IDDIDII L4

12. Assign a Worktype by selecting one and clicking Next.

Assign Worklype TIP: Press the TAB key to move to the nest entry D
“'ou must azsign a ‘Worktype to the Mew batter.

Select a‘Worktype below to assign ta the new matter.

Code Description

WL icoident

BT ihction

WL idvice

CIR Circuit Court

COM Commerical

CEB Ciebt Collection
DLC Cref Lit Circuit Cour
LD Dref Lit District Cou
DLH Dief Lit High Court
DRC Debt Recovery
GEM General

B A4 4] 2] b | BR| B

Mews Debt Matter Firizh

Keyhouse Computing Limited 45 IMI Business Campus, Sandyford Road, Dublin 16



SAM Accounts version 3.6 Client & Matter Accounts

14. Assign a Caseplan by selecting one and clicking Next.

Assign Case Plan TIP: Prezs the TAB key to mave to the next entry

You must azzigh a case plan to the Mew Matter,

Select a case plan below to assign to the new matter,

[Code | Description

Defence Litigation High Court - BLM
High Court Litigation

High Caurt Perzanal Injury

Probate and Administration

Injuriez Board [PIAE]

Property Purchasze

Property sale

Purchases

Rates Collections for 'wWater Charges
Rates Collection Proceedings

Sale

Shared Dwnership acquistions & dizposals
System Actions

15.

Completing Add Client/Matter
Wizard

You have successfully completed the Add Client/Matter Wizard.

To add the client/matter to the system press the finish button.

[ Print Client Label
[ Print Matter Label

New Debt Matter < Back Mest> [ Finish | Cancel

16. Click Finish.

To Enter a new Matter only through the Wizard

1. Click on the first option to enter
a hew matter on an eXIStIng Mew or Existing Client TIF: Press the TAB key to move ta the next entry
client when the Contact is Selectthe option that describes the action you wish to take

already on the system. O, Sl ez s et

. Search | by
2. Search for the client name by — —

enterin g the name in the Search BAROOT Torw Bamy 23 Lohunda GardensDublin 16
field.

3. Click Go and the Contact name
should come up. Double click to
select the correct one

4. Click Next

() 2. Client is not listed above. Create new client for this new matter
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5. Complete as per creating a new client and matter from Step 6

Maintaining a Matter

Once a matter has been

created, additional information can be added, or existing information

amended in relation to each client and matter.

5. From the Items Menu, select either Matter or Contact/Client. Alternatively click the
Contact/Clients button on the Toolbar.

6. The Contacts Browser is displayed.

7. Locate the client/matter to be amended.
8. When using the Item | Matter option, click on the Change icon to open the matter. ' A
Matter Basic matter information can be amended, and additional information

Admin

File Details

Archive

Ledger

Label
Client/L

added. Use the Your Ref to enter your client’s reference for the matter.

Contains information relating to fees and billing. The Charge Rates for
individual matters can be set or amended. The charge out rates link to the
handlers’ rates. The Statute Date can also be maintained on this screen.

Details items held for specifically relating to the matter e.g. Deeds and Wills.
See the section on File Manager (p.g. 49).

Enables matters to be closed. Note all tasks must be completed in the
Framework and all financial transactions complete before a matter can be
closed.

Takes the user to the Matter Ledger for the matter.
Prints a label for the matter when a label printer has been connected

Prints the Client Ledger

NOTE: Itis also possible to create a new matter for an existing client from the Items | Matters

screen. Use the :3: to create a new matter.
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Maintaining a Client

1. When using the ltems | Contacts/Clients, locate the client using the code then double click to
open.
A Update Contact Details (=

Contact:  FLY0M

General |Cross Ref | Categories | Fersanal | Deeds |Wi|\s | Matters | Notes | Bank Details |

Jack Flynn

LCode: |Jack Flynn | Client
Salutation: [Mr Flynn Dther Ref:
Address: |10 Rose Lawrs
Blanchardstown
Dublin 15
Nationality: .
Tel: [01-564 7834
Approved

Fax |

Approved Date: | 27/01/2017

email: |iacki@gmail com

Approved By: ’B‘Hi

Main Contact: |

[] Coiporate

PPS No: |

Statements

Clignt VAT Na: |

Fee Earner: [CH .

Ti FileManager | T Maintain ltems Letter Cancel
General Holds the basic client information. Note if the client is a company, tick the

Cross Ref

Categories

Personal

Deeds & Wills

Matters
Notes
Bank Details

File Manager

Corporate Box.
Allows the linking of two or more related clients e.g. Parent and Child

Allows for the profile of client e.g. how to keep in contact following
completion of the current matter/s.

Additional informationin relation the client. If the clientis set as a corporate
this screen will not be visible.

Details all items being held on behalf of the client. Additional items can be
added using the appropriate tab and clicking Insert. See the section on File
Manager (p.g. 49).

Lists all matters for the client
Allows the user to add notes specific to the client
Facilitates the holding of a client’s banking information

See Section on File Manager (p.g. 49).

2. Click OK to save the contact.

NOTE: The new Contact will be found on the All Contacts Tab. It will only appear on the Client
list when a Matter is opened for it.

3. The Letter Button when pressed copies the name and address of the contact to the Windows
Clipboard. Open a document and click paste for the name and address to be included.
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File Manager

The File Manager is used to keep track of the locations of physical items such as wills, deeds, tapes,
share registers etc. It records details of the physical storage location of the item, which client owns

the item and which cases it is connected to.

The File Manager also keeps a record of the date the item has been withdrawn and when it has been

returned and by whom. The history of the item is recorded for tracking purposes.

In the Framework this program is known as the Strong Room.

Add an Item to the File Manager

NOTE: This feature should only be used if the Keyhouse Framework has NOT been installed.

1. On the Menu Bar select Item | File Manager | Maintain ltems

Items | Entries Ledgers Reports Queries
Matters
Close Matter
Slow Search

Mowve Matter
Suppliers
Contacts/Clients
Category Mail

Codes r
Mominal Accounts
MNeminal Reporting Sequences

Accruals/Prepayments

File Manager 3 Itern Enquiry

Period End Maintain ltems

Year End Procedure Locations
Itemn Types

Iterns Out Report
Itern Diary Report

Iterns by Client

Files r
Others r
Wills 3
Deeds r
2. The following dialog box will appear
A Browse the ltems File @

Queries  [4ll Records

by Item Code | by batsr | by ltem Type | by Ciient | by Search |

Client /
M atter

Diescription

Oooo123124

T8/06/2014

0000123125

LY ide: Remowals
Student Complaint File
Richard Fennell

Wil

AAMDN2A0002
NOa

FE T8/06/2014
FEMOO /0001

0000123126

ooooi2mar 18/06/2014

“rear End Backup 2013 (SERVERD)
Margaret Ryan
Will which inchided additions for beneficariss

0000123128 18/06/2014

RvA002
R A002/0001

Insert LChange

>

Delete

Diary

Clase
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3. Click Insert to add a new Item
4, Enter the required information
A Update the ltems File ==
Item:
General |ItemHistor}l | Item Diary | Client Info |
Itemn Type: . Item Code: IN
Client Code:
Matter: .
Deseription: |
Location: . Box Mo
Search Code
Fe Earer: .
Entry Date: ’W
Destroy Date: .
(® Open () Closed ‘
Last Accessed: 28/09/2018 by wiho: Carol Cameal

Iltem Type: Select the Item Type from the drop-down list

Item Code: Input an Item Code

Client Code: Select a client if required or alternatively leave blank if a matter does
not exist

Matter Code: Select a matter if required or alternative leave blank if a matter does
not exist

Description: Input the description of the item

Location: Select a storage location

Box No: Likewise, select a Box number from the drop-down list

Search Code:

Populates from the Description

Fee Earner: Use the drop-down list to select the Fee Earner with responsibility for
the item
Entry Date: The date on which the item was entered on the system: normally

today’s date

Destroy Date:

The date, if any, on which the item is to be destroyed

Open/Closed:

This will default to open
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5. When the item code Will or Deed is selected, an additional tab will appear allowing additional

information to be entered.

A Update the ltems File @ A Update the ltems File @
Item: Item:
General il |ItemH|stmy | item Diary | Client Info | General Deeds |IlemH|story | Item Diary | Client Info |
Testator | wilbae [ |- E"”d ddess S
eceived From
Leeslian Date Died. o
Nature OF Title:
Executor 1 [ Executor 2: |
Joint Dwrer.
Tenant In Common:
Dieed Date: 25/09/2018 ... Schedule Of Deeds: |
Date Reviewed: " [ Accountable Receint
winess1: | Withess 2 |
Location of Deed: |
Date Removed: an
Removed By |
“al of Estate 000 Aelease Date: .. Releaze To Removed To
Probate.
Tstwill Date: Comments:
2nd 'ill D ate:
Last Accessed: 28/09/2018 by who: Caral Tl Last Accassed: 28/09/2018 by Wha: Carol Cancel

6. Click OK to save the record

View, Withdraw and Replace an Item by Client

1. Click on the Contact/Clients Icon on the Toolbar

Menu Bar.

lterns | Entries Ledgers Reports
Matters

Close Matter

Slow Search

Mowve Matter
Suppliers

Contacts/Clients
Category Mail

Codes
Mominal Accounts
Mominal Reporting Sequences

Accruals/Prepayments
File Manager

Period End

‘Year End Procedure

Queries

or click Items | Contact/Clients on the
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2. This open the Browse Contact dialog box.

A Browse Contacts

Queries: [All Records

Clights |AII Comtacts | by Other Ref

=1 %

ExS
@

Address

Other Ref

Principal

Ltd 44 k5 tDun Laogha Dublin b1 Tom Daly
orldwide Femovals South MallCark
ABADDT D avid &brahams 123 Mapfair StreetDublin 2 D avid &braharns
ABBOOT George J Abbott B0 Somerset Road, Aanelagh, Dublin £ A5555 George Abbott
ABBODZ Abbie Lynch 14 The MewsDublin 12 Abbie Lynch
ACCO01 Accord Music World Lid 56 Second StreetBrayCo 'wWicklaw
AlB O Allied Irizh Banks, P.L.C. B ank CentreBallzbridgel ublin 2
AlGOM Allied Investment Group 1 High Street,Dublinlreland.
A0 Allied Investment Netwaorks p.l.c 44 Main StreetD onnybrookD ublin 4 Andrew Mullen
BARO0T Tory Bamy 23 Lohunda G ardenzCublin 16
BECO01 Angela Beck 26 Church StreetR athgarDublin 6. Mz dngela Beck
BESO01 Business Time Limited 5 The Court Abbey Street Dublin 2. BUSIMNES Harold ‘Waorth
IR R >
Letter Inzert Change Delete

Matters || Categones Links Cloze

3. Select the client required and double click to open

4, Click on File Manager in the bottom left of the screen.

A Update Contact Details -H
Contact:  FLY0O1 Jack Flynn
General |Cross Hefl Categoriesl F'ersonall Deeds I Wills | Mattersl Notesl Bank Detailsl
LCode: M |Jack Flynn | Client
Salutation: | Mr Flynn Other Ref: |
Address: | 10Rose Lawng
Blanchardstown
Dublin 15
Hationality: |
Teb |01-564 7834
. Approved
Fau: | Approved Date: [ 27/01/2017
email: [jack@gmail com
Il d Approved By: |BH
Main Contact:
= I [] Carporate
PPS No: | Statements
Clight W¥AT Ma: | Fee Eamer: ICN
Im File kM anager I Hﬂ taintain lterns Letter Cancel
5. All records for this client will be visible.
T Item Enquiry

Queries:

by Item Code |h_l,l I atter | by Itern Type | by Clierit | by Search Code I

Cliert /
I atter
FLv001

Mame

Description

Jack Flypnn

] o property at 1 Main Street, Maas,

Item Code Type

dee001 DEE

FL' 007 A0001 B

/4 DEEDS TO PRI

HINI{I?IPI»IHI < >
ithdraw Fieplace
Histary Diiary Close
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6. To withdraw an item, select the item required and click the Withdraw Button.
7. Enter your login and password and click OK
User Login
Login ,7
Password ,7
Cancel it
8. Enter the required details and confirm the withdrawal
Withdraw ltem
If you confirm below, this item will be
SIGNED OUT TO oL
Carol
For Who:
Comment:
Confirm Withdrawal Cancel
9. The system will then advise the location of the item

Withdraw ltem u

‘r'ou will find Deeds ta property at 1 Main Street, Maas, Co Kildare at STR

10. Once the item has been removed, a record is created. To see the record, click History in the
bottom left of the screen.

A Browse Item History ===

Iter:  dee001 Deeds to property at 1 Main Street, Naas, Co Kildare
Jack Flynn
Histary |

By 'who In Time Comment
kevhous 3/ q : 11:51 forre
keyhouse for review

44 4] 2| m] < >

Close

11. The item can then be returned by navigating to the client.
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12. Select the record and click the Replace button

0 ltem Enguiry El
Queriss:  [All Recards i1 | { ﬁ
by Item Code |h5l I atter | by Itemn Type | by Clierit | by Search Code I &
ltemn Code | Client / Type Name_ ; /0 0/C) Destray Date | Search Code

dee00

HIHI{I?I)I»IHI £ >

Driary Close

13. The following dialog box will appear

A Replace ltem -H
ftem: deelil Deeds to property at 1 Main Street, Naas, Co K
Client: FLY001 Jack Flynn

Location I—

Ok Cancel

14. Click on the Browse button to enter the location

Fi Select a Location

Available Locations

Code Description | Full vM
BOHZ Box 2 M

DUE Dwuablin M

QOFF Offzite M

STR File Foom M
IR >

Cloze

15.  Click Close and the OK
16. The following dialog box will appear

Item Details

This [tem was withdrawn by keyhouse on 3/01/2019 at 11:54

17. The History will be updated.
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Chapter 6 The Matter Ledger

The Matter Ledger shows details of all transactions relating to a specified Matter. It is divided into
four columns, Billing, Outlay, Client Current and Client Deposit Accounts.

W R N 0 A

The Client Current and Deposit Accounts hold Client monies. Brackets show credits.
The Billing and Outlay Account together represent the traditional Office account.

The Outlay shows un-billed outlays and the Billing A/c shows the amounts billed and received
from the client.

To view the Matter Ledger, select Matter Ledger View  Ledgers | Reports Queries Window Register Help
from the Ledgers Menu or click the Matter Ledger Matter Ledger View F12
button on the toolbar.

Click the Matter button and select the Matter to be viewed from the list. ﬂ

The description of the Matter is displayed. The names of the client, the Fee earner and the
department are also listed.

Matter Ledger @I

- | DEAODT /0001 James Deane BS LT Time Bal (H:M): 17 : 44
RTa whites Cross, Stillargan Charge Bal:  (5,555.00)

4 »
=
Client Balances S5 Leagar -\-J
NE: Parentheses [ ] denate Credits Debtors Led E xnand Client &/c
M arrative Billing &/c Outlay A/c Client Current Deposit Adc

4/ Pd PIAE 50.00
23/ Pd 5t Vincents University Hospital Medical Report
18/04/2003 Pd kr Donal Murphy MAS1 Medical Report 220,00
14/06/2009 Lodged settlement recd [250,000.00]

8/07/2009 Transfer fees on ledger DEADDT /0004 1.815.00

8/07/2009 PdJames Deane balance settlement recd less fees| 229,645.00
15/08/2003 Pd Moel Coward BL 5,526.00
15/08/2003 Pd Moel Smyth 5C 2,800.00

2/02/2012 Tolnvoice Iy 987 [330.00]

2/02/2012 Invoice: Feex 10000 Outlaw:390 VAT 2300 12.690.00
14/02/2012 Transfer part fees 4.215.00
14/02/2012 Transfer part fees [4,215.00)

RIREIER A

Dlient /¢ Rieserved: 0.00 Balances: | 847500 om | 0.00 | 0.00

@ = i X ¥ |oFf| Bl [k @] | P £ Ory: &I Records =l ) Clase

To see a summary of the client balances, click the Client Balances button.

To see a fuller view of the Billing account, click on the Debtors Ledger button.

To see a fuller view of the client account, click on Expand Client A/c.

Double click on any transaction on the Ledger to view the full original entry forms.
To print a Matter Ledger Card, click on the printer icon.

The Matter Ledger will print to screen and may then be printed by clicking on the printer icon
on the left of the toolbar. For more information on Matter printouts, see the Matter Reports
section (p.g. 129) at the end of this chapter.

To Add a Comment to a Ledger Card

1.

Click on the Add Comments button.
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2.

©® N o v b+

The following dialog box will appear.

A Short Matter Ledger M... [s25s]
Date:  [28/0%/2018 =] ..

Cancel

The Date will appear as today. Use the arrows or click on the Browse Button to change the
date if required. The date dictates location of the comment on the Matter Ledger.

Enter the comment

Stored Narratives can be added before or after the comment using the N- or the -N buttons.
Click OK

The comment is now visible on the Matter Ledger, highlighted in blue.

To view the Ledger without the comments, click the Filter button. ON or OFF is 7
displayed beside the Filter button depending on whether or not it is activated. :

To Remove a Comment

Select the comment to be removed

Click the Remove Comment button. This button is only available if the user is logged in X
as a supervisor.

Click OK to accept the warning.

Fee Negotiation Letters

The Fee Negotiation Letter (FNL) facility enables a firm to keep a record of fees under negotiation.
When an FNL is entered, a record is created for the Matter and a comment is placed on the Matter
Ledger.

To Enter an FNL

Click the Fee Negotiation Letters button. =
The Update FNL Details window displays the Client and Matter description.

The FNL Date defaults to today’s date. To change the date, click the arrows or click the lookup
button to select a date from the calendar.
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4, Select the person to whom the FNL is going by clicking on the Client, 3rd Party or 3rd party Sol
buttons or type in

5. The details of the recipient are A Update FNL Details ==
displayed in the FNL Name and Cliert: ABBO02 Abbie Lynch
Address fields. L e | Matter: 0001 Commercial Lease - 5 Main Steet, Donngb Sk
6. Enter the estimated fees owed FML Date: Ma2mE 2|
in the FNL Fees box. FNL Mame: [bbie Lynch Client
. . Address: 14 The M
7.  Enter the estimated outlay in Dutin iz 31d Party
the FNL Outlay box.
3rd Party Sal
8. Enter any VAT owed in the FNL FHL Fees: Z.500.00
VAT box. FHL Outlay: 500.00
) FHL WAT: E7E.00
9. The total‘ monies owed are LT PR
automatically updated in the
FNL Total box. Cancel

10. Click OK to update the FNL.
11. The Filter button will also show and hide the FNL.

The Client Reserve

The Client Reserve facility allows a reserve to be entered to ensure a minimum balance is kept on
the Client Account. SAM 3.6 will not allow the balance to fall below the reserve and will therefore
prevent outlay being posted if it causes the account to fall below the minimum balance.

When the reserve is set a comment is entered and the reserve amount is then displayed in the
Matter Ledger window.

To Set the Client Reserve

4

1. Click the Client Reserve button.

A Set/Amend Client A/c Rese... @
2. Inthe Set Client A/c Reserve form enter the amount ARBONZ/0001

of the reserve in the Reserve box. Reserve: [ 5.000.00
Comment for Ledger:
3. Inthe Comment for Ledger box enter a comment Stamp Duty

that will appear on the Matter Ledger.

4. Click OK to set the reserve. ok Cancel

5. If an attempt is made to withdraw an amount

. Problem
that would reduce the Client Account balance
below the reserve, the following message is This transaction would reduce Total Client A./c below
. Q reserved limit
displayed. Please note Client A Limit: 500

6. Clicking OK only closes the Problem-warning
box. It does not allow the user to make the
withdrawal unless no barring has been specified.
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Undertakings

An undertaking is where the solicitor assumes the responsibility for paying out money in a specific
order, (e.g. the bank is paid before the client in a repossession order), or returning documents held
on behalf of the client.

There are Undertaking Reports available under the Reports Menu and the Crystal Reports Menu.

To Record Undertakings

1.  Click the Record Undertakings button. |6

2. In the Undertakings browser click the Insert button.
(U] Undertakings =] 2 =)
Client: ABBO0Z  Abbie Lynch
Matter: 0007 Cormmercial Leaze - 5 Main Street, Donnyb
D ate Type | Who Y alue Detailz Discharge |3ecord Id »
RN IR > v
0 Undertakings 0.00 Dizcharge Change Delete
& Undertakings by Matter & Undertakings by Client Close

3. The Undertaking is added by default to the Matter Ledger. If this is not required, untick the
Add As Comment to Ledger.

(U] Adding an Undertakings Record \El = \El
Client: ABBO02 Abbie Lynch Add Az Camment to Ledger
b4 atter: 0001 Commercial Lease - 5 Main Street, Donngbrogk.

Undertaking |Exlla Motes |

Date: [ EEEnE Diary '/ aming D ate: 29/09/2016

Tupe Given Or Received Commercial Or NonCammercial
®) Financial () Documents () Given () Received () Commercial () NonCommercial

ALuthorized By FE:
Undertaking Ta:

W

Details:

Walue: 0.00

Status: [

Dealing Number: |

Cancel

4, The Date field defaults to today’s date. To change the date, click the browse button to select
a date from the calendar. This field is designed to hold the date the undertaking is due.
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5. The Diary Warning Date will calculate automatically to set the warning date. Thisis usually 10
days prior to the due date but the length of warning can be amended in the System setting of
the Framework.

6. Select one option from the Type, Given or Received and Commercial or Non-Commercial
fields.

7. Enter the name of the Fee Earner giving/received the undertaking in the Authorised By F/E.
8. Choose between the two types of undertakings by clicking Financial or Documents.
9. To add a comment into the Matter Ledger, place a tick in Add Comment to Ledger.
10. Click on the browse button on the Undertaking To field to add the name of the other party.

11. If the associate has not been added to the matter, click the Add Professional button.

A Case Contacts (Bank Details) (23]

Case Contacts | PRI

Description Bank Mame Bank Sort Code | Bank Acc No

A ants tants]

] BL]

Other Party Paul Smith{Paul Smith)

Salicitars Allsop & Brawne[Alsop & Browne)

KR EREI < >
Select

I E} Add Prafessional | LCloze

12. Select the Associate Type from the Panel on the left e.g. Bank and then select the bank from
the list. If the associate is not in the list, click the Green Plus to add a new record.

13. Inthe Code field, enter the Alpha element of a code and click to Full Name. The system will
enter the numeric element of the code. Alternatively leave blank and the system will
generate a numeric code once OK is clicked.

14. Enter the Full Name, Salutation, Address and email address and click OK.

A Add associate (New) (30
General ‘Dlhal Details | Other Types | Notes |
8 Twe Earks .. Banks
Code BOIODT
Full Mame... | [Bank of lreland Phane Na
Salutation:  [Sirs FarNo
Jab Tite: | Hame:
Caompary: | Mobile Mo:
Address 1 Main Ghreet E-Mail [infa@hainaas.is
Naas DXRet [
Co Kidare :
& Search: | Go Clear
Relationship Name Phone Email Addiess -
M4 4 7| bk Kl < > v

15. The associate has now been added to the database and can now be added to the matter.

16. The Who box will be populated automatically once the Undertaking To field is populated.
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17. Enter the Details of the Undertaking

18. If the undertaking is a financial one, the value of the undertaking must be entered in the Value

field.
Highlight the required option and click select.

-

19.

P

A Select an Undertaking St... s3]

Status |

Status

Post Regiztration
Fre Registration

£ >

Cloze

] 44] 4| 2] 0| e 1]

20. The Dealing Number relates to the Land Registry number and may not always be required.

21. Click OK to save the undertaking

(=] = =4

[ 4dd Az Comment ta Ledger

(U] Update Undertaking
Client: ABBO0Z
Matter:00CH

Undertaking |Exlla Motes |

[ EEEEE

Abbie Lynch
Commercial Lease - 5 Main Street, Donngbrogk.

00208

Date: Diary W arning Date:

Commercial Or NonCommercial
() Commercial () NonCommercial

Given Or Received
(® Given () Received

Tupe
() Financial () Documents

Authorised By FE: |BS

Undertaking To:  [NIBOO1

Mational Irigh Bank[Mational lrizh Ban

Whe: National liish Bank

Details Register title on completion of sale
Walue: [ o

Status: [

Dealing Number: |

Cancel
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22. The Undertaking will be added to the Matter and will also create an entry on the Undertakings

Risk Register.

O Undertakings

Client; ABBO0Z  Abbie Lynch
Matter: 0007 Commercial Lease - 5 Main Street, Donnyb

(o] & sl

Dietailz

Browne

M4 4|2 v]lm] <«
0.00

1 Undertakings Dizcharge

0.00 Register title on completi

Dizcharge

Recard Id
3

Inzert LChange Delete

é Undertakings by katter % Undertakings by Client

Cloze

To Discharge an Undertaking

NOTE: This feature should only be used when the Keyhouse Framework has NOT been installed.

1. Open the Matter Ledger for the case
2. Click the Record Undertakings button.
3. Highlight the undertaking on the Matter Ledger.

(U] Undertakings

Client: ABBO0Z Abbie Lunch
Matter: 0007 Commercial Lease - 5 Main Street, Donnyb

(=] @ ==

Detailz
L Mational Irizh Bank,

a2 v]m]m] <

0.00

1 Underntakings

0.00 Reaister title an completi

Dizcharge

Record Id

Inzert Delete

% Undertakings by Matter % Undertakings by Client

Claze

4, Click on the Discharge button.

Keyhouse Computing Limited 61

IMI Business Campus, Sandyford Road, Dublin 16



SAM Accounts version 3.6 The Matter Ledger

5. The Discharge Date will always be today. Click on the Browse Button to change the date.

(U] Update Undertaking o] @ ]
Client: ABBO02 Abbie Lynch Add Az Camment to Ledger
b4 atter: 0001 Commercial Lease - 5 Main Street, Donngbrogk.

Undertaking |Exlla Motes |

Date: 29/09/208 Discharge Diate: 29/09/2018 ...
ADMIN
Tupe Given Or Received Commercial Or NonCammercial

Financizl (® Documents ® Given Received () Commercial nCommercish
Authorised By FE: [E5
Undertaking Ta:  [HIEO0T Mational lrish Bank[M ational lrish Ban
who Mational liish Bank
Details Register tile on completion of sale
Walue: 0.00
Status: [

Dealing Number: |

Cancel

6. Click OK to compete the discharge
(U] Undertakings ===

Client: ABBO0Z Abbie Lunch
Matter: 0007 Commercial Lease - 5 Main Street, Donnyb

Date Y alue Detailz Dizcharge Record Id

a2 v]m]m] < >
1 Underntakings 0.00 Insert Change Delete
& Undertakings by Matter & Undertakings by Client Close

7. The Matter Ledger will record that it has been discharged.

A Matter Ledger (=]
Matter: | |ABBO0Z240001 Abbie Lynch SK COM Time Bal (H:M): 6: 40
« ||y | Commercial Lease - 5 Main Street, Donnybrook. Charge Bal: 976.50
{ =
Cliert B alances AR Vi :"\:‘}?
NEB: Parentheses ] denote Credits Debtors Led Expand Client A/c
Date Ref M arrative Billing A/c Outlay &/c Client Current Deposit Adc
28/04/2010 TE2E2 Lodged [30.723.28)
1/05/2010 156 Tolnvoice 156 [30.00
1/05/2010 156 Tolnvoice 156 [75.00]
1/05/2010 156 nvoice: Fees:?3695 Outlaw105 WAT:5034.43 28.894.43
5/05/2010 5411 Pd Comparies Office 30.00
24/05/2010 5969 Pd Companies office 75.00
28/05/2010 TE2E2 Lodged [28.894.43)
a/ms2ma 224 Tolhvoice 224 [105.00]
/0142012 224 nvoice: Feex:625 Outlaw105 WAT:131.25 861.25
23/09/2018 admir FML: £3577 Abbie Lynch
23/09/2018 adrnity RESERVE: Stamp Duty
29/03/2018 adrmin Undertaking Mo:_1:(0]Reqister title on completion o
29/03/2018 adrmin Undertaking 1 DISCHARGE D:Reqister title on co
14 44) « | 2| »|pp| 01
Client &/c Reserved: 5,000.00 Balances: | 861.25 | noson | 0.0 | 0.00
@ =] i X ¥ | oFF E 4 P éj Qry: |4l Records 2| ] Claoze

NOTE: The ability to discharge undertakings may be controlled.
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To Delete an Undertaking

Undertakings can only be deleted from the Matter if they have not been discharged.

Open the Matter Ledger for the case
Click the Record Undertakings button

In the Undertakings Browser select the undertaking to be deleted

A wWN

Click the Delete button and click close

NOTE: The ability to delete undertaking may be controlled

Pending Client Account Postings

The Pending Client Account Postings option shows any posting awaiting update to the Matter =
Ledger card which have been saved in the course of entering the transaction.

A Pending Client Afc Transactions @

The Transactions below have been entered to the 543 spstem but have not been
posted to the ledgers pet. This may be due to a time-lag at month or year end, or may
be only very short-term.

Narative
Lodged

2411/2012 77376

Quick Posting

When you already in the Matter Ledger for a matter, the Quick Postings option A Quick Post [l
can be used as it is the quickest way to post transactions. E= [ Erter Invoice

><. Wwiite-off [hvoice
It is used for a single posting on a matter or a transfer between two matters.

The system has been set up with certain defaults so much of the transaction is (&) Receive ta Offce
automatically filled in for you as the system already knows the defaults (e.g. Set-off Bill-> Oulay
the default Client Bank and the matter you are working on). B Cutlay Payment

?(. rite-aff Outlay

1. Select the Matter for the posting. Chent /o Freceit
£

@ Client &/c Payment
€53 Transfer for Costs

2. Click on the Accounts Actions icon
want to do.

and select the type of posting you

Transter Balance

@ Carrect/Copy
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Enter an Invoice

This option allows for the creation of manual client invoices. . 2l
recommended that the Billing Module be used when creating client invoices.

However, it is

1. Select the relevant matter from the A Invoice ==
Matter Ledger and click the Quick BEC001/0005  pockbeck
Post button. Irvoice No: [124 Date: 29/08/2018 ...
2. Click on Enter Invoice. Invoice Ta: - |Angela Beck Fees | 280000
VAT Code: [U™ .| 23.00%
3. The Matter Code, Date and Invoice Ouey: [ 30000
To information are already [ Transfer and Alocate
displayed. oK LCancel
4, Enter the Invoice Number, Fees,
Outlay values, and click Ok.
5. A standard Invoice form appears where you may add or alter items, such as Outlay from the
Matter.
A Enter Invoice/Credit Note =
Batch Mo 3,342 Posting Ref: 7.356 o
Bill Me: 124 [] Credit Nate Per 5 018
Date:  |29/09/2018 2 ... Bill Te:| Angela Beck /
Matter: [EECOOT /0005 .| [Our Ref] [F/E:SK )
Angela Beck
Revenue Summong x
BilingAfc  DullayAdc Cliert /e || e Do T LlOpeninvaice 57
0.0 45,00 000 rite Down Ta: | 29/09/2018
3.375.00 (55,00 000
Total: 3,375.00 [ Transfer - Pay - Allocate Entered on:29/09/2018 by admin @
Detail Lines Import
F/E | TypelNanative Valie VAT |WAT Value Dugt:ﬁy .
Sk, F Fe - 250000 1] &l
SK | O [Dutlays aonod | E 0o | | G
T4 44) 4| F| » | kr| M
& Copy Invoics ﬂ] Billing Guide Copy Inzert Change Dielete
Fees: WAT Ouitlay: TOTAL:
InwfCr Totals: | 250000 | E75.00 | 300,00 3.375.00
6. Select the item to be amended, right click and select Change
A Update Invoice Detail Lines =
Invoice Detail ‘ Batch No: - 3342
Eosting Ref. | 7aer Date [ opjmooms Ref [124 B[S [
(®) Fess () Dutlay | BECO01/0005
YatCode[0 .| 2300 NetVaue | ZEODOD  WAT: | 7R 00
MNominal &fc: W
Marrative: Fees (K ) N
M-
Ok Cancel
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7. Make the necessary change e.g. change the Narrative can click OK

8. Click Update the Invoice, then Save or Cancel

9. The Invoice is now visible on the Matter Ledger E

NOTE: This can also be done from the Issue Invoices button on the Toolbar.

Write Off an Invoice / Credit Note

This option is used to manually write off Client Invoices, or part thereof via

><_ wirite-aff [rvoice

the use of a Credit Note. It is recommended that the Billing Module be used where possible to

complete these transactions.

NOTE: We would advise that you do not issue partial credit notes. Credit the entire bill and issue a

new invoice for the reduced amount.

1. Select the relevant matter from the Matter Ledger and click the Quick Post button.

2. Click Write-off Invoice
3. The Matter Code and Date

X A Write-off Invoice (Credit Note) =)
are displayed. BECO0T/0006  AZEaith,...
4, Enter the Credit Note T Zaaag
. . CrMote Mo |E Select Invoice Clear Date: 29/09/2018 |..
number, click Select Invoice
and choose from the list. wWording for Ve L
Ledger: N
NOTE: The Credit Note N-
Number must be numeric
only as it may have
implications for time oo e Pl
recording.
5. Enter the Credit Note number
6. Click Select Invoice and the total value is entered automatically. Adjust if required, then click

Ok
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7. A standard Credit Note form appears, with the breakdown automatically calculated.
A Enter Invoice/Credit Note (=3
Batch NDZ’W Posting Hef:’i?,%a oo
Bill Mo: 0 [#] Credit Note | .. 0 (Inv MNo) Per 6 2018
Date: [28/08/2018 2] .. Bill Te: Crecit Note /
Matter: [BECO01/0005 - | [DurRefl  [F/E:SK )
Angela Beck
Hr;%i:ueegummons x
o ' [] Open invaice
Billing A& Olutlay &/ Cliznt &4 g
'3';9?5_;0 Utafsﬁ_ﬂcm 'emn_ﬂ'; o Wike Down To: [28703/2018 ... X
0.00 245,00 0.00 weiite (e s 0.00
Wwiite Back Walue: 0ao
Tatal: 3.375.00 Entered on:29/09/2018 by admin @
Detail Lines 'Dmuptg;
F/E | Type|Mamative Walue WAT |WAT Walue 0
Sk F_Fee ' 250000 L 575,00 [
Sk 0 [Outlaps . E 0.oa ('jJJ
4] A4 4| 2| k| kE| FI
é Copy [nvaice ﬂ Biling Guide Caopy Inzert LCharge Delete
Fees: WAT Outlay: TOTAL:
In/Cr Totals: | 2500.00 | 575.00 | 300.00 3.375.00
8. Enter the Invoice Number if it has not been pre-populated.
9. Make the necessary changes to the Detail Lines. If desired, change the Fees and Outlay
nominals to the relevant Write-Off nominals.
10. After checking all details click Update the Invoice, Save or Cancel as required.
Lodge to Office
This option is used to lodge client money to the Office Bank A/c. Receive to Office
1. Select the relevant matter from the Matter Ledger and click the Quick Post button.
Angela Beck
3. The Matter Code and Date BECO01/0005 Rt G mons
are displayed. Enter a O Date: [ 29/09/2018 |...
Narrative and Amount. wiarding for Lodged N [ Outlay
Ledger: &
. . T fer from Client &/
4, Tick the Outlay if all the N TDt |[6n88[ Pl -
. . Total: ,
money is to be paid to the
Outlay Account. Allacats Clear 0.00
. [ *whrite-nff Fiemainder
5. Click the Transfer from
Client A/c box if money is Lodge Separately || Lancel
being transferred from the
Client’s account to the Debtor’s account.
6. Tick Write-off Remainder if applicable.
7. Click Allocate if you need to match the lodgement with an existing invoice.
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8. Highlight the required invoice and click Select

A Select an Invoice =]

Outstanding Invoices |

alug 05 Valu
1] 3.3

Angela Beck

>

Close

9. Click Add to Lodgement (to add to an existing unposted lodgement) or Lodge Separately.

A Select Unposted Office A/c Lod.. s3]

Office A/c Lodgements |

Code Date Ref
OFFICE 2/05/2012| Ld
OFFICE 17 5

OFFICE : Jane Doe

BA| 4] 4 T k| Fr| kI < >
Close

10. If Add to Lodgement is selected, click on the lodgement to be used and select. Note: Create

will create a new lodgement.
A standard Lodgement form appears, having either been added to an existing Office A/c

11.

lodgement or created separately with all the essential information included.

A Enter Lodgement =
Lodgement: Batch No: 3.344 Posting Ref: 7363 || g

Lo Per 5 2018
Marrative: -
Ref [79533 Lodged to Office Account «
Date: | 29/09/2018 2 ..
Bank: [OFFICE x
Totsl Entered on: :
et o.00 29/09/2018 || X
by admin
Receipts Details:
F/E | T | Marrative Mominal &/c I atter Yalue

[ Lodged DEBTORS BECO01 /0005 0.00

R

0.00
Copy Inzert LChange Lelete
12. Click Update, Save or Cancel as required.
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13.

14.
15.
16.

17.

18.
19.
20.
21.
22.

If Write Off Reminder has been ticked, the following message will appear

Reminder...

Auto wiite-off Journal generated - please update

Click OK
Click on the Journal Icon on the Toolbar

Select the line to be used and click Change

-A Browse Journal Batches

Unposted Journals I

Cliert 4/C § Marrative

Automatic C

RIS >
Inzert Delete
= Close

The following dialog box appears

A Enter Journal
Jaurnal Entry Batch Mo |3,349 Posting Hef:l 7373 &
Per 0 ]
Ref: I Marralive: H M- /
Date: 29,/09/2018 = Autornatic Debtors balance
= = wirite-off
Clisrt 4/C x
Ertered or:  29/03/2018 F}_;'J
by

Journal D

Eﬁ--l Hominal 4/ Value
0 D Autom DEETOR B
M automatic Fees erte off FEESW’D

Enter a Reference e.g. W/o

The value of the write off will be adjusted to allow for VAT

The Journal Total must be zero to enable the payment to be posted

Click Update, Save or Cancel as required

If a message appears saying it cannot be posted forward journals, please contact SAM

Support.
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Set Off Bills Against Outlay

If you have issued an invoice for outlay which has yet to be paid, credit will Set-off Bill->Outlay
appear on the Outlay Account. To remove the credit, use the Set Off
Journal.
1. Select the relevant matter from the Matter A Billing- >Qutlay Set-off Journal =
Ledge and click the Quick Post button. Vet [T
2. Click Set-off Bill -> Outlay. A4 Securiies Ltd
Landlord Dispute
3. The MatFer Coc{e and Outlay balance are Joumet [—FE | Alooats .
automatically displayed. :
4. Click Allocate to match the journal value o f—
SNCE
against an existing invoice.
5. Click Ok.
6. A standard Journal form appears with all essential information.
A Enter Journal

Journal Entry Batch Nao: |3,35EI Posting Flef:l 7376

Per 5 2018
Ref: |Eﬁﬂi Marrative: |- M-
Date: I 3m094’2ﬂ18 =1 Jourmal to Set off billing against
Outlay

Cliett &A2

XN BB

Entered on:  30/09/2018
by admit

Journal Details

Ret  |F/ET |Naative | Norminal A/c alue

Set-off [ Joumal to Set off billing againstDEETORS  AAADDT /0001 [2194.63]
ournal ko Set off billing againszt dB A 007,/0001 2194 E3

444 4| 2] w0 0]

Joumnal Total m Inzert Change Delete

7. Click Update, Save or Cancel as required.
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Outlay Payments

Use this option to make standard cheque payments for Outlay on a Matter.

Q Outlay Payment

1. Select the relevant matter from the Matter Ledger and click the Quick Post button.

2. Click on the Outlay Payment
box.

3. The Matter Code and Date
are automatically displayed.

4. Tick the Third-Party Service
box if applicable, then click
on the browser box next to
the Pay To field to select a
Payee from your Supplier list

A OUTLAY Payment =
A A A Aa4 Secunties Ltd
00170001 Landlord Dizpute
[ Petty Cash Date: 30409/2018
Pay Ta: |
Wording Far "
Ledger: B ot
N om
Chegue Mo: A agse ffaad Fondiar Shoeges oK. Cancel

or type manually if not on the list.

5. The Wording for Ledger appears automatically but additional information may be added.

6. Enter the Amount and Cheque No if applicable, then click OK. A Cheque form with essential

information.

Cherue Payrment

Date: [ 30/09/208 2]...

BankA/s: [OFFICE
ChgMa:[  [JPintCheque [ JEFT

Tatak[ 500000

Detail Total 5,000.00

[1Pay & Client

A Enter Cheque
Batch Mo 3,351

Posting Ref: 7.3m

Per. 5 2018

Harrative: || (4.
Pd Cyril O'Meil Cost Accountants

EX\@@

[ Thid Paity ~ Papee: |Cyri\ 0'Meil Cost Accountants

[]0nee Off Payment

Entered on:
30/09/2018

byadmin

Payrment Details:

F/E | T | Marrative
0 Pd Cyril O'Meil

I ominal A/
OUTLAY

Change Delete

Copy Inseit

7. Click Update, Save or Cancel as required.
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Write-Off Outlay

This facility can be used to quickly and easily write off unrecoverable Outlay.

><_ Write-off Outlay

1. Select the relevant matter from the Matter Ledger and click the Quick Post button.

2. Click on the Write-off Outlay | 4 Write-off Outlay

box. Afh Securities Ltd —
AAAD01/0001 Landlord Ditsputet

3. The Matter Code, Date, Date: | EUOEEWE |..
Narrative and OutIaY Werdha 1 it of Dutes -
balance are automatically Ledosr 2| Ameunt:
displayed. WE] ] 5463

4, Click Ok if correct.

5. A Journal form appears with (e e
all essential information.

A Enter Journal <N

Journal Entry Batch No: |3,352 Posting Flef:l 7,381

Per. &5 2018
Ref: IEE! Marrative: M| M-
Date: I a0/09/2018 = .. “write off Outlay

Cligrt &2

Entered on:  30/03/2018
by admin

Journal Details

Eﬁ--l alue

kW O Wwrike off | |IJ||:|II N || LT Ly A 00T A00o

4|44 4| 2] »|re] v

Journal Tatal: m Inzert Change Delete

6. Click Update, Save or Cancel as required.
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Client Account Lodgements

Use this option to lodge client funds to a Client Current or Deposit Bank A/c Client &/c Receipt
on a Matter.

1. Select the relevant matter from the Matter Ledger and click the Quick Post button.

2. Click onthe Client A/c A CLIENT A/C Receipt ==
Receipt box. AAAD01/0001 aah Efgg:zsztlétd

3. The Matter Code and Date Date: [ 3070372078 ..
are automatically displayed. \Lr_\fodrdin_g fOr [ ndged i

. — — ' Amaunt:

4. Enter the Wording for N am
Ledger, Amount and tick the [] Deposit e
Deposit A/c box if
applicable' Lodge Separately Lancel

5. Click Add to Lodgement (to
add to an existing unposted lodgement) or Lodge Separately.

6. A standard Lodgement form appears, having either been added to an existing Client A/c
lodgement or created separately with all the essential information included.

A Enter Lodgement (=)
Lodgement: Batch Ma: 3,353 Posting Ref: 7384 &
Manative: M M- Fer @ 2l
Ref. [EEEEL] Ladged /
Dater | 30/09/2018 & ...
Bank: |CLIENT x
Total: & o000 Entered an: :
- o amaems | X
by admin
Receipts Details:
Ref F/E | T |Marrative Mominal Ao b atter Walue

b T Lodged CLCOMTROL  AdADD] D000

IR

5.000.00
Copy Inzert LChange Delete

X

7. Click Update, Save or Cancel as required.

Client Account Payments

This option is used to make cheque payments out of the Client Current or Deposit Bank A/c.

1. Select the relevant matter from the Matter Ledger and click the Quick Post button.
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2. Click on the Client A/c Payment box.
3. The Matter Code and Date are automatically displayed.

4, Tick ';he Third-Party Service A CLIENT A/C Payment =
box if applicable, then click A28, Securties Ltd
’ AAAQ01 10001 Landlard Dispute
on the browser box next to
the Pay To field to select a [ Third Party Service Date: 30/09/201 2
Payee from your Supplier list Bay To: |
or type manually if not on Wiording for e
. Ledger. N =
the list. 0.00
. M- [ Deposit &/
5. The Wording for Ledger
. 3 3 =] - ; '_ R 2 ] L
appears automatlcally. Enter Chegue Mo A oz Sk Foviar shogas Ok Cahicel
the
6. Amount and Cheque No. if applicable, then click Ok. A Cheque form appears with all essential
information.
A Enter Cheque @
Chegue Payment Batch Mo: [3.354 Posting Ref: 7,386 &
Per 5 2018
Date: [ 30/09/2078 2]|... Harrative: || M- /
Bank A/c W Pd Mr Noel Commors
Chahe:[ ] Print Cheque [ JEFT x
Total: 2.000.00 .2"1

Detail Total 2,000.00
Pay & Client
+ Third Pty Pagee: [Mr Noel Commans

Onee Off Payment

Entered or:

a0/0as2018
by admin

Fayment Details:

FA/E | T | Narrative
L Pd Mr Hoel Commans

Nominal Afc
CLCOMTROL

AdA001/0001 2.000.00

Copy Insert Change Delete

7. Click Update, Save or Cancel.

Transfer for Costs

Use this option for Client to Office bank A/c transfers with only the amount

to be entered.

1. Select the relevant matter

€, Transfer for Costs

from the Matter Ledger and | A Set Cost Transfer ==
click the Quick Post button.

2. Click on Transfer for Costs. Walue ta Transfer: | 739675 || Alocate | Allocated To

[]write-off Remainder

3.  TheBilling A/c balance is
automatically displayed in oK. Cancel
the Value to Transfer field.
Alter as required.

4, Click Allocate to match the transfer against an existing invoice, and tick the Write-off
Remainder box if applicable, then click Ok.
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5. By ticking the write off remainder a journal will be created on the journal browser for the
write off. This needs to be updated.
6. A message will appear advising that this transfer has been added to the Transfers Waiting list.
Message

Transfer added ta Transfers Waiting List

Click the Receipts button on the Toolbar

7. Click Process Costs Transfer in the lower left corner of the screen.
A Browse Receipt Batches ==
Unposted Receipts |
Batch No | Ref Date Yalue Bank &/c Narrative |
3276 |Ld 2/05/2012 24 76000 OFFICE Lodaed fees & vat
3287 77311 25/08/2012]  210,000.00] CLIENT Lodaed ta Client Account
3306 | 77376 241142012 0.00[CLIENT Lodged
3340 |Jane Doe 14/09/2018 100.00|QFFICE Counsels Fees
3244 79533 25/09/2018 0.00[0FFICE odged
3345 79533 25/09/2018 0.00[0FFICE Lodged
79533 OFFICE Lodged

3.3ME

4

23/03/2018

Lodged

a4 4|2 v H] <« >
Process Costs Transfers | Awaiting Processing: 2 List Insert Delete
=] Close
8. The Lodgement Form appears
A Enter Lodgement =)
Lodgement: Batch Mo 3,353 Posting Ref: 7.384 &
Marrative:  |-H M- Fer @ 2le
Bef | 79534 Lodged «
Date: | 30/09/2018 3.
Bank: [CLIENT x
Totsl Entered on: :
Lt 5.000.00 aome | R
by admin
Receipts Details:
F/E N T | Marative Mominal &/4c I atter Walue

CLCOMTROL

MW [ Lodged

HRIREDEE

Copy

AdA007 0001

Inzert

5,000.00
Change Lelete

9. Enter the reference and select each line of
10. The Ref will be added to each line
11. Click Update, Save or Cancel as required.

the detail in turn and click change and then OK
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Transfer Funds Between Two Matters

This journal facility quickly and easily transfers Outlay or Client A/c balances

between Matters and will not affect the Banks.

Transfer Balance

1.  Select the relevant matter A MI';”ST' 'f::tte' Balance =
E a a eCcuries
from the Matter Ledger and 001/0001 Landlord Dispute
click the Quick Post button. which Account? Date:
. () Dutlay [Credit this Matter] To Matter ,7
2. Click on the Transfer Balance o o '
(_J Clietnt Current (Debit thiz Matter)
bOX. Arnount: .00
3. The Matter Code and Date wording for "
are automatically displayed. —— —
N:
4. Tick Outlay or Client oK Carcel
Current, which determines
the account affected in each | 4 Transfer Matter Balance =

Matter. Add Securities Ltd
AAAD01/0001 Landlord Dispute
5. Click To Matter browser Which Aocount? o EEETEEE| ™
bUttF’r? to select the () Dutlay (Credit this Matter) Tt feeacooss
receiving matter. (@) Clignt Current (Debit this Matter)
Amount: [ 7R0.000
6. The relevant account’s
balance will appear in Wfording for (7, sfer Balance from matter: A&&00T 0001 to ]
pp_ . Ledgsr o oMer ARAODT/0003 i
Amount — alter if required. T
7.  The Wording for the Ledger Ok || Cancel
is inserted automatically.
8. Click OK if correct.
9. A Journal form appears. If transferring between two client account, tick the Client A/c box.

To transfer between Client Deposit A/c’s tick the Deposit box as well.

Entered on: 3040972018
by admin

A Enter Journal

Journal Entry Batch Mo: 3,355 Posting Ref: 7388
Per. & 2018

Ret: Eﬂ Marrative: M-

: Ii‘ Tranzfer Balance from matter:
pete 30/09/2018 =i AdA001 /0007 to matter:
| Client 4/C AARADD /0003
Depogit

Journal Die

EE--I Mominal &/ Matter |

om matter: LCLCONTROLAAA00T /0001

Y alue

(750.00)

Ingert LChange

10. Click Update, Save or Cancel as required.
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Correct or Copy a Posting

1. Click on an existing posting on the Matter Ledger. @ EanectCony
2. Select the Quick Post menu option.

3. Click on Copy or Correct.

/A Generate Reverse Transaction @

Select your option to generate a reverse tranzaction
ta comect thiz ane, or ta create a copy of this
tranzaction which you can either past or amend
before posting. ou will have to update the
tranzaction. Otherwize press Cancel.

() Copy Full Posting
A Catcel
4. The system copies the original batch in full and shows it as a correction in the narrative with a
negative value.
5. Please be aware that this cannot be changed and will correct all the detail lines entered
originally.
6. Click Update, Save or Cancel as required.
Please note:
= If you choose the Correct option, the system will correct the whole batch. If there is more
than one detail line, it may not be the best option.
= The posting can always be corrected by re-entering as before with a minus.
= You cannot correct a posting that has already been corrected or one from a previous year.
= The Copy option allows changes to be made on the posting.
Matter Ledger Reports

There are three types of Matter reports:

° The report generated from the Matter Ledger print button
° The Matter Ledger Full Detail Report

° The Matter Ledger Multiple Full Detail Report.

The Matter Ledger Printout

This report is generated when the print button is pressed in the Matter Ledger window. It generates
a report on the whole Matter Ledger.

1. In the Matter Ledger window select the Matter to be reported on.

2. Click the Print the Ledger Button.
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3. The report will now be generated and will take a few seconds depending on the size of the
Matter Ledger.

©  Rim Riigt Qas Page Teggle Page and Pane Size
U | N M e o] Page|[ 1 ] ofd ® S |0 |HE] ser[z20 2
Pages To Print: ~ Search:| Keyword 'E’l Copies: 1 4

‘\\
Don't Print

Page | Size

4. The Report Preview is opened
5. To move from page to page in the report click on the arrows in the Page box.

6. To display more than one page on the screen at a time, click on the arrows in the Across box
to select the number of pages across and the arrows in the Down box to select the number of
pages down.

7. The Matter Ledger below is showing the Report Preview with Office and Client Running
Balances to be printed out.

Soo Grabbit & Runne Matter Ledger EUR Page 1
300172019 12:01
Matter ABB001/0002 George J Abbott FIE: BS Brian Sweeney
Matter merged with ABB001/0001 Dept: CON  Conveyancing
Client Ref: ARGRE Client F/E: BS Work Type: PUR  Purchase
File Ref
Date  Ref Post. Narrative Debtors A/c  Outlay Alc Office Bal Client Current Deposit Client Balance
Balances for Client: ABB0O01 4 Matters 6,232.10 (933.24) (335,588.57) 0.00
Gurrent Matter Balances: 2,722.30 (1,011.00) 1,711.20 514.00 0.00 514.00
27/02/2008 St 168 2589 Lodged SOMT from BOSI 0.00 (325,000.00) (325,000.00%
28/02/2008 T 4203 To Invoice 7 (20.00) (20.00) (325,000.00)
28/02/2008 T 4,199 Invoice: Fees:3666.19 4,456.09 4,436.09 (325,000.00%
Outlay:20 VAT:769.9
28/02/2008 14492 2,683 Bil from Brady & Co 102.44 4,538.53 (325,000.00)
1/03/2008 503178 2591 Pd GE Money loan 453853 1,601.75 (323,388.25)
redemption
£/03/2008 503179 2,583 Pd Ulster Bank redeem 4,538.53 208,157.92 (114,240 33)
mortgage
5/05/2008 503180 2,585 Pd Ranelagh & District Credit 453853 8,272.00 (105,968.33)
Union balance loan
A/0S/2008 503182 2587 Pd Rochford Brady Search 453353 30877 (105,658.56)
Fees
6/05/2008 10108 4,606 Transfer fees & vat 453853 4,456.08 (101,203.47)
BI05/2008 10108 4506 Transfer fees & vat (4,456.09) 82.44 (101,203.47)
6/05/2008 503184 2,588 Pd George Abbott balance 8244 104,028.47 (175.00)
due from remortgage
26/05/2008 pc 2,603 Pd Commissioner for Daths 20.00 102.44 (175.00)
15/07/2008 503293 2,501 Pd Property Registration 102.44 175.00 0.00
Authority
1511212008 wio 3,760 Write off Outlay (102.44) 0.00 0.00
12/05/2011 45678 6,894 Pd Commissioner for Oaths 0.00 60.00 60.00
12/05/2011 54 6,897 To Invoice 54 (1,234.00) (1,234.00) 60.00
12/05/2011 54 6,895 Invoice: Fees:1230 272230 1,488.30 60.00
Outlay:1234 VAT:2583
18/01/2012 231234 7,025 Lodged 1,488.30 (10.00) 50.00
18/01/2012 501234 7,027 Pd Commissioner for Daths 1,488.30 564.00 614.00
15/03/2012 S08765 7,096 Bil from Brady & Co 123.00 1,611.30 614.00
19/06/2014 12321 7,289 Bil from Brady & Co 100.00 1,711.30 514.00
1,711.30
| Total between selected dates: 2,722.30 (1,011.00) 614.00 0.00 |

8. To zoom in on the page, click the Zoom button or select the type of Zoom from the Zoom
Menu.

9. To exit the report without printing, click the Exit button or select Exit from the File Menu.

10. To print the report, click the Print button or select Print from the File Menu.

Keyhouse Computing Limited 77 IMI Business Campus, Sandyford Road, Dublin 16



SAM Accounts version 3.6 The Matter Ledger

Matter Ledger Full Detail Report

The Matter Ledger Full Detail Report is a report on a specified Matter Ledger between two @
specific dates.

1. To run this report first click the Matter Ledger Full Detail Report button on the toolbar.
Or

From the Ledgers Menu select Matter Ledger Detail.

2.  The Matter Ledger Full Detail Report form is Matter Ledger Full Detail Report
then displayed.

3. Click the Browse button on the Matter Box Matter From: |

and select the required Matter from the list.

Cancel

4. In the Date From box, enter the start date Date From:  [1,01,1300

for the report or click on the Browse button )

Date To:  |31,12/2089

and select the date from the calendar.

5. In the Date To box, enter the end date for the report or click the Browse button to select the

date from the calendar.
6. Click OK to generate the report.

7. The Report Preview window is opened.

Matter Ledger Multiple Detail Report

The Matter Ledger Multiple Detail Report is a report on a specified sequence of Matters and it is not
dependant on dates.

1. From the Ledgers Menu select Matter Ledger Full Detail — Multiple.

2. The Matter Ledger Multiple Detail Report

R Matter Ledger Multiple Detail Report
form is displayed.

3. Click on the lookup Browse button in the
. Matter From: | J OK
Matter From box and select the first
Matter in the sequence that is to be Matter To: | J Cancel

included in the report.

4, Click on the Browse button in the Matter
To box and select the last Matter in the
sequence that is to be included in the report.

5. Click OK.

6. The report is displayed in the Report Preview window.

Export Matters

1. To export any Matter Ledger to a spreadsheet, print the Ledger to screen only. Open Excel and
select Paste.

Alternatively
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2. Use the yellow arrow icon *) at the end of the matter ledger and export.
3. To export to a file, choose File as the Send To Option, the Format and a location and click
Save.
SendTo Window

Cptions
Preview After Save

Start Column: |4

Start Row: 1
Template:

File Name: |C:\Lseis*thai ey \Cocumeris'Matier Lecceras

Save Cancel

4. When exporting to a printer, choose Printer, select the options required and the printer to be
used and click Send

SendTo Window

Send to Cptions
Preview
[ Suppress Greenbar
Pages Wide
() Ao

Print To: [ SHARP Mx-3060V FCLE

Send Cancel
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All receipt/lodgement entries regardless of type are entered through the Receipts browser - Client

receipts, Outlay receipts, Transfers for Costs and sundry office receipts.

SAM 3.6 applies a checking mechanism for all transaction entries. The sum of the detail lines on a
posting must add up to the total or it will not update.

Create a New Lodgement

The Enter Lodgement form comes in two parts:

° The top part of the form is equivalent to a bank lodgement slip.
° The bottom part of the form shows the receipt details, i.e. the breakdown of the lodgement
total.

If you have lodged different amounts on the one lodgement docket, then this will be entered as one

batch on SAM.

The ledgers are designed to facilitate entering clearance dates for transactions. This prevents users
drawing on uncleared funds. However, this is option.

Client Account Receipts

Enter Client Lodgement

1. From the Entries Menu select Receipts or click the Receipts button on the toolbar.

The Receipts Browser is displayed, and this
lists any un-posted lodgement batches.

Click Insert to display the Enter Lodgement
form.

The Batch No and Posting Ref are both
system generated.

In the Ref field enter a reference for the
lodgement (usually the bank lodgement
number from the lodgement book).

The Date field automatically defaults to
today’s date. To pick another date for the
lodgement, click on the up/down arrows in
the entry box or type in the date.

/A EnterLod gement

Lodgement:

Ref:
Date: [ 201272021 2] .|

Payment kethod:

G
Bank: liJ
Totah [ om0

EBatch Mo 3,347 Posting Ref: 7.365

Marative: M| M- Per: &5 2018

Lodged

Cleared Date:

201272021 3. |

Entered on:
2041 2/2021

by Caral

Receipts Details:

X K[e B

Ref F/E T |Marrative

Mominal &/c Matter Value

A A4) 4] 2| | kB K

Copy | |

0.00
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7. If payment is by cheque, select the Payment Method. If this feature is not being used, move
to Step 12.
A Browse the PaymentMethods File (]

Pagment Methods ‘

Description

Insent Change
Close
8. If the required bank is missing, click Insert.
A Insert Detail 3w
Gieneral |

Description: [PTSE

Clear Days: q

[~ Ratired

9. Enter the name of the bank and the number of days it takes to clear a cheque. Click OK

/A Browse the PaymentMethods File =

Fapment Methods

Description

Insert Change
Close

10. Select the bank and click OK.

11. The Cleared Date will be completed automatically.

A Enter Lodgement @
Lodgement: BatchMo: [ 3,347 Posting Ref| 7,368 &
Narrative:  -M| M- Mz & e |12
Ret. [123 Lodged /
Date: [ 20/12/2021 3 ...| ==
Payment Method: Cleared D ate: E
3 PTSE 29712/2021 % J ¥
Bark: J
Totak: 0.00 Entered on:
20/12/2021
by Caral
Feceipts Details:
Ret F/E T |Marrative Mominal A/c | Matter WValue |
1/ 44| «| 2| v |00
0.00
Copy_| | | |

12. Select the Bank Account e.g. Client or Office.
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Receipts

13.
matter using the Receipt Details.

14.

In the Narrative field enter a full description of this transaction or click on the Narrative

buttons to select a narrative from the list. This narrative appears on the Bank Account

Nominal Ledger.

Update Client Receipt Details

1. Click Insert to display the Update Receipt Details form.

Enter the total for all client lodgements in the Total field. This will then be allocated to each

2. This form varies A Update Receipt Details @
depending on the _ Batch Mo: 3,340
. Feceipt | T
type of receipt is
being pOSted' Posting Ref: 7.354 Date: l_m .| Bef|9337
Each type of Outlay Debtors QOffice @ Chent |
receipt will be
HMatter:
covered
individually ﬂ Billing &/c Outlay &/c Current &/c Deposit Afc
below. This is a ggg Dﬂ%ﬂ EEE ggg
Client lodgement ' ' ' '
below as we Walue: 0.00
selected the
Cllen‘t Bank on Nanstive:  [Lodgad m
the first screen.
M-
3. The Posting Ref is
generated by the Cancel

system — it is not

the same as the Lodgement Ref which the user fills in.

4. The Date automatically defaults to today’s date, to pick another date click on the arrows.
5. The reference entered in the Enter Lodgement form is automatically displayed in the Ref box.
6. Select the Matter from the Matter list.
7. To access the Matter Ledger, click |2 Enter Lodgement =
the red Matter Ledger button Lodgement: Batch No: 3340 Posting Ref: 753 &
. . Per & 2018
.. Marrative: -W| M-
This is not usually necessa.ry as Bet [T Lodasd /
the Matter balances are displayed | pae [Srozme 2 ..
on the screen already. The first Bank: [COENT - x
line shows‘the matter If)alances to | Tas [ soonoo ool I >
date. The line below will show by adrin
you what the balance will be after Receipts Detaile
th|s pOSting iS C0mp|9ted- Fief F/E | T |Marative Morinal &/c d atter Walue |
| e SnS m | mE
8' Enter the value Of the IOdgement 9587 C Ll:Il;ll:I CLCOMTROL 1./0003 15I:II:II:II:I
for this specific Matter in the
Value box.
9. The description of the transaction

in the Narrative box is copied
from the Lodgement Screen.

I A4) 4| 2] k| ke M

4,000.00
Capy Inzert LChange Delate
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10. Itis not recommended that the content be changed except to add additional information.
11. Click OK.
12. Click Insert and repeat Step 2 for all other matters for this lodgement.

13.  When the details of the lodgement have been entered, they should agree with the total value
of the lodgement. The Enter Lodgement form is then displayed with the lodgement details
listed in the Receipt Details.

14. Click the Update button to update the accounts associated with the lodgement. Clicking the
update button posts the transaction and closes the entry lodgement window returning to the
Receipt Batches Browser.

15. Click the Save button to save the lodgement details without updating them.

16. To delete the batch, click the red X button.

Office Account Receipts

There are three main types of Office Account Receipts; Receipts for Outlays, Receipts for Debtors
and Receipts to Office.

Enter Office Lodgement

1. The bank details for the A Enter Lodgement (=]
lodgement are entered on this Lodgement: BatchMo: [ 3.381 Pasting Ret 75 || &
screen. Enter the Ref as the Manative: 40w o2 2018
number from the Lodgement fef. 9358 Lodged \/
Book & Date: [ 510/2018 2]

00 Bank: [OFFICE x
Entered or:

2. Change the Date as necessary. Total: £00.00 snoonts || V8

3 Select the Office Account from L] Transter from Clet /e by =i
the Bank A/c browser list. ez gl Lisial

Ref F/E )T |Marrative Mominal Afc b atter Walue

4, In the Total field enter the Total
figure of the lodgement. Click
Insert

The Office Enter Lodgement Screen will

be the same as this for both outlay and IRTRETIR 2 I3 —

office lodgements. (Transfers are dealt '

Wlth separately) Copy Inzert LChange Lielete

Update Office Receipt Details

Having entered in the Enter Office Lodgement, the detail lines will be different for Outlay and Office
postings and are shown as follows:
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Receipts for Outlays

1. The Matter Ledger details are entered here.

2. The Posting Ref, Date and Ref are displayed from the enter office lodgement screen.

3. Select Outlay as A Update Receipt Details [
the type of E——— BatchNo: 3341
receipt.

4. Select the Matter Posting Ref: 7.359 Date: BA0/2018 ... Rek [9998
from the Matter @uiay O Debtors () Dffice |
list. Matter:

5. To display the i Billing &/c Dutlay Afc Curent &/t Deposit Adc
Matter Ledger, 0.00 0.00 0.00 0.00
click the red 0.00 0.00 0.00 0.00
Matter Ledger Walue: 0.00
button.

6.  Enter the value of Namative: |Ladged to Office Account N
the receipt in the il
Value box.

7. The description
of the transaction

Cancel

in the Narrative box is copied from the Lodgement Screen. It is not recommended that the
content be changed except to add additional information.

8. Click Update, Save or Delete.

Receipts to Debtors

1. The Matter Ledger details are entered here.

2. In the Update
Receipt Details
form the Posting
Ref, Date and Ref
are displayed
from the Enter
Lodgement
screen.

3. Select Debtors as
the type of
receipt.

4, Enter the Value
of the receipt in
the Value box.

5. The matter
balance is

A Update Receipt Details ==
Feceipt | Batch Mo: 3,341
Posting Ref: 7353 Date: 5M10/2018 |...| Ref 9988
() 0utlay (@ Debtors () Office |
b atter: ’7 g David .-’-‘n.ble_lhams
— ABADDT /0002 il HIPS Megligence - October 2070
ﬂ Biling &/c Outlay Ao Current Adz Deposit &0
0.00 120,00 [10,000.00) 0.oo
0.00 0.00 n.an n0.oo
Walue: 0.0o0
Marrative: Lodged to Office Account H Alloc | Ref:
= Yalue: 0.00
ik Bl [Jwrite-off Remainder

] Cancel

displayed on the screen. Click on the Red Book to view the matter ledger
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10.

The description of the transaction in the Narrative box is copied from the Lodgement Screen.
It is not recommended that the content be changed except to add additional information

Click the Alloc button to allocate the amount against an invoice or Clear to remove an
allocation already done. The Ref and Value will appear on the screen when the allocation is
done.

If the full amount of the invoice has not been received tick Write off Remainder and a journal
will be found on the journals browser to be updated for the remainder.

Click Update, Save or Delete.

To post the Write off, click on the Journals Entries button on the Toolbar and select the entry to
be updated. See Chapter 15 — Journal Entries (p.g. 129) for information on posting Journal
entries.

Receipts to Office (e.g. expenses)

The Office Nominal details are entered here.

In the Update Receipt Details form the Posting Ref, Date and Ref are displayed from the
Enter Lodgement screen.

Select Office as A Update Receipt Details [
the type of

receipt.

VAT Code Pasting Ref: 7353 Date: 5/10/2018 |...| Bek 9988
defaults to E and (O Ouwlay (O Debtors ¢ f |

should only be
changed by
exception.

Receipt | Batch Mo 3341

Enter the Value

of the receipt in Wat Code: [E || 0.00 Walle: oo VAT 0.00
the Value box. Mominal &7c: [ .
The value of the Marative: || odged

VAT is displayed
automatically.

Select a nominal Cancel

code for the
posting from the browser button.

= || I=

The description of the transaction in the Narrative box is copied is copied from the Lodgement
Screen. It is not recommended that the content be changed except to add additional
information.

Click Update, Save or Delete

Transfer for Costs

A Transfer for Costs transfers money from the client account to debtors in the office account and
allocates the money being lodged against the relevant invoice.
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Only one invoice may be allocated at a time. If more than one invoice is being paid on the same
Matter, then separate detail lines must be entered for each invoice. It is preferable to allocate at this
point but not essential. Receipts for debtors may be allocated later see Chapter 18 — Allocations
(p.g. 123).

Enter Lodgement for a Transfer for Costs

1. Enter the Ref and Date.
2. Select the Office Bank and click the Transfer from Client A/c box.

3. Select the Client A Update Receipt Details ==
Bank Account
Receipt | Batch Mo: 3,341
from the browser
box at the end of Posting Ref: [ 7358 Date: 5107208 |...|  Ref [9998
the field. () Dullay @ Debtors () Dffice |
4, Click Insert to Matter: [AEmOOT/000z || Davidabrshams
disolav th L iet ABADIAN0Z ... | \iPe Magligence - Dotober 2010
Ispiay the . s Biling &/c Outlay &/c Current Afc Depozit A
Update Receipt 0.00 12000 (10,000.00] 0.00
Details form. (500.00) 120,00 (10,000.00] 0.00
5. The Posting Ref, Walug: 500,00
Date and Ref are
displayed from .
Marrative: Transfer for Costs H Aloc | Rk
the Enter = Value: 0.00
LOdgement i Clear [ Twrite-off Remainder
screen.
6. Select Debtors to

transfer to the Billing column.
7. Select a Matter from the Matter list.
8. In the Value box enter the amount received from the debtor.

10. The description of the transaction in the Narrative box is copied is copied from the Lodgement
Screen. It is not recommended that the content be changed except to add additional
information.

9. Click the Alloc button to select the associated invoice and Select.
10. To delete the allocation on an invoice, click the Clear button
11. Click Update, Save or Delete.

**Please refer to the chapter on Transfer for Costs for further information.
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Receipts where Withholding Tax is Deducted

Withholding Tax is tax deducted from the value of an invoice by defined bodies for professional
services. A list of these bodies can be obtained from www.ros.ie. A Certificate is issued

Confirming the value being withheld. In SAM 3.6 it is possible to process withholding tax easily using
an office bank account called Withholding Tax.

1. The full invoice should be entered as normal.
2.  Enter areceiptinthenormal [A Enter Lodgement =)
way for the amount received Lodgement: Batch Mo 3343 Posting Fef: 7361 &
from the client into the Wanative: [ Fer 5 2018
Office Bank Ref. [wWATHTER Lodged Witholding tax cert 23556 J
Date: [ 5/10/2078 2.
3. Allocate as a part payment Bank [orTTa x
on the invoice and update. _— Entered on X
) Lotak 14287 5/10/2018 -3
4, Enter a second receipt for (] Transfer from Client A/ b it

withholding tax and enter
the Ref as Withtax.

Receipts Details:
Ref F/E | T |Marative Mominal &/c GELE Walue

[ Lodoed 'Witholding tax celDEBTORS ABBOO /0002

5. Include the Certificate No in
the narrative.

6. Select the Withholding Tax
Bank Account.
R R

7. Enter the Total and Insert

142.87
8. Select Debtors. Copy I;mzert Change Delete

9. Enter the Matter Code and
Total.

10. Allocate the remainder of the invoice.

By processing the withholding tax receipts in this way, the balance of the bill is paid in full. The
amount in the Withholding Tax Bank Account in SAM 3.6 at the end of the year will equal the
withholding tax vouchers received.

Writing Off the Remainder of an Invoice

If the amount of money received from a debtor is less than the total of the invoice, it is possible to
write off the remainder.

Enter in the actual amount received as the total.

Allocate the receipt against the Invoice in the Update Receipt Details form.

Tick the Write off Remainder box.

Update the receipt.

A reminder to update the Write Off Journal will appear on screen.

Go into the Journals screen and enter the Reference.

No oA~ w N oe

Double click on the detail lines to bring in the new information and update.
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Chapter 8 Single Payments

The Payment function handles single payments regardless of type, Client A/c payments, payments to
suppliers and other sundry office payments can be entered here.

SAM 3.6 applies a checking mechanism for all transaction entries i.e. the total of the payment on the
top screen must equal the sum of the Payment Details in the second screen, otherwise, no update is

allowed.

The Enter Cheque form comes in two parts:

° The Cheque Payment screen is equivalent to a cheque stub and holds all the bank details and
the total of the cheque.
° The Payment Details screen shows the ledger details and the breakdown of the payment total.

Creating a New Client Payment

Every transaction entered through payment details and the Client Bank is automatically posted to
the Matter Ledger, Client Control Ledger and Client Bank.

1. From the Entries Menu select Payments or click the Payments button on the toolbar. Q
2. The Payments Browser is & Enter Cheque =
displayed WhICh IiStS any un- Chegue Payment Batch No: [3,344 Posting Ref — 72,3:385 &
posted payment batches. Date:[ 5/10/2018 = Marative: [ ] - /
This is usually empty but Bk AU [CLERT ] et
. ChgMoe[ ™ []PrintCheque [ JEFT x
may have entries saved Lod——T =
(green tick) but not updated. BT [
Select the print button if you L] Payt Clent
. . [] Third Party ~ Payee: | . Entered on:
require details 5102018
[] Once Off Papment byadmin

3. Select a Client A/c from the .
ayment Details:
Bank A/c Iist' Fef F/E | T |Namative Mominal Afc I atter Walue

4. Enter the Cheque number if
the cheque is a manual
cheque, tick Print Cheque
where the cheque is printed

M A4 4| 2]k br| bl

Copy Insert Change Delete

or tick EFT if money is being transferred using the SAM EFT Function.
5. There are different options depending on who is being paid:

Pay a Client:  Tick the box and then enter the client name from the list. Note: This option is
only available if the SAM EFT module is in use otherwise leave blank. This
should tick automatically once the 3™ Party is selected from the list.

Third Party: Select the payee from the list. If the payee is a Third Party then the Third
Party Tick Box will be ticked automatically.

Payee: Enter the payee name in the Payee box or select supplier or 3" party from the
list.
Once Off The box, the payee will then be select from the associates from the matter in
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Payment: the Payment Details screen. Note: This option is only available if the SAM EFT
module is in use. Otherwise leave blank.

6. The Narrative box will be completed based on the option chosen in Step 6. This can be
amended either by adding a stored narrative or by typing in additional required text. It is not
recommended that the default narrative be deleted.

The Payment Details Section

1. The Posting Ref is generated by the system. The Payment Ref is usually the cheque number.
2. The Date (automatically A Update Payment Details ==
defaults to today’s date) Payment | BatchNo: 3345
comes from the previous
P Posting Ref: 7.367 Date: 7A042018 Ref:
screen _ .
Outlay Office @ Client |
3. The reference entered in the
Enter Payment form is Matter
aUtomatlcally dISplayed in s Billz Outlay Client Current Cliert Depasit
the Ref box. 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00

4, The options on this screen
are dependent on the option
chosen in Step 6 of the
Create a New Client Payment
section.

Gross Walue: 0.00

5. Select the related Matter
from the Matter list by
clicking on the browse

I=

button

6.  Select the Case Associate ance
from the Case Associate list by clicking on the browse button. This is only if using EFT.

7. To access the Matter Ledger, click the Matter Ledger ﬂ button.

8. Enter the value of the payment for this specific Matter in the Gross Value box.

9. The narrative will be copied from the Enter Cheque form or be entered once the Case
Associate is selected. This can be changed but it is not recommended.

10. Click OK.

11. Click Update, Save or Delete as required.

Creating a New Office Payment
Every Office Payment is automatically posted to the chosen nominal account and the Office bank. If
the posting is to a supplier, it will also appear on the Supplier Ledger and if the payment is for Outlay

then it will also post to the matter ledger.

1. From the Entries Menu select Payments or click the Payments button on the toolbar. Q
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2.

The Payments Browser is displayed which lists any un-posted payment batches. This is usually
empty but may have entries saved (green tick) but not updated. Select the print button if you

require details.

The Cheque Payment Section

This top half of the screen is similar for all the Office postings. All the information for the bank is
entered here.

1.
2.

The Batch No, and Posting Ref are both system generated.

When recording
a payment the
Date box
automatically
defaults to
today’s date. To
select a
different date,
click on the
arrows within
the entry box or
click on the
Browse button.

Enter the
Cheque number
if cheque is a
manual cheque
is printed or tick

A
Chegue Payment

Date: | 3/01/2019 3.
Bark &/c: [OFFOER
Chg Mo [ Print Cheque [ EFT

Total: ’7000

Detail Total 0.00

Enter Cheque
Batch Mo [2395

Posting Ref: 7469

Per 1 2019

Marrative: || (M-

[] Third Party ~ Payee: |

[ Once Off Payment

Entered on:
3/01/2019

bykeyhouse

Fayment Details:

L‘*—X\E@

Ref F/E | T |Marrative

Marminal &/c

Mather Walue

B4 A4) 4| 2 b | rr| K]

Copy

Insert LChange

Delete

EFT if money is being transferred using the SAM EFT function.

Enter the total of the payment in the Total box

There are different options depending on who is being paid:

Pay of Client:

only available if the SAM EFT module is in use.

Third Party:

Tick the box and then enter the client name from the list. Note: This option is

If the Payee is a Third Party, select the name from the list using the browser

box. The tick will automatically appear in the Third-Party box if it is correctly

set up. (See Open a Supplier Account p.g.31 ). Enter the Payee name from the
list. If the Payee is a Third Party, the Third Party box will be ticked
automatically.

Payee:
Once Off

Payment:

module is in use.

In the Narrative box Pd and the Payee’s name will default. Additional information may be

Enter the supplier name in the Payee box or select from the list

box, the payee will then be selected from the associates for the matter in the

Payment Details screen. Note: This option is only available if the SAM EFT

added by typing it in or by clicking on the Narrative button to select a narrative from the list.
It is not recommended that the existing narrative be deleted. This narrative appears on the
Bank Account Nominal Ledger.
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The Payment Details Section

This will vary depending on whether you select outlay or office.
e Select Outlay and it will post to the matter

e Select Office to post for office expenses

While the Cheque Entry form is similar throughout for Office postings showing the Bank details, the
Payment Details form will differ depending on whether the line relates to Outlay or the Office

Outlay Payments
1. In the Update Payment Details form the Posting Ref, Date and Ref are displayed automatically.
2. For an Outlay payment, A Update Payment Details ==
select the Outlay button Payment | BaichMo: 3,346
3. Enter the Outlay Code if PostngRef: [ 7.363 Date:| 71072018 Rek[
required (@ W () Office | Dutlay Code: [ |
4, Select the Matter, use the
Matter:
Matter Ledger button to
view the Matter Ledger‘_ ﬂ Bills Dutlay Client Current Client Deposit
0.00 0.00 0.00 0.00
5. The system will default to E 0.00 0.00 0.00 0.00
as the Vat code if you chose
Outlay.
VatCode: [ .| nop Goss¥ale: [ 000 WAl [ 000
6. Enter the value of the Net 0.00
payment in the Gross Value
box. e
M-
7. The Narrative will be copied
from form the Enter Cheque. Cancel
Additional information may
be added however, it is not recommended that the existing narrative be deleted.
8. Click OK to return to the Enter Payment form.
9. Enter each of the payment details for each associated Matter as before until the total value of

the payments equals that of the cheque.

10.

Click the Update, Save or Delete as required

Keyhouse Computing Limited

91

IMI Business Campus, Sandyford Road, Dublin 16




SAM Accounts version 3.6

Single Payments

Office Payment

A Update Payment Details (=3

1. In the Update Payment Paymert | BatchMo: 3345

g::zlIasnf(;):zftgreepdolzglr;%l:def’ Posting Ref: IW Diate: 7Aao0/2018 Ref: ’7

) () Outlay { |

aUtomatlcally' Supplier: [HUSH  [..| DrBridget Hush
2. From the Office payment,

select button. VatCode [E |..| oo GrossWale | 40000 VAL [ 000

Met: 400.00

3. Select the supplier from the

Supplier LISt If the payee haS MNominal &/c |CREDITORS | Creditors Control &4z

been set up as a supplier. If P Dr Bridget Hush N Alocste | Ref: -

the payee has not be set up, o Ce20 | [ yiieoff emaindr

leave blank.

Cancel

4. When the payeeis a

supplier, the VAT Code defaults to E and the Nominal A/c is set to Creditors.
5. Enter the value of the A Update Payment Details =)

payment. Payment | BatchNo: 3347
6. If the payee is not a supplier, Posting Ref: 7373 Dee[ TADANE e

select the correct VAT code @ Cuy Ofllee |

and Nominal A/c. Supplier:
7. The Narrative will be copied

from the Entry Cheque Form Vaitode | l.lo00  Gosvee [ om0 van [ 000

’ Net: 0.00
This can be changed but is _
not recommended. Neminal A/e:
. Pd GasCo M Allocate | Ref:

8. Click the update on the top Value: 0.00

rlght Of the screen s G [ wiite-off Remainder
9.  Click Update, Save or Delete Cancel

as required.

Cheque Requisitions

Cheques requisitioned through the Framework may be approved in SAM3.5

=

1. Click the Approve Cheque Requisitions toolbar button to list cheques awaiting
approval.
A Approve Cheque Requisitions @
Requidions | keshous=
Bank Account Outlay Coade: EFT [ ] Notify Appraved
Supplier Code: Search: | Clear
Narative Outlap | Supplier | *
Fd Frank Lawlor
] ady & Co rady & Co Seach F BRADY
FFICE ady & Co rady & Co Search F BRADY
IEN evenue C everue Commissior REY |1
ropeity Fegistration Authort roperly Fegistiation PROP
/001/0001 CLIEN iz Lawlor iz Lawlor
34/ ABBOO1/000T ] rady &.Co rady & Co Search F v
37| BESO01/0001 ] rady . Co rady & Co Search F i
42| BROD02/0001 0 rady t Co rady & Co Search Fi Y
43| DEADDT/0004| 20/12/2018|0 rady & Co . 1Y
0 rady & Co rady & Co Y
46 D rady & Co rady i Co 4
48 0 rady & Co rady i Co Search F Y
50 0 rady & Co rady & Co i
Midd| a2 v m|Hl < >
Approve TaNEW Batch | | Apprave: ADD to Existing Baich Cheque Totsl: 6000

Print Cheque RieqList

Close
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2. Double click on each entry to review the request.

3. The req uest can be either A Approve Cheque Requisitions (=32
Returned to the featlo: 2
e el Bank: [CLENT  Client Curent Bank Afc Date: [ 3171272018 2]
requisitioner or Approved. —
Papes: | Frank Lawior ance
4. Ifthe Notify option has been | == N o CINoty toproved
. uitlay Code: ove
turned on, it can be used to 2op
H . e Pay Client  Client Code: Once Oif Payment EFT Retumn
advise requisitioners by Moty Retun
email of the status of the " ;ST” oo, L
... ird Party
cheque requisition. Mete: [BamclerFams
atter Details 6}’- f
5.  Returned Cheques can be et | Chent At
Matter: [BLOOD1/0004  Joe Blogas
amended and the Commerical Woark.
. Outlay &/c: 0.oo
resubmitted. Client Cunent A/ 0o il
6.  Approved Cheques are sent Fesesseane
to the Payment Batches T
Browser where they are
updated into the accounts in the normal way.
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This facility handles multiple payments regardless of type to be entered as one batch on the system
to a chosen bank. If the office bank is chosen then the batch may be mixed between Outlay,
Suppliers or expense cheques provided the postings all go to the same bank. Likewise, multiple
Client cheques may be entered to the Client Bank Account.

SAM 3.6 applies a checking mechanism for all transaction entries - the total of the cheque payments
must equal the batch total entered, otherwise, no update is allowed.

Creating a New Batch of Payments

The Multi cheque form allows several cheques to be entered for one bank e.g. Office or Client as one
batch. They will all appear as single cheques after update. Note: Use a single cheque option if you
want to split an amount over different ledger cards for the same payee.

The Multi-Payment Batches Browser displays any un-posted multi-payment batches.

The Enter Multi-Cheque Batch form is in two parts.
° The Batch Totals (top part of the form) shows the Bank and the Batch Total value.

° The bottom part of the form shows the cheque payment details, i.e. the details of each
cheque paid.

The Multi-Cheque Batch Section
=

1. Click the Multiple Cheques button on the Toolbar or from the Entries Menu select the

Multiple Cheques button on the toolbar.

2. The Browse Multi-Payment Batches screen appears.
A Browse Multi-Payment Batches @

Unposted Multiple Payments |

Batch No | Ref Date R Bank &/c | Manative [

a4 4|2 v H] <« >

Inzert LChange Delete

é Prit Chequez Cheques awaiting printing: 3 Close
3. Click Insert to enter a new batch payment.
4, The Date box automatically defaults to today’s date. To change the date, click on the arrows

within the entry box or use the Browse Button to the right of the date box to select a date.
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5. The Batch No, and Posting Ref are both system generated.

6. Enter the required bank in the Bank A/c box. This will be the Bank for the whole batch of
cheques e.g. Office A/c, Client A/c.

7. Enter the total of the multi payment in the Total box. This is the total of all the cheques to be
entered in the batch.

8. Enter the details of the payments in the Cheque Details section. See The Payment Details
Section below.

The Payment Detail Section

Click Insert to display the Update Multi-Payment Details form. This form varies depending on the
type of payment being posted. Each type of Cheque will be covered individually below.

Multi-Payments from the Client Account

Every transaction entered through payment details is automatically posted to the Matter Ledger,
Client Control Ledger and Client Bank.

1. Click Insert to display the Update Multi-Payment Details form.
2. The Posting Ref is generated by the system.

3. The Date automatically A Update Multi-Payment Details ==
defaults to the date selected Payment | BatchNe: 3401
on the Enter Multi-Cheque PastingRet [ 7484 Date:| 30172018 Rt [

Batch screen Dutlay Dffice (® Cliert |
[ 5end Email?

4, Enter the cheque number in [ Pay Clent

the Ref box as each detail [ Third Party Ret ~ Payee: |02 Communionations

["] Once Off Payment  [NB Pick Case Associate for the selected batter]

Matter:

line refers to a different

cheque.

5. Do not click the Pay Client, _ _ _ _

. ﬂ Billz Outlay Clignt Current Client Deposit

Send Email or Once off 0.0 0.00 0.00 0.00
Payment options unless the oo oo oo o
SAM EFT module is being i e C.00 et
used ‘ Pd 02 Commuricnationg N

6. Enter the cheque payee in N-
the Payee box or click on the oK Cancel

Browse button to select a
third party from the list.

7. Select the related Matter from the Matter list. To access the Matter Ledger, click the red
Matter Ledger button.

8. Enter the value of the Cheque payment for this specific Matter in the Gross Value box.

9. When the Payee is entered a description is automatically entered in the Narrative box. Itis
not recommended to remove the default narrative. However, additional information can be
added by using the narratives or typing into the field.

10. Click OK.
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Multi-Payments from the Office Account

There are four main types of Office Account — Payments, Outlay, Suppliers and Expenses.

The options offered in the Update Multi-Payment Details form vary according to what type of
payment is being processed. Each type of office payment is covered individually below.

Multi-Payments for Outlays

10.

11.
12.

13.
14.
15.

Click Insert to display the Update Multi-Payment Details form.

On the Update Multi- A Update Multi-Payment Details [
Payment Details form the Payment | Eehile S
Posting Ref and Date are ngRet [ 7486 Date:] /172018 Rt [
displayed . ; ) Dffice | Outlay Code:
"] Send Email?
Enter the cheque number in [ Pay Clisnt
the Ref bOX. [] Third Party Rt Payes: |
["] Onee Oif Papment  [NB Pick Case Associate for the selected Matter]
Select Outlay as the type of T
payment and enter an
Outlay Code if used.
g Bills Outlay Client Current Client Depasit

. . o 0oo 0.00 0.an 0.00
Place a tick in the Third 000 000 000 200
'Party Ret box If the payment VatCode: [ [ 0.0 Gross Yalue: | 000 WAL | 0.00 e 0.00
is to a third party.

. -N

Click the Browse button to -
select from the list of
suppliers and third-party Lencel

suppliers.
Alternatively, type the name of the payee in the Payee box if the payee is not a supplier.

If the payment is a once off payment to a case associate, tick the Once Off Payment box and
select the associate from the list. Note: this option is only available if the SAM EFT module is
being used.

Select the Matter from the Matter list. To display the Matter Ledger, click the Matter Ledger
button.

The VAT Code is automatically displayed as E. This can be changed by exception by clicking
the Browse button and selecting from the list.

Enter the value of the Cheque in the Gross Value box.

The Narrative box is populated once the Payee is entered. It is not recommended that the
default narrative be removed. However, use the predefined narratives to add additional
information or type directly into the field.

Click Ok to return to the Enter Multi-Cheque Batch form.
Repeat the process until all payments have been entered.

When the totals agree, click the Update button to post the entries.
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Multi-Payments for Suppliers

Where a bill has been entered in SAM3.5, the multi-payments option can be used. This type of
payment is posted directly to the Suppliers Ledger. The VAT code is usually E.

10.

11.
12.
13.

Click Insert to display the Update Multi-Payment Details form.

In the Update Multi-Payment A Update Multi-Payment Details ==
Details form the Posting Ref Payment | BachNo: 3401
and Date are displayed FostingFiet [ 7400 Date:[ a/i/2018 I
automatically. LI @3z |

Supplier: ,7 []5end Email?
Enter the Cheque No in the Ref [ Pay Clint
bOX. []Third Party Rt Payes: |

["] Once O Payment  [NB Pick Case Associate for the selected batter]

Select Office as the type of
payment.

Click on the Browse button to
the right of Supplier to select
the suppller and SeleCt elther a Yat Code: ’_ .| noo Gross Value: | 0.00 YAT: | 0.00 Net 0.00

supplier or a Third-Party Nomhalbde: [
supplier from the list.

Ref.:
Walue: 0.0
[ 'write-off Remainder

|=

Allocate

M- Clear

The Payee box will be
populated automatically. Cacel

Note: if the supplier is a Third-Party supplier then the Third-Party Ref box will also be ticked
automatically.

When the Supplier’s name is entered, the VAT Code box displays E as VAT has been entered on
the invoice. If the payee is not a supplier, the VAT Code will have to be set from the list.

Enter the Value of the payment in the Value box.

By default, Creditors is displayed as the nominal account when the payee is a supplier. If the
payee is not a supplier, the Nominal A/c must be selected from the list. Use the Browse button
to select from the list.

The Narrative box is populated once the Payee is entered. Use the predefined narratives to add
additional information. Although the narrative can be changed manually, this is not
recommended.

Click OK to return to the Enter Multi-Cheque Batch form.
Repeat the process until all payments have been entered.

When the totals agree, click the Update button to post the entries.
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The Transfer function in SAM3.5 allows for the easy transfer of monies between Bank Accounts.

There are two types of transfer done through this screen:
Transfer between two client accounts.
Transfer between two office accounts.

Transfer between two Client Accounts.

This can be used to transfer funds between a client’s current account and deposit account.
However, the transfer for costs must be done using the Receipts process.

The Transfer form is in two parts. The top part is the equivalent of a Bank Giro Slip and the bottom
shows the transfer details.

1.

From the Entries Menu,
select Bank Transfer or click

=

The Bank Transfer Batches
Browser is displayed. This
displays any unposted
Transfer batches.

on the toolbar.

Click Insert to display the
Enter Transfer form.

The Batch No, and Posting
Ref are both system
generated.

In the Ref box enter a
reference for the transfer.

The Date box automatically
defaults to today’s date, to
select another date, click on
the arrows.

In the Receive To Bank A/c
box enter the Client Bank
A/c to which the money is
being transferred.

In the Pay From Bank A/c
enter the Client Bank
Account from which the
money is being transferred.

Enter the total of the
transfer in the Total box

A Browse Bank Transfer Batches @
Unposted Transfers
Batch Mo | Ref Date Yalue Bank In Blank Out N arrative [
]2 r]n]m] < >
Ingert LChange Delete
=] Cloze
A Enter Bank to Bank Transfer @
Transfer: Batch Mo: 3351 Posting Ref: 7.350 &
Mamative:  |-M| M- Per 5 2018
Bek | TRF Tranzfer /
Date: [ g/q0/2018 2 ..
Receive To:
Bank &/c: Pay Fram; x
CLIENT .|| Clent s/ Bank Ade: LIEFT :
CLIENTDEP .| [¥] Client &/c _,h
Total: 5,000.00
Entered on: 8A10/2018 by admin
Transfer Details:
Ref F/E I T IMarative M aminal &/c b atter Walue
HRIEERR
Copy Inzert LChange Delete
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10. Transfer will appear automatically in the Narrative box. Enter a full description of this
transaction or click on the Narrative buttons to select a narrative from the list. This narrative
appears on the Bank Account Nominal Ledger.

11. Click Insert to add the detail [A Update Transfer Details =
line. Transfer Detail | BatchMo: 3351

12. The POSting REf, Date and Posting Fef. | 7381 Date:| 0 Eet[TRF
REf will all default from the Pay from: Dutlay Debtors ® Client &/c |
first screen. Mater [ L.

13. Se]ect the matter code from s Billing A/c Outlay Adc Current &/ Deposit Adc

0.00 0.00 0o 0.oo
the browser box. 0.00 . 0.00 0.00

14. The value is automatically Vaue [ 500000
populated.

15.  The Narrative detail is faatve: Transfer N
automatically populated. i
This can be edited. P—

16. Click OK.

17. Click Update, Save or Delete to finalise the transaction.

Transfer between Client and Client Deposit on a Matter

This transfer moves money between the client and client deposit accounts on a particular Matter.
There can be more than one detail line here but for the sake of simplicity, the example only shows

one line.

1. Enter the details in the Transfer section as before, selecting the two client accounts as the
receive to and the pay from accounts.

A Enter Bank to Bank Transfer @
Transfer: Batch MNa: 3388  Posting Ref: 7388 &
Mamative,  |-M| M- Per. 3 2012
Bet: |TFR Transter /
Date: 84102018 5 -
Receive To:
Bank A ERE x
i Frorm:
CLIENTDEF .|| Clierta/c  Bank Ade EFT X
CLIENT .| [ Clentase || =]
Total: 9,000.00
Entered on: 3041042018 by admin
Transfer Details:
Fef F/E | T JManative Mominal &/c hdatter Yalue
4 4] 2] v ]
Copy Inzert LChange Delete
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10.
11.

Click Insert to open the Transfer Details window.

The Posting Ref is system
generated.

The Ref box contains the
reference entered in the
Enter Transfer section.

In the Matter box, select the
related Matter by clicking on
the lookup button and
picking from the list.

The value entered in the
Transfer section is carried to
the Value box and can be
changed if it is not the value
required.

A Update Transfer Details =
Transfer Detail | BatchMNa: 3,358
Posting Ref: | 7390 Date: | 810/2018  Ref [TFR
Pay from: Outlay Debtors #® Client &/
b atter ,7 Angela Beck
e BECOM /0001 | Sale of 56 Church Street, Rathgar
s Billing A/c Outlay Adc Current A/ Deposit Adc
0.00 68.82 [45,000.00) 0.00
0.00 B8.82 [36.000.00] [9.000.00)
Walue: 9,000.00
Narrative: — Transfer M
M-

The matter balances show what the transfer is going to do on the matter.

The Narrative is the same as in the Transfer section but again can be changed if not suitable.

Click OK to add the detail line to the Transfer Details section.

Repeat Step 2 until all the required detail lines are entered.

Click Save, Cancel or Update as required.

Transfers between two Client Banks without a Matter

This transfer moves money between a Client and a Client Deposit Account without showing on a
matter.

1.

Click the Bank Transfer

=

button on the toolbar or
from the Entries Menu

select Bank Transfer.

The Bank Transfer Batches
Browser is displayed, click
Insert to display the Enter
Transfer form.

Enter a reference for the
transfer in the Ref box.

In the Receive To Bank A/C
box enter the Client Current
A/c and take off the Client
A/c tick.

In the Pay From Bank A/c,
enter the Client Deposit A/c
and take off the Client A/c tick.

A Enter Bank to Bank Transfer @
Transtar: Batch Mo 3,376 Posting Ref: 7473 o4
Mamative:  |-M| M- Per 5 2012
Bef: Tranzfer /
Date: [ 29112018 2|,
Receive To:
Bank A/e: Pay From; x
CLENT ~|[Cientas BankAde LIJEFT :
CLIEMTDEP .| [¥] Client &/c _,:_',J
Tatal: 3.000.00
Entered on: 29/11/2018 by Carol
Transfer Details:
Ref F/E 1T IMarrative Mominal A/c bd atter Walue
HRIEIERn
Copy Inzert LChange Delete

In the Total box enter the total amount for the transfer.
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7. In the Narrative box enter a description of the transfer. Use the predefined narratives to add
additional details

8. Click Update, Save or Cancel as required.

Transfers between Office Deposit and Office Current

Transferring from an Office Deposit Account to an Office Current Account is the most frequently
used of all transfers. It is not necessary to use the Transfer Details screen when performing this
function.

1. Click the Bank Transfers button on the toolbar or from the Entries Menu select Bank
Transfer. A Enter Bank to Bank Transfer @
2. The Bank Transfer Batches Transfer: Batch No: 3389 PostngRef [ 7,447 &
i i i Mamative:  |-M| M- Per 5 2012
Browser |s.d|splayed, click Bt [ e
Insert to display the Enter _ V/
Date: [ 20/12/2016 2] -
Transfer form. Feceive To:
eceive To:
Bank A/o: Pay From: x
3. Enter a reference for the [OFFOEF .. Bank A/ LIEFT
1
transfer in the Ref box. o [0 OFFICE g
. - ' Entered on: 20/12/2018 by Carol
4, In the Receive to Bank A/C rerEe v

Transfer Details:
R ef F/E | T IMarrative Mominal Als | Matter LE:

box enter the Office Current
AJc.

5. In the Pay from Bank A/c
enter the Office Deposit A/c.

6. In the Total box enter the
a4 2] v [0
total amount for the
Copy Inzert Chanae Lelete
transfer.
7. In the Narrative box enter additional information to the description if needed.
8. Click Update, Save or Cancel as required.

Transfers between Office and Petty Cash

=

1. Click the Bank Transfers button on the toolbar or from the Entries Menu select Bank
Transfer.
2. The Bank Transfer Batches Browser is displayed.
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3. Click Insert to display the Enter Transfer form.

4, Enter a reference for the
transfer in the Ref box.

5. In the Receive To Bank A/C
box enter the Office Current

AJc.

6. In the Pay From Bank A/c
enter the Office Deposit
Alc.

7. In the Total box enter the
total amount for the
transfer.

8. In the Narrative box add
additional information to
the description of the
transfer or use the

predefined narrative button.

A Enter Bank to Bank Transfer @
Transfer: Batch Ma: 3,259 Posting Ref: 7391 &
Hamative: |8 |- Fer. 5 2012
Ref: EFT Transfer /
Date: [ 30/10/2018 =
Feceive To:
Bank Adc Few Fianiz x
w From:
PCASH . Bank A/ [¥]EFT
1
OFFICE 4
Total: 200.00
Ermtered or: 30/10/2018 by admin
Transfer Details:
Ref F/E | T |Marative Mominal &/c M atter Walue
a2 v 0] 1]
Copy Inszert LChange Delete

Office transfers do not require any detail lines and can just be updated once the above information

has been completed.
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Create a New invoice

All invoices and Credit Notes issued by a firm are recorded against the Matter and are broken down
between Fees, VAT and Outlays.

Like other transactions the Enter Invoice/Credit Note form is in two sections:

° The top section holds the main information pertaining to the Matter
° The Detail Lines show the item details for which the client is being billed, i.e. professional fees
or outlays.

From the Entries Menu select Invoice or click the Issue Invoices button on the toolbar.
The Invoice Batches Browser is displayed. Click Insert to display the Enter Invoice/Credit Note form.
NOTE: Itis not possible to print invoices entered through SAM 3.6. Invoices should be created in

the Keyhouse Framework using the Billing process. This will enable a hard copy to be printed. Bills
entered in SAM 3.6 are only for recording the details on the Matter Ledger.

To Enter an Invoice/Credit Note

1. Enter the Bill number into the Bill No box.
2. The Credit Note box should be ticked for a Credit Note.

3. The Date defaults to today's A Enter Invoice/Credit Note [mE3m]
date. Cllck on the arrows to Batch Ma] 3,405 Posting Ref:| 7.487 &
. Bill Mo 0[] Credit Note Per 1 2019
change if necessary. Dae [SOVEEE L Al \/
. Matter: [ L [OwrRel]  [F/E ]
4, Batch No and Posting Ref %
are generated by the system. [ @peninvsics ,
Bl\llng;;..-’ncn Elutlayﬁgcnn Ellant;«;cu e “write Down To: IW J!IJ
5. Select the related Matter 000 000 000
from the Matter I|St- Total: ,7EIUU [ Tramsfer - Pay - Allocate Entered on: 3/01/2019 by keyhouse a
. . Detail Lines Impiort
6. Click on the Bill to box to F/E | Type| Nanative Valus AT [WAT Yalue [ Dmg!:;;le
enter the description o
automatically. If the
description is not
appropriate, modify it.
7. The Matter balances are A RIS I
d|sp|ayed on the screen or é Copy Invoice ﬂ Billing Guide Copy Inzert LChange Dielete
i Fees WAT Outlay: TOTAL:
you can C|IC‘k on the Red I Totels: | 7% 7] - UL S—
Book to go into the matter
ledger.
8. The Open invoice box should only be used for time recording where the invoice being issued

in the final invoice and where additional time may be accrued on the matter. This will allow
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all additional time to be marked as billed using the Open Invoice number. Note: If an
additional invoice needs to be issued, the open invoice must be closed before a new invoice
can be created.

9. The Write Down To box refers recorded time and is the date to which you want to bill the
record time. This can be ignored if you are billing all recorded time or billing where invoicing is
not based on time.

10. Transfer-Pay-Allocate box adds to a transfer batch (client to office) created in receipts waiting
to be posted. Note: Only use this option if there are sufficient funds in the Client Account to
clear the invoice in full.

11. Enter the total of the Bill in the Total field if known. Otherwise, enter the value after all the
entries have been made.

12. Add Detail lines until the Invoice Total on the top screen equals the detail line total. (See
below for details on adding detail lines.)

=
13. Toimport posted Outlay to a single line, click the Import Outlay Single. This is only import
used if the Billing Guide is not being used. Dﬂtét::ygle

Tl
14. Click —”JJ to import all posted Outlay since the last bill was issued.
15. The Enter Invoices/Credit Note form is displayed with the added detail lines displayed.

A Enter Invoice/Credit Note (=23
Batch Noj 3405 Posting Ref. 7487 Fy
Bill e 0 [ Credit Nate Fer 1 2013
Date: [ 3/07/2019 2] .. Bill Tex /
Matter: [BECOO7 /0007 - [OurRefl [F/E:BS |
Angela Beck x
Sale of 56 Church Street. Fathgar
Open invoi
Bilingdse  Oullay Ao Clert 4 | @l wite Do T []pen invice &
000 £a.0o (45,000.00) rite Down Tor | 340142019 .
4,904 57 0.00 0.00
Toatal: 0.00 [] Transfer - Pay - &locate Entered on: 3/01/2019 by keyhouse @
Detail Lines Import
Outlay
1 55 | ] Single!
(MW 1Pr . lj}]
Pd PTSE to take up title deeds .
Pd Registered post re title deeds 0.oo
Pd Brady & Co search fees 0.oo
é Copy Invoice E] Biling Guide Copy Ingert LChange Delate
Fees: VAT Olutlay: TOTAL:
Imv/Cr Totals: | 3E1 60 | 90425 | 58,62 10457

16. Click Update, OK or Cancel button

The Invoice Detail Lines

Click Insert to display the Update Invoice Detail Lines form.
The Posting Ref is system generated.
The Date defaults to today’s date.

The Ref is entered from the Invoice/Credit Note form.

A A

The fee earner code from the Matter is displayed in the F/E box.

Keyhouse Computing Limited 104 IMI Business Campus, Sandyford Road, Dublin 16



SAM Accounts version 3.6 Fee Invoices

6. Choose between Fees and Outlay for the invoice.

To Enter Fees

1. Select the Fees radio button A Update Invoice Detail Lines e
and VAT code Invaice Detail | Batch No: 3405
2. Enter the Net Value. Posting Ref: | 7450 Dater | 30172019 Ref: | EE: [53
(®) Fees () Outlay | BECO01/0001
3. The fee earner nominal
should default but if not, VatCode[U || 2300  MNetVaue [ 7500 VAT [ 435
pICk lt from the IISt on the Mominal &/c: W ...| Fees |Issued - Brian Sweeney
browser button beside Nemative:  [B5 1 Professionsl Fee "
Nominal A/c. .
4, Click OK

ak Cancel

To Enter Outlay

Outlay can be added to an invoice in one of two ways, depending on where the outlay has been
posted to the matter ledger or not.

Option 1 — Updated Outlay

Select the Outlay radio button and the VAT code should default to E (Exempt).
Enter the Net Value.

The Nominal A/c will come in automatically as Qutlay.

Add additional information to the Narrative field if required.

Click OK

uvi A w N e

Option 2 — Posted Outlay

The Import Outlay option can be used where outlay has already been posted to the matter letter.
Any unposted will need to be added using the steps set out in Option 1.

I t
1. Click on the Import outlay button to bring the outlay in automatically by line. Dmupti:;_.l,
2. If the Import Outlay Single box is ticked, the outlay will be imported as one line. W sl

Tl

3. If the outlay detail lines need to be amended, click the Change Button. —'JJJ
To Enter Miscellaneous Outlay
Miscellaneous Outlay e.g. postage, photocopying etc is subject to VAT.
1. The Ref and Fee Earner are copied from the Invoice Screen. However, it is possible to change

the Fee Earner if necessary.

2. Click the Fees radio button and enter the appropriate VAT code.
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3. Enter the Net Value. The VAT A Update Invoice Detail Lines ==
will be calculated based on the Invoice Detail | BatchMNe: 3,391
rate chosen in Step 2 Posting Ref. | 7482 Date: [ 20A2/2018  Ref | F/E: [BS

4. Change the nominal to the (®) Fees () Dutlay BECO01 /0001
CO‘rreCt nomlnal for the type Of Wat Egde:l_ .. 0oo Met Walue: | 5000 WAT: | 0.00
miscellaneous outlay.

Mominal A/c: | TRAVEL ...| Travel & Subgistance

5. Change the narrative to Namative:  |Mise Outlay - Travel] N
Miscellaneous Outlay and add "
the specific details.

6. Click OK. Cancel

Fee Credit Notes
PLEASE NOTE: This option should only be used if the Keyhouse Framework is not in use.

Fee Credit Notes are processed in the same way as Invoices, except the Credit Note option is
selected. You will, however, need to select the invoice you are crediting by clicking on the browser
box beside the Credit Note box. This will populate the field from the original invoice. Do not enter a
Credit Note as a negative value. The system automatically recognises it as such and treats it
accordingly.

When creating credit notes, it is essential that the write down date is considered. If the write down
date is not changed to a date prior to the invoice, all time recorded since that date will be marked as
billed.

Using this method, the details of the credit note must be entered in again. However, to avoid the
need to rekey all the details, use the Quick Posting option on the Matter Ledger. See the section on
Quick Posting (p.g. 63) for details.

Credit Notes/Invoices are updated in the same way. The allocation of a Credit Note against the
relative invoice uses the allocation function in the Debtors Ledger. See Chapter 15 — Debt Ledger
(p.g. 129) for further information.

Approving Draft Invoices

This is now fully integrated into SAM. Note that only those using the Keyhouse Framework module
will need to use this option.

1. Click the Approve Draft Invoices toolbar button E to see list draft bills (entered by desktop
users) awaiting approval.

2. Double click on an invoice to see the details.
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A Browse Draft Bills (Accounts Dept)

| User | Addressee

15 George J AbbottBl S o

B4 A4 A | 2| k[ kr]| Kl <

load, Hanel |

>

Close

3. The invoice can now be approved for posting or returning to the user.

If being returned, a message can be added advising the reason for the return and once the
change has been made and the invoice released again, it will appear in the list again.

A Update Draft Bills (=]
Message [
v Mater  [ESERAAT Lz Lowr M 0
.Q. Cancel Description:  Advice re Inhertance (2 Sl e Upedlocs
= Credit Hate
[ Wotiy Approved
R Date 8/10/2018 Tz il Sert
— Bil T George J Abbolt
T 50 Somerset Fioad, Bills: 141205
Bill Breakdown v [ Llen Ranelagh, Outlay: 0.00
ZbEls o {5,000.00)
6 Prink Draft Chages: 785,40
Time [Hrs:Mins}: 7:52
Our R [B5 “our Ref: |
Wiite Down 4020z
Time to
@ - Bl Detals |Fes Earmer Breakdonn | R
Retun
Type | Hanative Yal Value
[ Wotiy Retum Inv Aitendance - client instiuctions received 230.00
Telephone Attendance with KPMG re Tax Liablty on 2 milion inhertance 4313
[ Fiint Tafile Letter requesting copy Wil and Codici 1438
Letter to Prabate office requesting copy death cert 1438
& . Document Dralting - re advise received from KPMIG re Tax habilty 57501
'; Billing Guide Phone Call ie advice on Tax claim 2013
Photacopying clients financial panfoio 2588
B Matter Ledger &
Fees: [9392.50 Outlay: [135.00 Misc Dutlay: [ 000 VAT:[22830 Bil Tatal: [ 1.359.80
User. BS DrsitNo 257 i

4, The required Bill Layout should have been set by the user, but it can be changed by clicking on

the drop-down arrow.

5. If the invoice is approved, it goes to the Invoice Browser in SAM where it can be posted to the

matter ledger.

6. The Invoice will appear on the screen.

7. The invoice can be exported to PDF, Word, Excel or To the Case. Alternatively click Close

Report to remove from screen.

File Edit ltems Entries Ledgers Reports Queries Window Register Help

20| A | HE = || =

|jj:c}” @ _E 1ol I)k FDF

8. The Fee Earner Breakdown will then appear on the screen.

’E Word

@ Excel

Add
Case

Clase
O Fizpon

9. The Fee Earner Breakdown can be exported to PDF, Word, Excel or To the Case. Alternatively

click Close Report to remove from the screen.

10. Credit Notes should be linked to the original invoice. To ensure errors do not occur to the
recorded time, credit the entire invoice and reissue for the correct value.
11. Credit Notes are approved and posted the same way as an invoice.
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Transfers to Debtors (Transfer of Costs) transfer money from the Client account to the Office

account.

. If more than one invoice is being paid, enter the Total of all the invoices on the Enter
Lodgement Screen and insert a separate detail line for each invoice until the detail lines agree

with the Total.

. Only one invoice may be allocated at a time. If more than one invoice is being paid on the
same matter, then separate detail lines must be entered for each invoice.

° It is good practice and easier to allocate on screen, but not essential, as it can be done later
through the Debtors Ledger by Matter. See Chapter 14 — Allocations (p.g. 123) for further

details.

Enter Lodgement Screen

1. Open a lodgement from the
Toolbar.

2. Enter the transaction
Reference

3. The Date will default to
today, but this can be
amended using the arrows.

4, Select the Office Bank.

5. Select the Transfer from
Client A/c box.

6. Select the client Bank
Account from the Client
Bank A/c list.

7. Click Insert to display the
Update Receipt Details
form.

A Enter Lodgement =3
Lodgement: Batch Moo [ 3386 PostingRef| 7384 o
Marrative:  |-M | M- Fer & ZE
Ret [TFR TRANSFER J
Drate: ’Wﬂ‘le:
Bank: W x
Total ,m . . Entered on: v
Client Bk, &/c: gM0/2018 |
Transfer from Client A/c CLIENT . [JEFT by admin
Feceipts Details:
Fef F/E | T [Namative Mominal &4z | Matter W alue
4] 4] 2] v ] 0]
T
Copy Inzert Change Drelete
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Update Receipt Details

1. The Posting Ref, Date and Ref are displayed as usual.

Update Receipt Detail
2. Select Debtors. a prateeceipt Letals B
Receipt | Batch Mo: 3,340
3. Select a Matter from the
. FostingRet [ 7354 Date: 8A0/ZME || Rer
Matter list browser. Posting et ] b Bek]TRF
() Outlay (@ Debtors () Dffice
4. In the Value box enter the Mate  [Gecomong | ApsBeck
amount received from the = EE Sa S e
ﬂ Billing A/c Outlay Adc Current Adc Deposit Adc
debtor. 0.00 0.00 .00 0.00
. . [12.683.30) 0.oo 12 683.30 0.00
5. The narrative is populated
Vale [T [EEEED]
from the lodgement screen
and additional information can
Marrative: TR&MSFER N flloc | Ref
be added. = Wiz 0.00
M- Clear . .
6.  Click the Alloc button to select [ Wite-oft Remainder
the associated invoice. The Cancel

invoice reference and the
value of the invoice will be populated.

7. To unallocate an invoice, click the Clear button.
8. Click OK

Note: If this posting needs to be reversed, enter as above with a minus value.

Automatic Transfer for Costs

If the invoices are being put up all together after receipt of the money to the Client Account, then it
is possible to click the Transfer Pay Allocate tick box at the time of entering the invoice and this will
start a batch of transfers to be found on the Receipts browser.

However, if you want to see a list of invoices where there is enough money available on the Client
Account to meet the fee invoices, use the Transfer Costs Process.

Paying Invoices — Transfer-Pay-Allocate

Invoices may be paid with an office receipt or a transfer from the client account. There are two ways
to create a transfer automatically on the system

The Transfer-Pay-Allocate function on an invoice may be used to process transfers automatically
when you know the money is already in the client account.
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1. In the Enter Invoice/Credit Note enter the invoice detail and tick Transfer-Pay-Allocate and
Update.
A Enter Invoice/Credit Note @
BaichHof — 3341 PostingRet[ 7385 || oy
Bill Mo 56,540 [_] Credit Note Per & 2012
Date:  [11110/2018 2 ... Bill Te: | rvoice to: George J Abbatt /
I atter ,W | [OwRef)  [F/E:BS | E!e. Sale 45 Somserset Road, Dublin
G J Abbott
S:Ig?i% Snmsgrsel Fioad. Dublin & x
- . [] Open irnvaice
Biillirg &/ Outlay &4 Client &/ . Y
'2'”; b [335"';';0_0;] o wite Down To: [T AD/2008 || | | =
291030 0.00 [335,000.00]
Total | 12,964.59 Entered on11410/2018 by admin i
Detail Lines 'DF"F'IU”
F/E | Type] Manative Value VAT |MAT Value | Dléti:;le
g
IREEIRDE
& Copy Invoice m Billing Guid= Copy Inzert LChange Delete
Fees: WAT Outlay TOTAL:
Im#Cr Tatals: | oo | 0o | 0.00 000
2. Click the Receipts button on the toolbar or use the Entries Menu select Receipts.
A Browse Receipt Batches ==
Unposted Receipts |
Batch Mo | Ref Cate ‘' alue Bank &/c M arrative
3,276 241 12 2 .00 OFFICE &
3.287 |7 29/08/2012 210,000.00| CLIENT Lodged ta Client Account
3343 111042018 2228250/ OFFICE Transfers for Costs [Suta]
a2 v|m]n] < >
Process Costs Transfers |Awaiting Processing: 1 List Inzert Delete
= Clase
3. There is one Transfer Awaiting Processing. (Be careful not to Insert and put it in again).
4,

ready to be updated.

The transfer will appear on the

In the Receipt Batches Browser click on the Process Costs Transfers button when the batch is

Receipts browser. Double click to open for update.
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6. The Enter Lodgement form is already filled in. Enter a reference and double click on each of
the detail lines to bring the reference in.

A Enter Lodgement (=]
Lodgerment Batch Mo [ 3345 PostngRef[ 7386 &
Marmrative:  |-M M- Per. 5 2018
Ref: ,7 Transfers for Costs [Auta) J
Date: [ 11/10/2018 3 ...
Bank: W x
Totat ’W . - Entered an: Y
Client Bk A/c: 111042018 2=l
/| Transfer from Client &z~ JCLENT .. [JEFT by KEYHOUSE
Receipts Details:
Ref F/E | T | Marrative Mominal &4z | Matter alue

[ Transfer for Costs [Auto] DEBTORS ABBOOTA0007 14.760.00

TR EREE

14,780.00
Copy Inzert Change Lelete

7. Click OK and then click Update to finalise the transaction.

Paying Invoices - Cost Transfers Listing

Only matters where there is enough money on the client account to cover the full amount of the
invoice will be listed here on the Cost Transfer Candidates list. Individual invoices can be selected for
payment from this list. These items are then added to the Transfer for Costs list, where you can

create one receipt batch containing all the selected transfers almost ready for update.

This is the same Transfer for Costs list that holds pending transfers that are created when the
Transfer-Pay-Allocate box is ticked while posting an invoice

Creating a Cost Transfer Candidates List

1. Select % from the toolbar or use Entries and Transfer for Cost List Process on the menu bar.
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2. This screen shows a list of outstanding invoices where there is enough money on the client
account to pay each one.

& Costs Transfer Candidates - ] X
=: Create Transfer 1) Reload
| Matter | Name | Description | Date | Criginal | 05 Value | Unpaid Qutlay | Cleared | Bill No. | Transfer Amt | W/o |
[ aan001/0001 AAA Securities  Landlord Dispu 02 Jul 2009 2,088.50 2,088.50 0.00 (50,000.00) 178 208850 [
[ aas001/0001 AAA Securities  Landlord Dispu 18 Jan 2012 1,003.25 1,003.25 0.00 (50,000.00) 220 100325 [
[ Aaa001/0001 ALA Securities  Landlord Dispu 01 Feb 2012 4,305.00 4,305.00 0.00 (50,000.00) 225 430500 [
[ aas001/0002 ALA Securities  MNew Lease 441 12 May 2009 2,832.62 283262 0.00 (46,00000) 171 283262 [
[1 aasp01/0002 ALA Securities Mew Lease 441 15 Apr 2014 1,23000 1,230.00 0.00 (46,000.00) 97897 123000 [
[[] AAAD02/0001  AAA Worldwide Derek Bradley - 25 Sep 2011 3,05250 3,052.50 0.00 (500.00) 676 50000 [
[ AsA001/0001 David Abraharr  Family Law 01 Mar 2014 590.40 59040 0.00 (7737.17) 229 59040 [
[ aeeoo1/0001 George ) Abbo  Sale 45 Somser 07 Mar 2013 291030 291030 0.00 (335,000:00) 228 291030 [
[ aeeo01/0005 George ) Abbo  RTAThe Rise, 5 14 Jan 2011 599.50 599.50 0.00 (120251 21 50350 [
[ earoo1/0001 Tony Barry Sale 17 Dougla 02 Jan 2011 170.20 170.20 0.00 (1.873.75) 1234 17020 [
[ earoo1/0002 Tony Barry Purchase 23 Lo 27 Jan 2011 1,530.00 1,530.00 0.00 (324,24000) 1234 153000 [
[1 BILO01/0001 Noel Billing RTA Brennanste 14 Dec 2021 13862 138.62 0.00 (5831445) 233 13862 [
[] eLoooi/0005 Joe Bloggs Adbvice File 01 Feb 2012 5,576.38 557638 0.00 (1234000) 219 557638 [ ]
[] eouoo1/0001 Claire Bourke Personal Injury 22 Dec 2009 5,971.61 597161 0.00 (7.225.00) 204 597161 []
1 eutoo1/0002 MNoel Butler Lease Agreeme 20 Oct 2010 1476.81 1476.81 0.00 (10,020000) 210 147681 [
[1 suTo01/0002 Noel Butler Lease Agreeme 21 Sep 2011 9,882.50 9,982.50 0.00 (10,020.00) 56754 998250 [
1 Law001/0001  Liz Lawlar Advice re Inher 06 Mar 2012 141205 141205 0.00 (5000000 226 141205 [
[ Lowooi/0004 Lowery Develo; Receivership-1 22 Jan 2012 24,600.00 24,600.00 0.00 (925.00) Inv 92500 [
[ aquioossooot John Quigley RTA 30th Septe 22 Dec 2009 677450 6,774.50 0.00 (62,500.00) 206 677450 [
[ sapooi/0001 Rafi Sadiski Employmentar 01 Aug 2009 9.355.50 20.00 0.00 (20000 186 2000 [
Total: 0.00

3. Select the entries to be transferred by ticking the box to the left of the code. The bottom right
details the running total.

4, Click the Create Transfer button to include them in a batch for posting.

5. The following dialog box appears.

Reference: | |

| Ok || Cancel |

6. Enter the reference for the transaction and click OK.

N

The following dialog box appears.

Transfer created >

Transfer was created

Multiple batches were created
- Batch Mumber: 3343
- Batch Mumber: 3345

OF will reload the list with remaining Cost Transfer
Candidates

8. Click OK to return to the revised list.
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9. Go to the Receipts button on the Toolbar.

A Browse Receipt Batches ==

Unposted Receipts |

Bank &/c
24 760.00 OFFICE

3.287 |77 29 12 210,000.00| CLIENT Account
3343 11/410/2018 22,282.50|OFFICE Transfers for Costs [futo]

Ref

Batch Mo
3.276

a2 v|m]n] < >
Process Costs Transfers | Awaiting Processing: 1 Lizt Inzert Delate
= Cloze

10. The number of awaiting transactions is shown. Click Process Costs Transfers to pull the
transaction onto the list. NOTE: All transfers will appear on one slip.

11. Insert the reference and go into each detail line to apply the reference.

12. Click Update to finalise the posting.

Receipts with Withholding Tax Deducted

It is possible to process Withholding tax easily and quickly using the receipt details. A bank account
called Withholding Tax is the only extra item required. See the section on Adding Bank Account
Details (p.g. 25) for information on setting up banks.

1. Create a new lodgement using the Lodgement button on the Toolbar or select Entries then
Receipts for the Menu Bar

Enter the reference and then select the Office Bank.

Enter a receipt in the normal way for the actual amount received from the client.

Allocate as a part payment on the invoice and update

v ok N

Enter a second receipt selecting the Withholding Tax Bank Account and enter the value of the
withholding tax.
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6. Continue to process in the normal way choosing the debtors option and allocating against the

balance of the invoice.

Enter Lodgement

A

Lodgement:

Bef:  |EFT
Date: | 11110/2018 2 ...
Bark: [wWTHT A

Total: 454.00

[ Transter from Client &/

Marrative:

N IM-

Batch Mo 3,347 Posting Ref: 7,369

Per: 5 2018

Lodged - /holding Tax

11/110/2018
by admin

Entered on:

2 X N e

Receipts Details:

1 ol &4 c
DEBTORS

F/E | T IMarrative

D Lodged - Wholding Tax

444 2] v [ ]

Copy

14 atter

ACCO01/0001

Inzert

Y alue
454.00

454.00
Chahae Delete

7. The amount in the Withholding Tax Bank Account at the end of the year will equal the

withholding tax vouchers received.
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Purchase bill record invoice by the firm from suppliers/creditors. There are two different types of
Purchase Bills.
° Outlay — paid to a creditor, by a firm, on behalf of a client

. Office — for the day-to-day operation of a firm

Creating a New Purchase Bill

The Enter Purchase Bill window has two sections. The Purchase Bill form section contains the
relevant information relating to a particular creditor and the Detail Lines section displays the details
of each item being charged.

1. Click the Issue Purchase Bills button on the Toolbar or from the Entries Menu select
Purchase Bill

2. The Enter Purchase Bill form is displayed.

Enter a Purchase Bill for the Office

1. The Batch No. and Posting Ref are both generated by the system.

2. Enter the name of the A Enter Purchase Bill =
supplier in the Supplier box Purchase Bil Batch Mo [3.348  Posting Ref: T || oy
or click on the lookup button Per 5 ‘Year 2018
and select from the list. Supplier: APER .| Apex Security /

. Bl ’W Marrative: |- |[N-

3.  The Date automatically il rom Ape Secuy x
defaults to today but can be Bef. 8233 [ Cr Mate ¥,
changed by clicking on the Total 0.00 .

Entered or: 11A0/2018 by admin
arrows.
Bill Detail Lines:

4. In the Ref box enter the T | Marrative Maminal &/c I atter Met Value  [WAT [WAT |
number of the Bill. '

5. The Narrative is
automatically displayed
when the supplier name is e o] 2] v n]
entered. Additional Capy Insert | Change  Delete
information may be added if Bill Totals: Net: VAT Total:
required. : [ .00 [ oo || 0.00

6. Click Insert to insert a new Bill Detail Line
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Bill Detail Lines for the Office

1. The Posting Ref is generated by the system.

2. The Date defaults to today's date but can be changed by clicking on the arrows.

3. The Ref is the Bill number A Bill Detail Line =
that was entered in the Bil | BatchNo: 3348
Purchase Bill form. Posting Ref: | 732 Dale:| 11707208 |..| Bet[8233

4.  Select Office. L) 0.t @ Dfice

5. Enter the VAT Code in the
VAT code box by clicking on
the Browse button and
seIecting from the list. Wat Code: [ 07 23.00 GrossWalue | G200 waAT: | 9817

Net: 526.00

6. In the Gross Value box enter Nominal &/c: IW_ e .
the Value Of the BI”. The VAT Marrative:  Bill from &pes Security H
element will be calculated "
automatically based on the oK B
rate applied

7. Enter the Nominal account in the Nominal A/c box or click on the lookup button and select
from the list.

8. The Narrative is displayed automatically when the Nominal A/c is selected. Additional
information may be added if required.

9. Click OK to return to the Enter Purchase Bill form.

10. Enter more detail lines if necessary.

11. Ifthe VAT on the bill is at different rates, then enter it as separate detail lines.

12. Click Update, Save or Cancel as required.

Entering a Bill for Outlay

1. Enter the details in the Enter Purchase Bill Form as for the office above.

2. Click Insert to insert a new Bill Detail Line.

3. The Posting Ref is generated [A Bill Detail Line ==
by the system. Bil | BaichNo: 3348

4. The Date defaults to todayls Posting Ref: | 7373 Date:|  11A0/2018 || Beh|8233
date but can be Changed by (@) Outlay ) foiceAbb o Outlap Code: [ ...
clicking on the arrows. Matter [ABBI02/0002 || ‘Gpime Hoing Agresment

ﬂ Billing Olutlay Current A/c Deposit Adc

5. The Ref is carried through ggg o o o

from the Purchase Bill form. : : :
Vat Code:[E .. 0.00 GrossWalue: | 120000 wAT: | 0.0d

6. Select Outlay. Nt 000

7. Enter the Matter in the Marative:  Bill from Mr Jones N
Matter box or click on the lo o

Cancel
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Browse button and select from the list.
8. Click on the Matter Ledger Button to select the Matter Ledger.
9. The VAT code of E (Exempt) is automatically displayed when the Matter is selected.
10. Enter the value of the Bill in the Gross Value box.
11. The Narrative from the Enter Purchase Bill form is displayed. This can be added to if required.
12.  Click OK to return to the Enter Purchase Bill form.

13. If this entry is split over several matters, insert additional detail lines until the detail lines total
the Purchase Bill Screen.

14. When they agree, click Update, Save or Cancel as required.

Purchase Credit Notes

Purchase Credit Notes are entered in the same way as Purchase Bills, except the Credit Note option
is selected. It is unnecessary to enter a Credit Note as a negative value as the system automatically
recognises it as such and treats it accordingly.

Purchase Credit Notes are updated in the same way as a Purchase Bill. The allocation of a Purchase

Credit Note against the related Bill uses the allocation function in the Creditors Ledger. (See the
section Allocating Payment/Credit Notes (p.g. 144) for further details.

Allocating Office Purchase Bills

It is possible to allocate payments against an outstanding Bill in the Creditors if the payment has not
been allocated as part of the posting process.

1. Open the Creditors Ledger ﬂj and select the Supplier.

A Supplier Ledger (=3
Supplier 4| |DK |D>< Metwark.
Tupe: P Ref Date Ref Marrative Original alue 0/5 Walue |
B 5.555 1/06/2011 | 4443 Bill frorn D¢ Network, [754.74] [754.74]

E B026|  31/10/2011 5125 Bill from D+ Mebwork, 45375
3 E 523,700

45375
11/10/2018 P'd D Metwork, 2370 523.70

I Ad] 4| 20 b | k| wl € >
Third Party B alance: | 000 | Ledger| ?%|Al Records =l 51 Balance: [684.79)
5 i X g 6 Mote: Parentheses [ | denate Credits Close
2. Select the payment to be allocated and click the Allocate Button.
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3. In the Creditors Ledger Allocations window click Insert.
T Creditors Ledger Allocations =N =
Supplier: | D"
D ate: 11404208 Ref: {112
Qriginal  |523.70 To Allocate; |523.70
Allocation Histary |
Date Against Allocated dzer Code
Ref D ate
)44 4] 2] v e[ 0]
Inzert Delete
LCloze
4, Click Select Bill
A Update Allocations  [wE3s]
To dllocate: m
Allocate |
Date: 1102018
Select Bill
Original Walue: | 0.00
045 Walue: 0.00
Allocate: R23.70
0k Cancel
5. Select the outstanding Bill from the list.
6. If the value of the allocation differs from the value of the invoice, modify the Allocation Field
to reflect the value of the allocation.
A Update Allocations  [w3s]
[ o dlocate:  [52370 |
Allocate |
Date: 1102018
Select Bill
Original Walue: | [453 75)
045 Value: [453.75]
[#tacate [453.75 |
Cancel
7. Click OK
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8. Repeat until the full value of the payment has been allocated.

9. Close to go back to the Creditors Ledger.

Creditors Payments List

Using the Creditors Payment List, the system allows you to generate a list of outstanding bills and
select the ones to be paid. The system will then produce a Multi-cheque posting.

1. Select Entries from the main menu, then Creditors

. A Creditors Payments List  [s3m]
Payment List Process.

| E dit Current List d

2. To view a previously created list, click Edit Current List. To
start a new list, select a cut-off date or just click Create
New List to use today’s date.

Create Mew List

Before:|11/110/2018 & ..
3. Tick the box beside the invoice to be paid.

Canicel

4. Tick the box beside the invoices to be paid or use the Tag

All option to select all the invoices.

A Creditors Pay List ()
Unpaid Creditors Bils | Before: 11/10/2018

F A
Camm 3 31 7 0.
[ | |0 02 Communi s a0 ] [360. [360. 0l
[ 02 02 Communionations Oct 020 [133.88) [133.88) 0.
[ | |AIRTRI | Airtricity a522 160420 [189.96) [159.56) 165
[ AIRTHI | Airtriciby Aug 23/08/20 [258.67 [258.67 2h8.E
[ | [AIRTRI | Aitricity 3455 12/05/20 [2.340.0 [2,340.0 23400
[ | [AIRTRI | Airtricity 4545 260720 [121.00 [121.00 1211
[ BEY Beverly Smith Storage Soluti 81 AA0L0 [104.01 [104.00 0l
[ BEW Severlg Srrith Slnrage Solutil 82 020 [104.0 [104.00 0f
[ BEY Beverly Srith Storage Soluti 30 30/03/20 [104.00 [104.00 0l
[ BRADY | Brady & Co 911 HA8s20 [F40.12 [F4012 0l
[ BRADY | Brady & Co 314 0403420 [631.22) [631.22) 0l
[ BRADY | Brady & Co 4367 30404720 [70.00] [70.00] 0f
[ BRADY | Brady & Co S0E7ES 15/03/2012 [123.00] [123.00] 0l
[ BRADY | Brady & Co I 1234 | 310072012 [457.44] [457.44) 0l
BRADY | Brady & Co 12321 19/06/2014 [200.00] [200.00] 0l

A A4 A | 20 p [ PH| M < > W

é Tag Tagall UnTagall

Pay from Bank &/c: )

Process Selected V] i I

m Cloze

There is an option on the right, to change the amount listed to part pay a bill.
To print the list for authorisation or record keeping purposes, click the Printer button.
The Total to Pay will be the Total of the selected bills ticked.

To do allocations or check an individual Supplier’s Ledger, click the Creditors Ledger Button

L ® N o u

Fill in the Office bank in pay from Bank A/c and click Process Selected.

10. To access the multi cheque batch, click the Multiple Cheques button on the toolbar. =
11. Select the newly created batch from the list.

12. Click Change.

13. Enter the cheque number in the Ref field on each individual detail line. Everything else should
be filled in for you.

14. Update the Multi batch as normal. See the section Multi-Payments for Suppliers (p.g. 97) for
further details.
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Writing Off the Remainder of a Purchase Bill

If the money paid to a Creditor/Supplier is less than that stated on the Bill, it is possible to write off

the remainder.

1. Create the payment in the normal way, entering the value of the invoice to be paid on the
Enter Cheque screen.
A Enter Cheque ===
Chedgue Payment Batch Mo: [3.353 Posting Ref: 7383 &
Per 5 2018
Date: [ 1171072018 =1 Nanrative: .| [N- /
Bank Afc: W B Pd D= Network,
ChgMe:[112 [ |PintCheque [ |EFT X
S —Y R
Detail Total 0.00
[]Thid Patty ~ Payee: |Dix Metwork. 5::‘??.?231”8
[]0noe Off Payment by admin
2. On the Detail Line, enter the value of the payment being made.
3. Click Allocation and select the invoice being paid.
4, Tick the Write Off Remainder box in the Update Payment Details form.
A Update Payment Details ==
Payment | Batch Nax: 3342
Posting Fef: 7355 Date: 11A0/20m8 Bef: 1112
() Outlay (@) Office |
Supplier: [53 D Mebwark
VatCode: [E |.. 1380 Gross Value: S00.00  WAT: 59.47
Met: 44053
Mominal &/c: |CREDITORS
PdGas Lo M Sllocate Ref:
Walue: 0.00
s s ‘wiite-off Flemainder
0K Cancel
5. Update the payment in the normal way.

See Chapter 15 — Journal Entries (p.g. 129) for details updating the write off Journal.
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Supplier Remittance Advice

Supplier Remittances can be generated by the system. For this to happen, the option needs to be

turned on.

1. Click on File, System Options and then the More Tab.

2. Tick Supplier Remittance.

Solicitors Category: "7
Other Party Category: [ 1.
Supplier Category: [ .
Syztem Category Type: Ii

Third Party Limit:
3000.00
D ate Walidation: + 1

[ate Yalidation; - | 360

A Update System Options

General More... |N0tif_l,.l by Email | Money Laundering |

[ At Mumber Clients

Auto &lpha Client Nurmbering
Cloze Matter Time Barred

I Supplier Remittance

[1EFT Defaul ON

Conversion rate; |1.269738

Prampt for ref 1: | File: Rief

Prompt for ref 2 |

Prompt for ref 3: |

Cheque Type: LI

Mext File: 364
Clozed File Ho: 1

Enable Cheque Frinting
Label Mo: 2 [Client/t atter Label, Default iz 1)

Save

Cloze

3. Save

4. Select the Supplier Code from the Supplier Ledgers and then highlight the cheque for the

remittance.

Supplier Ledger

3 |APE>< |Apex Security

Id| A4] 4| 20 ¥ | kK| Kl £

Third Party Balance: | 000 | Ledger | ?%[Al Fecords

>

| B Balance: (163.00)

=1 Allocate i >'/\ @

Mote: Parentheses [ | denate Credits

Cloze

5. Select the Supplier code from the Supplier Ledgers and then highlight the cheque for the

remittance.
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6. Click on & and print the remittance.

Soo Grabbit & Runne
Remittance Advice

Data Date : 03/01/2019:15:35

Creditor Ref : CROWE
Payment Ref : 7366
Reference: 952
Amount : €2,500.00
Date: 02/01/2019
DrJohn Crowe
Bill Details Ref Date Amount VAT Total Amount Paid
Bill from Dr John Crowe 2385 02/01/2018 2,500.00 0.00 2.500.00 2.500.00
Cheque Amount: £2,500.00
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What are allocations?

Allocating a receipt against an invoice or purchase bill tells the system which invoice is paid and
matches the invoice/bill with the payment for that particular receipt/payment.
Allocations may be done at different stages:

. When putting up a debtor’s invoice the option to transfer, pay and allocate can be ticked if the
money has been received.

° When entering the receipt, the allocation can be done on screen.

° If not completed at the above stages, then the allocation may be done through the Debtors
Ledger on a matter by matter basis after the invoice and receipt have been updated. However,
where possible, the allocation should be done on the prior to update.

It is essential to have your allocations up to date if you are on VAT on Cash Receipts. Transactions
are only included on the VAT report when they are allocated.

The Aged Debtors and Aged Creditors reports will be up to date and easy to read if the allocations
are carried out.

To Check for Unallocated Fee Invoices

1. To run reports, go to the Report Menu and select Crystal Reports.
2. Go to the Debtors Reports or type Aged into the Search Box and click Go.
3. Select Aged Debtors Report by Client or Fee Earner.

A System Reports (=
Seach: |aged Gao| | Clear

Accounts Reparts -
Biling Reports

Case Detail Reports

Client Reports

Code List Reports

[=F Creditors Reports

L Aged Creditors Repaort

—} Debtors Reports

[ Aged Debt by Fee Eamer

Aged Debt by Client [Show Dates)

Aged Debt by Client [ShowDates) Client Summary
Aged Debt Breakdown

Aged Debt wWeekly

Aged Debt By Dept

Aged Debt By \wiork Type

[+]- Diary/T ask Reports

[+ Dictation Reparts

[+} EFT Reparts

< >~

[] Design Mode W 0K M Cancel
e Addto MyReparts

4. Enter the required parameters and click Run.
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A
Aged Debt by Client

Parameters ‘Dutput Options |
To Date
From Client

Ta Client

Fleaze Select Matter Status

Aged Debt by Client

[MEREGE

Show the Detail Lines

Open -

Cancel

Aged Debt by Client

Asat: 07/01/2019

Data Date : 07/01/2019:12:45
Watter Status : Open
Client From : To

Client  Chcmwame Cedger Ledger 3050 €090 $0420 Over Unallocated
Matter Matter Description MoDays Date Ref 0S Value Current Days Days Days 120 Days  Receipts
RAF001 Jenny Rafter
0001 Divorce 2 v (2.478.74) 0.00 0.00 0.00 0.00 0.00 (2.472.74)
0001 Divorce 2593 200 3.478.74 0.00 0.00 0.00 0.00 3.478.74 0.00
Totals forR AF001: 0.00 0.00 0.00 0.00 0.00 3,478.74 (3,478.74)
SADO001 Rafi Sadiski
0001 Employmentsnd Residentisl Permits 3426 01/08/2009 186 20.00 0.00 0.00 0.00 0.00 20.00 0.00
advice
Totals for SAD001: 20.00 0.00 0.00 0.00 0.00 20.00 0.00
TALO01 Deirdre Talbot
0001 Drunk Driving Arrest - Eth September 3339 16/11/2009 184 1,935.34 0.00 0.00 0.00 0.00 193534 0.00
2008
Totals for TAL0OT: 1,935.34 0.00 0.00 0.00 0.00 1,935.34 0.00
TRAD01 Ken Traynor
0001 Management Fees - Dispute 2634 22110/2011 zo7 2,888.45 0.00 0.00 0.00 0.00 2.888.45 0.00
Totals forTRAOO1: 2,388.45 0.00 0.00 0.00 0.00 2,885.45 0.00
WHI001 Whiteside & Perry
0001 Gorporate Matters 3,458 185 20,843.58 0.00 0.00 0.00 0.00 20,643.58 0.00
0001 Corporate Matters 2533 77192 (18.643.58) 0.00 0.00 0.00 0.00 0.00 (18.643.58)
Totals forWHI001: 2,000.00 0.00 0.00 0.00 0.00 20,643.58 (18,643.58)
WIL0D1 HNoel John Williams
0001 Proposed Lease - Suite 17 Stock Clinic 3467 11/07/2009 184 14,580.00 0.00 0.00 0.00 0.00 14,580.00 0.00
Blackrock Cork
Totals forWIL00M: 14,530.00 0.00 0.00 0.00 0.00 14,580.00 0.00
Totals : 210,908.85 0.00 0.00 0.00 0.00  237,634.47 (26,725.32)
Total Qutstanding including Joumals 210,908.85
Kayhouse Legs) IT Specisiisis wow keyhouse i Fage 5of §

5. The receipts that need to be allocated appear in the Unallocated Receipts column on the right
of the report.

To Allocate Debtor Invoices

1. Open the Matter Ledger related to the unallocated payment and click on Debtors Led.

A Matter Ledger ==
Matier: | [WOMDDZ/000Z  Womack Hotels BS COM Time Bal (H:M): 0: 0
« || s | Contizct Feb 2011 Charge Bal ooo
=
Client Balances HE View K=
MB: Parentheses [ ] denate Credits ek Expand Client A/c
— Dale Ref Nariative: Billna &/c OQutlay /¢ Client Cunient_|_Deposith/e |
7854 Pd Mr Noel Commons 2500.00
73% Pd Dr Bridaet Hush 3.000.00
5564 Lodged (10.000.00)
7354 To Irvw 12200 Pd Mr Noel Commans [2500.00)
7336 To Irvw 12200 Pd D Bridget Hush [2,000.00]
12200 FeesB500 Outlay:5500 VAT 1435 13,435.00
il

| 44] ¢ LALLdNd)
Client &/ Reserved 0.00 Balances: | 34300 | oo | oo | 0.00
% @ i A7 or@ O r # Ory: [AlFecods - W | [Com
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2. Highlight the lodgement to be allocated and click Allocate

A Debtors Ledger (by Matter) ==
['wiomack Hotels
| Contract Feb 2011
10 Clutlay: 5500
1) 44| <) 2| » || < >
MB: Parentheses [ ] denate Credits Afc Balance: 3.455.00
= @ 77 |4l Records k| ] Clase
3. Click Insert.
o Debtors Ledger Allocations =] = [
Matter:  [wOMOD2/0002 ~ ‘Womack Hotels
Contract Feb 2011
[rate: 9401 /2019 Ref: |TFR
Original | (10.000.00) To Allocate: |(10.000.00)
Allocation History |
Date Against Allocated Fees Outlay WaT
Fef Batch No
14|44 «| 2| » ||
Cloge
4, Click on the Select Invoice.
A Update Allocations ==

ToAllocate: | [10,000.00]

Allocate |

Select lnvaoice

Original Yalue: 10,00
045 Walue: 0.00

045 Fees: 0.00
045 Outlay: 0.00
0/5%AT: 0.00

Date: | 3/01/2019

MEB: Enter values to allocate as Megative
1.e. Credit

Allocate: [10,000.00)

Fees: lﬂﬂﬂi
Outlay: lﬂﬂﬂi
AT [

0K Cancel

5. Click on the invoice to receive the allocation and click Select.
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7.
8.

A Select an Invoice ==

Outztanding Invoices

Original % alud 045 Y alue

.00 13.495.00

TA| A4) 4] 2 k[ ke[ K] < >
Close

Enter a breakdown of the fees as minus values and click OK

P

A Update Allocations ==
ToAllocate: | (10.000.00) Date:  [9/01/2019
Allocate |

Select Invoice ME: Enter values to allocate as Megative
Original %alue:  [13,495.00 i.e. Credit
045 Yalue: 12.495.00 Allocate: (10.000.00)
045 Fees: £.500.00 Fees: [3.653.54]
045 Outlay: 5.500.00 Outlay: [5.500.00]
045 AT 1.495.00 WaT: [841.4E)

Cancel

-

Repeat the process from Step 8 until all the money on the matter has been allocated.

Close the allocation screen and close the matter ledger.
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Check for Unallocated Purchase Invoices

Click on Reports and Aged Creditors Re

port to generate the report.

Soo Grabbit & Runne
H Data Date - 11/10/2018:16:41
Aged Creditors Report
As at: 111012018
No. Supplier
Date Batch No Ref Description Current 30 Days 60 Days 30 Days 120 Days UnAllocated
Days Value
02 02 Communionations
31/08/2011 2787 Aug Bill rom ©2 Communionstions 2538 0.00 0.00 0.00 0.00 73133} 0.00
30/08/2011 2789 Sept Bill rom ©2 Communionstions 2588 0.00 0.00 0.00 0.00 (38013} 0.00
31/10/2011 2788 Oct Bill rem 02 Communionstions 2837 000 0.00 000 000 (133.88) 000
Supplier Totals (02): {1.225.24) 0.00 0.00 0.00 0.00 (1,225.34) 0.00
AIRTRI Airtricity
011 3166 3455 Bill from Airtricity 2709 0.00 0.00 0.00 0.00 (2,240.00) 0.00
4545 Bill from Airtricity 2634 0.00 0.00 0.00 0.00 0.00
Aug Bill from Airtricity 2608 000 0.00 0.00 o0oa 000
8522 Bill from Airtricity 2552 000 0.00 0.00 o0oa )] 000
89334 Bill from Airtricity o {5.428.00) 0.00 0.00 000 000 000
Supplier Totals (AIRTRI): (8,315.23) {5.436.00) 0.00 0.00 0.00 (2,879.23) 0.00
APEX Apex Security
11/10/2018 3345 96541 Bill from Apex Security o {163.00) 0.00 0.00 0.00 0.00 0.00
Supplier Totals (APEX]): (162.00) {162.00) 0.00 0.00 0.00 0.00 0.00
BEV Beverly Smith Storage Solutions
30/09/2011 2814 80 Bill fram Beverly Smith Storage 2588 0.00 0.00 0.00 0.00 {104.00} 0.00
Soluticns
31/10/2011 2812 81 Bill from Beverly Smith Storage 2537 0.00 0.00 0.00 0.00 {104.00) 0.00
Solutiens
231/10/2011 2813 82 Bill from Beverly Smith Storage 2837 0.00 0.00 0.00 0.00 (104.00) 0.00
Solutiens
Supplier Totals (BEV): (212.00) 0.00 0.00 0.00 000 (212.00) 0.00
Brady & Co
3152 4387 Bill from Brady & Co 272 0.00 0.00 0.00 000 {70.00) 0.00
2795 2111 Bill from Brady & Co 2598 0.00 0.00 0.00 0.00 (740.12) 0.00
2796 9314 Bill from Brady & Co 25068 0.00 0.00 0.00 0.00 {831.22) 0.00
314 124 Bill from Brady & Co 2520 0.00 0.00 0.00 0.00 0.00 25.00
3284 Inv 1234 Bill from Brady & Co 2445 0.00 0.00 0.00 0.00 (457.44) 0.00
3253 908785 Bill from Brady & Co 2401 000 0.00 0.00 o0oa {123.00) 000
3327 12321 Bill from Brady & Co 1575 000 0.00 0.00 o0oa (20000} 000
11/10/2018 3351 9965 Bill frem Brady & Co o {30 75) 0.00 0.00 0.00 0.00 0.00
Supplier Totals (BRADY): (2,227.53) [20.75) 0.00 0.00 0.00 (2,221.78) 2500
Kayhause Legs) [T Saezislsts wun keynouze e Page 10f3

The amounts in the unallocated column on the right may be allocated. These will be showing in the
outstanding column on the Supplier Ledger.

To Allocate Purchase Invoices

1. From the Supplier Ledger, select

the supplier and highlight the payment to be allocated.

A

Supplier Ledger

B

I

Iree 1234

Supplier «| | v |BRADY [Bragy & Ca

Tupe P Ref Date Fef Marrative Original alue 045 Walue |
30042011 | 4367 Bill from Brady [70.00] [F0.00]
N/08/2011 9111 Bill from Brady [F40.12] [f40.12]
30/09/2011 | 9314 Bill from Brady [631.22] [631.22]
3 k] E!

=l
sy & Co

908765

0
1231

I A4] 4| 2] b | kk| Kl £

Third Party Balance: | 3817.94 | Ledger| ?%:J&l Records

=

Bill from Br. [457 44] (457 44]
Bill from Brady & Co [123.001 [123.00]
Auto Pd Brady & Co bill(s] for 6353, E95.34 0.00
Bill from Brady & Co [200.00] [200.00]
>

Balance: [2.196.78]

Allocate

=] ¢

Mote: Parentheses [ | denate Credits

Cloze

Click select Bill.

Click on Allocate and then select Insert.
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A Update Allocations @
Todlocate:  [25000
Aanalal
Date: EGZEm
Original Yalue: W
045 Value: (25359
Alocate: ETT——
0K Cancel
4. Highlight the line to be allocated and click Select.
A Select a Bill ==
Marrative
Bill from A
T4 ) 4| 2| k| ke| kI £ >
Cloze
5. The value of the amount to be allocated appears in the Allocation field. However, this can be
reduced if required. The payment must match or be less than the value of the outstanding
invoice.
6. Click insert to repeat the process until the full value has been allocated.
7. The Creditors Ledger Allocations screen appears showing the history of the allocation. To
remove an allocation, highlight the line and Delete.
U Creditors Ledger Allocations =N =<
Supplier; |APEX
|.~’-‘n.pe>: Security
Date:  [30/10/2018 Ref. [357
Original | 250.00 To Allocate: |0.00

Allozation Higtory |

Against

| &located | User Code

Fef [ Date

ARE7 301042018

IR

250.00  admin

Inszert Delete
LCloze
8. Click Close and close again.
9. Close the supplier ledger and the allocation will be unallocated on the Aged Creditors Listing.
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Client Journal entries may be used to transfer funds between matters or transfer between two
nominals without hitting the bank.

The Enter Journal form is in two sections.

° The Journal Entry section contains the standard fields for all Journal entries.

) The Journal Details section shows each transaction’s details.

Entering Client Adjustments

Click the Journal Entries button on the toolbar or from the Entries Menu select Journals.
The Journal Batches Browser is displayed.

Click Insert to display the Enter Journal form.

P w N PR

The Journal Total must always be 0.00 before update.
Journal Client Money Between Matters

The Journal Entry Section

This section is almost the same for each type of entry. If a client journal is being done, pick either the
Client A/c or both Client A/c and Deposit A/c if the journal is to affect the Deposit account on the
matter.

1. The Batch No, and Posting Ref are both system generated.

2. In the Ref box enter a A Enter Journal =
reference fOF the entry' Journal Entry Batzch Ma: | 3,343 PBosting Ref: 7,956 L—.*h
Per & 2012
3.  The Date box automatically Bet R Narative: | M- \/
dlsplays today's date, to pICk Date: [ TtAens = Jourmal Transfer - Matter to Matter
another date, click on the Y x
arrows or use the Browser ] Depost :
button. Enteredon: 11410/2018 | -3
by adrmin
4, In the Narrative box enter a
description of the Joumal Details
transaction or C“Ck on the Ref FAENT |Manative Maominal &./cf M atter Yalue
lookup button to select a
predefined narrative from
the list.
5. If the Journal refers to a N I P N
Client A/c, tick in the Client
/ ’ Joumal Tatal: 0.00 Inzert Change Delete
A/c box.
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6. If transferring money using the client Deposit a/c, tick in this the Deposit box as well as the
Client A/c box. Note: The Deposit A/c option is only available if the Client A/c is ticked.

The Journal Details Section

If money is being transferred between two matters, the first line of the Journal entry is for the Matter
from which the money is being debited and the second is for the Matter to which the money is being
credited.

1. Click Insert to display the Update Journal Details form.

2. Enter the matter code from which the money is being moved. Enter the value of the transfer.
This must be a negative number.

A Update Journal Details (23]
Entry | BatchMa: 3,343
Posting Ref: | 7.357 Date | 114042018 Ref: [INT TFR
Clutlay [rebtors Office (@ Client
Matter: ,m | Add Securities Lid
Landlord Dizpute
s Billing &/c Olutlay A/c Current Afc Deposit Adc
7.396.75 94.63 [50,000.00) 0.00
0.oo 0.00 [60.000.00) 0.00
Value: | -10,000.00
Narrative: Journal Transfer - Matter to b atter N
= 0.00
M-
3. Click OK
4. Click Insert again to create a new entry and enter the matter code to receive the transfer. Entry

the value of the transfer as a positive number and click OK.

-

A Enter Journal (=3
Journal Entry Batch MNo: | 3,343 Posting Ref: 7356
: 25
Per: B 2012
Bef: INT TFR Marrative: M- /
Date: 11/10/2018 =1/ Journal Transfer - Matter to M atter
| Client 4/C x
Depozit
Ertered on: 1171072018 || -%1
by admin

Ref F/E| T | Narative

INT TFR: C

>

Journal Tatal: . Inzert LChange Delete

NOTE: The Journal Total must equal Zero when the entries have been entered.
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5. Click the Save button to save the Journal details without updating them.
6. To cancel any changes made to the Journal Entry, click the Cancel Changes button.
7. To save the changes and update the accounts associated with the Entry, click the Update button.

Transfer of Outlay Between Two Matters

The quickest and easiest way to transfer outlay between two matters is to use the Transfer Balances
Quick Posting option. (See Transfer Balances p.g. 75). Alternatively, transfers can be made using
journal entries.

Journal Entry Section

1. Enter the Reference, Date. |2 Enter Journal s
Journal Entry Batch Mo |3.344 Puosting Raf: 7,359 o
2. Add a Narrative or use the Per 5 2012
pre-existing narratives. Ref: TFR Harrative: M| H- ‘/
Date: 1/0/2ma = Transfer Outlay
3. Do not select the Client A/c
. i [] Client /T x
as this is an office outlay
journal. Enteredore 114102018 || 3
by adrmin

Journal Details Section

1. Click Insert to display the Update Journal Details form.

2. The Posting Ref is generated by the system — it is not the same as the Journal Entry Ref which
is entered by the user.

3. The Ref box holds the A Update Journal Details ==
reference entered in the Enty | Batch No: 3,344
Journal Entry section.

Posting Rek: | 7.361 Date: | 1110208 Betl | TFR

4. The Date defaults to tOdayIS (@ Outlay () Debtors () Office
date, to change it, click on - AR
the arrows. Matter merged with ABE 00720001

s Billing Adc Outlay Adc Current Adc Deposit A4z

5' SeleCt OUtIay from the 272230 [1.011.00) E14.00 0.00
selection bar. 272230 (511.00] £14.00 0.00

6. Enter the details into the vale | S0000
Update Journal Details
form. The value must be a
negative number. Natativs:  [Trarfor Gy .

7. Repeat Step 2 for the =
destination account ensuring "
the value is a positive

Cancel
number.

8. Update, Save or Cancel the Journal Entry as required.
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Adjustments in Office Nominal Accounts

Journal Entry Section A Enter Journal [
Journal Entry Batch Ma: [3.345 Posting Ret 73|
Per 5 2012
1. Enter the Date, Reference Bef [TFF Manative: 4| N- \/
and Narrative as normal Date: ’712?]0!2018 < Tranzter to corect Mominal
[ Client /T x
"‘I
Entered an: 1241042018 e |
by adrmin
Journal Details Section
1. Click Insert to display the A Update Journal Details (=3
Update Journal Details Entry | BaichNo: 3,346
form.
Posting Ref: | 7364 Date: | 12410/2018 Bef [TFR
2. The Posting Ref is generated (O)Oulsy () Debtors (@ Office

by the system —it is not the
same as the Journal Entry
Posting Ref.

3. The Ref box holds the
reference entered in the
Journal Entry section.

date, to change it, click on

Supplier: CLEOM
4.  The Date defaults to today's NominalAve: [FTERN [

“alue: 200.00

COffice Cleaners Ltd

Marrative: Transfer to corect Mominal N
the arrows. = e 0.00
. M- Clear
5. Select Office from the
selection bar.
6. Enter the amount to be
transferred in the Value box
as a negative number. A Enter Journal E==
. Journal Entry Batch Mo: | 3,346 PBosting Refk: 7363 &
7. Enter the nominal account Per 5 2012
from where the money is to Ref TFR Harrative: | M| |N- /
be removed in the Nominal Date: 12/10/2018 = .. Transfer to comect Naminal
A/c box or click on the Client &/C x
Browse bl':ltton to select Entered on: 12/10/2018 '}JIJ
from the list. by aclmin

8. Enter the description in the
Narrative box.

Journal Details
Fief F/ENT JManative

Maominal &/c Matter W alue

Journal Details form and to
return to the Enter Journal
form

2

10. Repeat Step 2 for the
destination nominal account,

. M |Tranzfer bo comect Mominal — [CREDITORS 5
9. Click OK to close the Update I , conect Nominal  CREDITORS 20110

? £ >
Jaumnal Tatal: 0.00 Inzert Change Delete
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ensuring the value is a positive number and entering the nominal account to receive the
funds.

11. Update, Save or Cancel the Journal Entry as required.

NOTE: Itis not advisable to use the Journal to transfer payments from supplier to supplier or
invoices from debtor to debtor.

Writing Off the Remainder of a Fee Invoice

If the amount of money received from the debtor is less than the total of the invoice, it is possible to
write off the balance. An automatic Journal will be created, and this Journal is used in conjunction
with the receipts Enter Lodgement form. See Chapter 7 — Receipts for the Receipts (p.g. 80) section
of this manual.

1. Ensure the payment has been allocated to the invoice by clicking the Alloc button and
selection the invoice.

2. Click Write-off Remainder box in the Update Receipt Details Ret 124

form. Yalue: 1,215.00
- -
3.  Update the receipt. 1k
4. Enter in a second Receipt Detail Line for the amount being
written off.

5. Update the receipt.
6. From the Entries Menu select Journals or click the Journal Entries icon on the toolbar.

7. In the Journal Batches Browser select the Journal entry associated with the receipt. (It will
have automatic debtors balance write-off in the narrative).

8. Select Change.
9. In the Enter Journal form enter a reference in the Ref box.

10. Click the Update button.

Writing Off the Remainder of a Bill

If the amount of money paid to a Creditor/Supplier is less than that stated on the Bill, it is possible to
write off the remainder. (With this write off the Payments Function is used instead of the Receipts.)

The option to Write off the remainder must be used when posting the payment. This will create a
Journal entry. This entry must then be posted.
1. From the Entries Menu select Journals or click the Journal Entries icon on the Toolbar.

2. In the Journal Batches Browser select the Journal entry associated with the receipt. (It will
have Automatic Creditors Balance Write-Off in the narrative).

3. Select Change.
4, In the Entry Journal form, enter a reference in Ref box.

5. Click the Update button to finalise the posting.
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Pre-Billed Outlay

This screen shows a list of Outlay credit balances where anticipated outlay has been invoiced before
being paid out. To remove any of these Outlay credit balances, it is possible to journal these
balances back to the Billing A/c.

1. To generate a list of possible instances of Pre-Billed Outlay, select Entries from the main
menu, then Pick-Up Pre-Billed Outlays.
A Pick-up possible Outlays Transfers @
tdatters with possible Outlay Transfers ‘
A [} 1 0
BAROM 000 Tarw Barry Sale 17 Douglas Road 5 170.20 [25.0 [1.872.7510
BARO0T /0002 T ary B Purchase 23 Lohunda G 1,530.00 [78.0 [324,240.001 [0
GALOO /0002 Thomas Gallagher Lease Unit 22 City \West 2208277 [100.0 0.000
“wHION 000w hibeside & Pery Corporate Matters 2,000.00 [148.2 0.00/0
Bd| A4] A 2| k| kr| 0l £ >
“ Journal
= Cloze
2. If required, click the Report button =] in the lower left corner of the screen to generate a

report of the items listed.

3. To view the Matter Ledger of any item on the list, click on the line, then click the Matter ﬂ
Ledger button and the Matter will be displayed. Click Close to return.

4.  TolJournal back the Outlay balance from the Billing A/c (effectively zeroing the
Outlay A/c), click Journal.

5. The Matter code and Outlay A/c balance are automatically displayed.

A Billing-=Outlay Set-off Journal ==l
b atter: ,m

Gearge J Abbott
tatter merged with ABB 001 /0001

Jourmak [T (NIRRT
Allocate 0L

ak. Cancel

6. Click Allocate to match the Journal against the invoice, then click Ok. (Note: if the message:
‘Value greater than outlay outstanding on invoice’ appears, you will need to allocate the
journal manually).
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Journal Entries

7. A Journal form appears, with the essential data already inserted.

P

A Enter Journal

Ref: IEEH M arrative: M| N-
Date: I 124 DJEEI?'I g =l Journal to Set off billing against
e

Cliert &/C

Entered on: 120/2018
by admin

Journal Entry Batch Mo: [3,347 Puosting Ref| 7,368

Fer. 5 2012

Journal Detaj

Ref  F/E|T [Namative |Nominald/olMatter |Vl

Set-off [ Journal to Set off billing againstDEBTORS  ABBOO /0002
ABEO0TA0002

T4 A4] 4| 2] b | FR| M L4

Journal Total: m Irsert Change

(1.011.00]
1.011.00

Delete

HAX N B

8. Click Update, Save or Cancel as required.

Accruals & Prepayments

Journals may be done as normal for accruals and prepayments but you have the option to enter
them, so they are included on the profit and loss and balance sheet (if ticked appropriately) but do

not appear on the nominal account.

Please note:

. Historical Profit & Loss and Balance Sheet reports cannot be generated to include these
accruals and prepayments. The facility is only applicable for reporting purposes in the current
month.

. The values need to be updated from month to month. When finished entering details for each

month, print and hold the report on file for your records.
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Creating/Editing Accruals & Prepayments

1. From the main menu click Items, then | a B a——— =)
Accruals/Prepayments. Accnuals |
2. C||Ck Insert to create a new |tem Mominal &/c | Accrual A/c | Description Value!a
3. Enter the nominal to be adjusted in the
Nominal Form field. E.g. Telephone
N N v w
4, Enter the Accrual/ Prepayment Nominal in R ’
. . Inzert LChange Delete
the Accrual Nominal field. E.g. Accruals -
Feport Cloge
5. Enter the Description, Period Value and
Year-To-Date (for P&L Rpt) values of the | a el ==
Accrual. E.g. To show a €100 expense on 1) Gerera |
the Telephone nominal, enter negative Momingl Fram. ETTa—
€1.00.00 here for the Accrual nominal. P, AT |
Click Ok. '
Dezcription; | Telephones
6. After entering all adjustments for each Period Yalue: T

month, click Report on the Browse
Accruals screen, and keep the list for your
records.

[Positive = Debit, Megative = Credit)

¥TD Perind: [ oo

v 0K 2 Cancel

Reporting Accrual/Prepayment Adjustments

Note that while the Accrual/Prepayment list is adjustable before month end, only the current P&L and
Balance Sheet reports can be printed with Accrual/Prepayment adjustments included. The printing of
historical reports will exclude these adjustments.

Having said that, the inclusion of these adjustments in current P&L and Balance Sheet reports is
optional:

1. Select Reports from the main menu, then Profit/Loss
Report (Summary) or (Budget).

[ Include Forward Postings

2. The adjacent screen appears. [ Adjust for Accruals/Prepayments
3. See Forward Postings (p.g. 137) for information on the
first option here. Cortinue |

4, Tick the Adjust for Accruals/Prepayments box to include listed items in that report. (Both items
may be ticked if applicable).

The same options are available for the Balance Sheet (Current) Report, under Reports in the main
menu.
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Users can post any transaction into the next accounting period, before the current period has been
closed off. This means that transactions can be kept up to date even if the period has not been
completed. It is especially useful at year end when postings can be done for the first period of the
new year while waiting to close the current year.

To Forward Post

1. Enter the transaction as normal with the date being after the month end.

2. The system will ask you if you have
entered the correct date and then will
ask you ‘do you want to forward post?’ If
you say Yes then it will take the date in
the future and update the posting into

the next period. Tes

3. If you say No, then the system will
update the transaction taking the last day of the month end as the date.

Date Check!

! . The date you entered may hot be correct - da you wish ta re-enter?

WARNING

. Although it is possible to forward post journals, it is not recommended and is only activated
on request by contacting Keyhouse Support.

. At your Year End, you must be in period 12. You cannot post forward into a new financial year

while in any other period,

Reports Incorporating Forward Postings

When a transaction is forward posted it will appear on the ledger cards at the forward date, but
some reports may be taken off with or without forward postings.

The current Profit & Loss and Balance Sheet Reports both have options to include or exclude
Forward Postings.

1. E.g. Select Reports from the main menu, click Balance
Sheets, then click Balance Sheet (Current).

[ Include Forward Postings

2. Tick the Include Forward Postings box if so desired and click [ Adiust for Accruals/Frepayments
Continue to generate the report.

Caontinue

3. For information on Accruals & Prepayments please see the
following section.
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The Month End Procedure

If you are using the Bank Reconciliation programme it is probably only necessary to print off the
following reports at the Month End as most of the other reports may be run by period/date at any
time.

. System Reconciliation
° Profit and Loss

° Balance Sheet

. Trial Balance

. Matter List
. Aged Debtors
° Aged Creditors
. VAT Report (2 monthly)
° Exception Reports - Client Account Debit Balances
Office Account Credit Balances
° The Bank Reconciliation should be completed and printed before doing the Month End
Procedure

We would recommend that you print off this page as a Quick Reference Guide.

Period End

This facility is very simple. When all the bank reconciliations are completed, and all of the month end
reports are produced, select this option from the Items Menu. It closes off the current period and
moves to the next one.

1. From the Items menu select Period End. Period End

2. Enter the ‘Next Period End’ date.

Select OK to move from Period 5 to Period B

This is usually the last day of the month).
( y y ) Mext Period End: [ 30/09/20M8 | .

3. If the KPI Setup is ticked, the system will roll forward _
. . YouMUST enter a new Period End date.
the KPI’s for users both in SAM and in the Framework.
4. Select OK to move from the current period to the next
KPI Setup Cancel
5. The period is then closed off and the next period is
started.

To check the period number, select File and System Options.

Please Note: If you are on VAT on Cash Receipts then ALL allocations for the current period must be
done prior to doing the Period End.
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Exporting Ledgers
Keyhouse allows the user to export individual Nominal Accounts to Excel, Word or HTML.
1. Select the required Nominal Account, Matter Ledger, Debtor’s Ledger or Supplier Ledger.

2. Select the SendTo option »

3. Select File in the Send To, choose the format, set the options for Excel if required and choose
the file location and file name.

SendTo Window
Sendto Cptions
(") Printer Preview After Save
®) File

Start Column A

Start Row: 1
Template =

File Mame: |C:-Lee|s-tha1 ey\Cocumerig\Melfer Lecgerx e AA Secuifes

Save Cancel

4, Click Save to create the Excel Report.

Matter Ledgerxls A& Securites - Compatibiity Mode - Excel

A ] c [ E F [ H ' 5 KL

1 Due Ral Navatios Blirg s Oty Al Chot Cumart Depontfe. FonRisl  BachNcll F/E
2 3wes 1388 il hem Pagebey Cousers = 603 2BTH

3 20mm 178 Tolmveize 178 E:] G5 B02ZMMW
4 20rm 178 Irweice. Fees 170 Dullyy23 VAT 3655 208850 65 022N

5 13n0a00 e Bl o Bracy & Co £ 6723 0N
6 151062010 s Undenaking Dsl

7 1wl 220 To Imveiea 20 5
8 1z 201 35 Dullay§ VAT 17225 10825

9 102 225 Irwesce. Faes 3500 Qulay 0 VAT 605 460

10 70302013 1292 Loskged 00000
1n

5. Alternatively select Printer and choose the printer to print without saving.

Exporting Other Reports

Keyhouse is changing the Reports in SAM to Crystal Reports. If the following icons are visible at the
top of the preview screen when you run a report then it is possible to export to different formats
such as Excel, Word and PDF.

" )\ PDF @ Word XI Excel 0 Igleoggrt
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1. On the Menu bar click Ledgers and Debtors Ledger by Matter or open the Matter Ledger and
click DebtorsLed.

A Matter Ledger =
TOTOO /0003 Total Fitzness CcH DEB Time Bal (H:M): 0: 0
||| ‘nt 72Block 2 - Diana Mullen Charge Bal o.00
i
Client Balances JEE b !
NE: Parentheses [ ] denote Credits | Debtors Led Expand Client &/c
Dale ef Nanalive ina A/c Dutlaw &/c Clienit Cunrert. | Deposit A/c
14/09/2018 12234 Invoice; Fees:1000 Outlawd VATZ30 1.230.00
2H0/2018 455 Pd Mt Jones 400.00
ZA1/2018 | 3456 To lnv 12350 Fd Mr Jones [400.00]
Invoice:_F 400 V. 163000

33/11/2018
5/01/2013

901720

DI KN R

Client &/ Reserved om Balances: | 409000 | 000 | 000 | om
% @ i AV orE KO i# Ory: [AlRecods - 5| [Coss

2. The following screen will open. If there is a figure in the O/s Value column in relation to a
payment received, the amount has not been allocated to an invoice. To allocate click the
Allocate button. See Chapter 14 — Allocations (p.g.123) for further information.

A Debtors Ledger (by Matter) ==
Matter: m— |T0tal Fitzness

| Apt 72 Block 2 -v- Diana Mullen

Ledger |Dutstanding Only |

F Fief Marrative Original Value] 0/5
14 4 7AES [rv 000 Clutlay:0 W 1,230.00 1
2341142018 | 12350 7563 Invoice: Fees 1000 Outlay.400 1.630.00 1.630.0
9/01/2019 12394 7073 Invoice: Fees 1000 OutlawD W 1.230.00 1.230.0C
14| 44) 4| 2| k| |kl £ >
MB: Parentheses [ ] denaote Credits Afc Balance: 4,090.00
& | bllocate @ 77 |al Records k3| 9] Close

View outstanding invoices only by clicking on the ‘Outstanding Only’ tab.
Click the print button (bottom left of the screen) to print the Debtors Ledger (by Matter).

The ‘All Records’ field is for Custom Queries, see Custom Queries (p.g. 34)

o v & Ww

The yellow arrow is for exporting the Debtors Ledger by Matter. See Chapter 16 — Forward
Posting and Month End (p.g. 139) for details on how to export ledgers.
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A Nominal Ledger contains accounts for all aspects of a firm. When viewing the Nominal Ledger, all
the transactions in a particular account are displayed.

To Open a Nominal Ledger

© ©® N o U kW

11.

12.

Click the Bank Nominal Ledger button on the toolbar or From the Ledgers Menu select ﬂJ
Bank Nominal/Account View.

Click the Nominal A/c button and select the required account from the list. If required,
previous years can be viewed by changing the year.

A MNominal Ledger Account @
Mominal Adc: 1 v | £ FHR
Mominal Ledger Card: | Year | 2022 3
Puost Ref Date Ref Narrative Matter Supplier Walue

IR < >
Balance: 0.0
77 Al Records - Cleared B alance: 0.0o

=] i a g NB. Parentheses [ ) denote Credits Cloze

All the transactions are listed in order of the Date in which they occurred.

The Post Ref column lists the posting reference number for each transaction.

The reference of each transaction is listed under Ref.

The description that was entered in each transactions form is listed under Narrative.
The Matter, if any, the transaction is related to, is displayed in the Matter column.
The supplier, if any the transaction is related to, is displayed in the Supplier column.
The value of the transaction is listed under Value.

The account balance is displayed in the Balance box.

Add and remove Comments using the Comment buttons. See the section on Custom Queries
(p.g. 34) for further information.

Click Close to close the window.

Nominal Ledger Reports
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Like the Matter Ledger, there are three types of Nominal Ledger reports, the report generated when
the nominal Ledger is printed, the Nominal Ledger Full Detail Report and the Nominal Ledger
Multiple Detail Report.

The Bank/Nominal View

This report is generated when the print button is pressed in the Nominal Ledger window. It
generates a report on the total Nominal Ledger.

1. Inthe Nominal Ledger window, select the Nominal to be reported on.

A Nominal Ledger Account (=]
Nominal &/c: | [CLCONTROL | Client Ledger Cantral
Maminal Ledger Card: b ' 3 £,
Post Ref Date Ref Marrative Matter Supplier Walue |
/2013|5823 Lodged SULOM 0002 [10,000.00]
420199874 Lodged FLY001/000 [10,000.00)
/2019|7896 Pd Dr.Jobn Crowe FLY001/000 2,000.00
/2019 4563 Lodged FL'001 /000 [7.000.00)
42013 | 3651 TRAMSFER SULO0T /0002 2,000.00
/2019|7895 Pd Dr Bridget Hush FLyv001 A0001 1,500.00
42019 | 5564 Lodged wWOMO02/0002 [10,000.00]
f2ma TRANSFER WOMO02/0002
E] d L 002000

01

?7: |l Records d +J SendTo Balance: (2,427,133.89)
=] i X @ CE @ MNE. Parentheses [ ] denate Credits Close

2. Click the Print Button.

3. The following dialog box appears.

A Query Options Ex

Pleaze Select a Query Option

|% Select a Previously Saved Query |

1) Lreate a New Query

@ Do Mot Apply a Query

x Cancel Without Continuing

4. Queries can be created to help analyse the information. See the section To Create a Query (p.g.
35) for information on queries. For the report, click Do not Apply a Query.

5. The report will generate and will take a few seconds depending on the size of the nominal
ledger.
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6. The Report Preview is opened.

1211002018 11:35 So0 Grabbit & Runne Page 1
Nominal Ledger Query:  Custom Query...

Account: CLCONTROL Client Ledger Control EUR

Date Ref Post.  Narrative Matter Supplier Value
11172011 BIF 0 Balance Forward (1,620,033.85)
1/01/2012  opbal adi 7.098 Auditors Adjustments as at 31/12/2011 (5,000.00)
1/01/2012  opbal ad] 7,099 Auditors Adjustments as at 31/12/2011 (482,511.72)
1810112012 231234 7,025 Lodged ABBO01/0002 10.00)
1800112012 501234 7.027 Pg Commissioner for Oaths ABBO01/0002 584.00
21012012 Transfer 7,154 Transfer fees & vat SADO01/0001 9,335.50
3110112012 Ld 7,133 Lodged on aic outlays LOW001/0001 (1,000.00)
3170112012 Ld 7,124 Lodged on a/c outlays LOW001/0002 (1,000.00)
3110112012 Ld 7,135 Lodged on aic outlays LOW001/0003 (1,000.00)
30112012 Ld 7,136 Lodged on a/c outlays LOW001/0004 (1,000.00)
3110112012 Ld 7,137 Lodged on aic outlays LOW001/0005 (1,000.00)
1478001201 4 7163 Traghter af fea DEGIO1Inght 21800
a e e a a a PO e @
130022014 77844 7,280 Lodged to Ulient Account WOMO02/0001 (2,000.00)
190612014 77970 7,301 Lodged ABADDI/0001 (10,000.00)
190612014 34324 7,303 Transfer for Costs (Auto) ABAOD1/0001 4,452.83
24/02/2015 78220 7,309 Lodged Medical Report BRO002/0001 (200.00)

Balance: (2,412,633.89)

7. To move from pate to page in the report, click on the arrows in the Page box.

Pl s34 e o] Pager| of 1 7]

8. To display more than one page on the screen at a time click on the arrows in the Across box to
select the number of pages across and the arrows in the Down box to select the number of
pages down.

B (@] @] sz =

9. Tozoom in on the page click the Zoom button or select the type of Zoom from the Zoom Menu.

] R

10. To exit the report without printing it, click the Exit button or select Exit from the File Menu %

11. To print the report, click the Pint button or select Print from the File Menu @ lﬁ
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Chapter 19 The Supplier Ledger

The Creditors or Supplier Ledger shows all invoices received and Bills and payments made to a
supplier.

To Open a Supplier Ledger

1. To open the Supplier Ledger, click on the Creditors Ledger button on the toolbar or m
from the Ledgers Menu select Creditors Ledger Account.

2. Click the Supplier button to select the required creditor.

A Supplier Ledger (=
; Supplier | | 4| ¢ |EUMMUN |M| Noel Commons
Tupe P Ref Date Fief Marnative Uriuinallue 0,5 Yalue
TAZR| 29/11/2018] 1258 Bill rom bt Noel Commars {35000
7.503 3/01/2019] 9688 Bill frorn kr Moel Comnmiors [3.000.001 [3,000.00]
7.503 3/01/2019] 9562 Bill frorn br MNioel Cornmiors [3.000.001 [3,000.00]
7.519 3/01/2019] 9562 CORRECTION: Bill from Mr Moel C 3.000.00 3.000.00
7.522 3/01/2019] 9888 CORRECTION: Bill from Mr Moel C 3.000.00 3.000.00
14 4] | 2] [ 0r] 01 < >
Third Party Balance: | 835000 | Ledger| ?2%:[Al Records =l 51 Balance: 0.00
5 Allocate i X g @ Mote: Parentheses [ | denote Credits Cloze
3. In the Ledger, all the Bills and payments are listed in order of the Date on which they
occurred.
4. The codes in the Type column denote the type of transaction. E.g. 'B" is a Bill, 'P' is a payment,
etc.
5. The P Ref column lists the posting reference number for each transaction.
6. The reference of each transaction is listed under Ref.
7. The description that was entered in each transactions form is listed under Narrative.
8. The original value of the Bill or payment is listed under Original Value and any outstanding
value is listed under O/S Value.
9. The account balance is displayed in the Balance box.

10. If the supplier has been treated as a third party due to the services supplied, the total amount
paid to date is displayed in the Third-Party Balance box.

11. To view the third party, click the Ledger button.

12. To print a report on the Ledger click Print. The report is displayed in the Report Preview
window.

Allocating Payments/Credit Notes

It is possible to allocate payments against an outstanding Bill in the Creditors Ledger as well as in the
payments form.
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The Supplier Ledger

1. In the Supplier Ledger, select the payment or Credit Note to be allocated.
A Supplier Ledger ==
Supplier 4] |HIBDD1 |Hibemian Insurance
Tupe: P Ref Date Ref Narrative Original Y alue 0/5 Value |
EB 7583 311042018 852123 Bill from Hibermian Insurance [752.58]

7532 Jan Prem

7.537

/2

T A4] A 20 k| 0r <

>

Third Party Balance: | 0.00 | Ledger| ?%:|AlRecords =l 5 Balance: 0.00
= Alocate i >'< @ @ Mote: Parentheses [ | denate Credits Close
2. Click Allocate.
3. In the Creditors Ledger Allocations window click Insert.
U Creditors Ledger Allocations | = | & [3]
Supplier: |HIBOOT
Hibernian [nsurance
Date:  [3/01/2M13 Ref [B852
Qriginal ‘1,505.25 To Allocate; |1,505.25
Allocation Higtary |
Date = ACLT_"’TSt = Allocated | User Code
4] d4] 4| 2] k| Fp| b1
Inzert Delete
LCloze
4, Enter the allocation details in the Update Allocations form

P

A Update Allocations

Tosllocate:  |1.505.26
Allozate |
Drate: | 9/01/2019

Original Yalue:  {0.00
045 Value: 0.00

1.505.26

Allozate;

-

=

(] 4 Cancel
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5. Click Select Bill and select the outstanding Bill from the list.

A Select a Bill ==
Bills |
Tupe [ ate Ref Marrative Original Yalue 045 Value
] Bill from Hibernian Insurance [¥52.58] (752 58]
B 9/01/2019 | Jan Prem Bill from Hibernian Insurance [¥52. B8] 752 B8]
T4 A4) 4| 2| k| BF| K £ >
Cloge
6. Modify the allocation if the payment is to cover more than one invoice.
A Update Allocations  [s£3s]
Tosllocate:  |1.505.26
Allozate |
Date: | 9/01/2019
Select Bil
Original Yalue: | [752.53)
045 Walue: [*52.58)
BAllocate: 7h2.58
7. Click OK and repeat as needed to complete the allocation.
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The Supplier Ledger

Supplier:

[rate:

Original

Hu Creditors Ledger Allocations

HIEOO1

==

|Hiberriar Insurance

3/01/2019

Fef: |RRE2

1.505.26 To Allocate: |0.00

Allozation Hiztary |

D ate

301 /20119
9/01/20149

Allocated

=y

b Pl [ ]

2 EO

IJzer Code

kevhouse
keuhouze

4] a4 o 2] v [0 1]

Ingert Delete
Cloze
8. Click Close
A Supplier Ledger (=
Supplier 4| » | |HEOOM |Hibemian Insurance
Tupe F Ref Date Fef Mariative Original *alue 0/5 Yalue |
B 7.589 304208 852123 Bill frorn Hiberrian Insurance [752.58] 0.00

7532 Jan Prem

7 537

Id|dd] 4| 20 0| bp| bl €

Bill fromn Hiberrian Insurance
Pd Hiberrian Insurance

Third Party B alance: |

000 | Ledger| ?%[AlRecords

=

o)

0.00
0.00

Balance:

0.00

DX &

Mote: Parentheses [ | denote Credits

Close

9. The Outstanding Value is now zero for all allocated invoices.

Comments

The Comment button allows the user to enter a comment line on the Ledger. The comments are
dated and will be in sequential order. Comments may be removed by clicking on the Add/Remove

button.

Adding Comments

1. Click on the Add Comments button.
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e

et et [ A shon Mt ecger . 58
ckon e arows r ik o hloskupbuton'= | o 73

3. Enter the comment in the box provided. | N

4.  Click OK. N

5. The comment is then entered under the last Cancel

transaction listed in the Supplier Ledger.

Removing Comments

Unlike comments on the Matter Ledger, everyone can delete comments on the Creditors Ledger.

1. Select the comment and then click the Remove Comments button. X

2. Click OK to accept the warning.

Corrections

1. Open the Supplier Ledger

2. Select the line to be corrected and click on Reverse/Copy the Selected Transaction @
button.
3. Click on Correct Full Batch and the system will do the correction for you.

A Generate Reverse Transaction [s3s]

Select your option to generate a reverse transaction
to correct this one, or to create a copy of this
tranzaction which you can either post or amend
befare posting. Vou will have to update the
tranzaction. Otherwize press Cancel.

4, Click OK
5. Click Update the Bill and Close

6. To see the correction, close the Supplier Ledge and reopen.
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The Supplier Ledger

Matter Ledger
BAR D01 /0002 Tony Barry SK  CON Time Bal (H:M): 47 - 23
. y | |Purchase 23 Lohunda Gardens Charge Bat  11,861.50
f ~
Client Balances A g :.\;'j
NE: Parentheses [ ] denote Credits Debtors Led Exnand Client &/c
Date Ret Narrative Billing A/t Outlay A/t Clignt Current Deposit A/

31/07/2003 G06454 Pd Revenue Commissioners stamp duty 5,000.00
2/08/2008 187 Tolhvoice 187 [30.00)
2/08/2003 187 Ta lhwaice 187 [33.001
2/08/2009 187 Invoice: Fees5000 QutlawE3 WAT.1075 E128.00
30/08/2009 vt ransfer for Costs [Auto] £.132.00
20/08/20 17} ransfer for Costs [Auto] [6.138.000
2701420 1234 o lnwoice 1234 [78.00]
27/01/20 1234 nvoice: Fees: 1200 Outlay 78 WAT.252 1,520.00
1401420 Marting Undertaking 2:Tite Deeds
/01420 Marting rdertaking 2 DISCHARGED:Title Deeds
340142013 9562 ill fram b1 Noel Commons 3.000.00

A01/2019 i} ' M Hoel Commons 0. 00
{44 4| 2] k| H
Client 4/c Reserved: 0.0 Balances: | 1,530.00 2200 | (3424000 | 0.0

Qﬁ = i X ¥ | OFF E l&_g @ P % Oy Al Records | 51 LCloze

NOTE: Corrections cannot be carried out on entries from previous years, reconciled or
allocated transactions. They must be entered manually as a separate minus transaction.

Remittance Advice

If the Supplier emittance option is turned on in the System Options, a Supplier Remittance will
print automatically if the payment is allocated at the time of posting. However, it is possible to
print a remittance at any time by clicking the Print Supplier Remittance for selected payment icon.

Soo Grabbit & Runne

Remittance Advice Data Date : 0301/2019:15:35

Creditor Ref : CROWE

Payment Ref : 7388

Reference: 952

Amount : €2,500.00

Date: 03/01/2019

DrJohn Crowe
Bill Details Ref Date Amount VAT Total Amount Paid
Bill from Dr John Crowe 2365 03/01/201% 2,500.00 0.00 2,500.00 2,500.00
Cheque Amount: £2,500.00
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Closing Matters

Closing matters that have no activity and have a zero balance means that the Open Matter List is
only showing matters that are current. SAM 3.6 allows the user to close a Matter but also to re-open
it again if necessary. Where possible matters should be closed through the Keyhouse Framework

rather than in SAM 3.6. However, if the Framework is not being used, the following process can be
used to close matters.

To Close a Matter

1. From the Items Menu select Close Matter.

In the Close Matters Browser select the Matter to be closed.

Browse Open/Closed Matters

- =
A & Label 5 Cienl | Ledger Queries: [All Records - |
Matter |F/E | Dept | By client | O1d Ref | In Prog | F/E In Prog | File No | File Ref | User2 | Userd |
Seaich | Go| | Clear
Descrintion File Hum [ Dent [ Tu]Ref 1
T Landord Dispute 180 LIT__ACT
Securties Lid v Lease 44 Main Street Dun Laoohai
400140003 |CH Securties Lid lip and fall incident GEN
44002/0001 BS oildwide Remavals erek Bradley - export to USA Freioht c cT
L44002/0002BS oildwide Femavals tudent Complaint EF REFT 300/CON_A0V_REFT
A 400120001 avid Abrshams Famib Law ACT
EAQD1/0002_[BS |David Abr HIPS Nedgigence - October 2010 HIG
B5001/0001 _[BS George.d Abbu ale 45 Somwerset Boad, Dublin 621828 24|CON 20V
B5001/0002 [BS George.J Abbu atter merged with ABBODT/0000 21967 25(CON_[PUR
B5001/0005 _[BS _(George.d Abbu FTé: The Fie, Stlorgan cc
B5001/0008_[BS _(George.d Abbu |Sale 7 Church Sieet Rathaar 70[CON [5AL
BB002/0001 _[5K__|Abbie Luncl [Commercial Lease -5 Main Sreet, Donre 77|COM (Gl
B002/0002_[BS _|Abbiz Lyncl Shar Holding Agrezment 70[COM 4D
B8002/0003_[BS__|Abbiz Lyncl Power Of Attorney 1]CON PO
CCO01/0001 W _|Accord Music Word Lid Purchase New office 56 Second Steet 2|COM PO
CCO01/0002 W _[Accord Music World Lid ale 123 Bishops Street 3/C0
GO0V/0001 _[BS _[Alled Investment Group: el Brown -v- Jones Services Lid___|0LDGA8 5|CIR onnz Healy
G00/0002_|BS _|Alled Investment Group: Gany Barlow - Hired T slent Services 109399 7ICR Jan
W 2] [m|m] < >
Close Matter

3. Click Close Matter.

4. The following dialog box appears.

Closed File Location

Location:

&rchive Location: |

[1DaoMat Destroy
Destrop D ate:

Cancel

5. Enter the relevant information and select OK to close the Matter.

The Browse Stored Items for the Closed Matter Browser is displayed.

7. Click Close to close the browser.

A warning box stating that the Matter has been closed is displayed. Click OK.
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9. If a matter has any outstanding financial transactions or open tasks in the Framework, a warning
message appears detailing the reasons the matter cannot be closed.

Close Warning

This Matter has . Accaunt Balances.
UnRecanciled Bank Transactions.
UnComplete Diary Actions.

Open Undettakings

Ly ATime Balance.

A Charge Balance.

Please Check.

The Archive

When a Matter is closed it is not automatically deleted. It is stored in an archive, which can be
accessed through the Queries menu. The Matter Ledger can be viewed as can all details such as fee
earner, third parties etc. A destroy date can be set on the Matter.

1. From the Queries Menu select Archive Enquiry.

2. The Closed Matters Archive browser is displayed which lists the closed Matters in alphabetical
order.

3. Select a Matter.

- Browse Closed Matters \El = @
FYrS F Label 5 Ol Ledger Queries: [All Records v |
Matter |F/E | Dept | By client | 01d Ref | In Frog | F/E In Frog | File Mo | File Fef | User2 | User3 |
Seaich | Go| | Clear

Name: Description Old Fef File: Wurn [ Dept [ Ty[Fef 1

[Geoige J Abbott IHatter merqed wih ABBO01/0002  HE6E 126/CON_|REM

Jallier Irwvestment Networks e [Debt - Hamy woith 31UT lAcT

Gordon T. Black.
Gordon T. Black.

11} 4 BS _Alan Quinn
'ORO01/0002 |BS

TEST Matter TEST 152|COM_ACE
5
5 ale: 2 Main Strest. Biay
5 millon term loan

‘orkflow Services Limited COM |LOA
01,/0003 |BS ‘orkflow Services Limited st FIN _|GEN
01./0004 |IP ‘orkflow Services Limited st T13|FIN__|GEN
/0001 [BS Fred Bloggs hare Agreement 41|PC_ ADY
1./0001  |[BS tephen Keogh ale of 1 Main Street TESTH 356|COM_|SAL
1/0002  |SK_ [Stephen Keogh est Matter TESTH 367|CON_|PUR
a2 v |mm| < >
Re-Open Matter

To reopen the matter, click the Reopen Matter button.
To view the Matter Ledger, click the Ledger button.

To view and edit the matter details, double click on the matter.

N o v o~

Click OK to save any changes or click Cancel to close without saving.

Moving Matters

If a matter has been set up against the wrong client, this function is used to move a matter to
another client. This function is primarily carried out in the Case Management system as the matter
may have considerable additional data recorded that is not visible in the SAM system. This function
should only be used in SAM when the Case Management system is not being used.

1. Create a Contact/Client if required.
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2. From the Items Menu select Move Matter.

3. The Matter File Browser is displayed.

A

Cliert./M atter |

Browse the Matters File @

Ci

: 0001
AfA001/0002

: Lt
Afd Securties Lid

=]

Mew Lease 44 Main Street Dun Laoghaire
At 007 /0003 Ay Securities Lid Slip and fall incident
At 0020001 A worldwide B emovalz Derek Bradley - export to US4 Freight compl
Add002/0002 Add\wWoaorldwide Remaovals Student Complaint EF
ABADDT /000 David Abrahams Family Lavs
ABADDT /D002 David Abraharms HIFS Megligence - October 2010
ARBBOOT /0001 George J Abbott Sale 45 Somzerset Road, Dublin 6
ABBOO /0002 Gearge J Abbatt atter merged with ABEOOT /0001
ABBOOT /0005 Gearge J Abbatt RTA The Rize, Stillargan
ABBOOT AD00E George J Abbatt Sale 7 Church Street R athgar
ABBOOZ/0001 Abbie Lynch Commercial Leaze - 5 Main Street, Donnybro
ABBOOZ/0002 Abbie Lynch Share Holding Agreement
ABBOOZ2/0003 Abbie Lynch Power OF Attarney
ACCO0 /0001 Accord Muzic World Led Purchaze Mew office 56 Second Street
Td| A4 4] F) k| ke Kl € >
Move batter
Cloge
4, Select the Matter to be moved.
5. Click Move Matter.
6. The Select a Contact list is displayed.
A Select a Contact ==
by Code | by Other Fief
Code Other Ref I arne Address
AdA001 Adh Secuities Ltd 44 Main StreetDun LaoghaireCo Dublin
AsA002 Abd Worldwide Remnovals S outh MallCork
ABADNT D avid Abrahams 1233 Mavtair StreetDublin 2

ABBOOT

George J Abbott
Abbie C
Accord Music World Ltd

El Somerset Road, Ranelagh, Dublin 6.

ATEUm Allied Investment Group 1 High Street,Dublinlreland.

AN Allied Investment Networks p.l.c 44 Main StreetD onnybrookDublin 4

BARDOT Tany Barry 23 Lohunda GardensCublin 16

BECOOT Angela Beck 26 Church StreetR athgarDublin 6.

BESOO1 | BUSIMES Business Time Limited 5 The CourtAbbey Street Dublin 2.

BILOGA Moel Billing 98 Erennanstovn Y alleyLuskCo Dublin

TA| A4) 4] 2 k[ ke[ K] < >
Close

7. Select a contact and click Select.

8. A Confirmation box is displayed. Click Yes to complete the move.

9. The Matter is now visible under the new contact/client.

NOTE:

Enquiry Browser, but it is not possible to reopen the old matter.

Matters can only be moved one at a time. It is not possible to move Matters in
batches. Once a Matter is moved it is possible to view the old references in the Archive
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Chapter 21 Memorised Transactions

Memorised Transactions may be used for transactions such as Standing Orders, Direct Debits, etc,
where you are regularly entering the same posting. Once created, you can forget about the item until
it appears in the Memorised Transactions Due window of the Welcome Screen.

Creating a Memorised Transaction

To create a Memorised Transaction, open the relevant posting form from the Toolbar. Any type of
transaction can be created as Memorised Transaction. In this example, a Cheque is used.

1. Enter the payment with all required details or bring one already posted to screen.
2. Once all details are in, click the Memorised Transactions button on the right.
A Enter Chegue =]
Chegue Payment Batch No: [3.3439 Posting Ref: 7378 =
Per 5 2012
Date: [ 1271072018 21... anative: [n][N- J
Bank Adc: W Pd &pex Security
ChgMe[6387 [ ]PrintCheque [ JEFT x
Totak[ 45000 '};J
Detail Tatal 450,00
A Memorise Transaction ==
[ThidBaty ~ Pavee: [Apex S Tobe processedor: | I =] ‘\ES:?EIEEZE?B
[] Onee O Payment byadmin
[1]4 Cancel

Payrment Details

F/E | T |Manative
N Pd Apex Security

OFFEXP

Copy Insert LChange Delete

3. Fill in the next date in the future when you will be posting this cheque and click Ok.

4, Your transaction has now been saved on the Memorised Transactions Browser. See the
following section for posting.

5. Post the payment in the normal way.

Posting a Memorised Transaction

As memorised transactions are created, they are added to the Memorised Transactions B
Browser. To view this, click Entries and Memorised Transactions or double click on the

Toolbar icon.

On the date due, the transaction will appear on the Welcome Screen as a reminder.

1. Double click on the icon above
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2. On the due date the transaction will be on the Due Transactions tab. When first posted it may
be viewed in the All Transactions tab.

-

FAY Browse Memorised Transactions E

Due Tranzactions | Al Tranzactions |

P OFFICE A50.00 Pd A
1241042018 OFFICE Pd Eircam

44| 4] 2] el m] <« >

3. To update the transaction, click once on the transaction to highlight it and click Activate. Enter
the new Cheque Number and other fields as appropriate for the posting and update.

4, The following dialog box appears

y Thiz was a Memorizsed transation
/_lé. *f'ou may wish to repeat it again before update?

5. Click Yes to set a new memorised transaction or No to cancel.
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There are two different kinds of report on the SQL version of the system:

Clarion Reports

The Ledger Menu displays the Clarion Reports. These are mainly the everyday reports — e.g.
Cheques Journal, Cash Book, Bank Transfers and the Fees, Purchases and Journal reports.

Crystal Reports

These reports may be found under the Reports Menu or run from Reports/Crystal Reports. A lot of
these reports may be exported to Excel, Word or HTML.

Rather than listing all the reports here, it is a good idea to run through the reports yourself to see
which ones will be appropriate to your office.

A list of the most commonly used month end reports is as follows:

. System Reconciliation
. Profit and Loss

° Balance Sheet

. Trial Balance

. Matter List
° Aged Debtors
. Aged Creditors

o FNL
. VAT Report (2 monthly)
° Exception Reports - Client Account Debit Balances

Office Account Credit Balances
These reports can be added to the My Reports section to make for easy future access.

Normally the Bank Reconciliation is completed before doing the Month End Procedure.
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Crystal Report Preview

All the Crystal reports are shown in the following format.

Fle Edit ltems dger vs Queries Window Register Help
=] EE | B = [(E2|[=vde|on | P ror | [ wee | o] e
I« 1wz W e @@FalE|on V[ @ Twme e msdis |G

Soo Grabbit & Runne
Matter StaitDate  Matter Descriptior Matter FE Dept WType Balance  Balance Balance Balance
e =
T T S o eow e smm o eeww o
10,459.37 94.63 (96,000.00) 0.00
AAADD2 AAA W orldwide Removals South Mall SK
G001 1502207 Dusk Srndly - erport o USA Fraghi comptant ss ur act wmm o emo
3,052.50 0.00 (500.00) 0.00
Toolbar
| x 14 4 1622 b N 8| ZEF &[T v | |84 Toal1719 100w 179ef 1719 | [

The Toolbar allows the user to view the report page by page, print and refresh the report as well as
search for specific recordds.

J X M 4 10f 24 b M = Use the arrows to move forward and back through the
report
5 & Print button will allow the user to set the print

requirements such as no of copies while the print settings
button enable the user to choose the printer.

? Report refresh button

E Export reports to another program
m Show/Hide the Preview Pane
ﬁ Search for specific records

Total: 1719 100%  17190f 1719 No of records found

Exporting a Report to PDF, Word or Excel

In addition to using the Export Button on the Taskbar, it is also possible to export to PDF, Word or
Excel by clicking directly on the Icon.

"E-. FDF M Word E Eoel
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Reporting in SAM 3.6

Ledger Menu — Monthly Reports

This menu displays all the reports you may want to check regularly
on a day-to-day/monthly basis. It is best to check them out in
relation to your own Company and decide what is needed.

The Matter Ledger for tagged matters in the first section allows
you to tick various matter ledgers within a date range and print
them.

To see the lodgements in the Cash Book or Cheques posted within
a period or date range, select the Cash Book or Cheques Journal,
select Full and fill in the dates on screen.

If you are not using the Keyhouse Bank Reconciliation, the Cash
Book, Cheques Journal and Transfer for Costs reports will give the
necessary information on postings. Select the bank account and
date/period number and the Full report to get the most
information.

If you are comparing two reports, always make sure they are both
by period or both by date to be correct.

All reports may be printed or analysed on screen.

Matter Ledger View

Matter Ledger Detail

Matter Ledger Detail - Multiple
Matter Ledger for Tagged Matters

Cash Book
Cheques Journal
Bank Transfer Journal (Period)

Bank Transfer Journal (by Date)
Transfers for Costs Report

Bank/Nominal Account View
Bank/Nominal Account Detail
Bank/Nominal Account (Full)
Full Meminal (by Period)

Fees Book (Period)

Fees Book (by Date)

Debtors Ledger Account/Matter
Debtors Ledger Account/Client

Purchases Book (Period)
Purchases Book (by Date)

Purchases Book (Mominal) by Period
Purchases Book (Mominal) by Date
Crediters Ledger Account

Journals Report (Period)
Journals Report (by Date)

Disbursment Analysis (Current Period)

Disbursment Analysis

F12
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Reporting in SAM 3.6

Reports Menu — Management Reports

The Reports Menu shows the crystal reports. The reports that are
used most are available under the Reports Menu, but other
options may be found under Reports, Crystal Reports or, if special
reports have been written for your company, they may be under
Reports, User Crystal Reports.

Reports may usually be taken off by period or date except for VAT
which is always by period. You will be given all the options on the
report when you go to generate it.

All reports come to screen first. You can decide to analyse them on
screen or print or cancel.

Double click on the report you are looking for and, depending on
which one you choose, it will either bring you into a sub menu or
open the report.

Profit and Loss, Balance Sheet and Trial Balance - are
all on this Menu and may be printed with or without Forward
Balances and by Period or Date.

Exception Reports - these include the Client Debit Balance
and Office Credit Balance reports. If the report flashes up and

disappears there is no information to report on.

Lists —include the Matter List reports

Fees Analysis - Breakdown of fees issued or fees received by Department and Worktype.

Debtors — Aged Debtor Report

VAT Reports - The SAM 3.6 System contains two VAT reports — Invoice basis and Cash Receipts

Reporting System
User Defined Reports

Crystal Reports...
Crystal Reports Setup...

User Crystal Reports...
User Crystal Report Setup...

User Billing Report Setup...
Set KPI Options

Profit/Loss Accounts
Balance Sheets

Trial Balances

Exception Reports
Lists

Client Afc Reserves

Client Deposit Afc Balances

Fees Analysis

Performance Reports

Ranking Reports

Debtors Reports

Aged Creditors Report

VAT Report (Inveice Basis)

VAT Report (Cash Receipts)

Third Party Returns Report

Third Party Payments Detail Report

Bank Account Register

System Reconciliations

* ¥ v ¥

basis. Choose whichever one is appropriate. The reports list the transactions relevant to VAT

grouped by type and rate. Each group has a sub-total. Extract the totals for entry to your VAT return.

Note: It is imperative that all allocations are done if you are on VAT on Cash Receipts. The receipt

only goes on the VAT report when the allocation is done.

The System Reconciliation Report

This is very important in checking your system is in balance.
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Reporting in SAM 3.6

If you are posting on a daily basis, it is recommended that this is run daily, and a hard copy filed.
This means if the report goes out you can trace back to the batch where everything is in balance and

save time in finding the problem.

12/10/2018 Soo Grabbit & Runne
16:23 e -
System Reconciliation Report
Last Batch No.: 3,356 3355 b
Matter Balances Nominal Balances
Client Ale: (2,412, 633.89) Client Ledger Control:  (2,412,633.89)
Qutlay Afc: 27,136.22 Qutlay Control: 27,136.22
Bills Afe: 210,908.85 Debtors Contral: 210,908.85
Suppliers
(57,567.41) Creditors Control: (67.567.41)
Bank A/c Balance Client Afc
CLIENT Client Current Bank Afc 2.412,633.89 Y
CLIENTDEPR Client Deposit afc 0.00 Y
OFFICE Office Bank Afc 231,919 .51
PCASH Petty Cash (3,239.43)
Total Client Bank A/Cs: 2412,633.89
Total Office Bank A/Cs: 228,680.08
Nominal Ledger Total: 0.00
. On the top of the report you can see the Last Batch No.
. On the left of the report you have the total matter balances for the Client, Outlay and Billing
accounts and also Suppliers.
° On the right you have the nominal balances of the Client ledger Control account, the Outlay

Control and the Debtors Control and the Creditors Control. The left and the right sides of the
System Reconciliation report should always agree. The Client Banks should also agree with the
Client balances and the Client Ledger Control Account.

° The Nominal Ledger Total should always = 0.00.

° Differences on the report will be highlighted with asterisks against the figures on the right-
hand side. Asterisks against the batch no are not normally a problem.

If there is a difference, it is advisable to try and find it as soon as possible. Check back on the filed
reconciliations to see when the system was balancing correctly. Check the batches entered since in
case a mistake has been made.

The Movements Report

This is the Audit Trail on the system.
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Query Batches

If you are searching for a particular batch then you can find it from this listing and drill down to see
how it was entered.

Professional Indemnity Reports

Keyhouse has included reports to make reporting to the insurance companies easier. They may be
accessed by clicking on Reports, Crystal Reports and Pl Reports. They include the Firm Case Analysis
Report, Undertakings Report and the Statute of Limitations Report which may be taken off as all
entries, filtered as discharged only or not discharged.

Key Performance Indicator Reports

When targets have been set for Fee Earners, the KPI Reports provides reports giving comparisons
between actual and targets on an individual basis. The KPI Parameters must be set and moved
forward after each month end to enable the reports to generate with accurate information. The
Parameters can be set up by using the File Menu and selecting KPI Parameters. The system can also
be set to do this automatically after the Period End has been run.

My Reports

There are a substantial number of reports available in the SAM 3.6 system. However, not all are
used on a regular basis. To make it easier to locate the regularly reports, My Reports has been
added to the program. This allows the user to create a list of frequently used reports rather than
searching through all reports each time a report is needed.

1. Click on the Reports Menu and select Crystal Reports from the list.
2. Locate the required reports.

3. Click the Add to My Reports Button.

A System Reports (=3
Search: | Go| | Clear
Accounts Reports -
Biling Reports
Caze Detail Reports
~| Client Reports

(— Client Statements

(— Client Category Report

(— Client Current Balance Report

(— Client Balances By Matter Report
Client List

(— Client Statement By M atter

(— Client Outlay

(— Client Balance 90 Days Report

(— Client Deposzit Balances Report

(— Client Outlay Balances az at a Date

— Client Balances Report

[+I- Code List Reparts

[+ Creditors Reparts

[+I- Debtars Reports

[+ Diary/T ask Reports

£ > v

[ Design Mode v 0K M Cancel

e Addto MyReports
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4, Click Yes to add the report

5. The following dialog box appears

Client List ADDED ta My Reports

6. Click OK
7. Repeat until all the required reports as added.
8. Click OK to run the report or Cancel to close the window

Using My Reports

1. Click on the My Reports Icon on the Toolbar to view and run reports. | ]
A My Reports ==
Search: || Go| | Clear

Client Reports
Month End Reports

< >

MK Femave From My Reports + Fun Report o LCancel

2. Click on the + to expand the report group.
3. To remove a report from My Report, select the report.
4. Click Remove from My Report.

5. To run reports, select the report and click Run Report (due to Crystal limitations, double click
will not work).

6. Click Cancel to close the dialog box.
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Chapter 23 Electronic Fund Transfer

EFT will allow users to effectively and efficiently make payments both on behalf of the client and
firm. It will reduce the reliance on cheques and ensure there is no delay in getting payments made
once they are approved. Please contact Keyhouse Support to arrange the activation of the software.

Setting up the EFT Program

Prior to using the EFT Module, information has to be added to the system

1. Click the EFT Button . |l

2. On the EFT Details Tab enter the required information.

A EFT: Payments =]
Bank: N From Date: [26/12/2018 | ToDate: [02/0/2019
Exclude From EFT
Search: |
Payments |T|ansfels | Fleceipts | I EFT Details IEFT Defaults |

Batch No | Ref Ty Date Yalue Bank Alc Payes Email | Narrative

Sort Code:
Account Mo

BN [
BIC: [

Org 1D Number: |

Fayment Date: [02/07/2019

Marrative:

Total: [ oo

Bank File Namef BANKEFT
Location:

MestFile Mum: [ 1

wlal 2] ] < >
Tag Al UnTag Al Total Payments: [ 000
Create EFT [ Close
Sort Code: Picked up from the Bank that you are working on
Account No: Picked up from the Bank that you are working on
IBAN: Picked up from the Bank that you are working on
BIC: Picked up from the Bank that you are working on

Org ID Number: Picked up from the Bank that you are working on
Payment Date:  This is the Date the File will be uploaded and defaults to today’s date.

Narrative: This is the name you can give to the File eg BOI010119 ie bank and date.
Total: This is the total of transactions to be electronically transferred.

Bank File Name: This is set up on the EFT Defaults tab.

Location: This is set up on the EFT Defaults tab.

Next File Num:  This is a system generated number.
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3. Select the EFT Default tab and enter the required information.

A EFT: Payments ==
Bark: From Date: |26/12/2018 To Date: | 02/01/2019

Exclude From EFT

seach |

Paymerts |Trancters | Frecepts |

EFT Detais EFT Defauts... |

Batch No | Fef T Date Value Bark A | Payee

Ermail [ Narative EFT Inatalled Update Defaults.

Ledael L=z [ v [winf <
TagAll UnTag All Total Payments: 000

Bank File Name: | BANKEFT

Locatio:

File Num: 10

EFTLmt [ 000

EFT No of Transactions Linit: 0

From Email Address

e ——

Email Subiect

—

Email Message:

SMTP:

Fo T (Defout=25)

Auth Logon

CiealoEFT | |

EFT Installed:
Bank File Name:
Location:

File Num:

EFT Limit:

EFT No of Transactions Limit:

From Email Address:

Email Subject:
Email Message:
SMTP:

Port:
Auth Logon:
Auth Password.

Please tick this option to commence using the EFT Module
The name you want to call the file to be sent to the bank.

The location the file is saved in. You will need to check if there
is a specified file location where the EFT is uploaded from
either on the C:\ Drive or the Network.

This is a system number and will increment as each EFT is
done. Note: You can change this prior to using the EFT
module, however once this is set, you should avoid making
changes to this field.

This is the total value of the EFT payment that can be
uploaded to the Client. Note: Leave as 0 to have no restriction
on the Value of transactions. You may need to check with
your bank if they have a restriction on the Value of entries per
EFT File.

This restricts the number of transactions that can included in
any one EFT File. Note: Leave as 0 to have no restriction on
the number of transactions. You may need to check with your
bank if they have a restriction on the number of entries per
EFT File.

Enter a default email address to be used to send the EFTs to
the bank.

Set a default subject for emails

Enter a default message for emails being set to the bank
Clients Exchange Server Name (e.g. clientname-
ie.mailprotectection.outlook.com

Must be Port 587 (Port 25 on local PC)

Admin Logon (may not always be required)

Admin Password (may not always be required)

4. For information on setting up banks see the section on the Bank Account Register (p.g.25).
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5. For information on setting up suppliers see the section on Opening a Supplier Account (p.g.
31).

Adding Case Associates
To ensure that payments can be made to case associates, they must be added to the system. This is

done from the Keyhouse Framework and is usually done by a user. However, they may not have
maintained the banking information.

1. Open the Keyhouse Framework
2. Click on Open Case/Matter
3. Click on Associates on the panel on the left
4. In the Associate Type search box, enter the associate category e.g. Doctor
5. In the Associate search box, enter the name of the associate
Associate Type Associate:
doctor Include Retired Standard View
= e Code Name/Company Address Phone No | Categary | Notes | Type
;z::ﬁm:;ﬂw BLOOOT Simon Bloggs (Doctor Simen Bloggs) | The Surgery 2 Church Street Dublin 12 | 4566777 DOCTORS
B
Note: If the associate’s name is visible, then just select it.
6. Double click to open and click to Bank Details.
7. Enter the information and click OK.
Update Case Associate x
General | Other details | Other types | Notes | Other Case Involvements | Bank Details
Bank Name Bank Type
Bank Address 2]
AlB

EBS
KBC
PTSB
uLs
Other

Bank Sort Code

Bank Account No

IBAN

BIC

ok Cancel

EFT Transactions and Creating the EFT File

When entering a Cheque, there will be a default option tick on EFT. If you do not wish to include the
payment as part of an EFT transfer, untick the EFT option. If you wish to print a cheque, tick the Print
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Cheque option. Note you will not be able to choose Print Cheque and EFT at the same time. You will

also need to add in a cheque number/Ref number when using EFTs.
All payees will need to be set up as Suppliers when using EFTs. This is to enable the system to

capture the Payees Bank account details.

Client Payments

This allows you to make a payment to a Client.

1. Create a payment and click Insert.
2. Select a Client Bank Account and ensure that EFT is ticked.

3. Tick Pay a Client then click on the browse button to select the client.

A Enter Cheque
Cheque Payment Batch Mo [3,393 Posting Ref: 7,464

Per 6 2012

Date: [ 270172078 5 Hanrative: |y |-
Bank &/c: [CLIENT .| Clienta/z Fd Tary Bany
ChgMa:[EFT [ |PintCheque [v]EFT [|Send Email?

Tatal: 0.00

Detail Total 0.00

Pay# Client  Client: [BAR001
Entered on:

] Third Patty  Pagee: |Tory Bany
2/01/2013

EX\E@

[] Onoe Off Payment byCarol

Payrnent Details:
Fef F/E | T | Narrative Nominal Afc Matter W alug

1] 2] |0 nn

Copy Inzert Change Delete

4, Click Insert and complete the payment in the normal way.

Third Party Payments

This option allows you to make payments to Third Party Suppliers on behalf of your clients.

1. Create a payment and click Insert.
2. Select the Client Bank Account option and ensure EFT is ticked

3. The Third Party then click on the brose button to select the payee

Keyhouse Computing Limited 165 IMI Business Campus, Sandyford Road, Dublin 16



SAM Accounts version 3.6 Electronic Fund Transfer

A Enter Cheque
Cheque Payment BatchMo: [3393  Posting Ref: 7464
Per 5 202
Date: ’W Harrative: |-
BankAfc: [CUENT .| ClientA/C P Dr Bridget Hush
ChgMNe:[EFT [ PiintCheque [V]EFT [ ]SendEmal?

Total: 0.00

Detail Tatal 0.00

L'«-X'\L@@

[ Pay & Client

Third Party Payee: |Dr Bridget Hush Entered on:
2/01/2019

[] Onee Off Payment byCarol

Payment Details:
Ref F/E | T Narrative

Nominal Afc tatter Valug

RIRTE

Copy Insert LChange Delete

4. Click Insert and complete the payment in the normal way.

Client Only Once Off Payment

The Once Off Payment option allows you to make EFT Payments for individuals that would not be
regular Suppliers, for example it allows you to pay Beneficiaries of probate electronically.

You will need to set up each of the Beneficiaries individually so that their Bank details may be
recorded on the system in order for payment to be processed correctly. This should be done

through the Associates option in the Keyhouse Framework.

1. Create a payment and click Insert.

2. Select a Client Bank Account and ensure that EFT is ticked.

3. Tick Pay a Client then click on the browse button to select the client.
A Enter Cheque @
Chegue Fayment Batch Mo: |3,334 Posting Ref: 7465 o
Per & 2012
Date: [ 2/01/2019 = Manative: | |N- /
Bank &/c: |[CLIENT Client A/C
Chg No:[EFT [ Prit Cheque  [W1EFT  [] Send Email? x
Total: 0.00 Y,
Detail Total 0.0o &
[] Pay & Client
[]Third Pty Papes: | Entered ar:
2/01/2019
Once Off Payment  NE Pick Case Associate on the Detail Ling! byCarol
Payrnent Details:
Ref F/E | T |Marative Maominal &/c Matter W alue
44 ] 2] v [rr[ 0
Copy Inzert Change Delete
4. Click Insert.
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Select the matter.

A Update Payment Details ==
Payment | Batch Neo: 3,394
Posting Fief: 7468 Date: 2/01/2018 Bef: |EFT
Outlay Office @ Client |
Matter: FL'001/0001 ...| Jack Flynn
Road Traffic Accident at Junction 3 on kM50
ﬂ Billz Outlay Client Current Client Depogit
0.00 1.200.00 0.00 0.00
0.00 1.200.00 0.00 0.00
Caze Agsociate:
Gross Walue: 0.00
Pd: KPMG Accountants N
M-
aK Cancel

Click the browse button beside Case Associate to see the associates currently connected to

the matter.

Fiy

Caze Contacts

Case Contacts (Bank Details)
FLYD01/0001

=)

Name

Bank Hame

Bank Sort Code | Bank Acc No

IB Add Professional I

4] 44) 4| 2| K FH M < >
Change Bank D etails
Close

If the required associate is missing, click Add Professional.

Select the Associate Group and then the specific associate

Council Defendant
Defendant's Doctor
Defendant

Deponent (sweaiing affidavit
Diistrict Courts

Distiict Court Office
Disponers

District

Employer
Engineers
Evecutor

el 2 [mln] v

Wz v[m]n] <

A Case Associates (==
% all= El a|[= Saved Queries: [A Fecords = |
Cicu Courts ~ Sewch [l Ssarch all Categories ol | Clear

i Harel

e Code | Name / Company Addess Phone Category Tupe
clorts Insuance Co. DD | Gieonge Gibbons (1 The SurgeryZ3 Heath FioadTerenuieDu 01 245555 5P Doctors Dot
Complainats 904373 | Dariel Dieeds D Darvel Deeds] | The SugerMain Shestwicklow. | 0415309300 GP Doctors Dact
ooty Ragitrar BLOMOT | 5imon Bloggs | Diocter Simon Bloggs] | The Surgery? Chuch StreetDublin 12| 4565777 5P Doctors Dot
ot QUIRDT = s Quike) h m 213112

Crecit Urions

Debtor

Densaserd

Declarant

>
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9.

10.
11.
12.
13.

If the associate does not exist, click the highlighted Green Plus to add the associated. The

banking information is located on the Other Details Tab.

A Add associate (New) ==

General |Ulher Details ‘ Other Types | Notes |
g Twe Doctors GP Doctors
Code [

Full Name..

[ FhoneMo [
[ FasMo [
Job Title: [ Horme: —
\ MobileNo [

Addiess E-Mail |

D Ref:

Salutation:

Company:

L Search: | Go Clear
Relationship Name Phane Email Address -~
RN RN EI < > v

Cancsl

Click OK and then Select to add to the matter.
Click Select to add to the payment.
Enter the Gross Value of the payment and click OK

Complete as normal.

EFT Bank to Bank Transfers

To use the Bank to Bank Transfer between client banks, you need to ensure that the Bank details for

both banks you are transferring between have been setup. See Setting up the EFT Program (p.g.

162).

1.

Click the Cost Transfer List Button on the main menu.—

Enter your details as normal and ensure that you tick the EFT box for the Pay From Bank A/c.
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A Enter Bank to Bank Transfer
Transfer: BatchMo: | 767,818 PostingRef | 1234572417

Marrative: |-M| M- Per: 11 2012

Entered on: 11/05/2016 by keyhouse

Bef: | Transfer Transfer
Date: [ 11/05/2016 =] ...
Receive To
Bank adc: Pay From:
CLIENTAIE - [#] Client &/C Bank Ae: EFT
CLIENT lent &4
Total 300.00 ‘

Transfer Details:

)

v
x

g

Ref F/E | T |Marrative Maminal &4 I atter W alue

C Transfer

CLCONTROL  000001./0002

44 [ 2] v ]

Copy Insart Change De

lete

Entering an EFT Transfer from Client To Office

1. To transfer money from the Client to the Office click on the lodgement button e
A Enter Lodgement (23]
Lodgement: Eatch Mo: Iw Poasting Flef:lm =

S FPer:11 2012
Mamative: M M-

Bef [Funds TRAMSFER J
Date: | 11/05/2016 51 ...

Bank: [OFFICE x

: Entered an: "
Latal 455.00 Cliert Bk Adc: 11/05/2018 |
| Tranzfer from Client &/ CLIENT ‘ EFT }) kephouse
S’
Feceipts Details:
Fef F/E | T |Marrative Morminal A./c t atter W alue

DEBTORS

0 TRAMSFER

IR

455.00
Copy Inzert LChange Delete

2. Select the Office Bank and tick Transfer from Client A/c.
3. Tick the EFT box for the Client Bank Account

4, Click Update the transaction once the other relevant details have been entered.

Creating an EFT file
e |
1. On the top Toolbar, click the EFT button.

2. The following window will appears.
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A EFT: Payments =)
Bank: [CLIENT Fram Date: |12/05/2016 To Date: | 19/05/2016

Exclude From EFT

Search: |
ayments ‘Tramsf&rs | Receipts ETF Detals |EFT Defaults |
7] Date | Walue | Bank Ade | Papes | Narative

10.00 |Pd Carol Sargent Sort Code: |330055
|_17/08/2ME] ZO0O0[CLENT Fid Mar
767851 EFT P 17/05/2016 100.00 CLENT _Jo Pd Johr IBE | AccourtMo: [1Z3d8676
67252 |EFT P | 17/05/2018 I00O0[CLIENT  [Carol Sargent P Caral Sangent
P

767,862 |1234567 19/05/2016 600,00 CLIENT Mary Bume Pd Mary Bume

IBAN IEB3BOFIS0377937669189
BIC: BOFIE2DXG0
Org 1D Number: |IE972221 23456

Payment Date: W

Marrative: 1ﬁ
Total ,m

Bk File: Name:W
Location W
Mext File Murm: ,716

A4 €| 2| b kb DI < >
Tagal UnTag &l Tatal Payments: ’w
< Create EFT > Cloze
3. Select the Bank and the date range to select the eligible Payments, Transfers and Receipts

(payments done through the Lodgements Menu) bank.

4, Tick the items to include in the EFT by clicking on each Tab. The Total will increment by the
value of each item that you tick.

5. Name the file in the Narrative box, eg AIB160516.
6. Click on Create EFT to create the file.

7. Upload the file from the saved location to your Bank, contact your Bank’s EFT department
should you need assistance with this.

Exclude from EFT: This allows you to mark entries that were originally included as EFT entries
but now will not be included in an EFT Batch. If you do not want to include an entry on this list
in an EFT batch, tick the box on the right of the entry and click on Exclude from EFT.

Exclude From EFT

EFT Reports

In order to print reports on the EFT programme, click on Reports, Crystal Reports and EFT Reports.

Bank Account Gives a list of all Bank Accounts and their EFT details. You can filter by
Register Open/Closed or All.

EFT Case Associate Allows the user to check if EFT details have been added for the Case
Bank Accounts Associates. You can filter by Incomplete/Complete or All. You can also

filter by typing in the Case Associate Type. Tick the Check box if you
want to include deceased Case Associates.

EFT Client Bank Shows Clients with EFT details set up. You can Filter by All/Complete or
Accounts InComplete and select a range of clients by using the From and To Client.
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EFT Completed
Transactions

EFT Outstanding
Transactions

EFT Supplier Bank
Accounts

Gives a list of the transactions included in an EFT file. Type the number in
Please enter an EFT number to bring up the required report.

Provides a list of outstanding items that have not been included in an
EFT transfer.

Allows the user to select Suppliers with All/Completed or Incomplete
bank account details. You can also select All\Third Party or Non third
Party and tick to include retired Suppliers
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Appendix 1 — EFT Quick Guide Sheet

Client Bank

1. Pay aClient directly — Pay the client directly, you can pay 1 or more matters for the same client.
2. Pay a Third-Party Supplier — Pay for a third-party service must be marked 3™ party.

3. Pay a Once Off Payment — Pay Case Associates e.g. Beneficiaries.

Multi Payments Client Bank

1. Pay a Client directly — Pay the client directly, you can pay 1 or more matters for the same
client.

2. Pay a Third-Party Supplier — Pay for a third-party service must be marked 3™ party.

3. Pay a Once Off Payment — Pay Case Associates e.g. Beneficiaries.

Office Bank

1. Pay a Third-Party Supplier — Pay for a third-party service must be marked 3™ party.
2. Pay a Once Off Payment — Pay Case Associate e.g. Beneficiaries.

3. Pay a Supplier — Enter the Payee as normal, do not tick either option for 3™ party or once off
supplier.

Multi Payment Client Bank

1. Pay a Third-Party Supplier — Pay for a third-party “service must be marked 3™ party.
2. Pay a Once Off Payment — Pay Case Associate e.g. Beneficiaries.

3. Pay a Supplier — Enter the Payee as normal, do not tick either option for 3™ party or once off

supplier.
Reports
1. Bank Accounts Register — Used to check if your Banks’ have the relevant EFT details.
2. EFT Case Associates Bank Accounts — Used to check whether Case Associates Bank details have

been entered.
3. EFT Client Bank Accounts — Reports on the Bank accounts for the client.

4, EFT Completed Transactions — Enter an EFT number to see the Transactions that were
included in an EFT payment.

5. EFT Outstanding Transactions — Select the required Bank Account to see the Outstanding
Transactions that are waiting to be included in an EFT Transfer

6. EFT Supplier Bank Account — Reports on the Supplier Bank details.
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Chapter 24 Bank Reconciliation

Every month each bank a/c should be reconciled with the bank statements. The SAM system

maintains a complete history of each reconciled Bank Account.

Please note: Bank charges should not be charged on the Client Bank Account.

It is important to have the following information ready before beginning your first bank

reconciliation:

. Your correct closing balance from the last manual bank reconciliation.

. A list of the outstanding lodgements and payments to enter on the system.

To open the program, double click on the bankrec shortcut.

Bank Reconciliation Menu

Reconciliation | Bank Details  Help

Initiate Bank Reconciliation

Reconcile

Recenciliation Statements

Enguiry

Undo Recenciliation

Opening Position Set-up

Clear Down Bank Transactions
Initiate Bank Reconciliation:

Reconcile:

Reconciliation Statements:
Enquiry:

Undo Reconciliation:
Opening Position Set-up:

Cleardown Bank Transactions:

Opening Position Set-up

barkrec

Initiate to start a reconciliation from scratch each month.

To continue working on an open reconciliation after it is
started.

Shows a history of reconciliations on the system.

Shows transactions not yet brought into a reconciliation.
Allows an uncompleted bank reconciliation to be undone.
This shows the history for a brand new reconciliation.

This is to cleardown banks not reconciled at year end.

The first step when starting a new bank reconciliation from scratch on the SAM system is to enter an

Opening Position Setup.
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1.

2.

Go to Reconciliation (on the menu bar) and Opening Position Setup.

A Bring Forward previous Reconciliation Details
Feconciliations |
Rec Mol Bank Ac Fec Date [rate Complete Lazt Rec Opening Balance ~
v
Irnzert | LChange I Lelete |

[« |

Report

Claze |

Select the Bank to be reconciled and click Select.

o

PCASH Petty Cash

adl a2 v ||| o] |

A Select a Bank A/c
B ark Accounts
Code D'escription £ Clif
CLIEMT Client Current Eank &z ElY
CLIENTDEP Client Depozit aic ElY
JFFICE Dffice Bank Ao E
E

2l

Cloze |

Help |
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3. Click Change

A Bring Forward previous Reconciliation Details

Reconcilistions I

Rec Date
0 OFFICE :

| Office Bank Afc

2
Inzert |I LChange I Delete |

Report |

Close |

4. Select the Outstanding Transactions Tab.

F

Bank Adc: Office Bank Adc

General | Dutstanding Tranzactions

A Changing a RecHistory Record

-

Typ Date Ref " alue Batch | &
4| 4] 4 2] v e m] v
S ggg Inzert | Change Delete

5. Click Insert

P

General |

Date: I
Bef: I

A Adding a RecOsTrans Record

Marr: |
Value: | 0.00
QK I Cancel
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6. Enter the outstanding transactions on this screen selecting the type of transaction and details
and click OK.

I )

A Adding a RecOsTrans Record  [s239

General |

* Receipt © Payment

Date: 2012/2016

Bef: 1234
Harr: |F'a_|,lment from Jane Do
Walue: | 4 250.00
] | Cancel |
7. Insert again for a new entry and complete all entries
A Changing a RecHistory Record @
Bank A0 Office Bank A/
General Dutstanding Tranzactions
Type Date Ref Y alue Batch | Pre
2041242016 1234 4,250.00
F 2012520151235 250,00 0f 115"
A 1911220161233 250000 0f11&:
A 1911220161232 1.250.00 0f11E:
P TAM22016| 1225 750,00 0 11E:
F AATL2016] 1215 280.00 0f118&:
F 19/11/2016( 1193 1.750.00 {116
TR
S gggggg Inzert | Change Delete
8. A running total is displayed at the bottom of the screen that can be checked against the total

lodgements/payments on the last manual reconciliation.
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9. Return to the General Tab and fill in the details from your last reconciliation.

i "

A Changing a RecHistory Record @
Bank Az Office Bank Adc

General |Elutstanu:|ing Transactions |

{ &

D ate of Last Reconciliation: | 20/02/2016

| 2467.00 [Minus if DR)

Cloging B alance:

+ Add 075 Cheques: | 8.000.00
- Less /s Lodgements: | 2.000.00
B ark Statement B alance: | 254500 [Minus if DR)

Difference: [ 467.00]
MB: Your adjustment should be

entered as Outstanding
Transactions.

Proceed ‘

| ok | Cancel |

10. Enter the closing date from the last reconciliation.

11. Enter the closing balance and outstanding cheques and lodgements from your last completed
reconciliation.

12. Enter the Bank Statement balance at the closing date of the last reconciliation (as shown
above).

13. The difference should be 0 and this will be an exact record of the opening position for your
first bank reconciliation on the accounts.

14. When the figures are entered, Click Proceed and OK, OK and OK. Print and file the report for
the Opening Position.
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Start a New Reconciliation

1.

2.

3.

F

Select Initiate Reconciliation to start a new reconciliation

A Y Start Bank Reconciliation ﬂ
0K

Recanciliation Ma: 0
C I
Bank &/c: | ﬂl

.
Rec. Date: | J O ELF

Select the bank and fill in the required date you want to reconcile to (usually the end of the
month).

Bank Beconciliation “

F l*_: Don't forget to enter "Bank Statement Balance" |

Click OK on the warning message

Reconcilistion Date:  31/01/2014 Bank &/c:  OFFICE Office Bank &/c £~ E| .

P _/‘5 ectronic B ank |
Lodged |Paid | 0/z Lodgements | 0/s Payments | 0/s Lodge b/t | 0/z Pay b/ | 3 =) Statement
Date Ref Yalue |

25/08/2011 corect [3.052.50) o i 5
013 ey Reconciiafion Statement

15/02/2012 261935 ; )
20242012 307500 Opening Balance: |B4,291.D2

254104202 3.603.00

140242012 4.215.00 Total Lodgements: | 196,638.09

170242012 5,780.34 Total Payments: I 13.709.34

15/01/22 6.763.30

2/05/2012 9.225.00 Closing Balance: |24?,21 977

21/0/2M2 Transfer 9.33550

l by Value by Date |b\r Refemncel

3/03/202 Ld 14,760.00 Less: 0/: Lodgements: |2D4,838.DS

31/01/202 77192 £5.508.10
2 2 i} Add: 0/s Payments: |17 207 44

Adjusted Bal: |53,733.12

Statement Balan ce:| 0.00
Difference: |59,?89.12

] 2 v ] Reports ..
Check | by W alue | by D ate | bw Bief |

Refresh | CompleteHecl Close |

Refrezh to include new postings

All the balances will show on the right-hand side. Before anything is ticked, the Adjusted
Balance should agree with the last closing bank statement balance.

Enter the Statement Balance from your bank statement for the new reconciliation.

The transactions may be viewed by value, by date or by reference using the tabs on the left of

the screen.
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Reconcile Transactions

There are 6 tabs across the top of the transactions.

Reconciliation Date:  31/01/2014 Bank &/c:  OFFICE Office Bank &/c 4 =3 Electionic Bank

=} Statement

I Lodged |F'aiu:| | 0/= Lodgements | 04z Papments | 0/= Lodge b/f I 0+= Pay bt I 4

g Date Ref Walue
£ 25/08/20M1 t 306250 gt -
- 740342013 Frent [1,unn.cu:|] Reconciliation Statement )

Lodged and Paid: These will show any new transactions coming in on the
bank reconciliation.

0O/s Lodged b/f and O/s Pay b/f: List all the transactions that have already been
included in a previous reconciliation. They are
highlighted in green to show they are brought
forward.

0/s Lodgements or O/s Payments: Tabs in the middle (as highlighted) bring in all the

lodgements or payments together.

1. Open the O/s Lodgements or O/s Payments tab
2. Select a transaction to reconcile and either double click or select Check.
3. The transaction will disappear when checked reducing the Outstanding list.

Transactions may be

i Reconciliation Date:  31/01/2014 Bank Asc: OFFICE Office Bank A/c s R
viewed on the 4 =} Electionic Bank
relevant tab with an Lodged Paid |0/s Lodgements | D75 Payments | D5 Lodge b/f | 0/s Paybst| 34 g Statement

o
i~ . . Z Date Ref W alue .
R’ beside it to show £ TS/ /2012 501922 12.00 Reconciiation Statement-
o 3
. . &
itis reconc'led and = 312::10]1::3813 #g#g Opening Balance:|84,291.02
. o 2/09/2011 505638 )
W|” Change the g g:} ig:} ::gg::g 5015333 ) Tatal Lodgements:|198,838.09
. z . Tatal P. ts: [13.709.34
adjusted balance. = 12/12/2011|  G019876 : plaTavmers
] ®
= ?H#éﬂgh aul;&;g X Closing Balance: |24?,21 977
e.g. a payment = | vanznon 125 ' . S PTY - E—
) i s Pt e . Less: 0/: Lodgements: | 204 638.09
coming into the 2241172013 2345 , Add:  0/s Payments: [17,043 44
aa/ll/ane P ' Adiusted Bal: [63.625.12
it 16/03/2012 s0 ) justed Bal: |53,625.
reconciliation for the PR TeE] I _

. . . 12403202 506010 X Statement BﬁlanCEZl 0.00
first time will be 15/03/202 . .

_ Difference: IW

seen reconciled

Reports ...

under the left-hand byya|ue| ipbets | by Bef |

current Paid tab. Ea— | Completeﬂecl Cloee |

FRefresh to include new postings
An o/s

lodgement/payment that has already been in a bank will show in green and be found in the O/s

lodgements / O/s payments tab.
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Reconcilistion Date:  31/01/2014 Bank &/c:  OFFICE

Office Bank &/c

;.f_“.. Electronic Bank
Lodged |F'aid I 045 Lodgements | O/ F'a_l,lmentsl 0/s Lodge b.-"fl 045 Pay b,.n'fl 34 =3 Statement

Date Ref Value |
25/08/2011 canect (3.052.50)
70342013 1.000.00
15/02/2012 2.619.35
2/02/2m2 3.075.00
25/10/2M 2 3.603.00
14/02/2012 4.215.00
170242012 5,780.34
1540172012 6.763.30
2/05/2012 9.225.00
2101422 9.335.50
3/0342m 2 14.760.00
31/01/2012 £5,508.10
5 5 1 -

@
i}
£
2
£8
17}
o
=
L |
@
"
=1
=
Z
@
2
2
=
2

p.u o R s

I{I{{I 4 I ?I }I})I )II
Check. |

Heconciiation Stafement

Opening Balance: I B4.291.02

Total Lodgements: I 196,638.09
Total Payments: |13,709.34

Closing Balance: |24?,21 977

Less: 0/: Lodgements: IS,DDD.DD
Add: 045 Payments: |1?,D43.44

Adjusted Bal: | 256,263 21

Statement Balan ce:l 256,263.21
Difference: IUDU—

—
Reports ...

by W alue | by D ate | by Bef |

Fiefresh | Complete Hecl

Refresh to include new postings

Opening balance:

Total Lodgements and payments:

0/s Lodgements and Payments:

Statement Balance:

Difference:

The Reconciliation Report

Cloze |

The closing balance figure from the last reconciliation.

Refers to the current lodgements and payments for
the month

Total of the current and b/f transactions

Bank Statement Balance for the date you are

reconciling to.

Difference between the adjusted balance and the
Bank Statement Balance. This should be 0.00 in order

to move on.

When you are ready to complete the reconciliation, print the report (usually by Date).

Reports ..
by W alue by D ate by B ef
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So0 Grabbit & Runne
Bank Reconciliation

Full Transaction List

— =k —k =k

Bank Afc: OFFICE Rec No. 34 Rec Date: 31/01/2014  Currency: E
Date: Ref, Post Ref Receipts Payments Ticked 0S5 Rec
15/09/2010  pc 7,054 0.00 4400 R
2/09/2011 505698 7,056 0.00 60.00 R
110/2011 786540 6,968 0.00 492 50
5M10/2011 340984 6,952 0.00 560
TH2/2011 123 7,013 0.00 120.00
121272011 5019876 7,068 0.00 67.50
5/01/2012 501436 7,062 0.00 75.00
16/01/2012 501989 7,066 0.00 12.00
25/01/2012  pe 7,030 0.00 212.50
/02012 1233 7,050 0.00 60.00 R
31/01/2012 4545 7,052 0.00 4400
31/01/2012 506430 7122 0.00 60.00
12/03/2012 506010 727 0.00 480.00
165/03/2012  so 7,089 0.00 289.00
15/03/2012 so 7,09 0.00 695 34
15/03/2012  so 7,093 0.00 640.00
29/08/2012 121 7,202 0.00 10,000.00
9M10/2012  GT6T6 7.2 0.00 400.00
21172012 7878 7,231 0.00 50.00
14122012 125 7,239 0.00 120.00
27/05/2013 3456 7,264 0.00 120.00
22112013 2345 7,268 0.00 160.00
20112/2015 1235 115,948 0.00 250.00
19/11/2016 1199 116.443 0.00 1,750.00
30M1/2016 1215 116,398 0.00 250.00
1122016 1225 116,348 0.00 750.00
25/08/2011  correct 7,005 (3.052.50) 000 R
15/01/2012  Ld 7,147 6,769.30 000 R
21/01/2012  Transfer 7153 9,335.50 000 R
/o202 792 7,145 65,508.10 000 R
2/02/2012  Ld 7,190 3,075.00 0.00 R
14/02/2012 Ld 7,162 4 215.00 000 R
15/02/2012 Ld 7,149 2,619.35 000 R
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The report will print as follows in two parts:

° The Full Transaction List shows all the transactions being brought in and what has been
reconciled.
. When the first report is printed or cancelled the second one will automatically come to
screen. It is advisable to print both reports before completing the bank reconciliation.
Soo Grabbit & Runne
Bank Reconciliation
Reconciliation Report
Bank Alc: OFFICE Rec No. 34 Rec Date: 31/01/2014 Currency: E
Opening Balance: 64,291.02
Add Lodgements: 196,638.09
Less Payments: 13,709.34
Closing Balance: 24721977
Less Q/S Lodgements: 5,000.00
Add O/S Payments: 17.043.44
Adjusted Balance: 256.263.21
Balance per Bank Statement: 266,263 .21
Difference: 0.00
Qutstanding Transactions:
Date: Ref. Post Ref Matter Code Payee Receipts Payments
1/10/2011 786540 6.968 0.00 492 50
5/10/2011 340984 6,952 0.00 5.60
7M12/2011 123 7,013 EVED01/0010 Brady & Co 0.00 120.00
12/12/2011 5019876 7,068 BRO002/0001 Brady & Co 0.00 67.50
5/01/2012 501436 7,062 LAWO001/0001 Brady & Co 0.00 75.00
15/01/2012 501989 7.066 LAW001/0001 Probate Office 0.00 12.00
25/01/2012 pc 7.030 KEOD03/0001 Registered Post 0.00 212,50
31/01/2012 4545 7.052 ABB002/0002 Commissioner for Oaths 0.00 44.00
31/01/2012 506430 7.122 LOWO001/0001 Companies Registration C 0.00 £0.00
12/03/2012 506010 7.127 LOW001/0005 Dublin Local Autharity 0.00 480.00
15/03/2012 so 7.089 Airtricity 0.00 289.00
15/03/2012 so 7.091 Brady & Co 0.00 695.34
15/03/2012 so 7.093 Eircom 0.00 640.00
29/08/2012 121 7.202 WEL001/0001 stamp 0.00 10,000.00
9/10/2012 BTETE 7.221 EVED01/0010 Dr John Crowe 0.00 400.00
2/11/2012 7878 7.231 BEC001/0005 Brady & Co 0.00 50.00
14M12/2012 125 7.239 BRO002/0002 Commissioner for Oaths 0.00 120.00
27/05/2013 3456 7,264 ABAD01/0002 Brady & Co 0.00 120.00
22/11/2013 2345 7.268 ABA001/0001 Brady & Co 0.00 160.00
201242015 1235 115,948 0.00 250.00
19/11/2016 1199 116,443 0.00 1.750.00
30/M11/2016 1215 116,398 0.00 250.00
1/12/2016 1225 116,348 0.00 750.00
19/12/2016 1233 116,266 2,500.00 0.00
19/12/2016 1232 116,299 1,250.00 0.00
20M12/2016 1234 115,917 4,250.00 0.00
Totals: 8,000.00 17,043 44

The Reconciliation Report shows the calculations and gives a list of the outstanding transactions to
be brought into the next bank reconciliation.

Save a Reconciliation

The system will save the reconciliation automatically. If you want to go back into the bank
reconciliation to continue from where you were
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1. Select Reconcile from the Reconciliation menu

2. Select the bank and click OK.

Refresh a Reconciliation

If you find you need to enter direct debits or do a correction, enter the transactions in the accounts
as normal.

1. Select Reconcile from the Reconciliation menu
2. Select the bank and click OK.

3. Click on Refresh to bring everything into the bank reconciliation.

Complete a Reconciliation

Reconciliation Date:  31/001/2014 Bank &/c: OFFICE Office Bank &/c £ .
o = Electronic Bank.
Lodged |F'aid I 04z Lodgements | Oz Payments | 0/s Lodge b/t I 04z Pay b/t I 34 7 SRl

Ref

Heconciiation Slatement:

Opening Balance: I B4.291.02

Total Ladgements: I 196.,638.09
Tatal Paprents: | 13,709.34

Closing Balance: I 24721977

Less: 0/: Lodgements: IS,DDD.DD
Add: 0/z Payments: |1?,D43.44
Adjusted Bal: |258,283.21

Statement Balan l::e:| 256.,263.21
Difference: IUUD—

TR Reports ...
Check | by W alue | by Date | bw B ef |

e | |

Refresh to include new postings

25/10/2012 77368 3603
7/03/2013 7750 1.000.00
25/08/2011 conect [3.052.50)
15/01/2012 6.763.30
2/02/2012 3.075.00
14/02/2M2 4,215.00
15/02/2012 261335
17/02/202 5.780.34
2/03/2m2 14.760.00
2/05/2012 73.800.00
2/05/2012 9.225.00
21/m2m2 Transfer 933550

o
o
E
[
£
1]
o
=
)
]
"\
[=]
=
L |
o
2
]
3
=
L

DMIDIDIDIDIDIDIDIOIDIODI

Once the difference is 0.00 the reconciliation may be completed by clicking Complete
Rec.Reconciliation Statements

All bank reconciliations are listed under Reconciliation Statements. Completed bank reconciliations
show a date complete and if you double click on the line and can view the history and print from the
screen.

Current Reconciliations (that have not been finished) will not have a date in the Date Complete
column. To open a completed Bank Reconciliation:
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1. Go to Reconciliation and select Reconciliation Statement

A Bank Reconciliation Report @

Fieconciliations by Bank Acc + Rec Mo |

Hec Ma| Bank Ac Fec Date D ate Complete Opening Balance Ladgements
T 30| CLIENTDEPR 31/10/2010 161172011 0.00
33| CLIENTDEF 3052011 1641142011 0.00

23| OFFICE 1140342005 10442010 .00 28

26| OFFICE 242009 10442010 99627 R3320

29| OFFICE 052010 1641142011 [£2.232.35] T05,4

32| OFFICE 3052011 1641142011 E4.44E.25 173

a2 e 0] 4] | v

Select Cloze
| |

2. Highlight the required line and click Select. Alternatively, double click on the line

A Bank Reconciliation =)
Reconciliation Date:  31/01/2014 Bank &/ OFFICE Office Bank Adc
Lodged |F'aid | 0/s Lodgements | 0/: Payments | 045 Lodage bt | 043 Pay b/f | Rec. No: 34
EUR
~ .-_.,-”.-_. ﬂ1 Y LT HReconciiation Slalement:
25/10/2012 77368 3603.00) R ,
7032013 775 1.00000| R Opening Ealance: |64,291 02
25/08/2011 comect [3.05250) R
15012012 Ld E.769.90| R Tatal Lodgements: [196,632.09
2024202 Ld 307500 R .
157055015 I a21500| B Total Payments: |13.709.34
15/02/2012 Ld 261935 R : .
13055015 0 &80 34| R Closing Balance: |247.219.77
30352012 Ld 14,760.00| R : .
S05/2012 L 7380000 R Less: 0/s Lodgements: |8,000.00
20542012 Ld 9.225.00 A Add: O/z P ts: [17 04744
200172012 Transfer 3335.50| R s Pagments: [17.043
Adjusted Bal: | 256 26321
Statement Balance: |256.263.21
Difference: | 000

TR ENE |

Beport Cloze

3. To open the reconciliation being worked on, go to Reconcile on the Reconciliation Menu and
enter the bank.

The Enquiry Screen
This screen displays any transactions that have not yet been brought into a bank reconciliation

1. Go to the Reconciliation Menu and select Enquire

2. Choose a Nominal Account to view the information
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A Bank Reconciliation Enquiry X
S| CLIENT | Client Cument Bank &/c
Morminal Ledger Card:
Post Fef Date Fief Marrative fd atter S upplier W alue
7am 1/01/2012 | opbal adj Auditors Adjustments az 492 511.72
7024 1872012 | 231234 Lodged 10,00
7026 18/01/2012 | 501234 Pd Commizsianer far O at COM [564.00)
T3 21/01/2012 | Transfer TRAMSFER [9,335.50]
7132 310102012 Ld Lodged 5,000.00
7162 1402202 | Ld TRAMSFER [4.215.00]
7108 15022002 | Ld Lodged MPPR & Housel 1.800.00
7112 15/02/2012 | BOESER Pd South Dublin Co Cou [200.00)
7.143| 15/02/20012 | Ld TRAMSFER [2619.35]
17| 2140242012 | 50E806 Pd Property Reqistration FROF [125.00)
7110 3040342012 | 505E7E9 Pd Househald charge » [BO0.00)
TA0R|  2/05/20012| 77132 Lodged 5,000.00
RN
Balance: 251213389
MB. Parentheses (] denote Credits Clase

3. Double click on a line to see the details

Undo a Reconciliation that is not Completed
Using this option Bank Reconciliations can be undone provided they have not been completed.

1. Go to the Reconciliation Menu and select Undo Bank Reconciliation
2. Click on the Browse button to select from the list of open reconciliations
Py Undo Bank Reconciliation [

Reconciiation Ne: [32 [CLIENT oK,

[tuizt Pick. Bank Bec From List of Curent Bank, Recs]
Cancel

3. Click OK.
4. Click OK

Bark Fec Mo 34 for Bank Acc CLIEMT Undone

CLEAR DOWN BANK TRANSACTIONS
This action is only done on bank accounts that have not been reconciled. This must be done to allow

the Year End to run.
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Bank Reconciliation

1. Click on the Reconciliation Menu

edar ral 1ons

Bank Adc: |

All Tranzactions befare date;

E—

Cancel |

[Year End Date]
2. Select the bank to be cleared down
3. Click Yes on the messages to continue

@ Are pou zure pou want bo cleardown all transactions for the PCASH Bank Account before /4

4, Repeat for all other banks to be cleared down
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Chapter 25 Electronic Bank Reconciliation

Import Electronic Bank Statement

Visit your bank’s website and download the electronic bank statement for the relevant period. In the
case of AIB, this will be a file with an .out extension; Bank of Ireland and Ulster Bank both produce
files with a .csv extension, which indicates that they contain comma-separated values.

1. Open the Bank Reconciliation programme.
2. Click on the Bank Details Menu and choose Banks.
3. Select the account you wish to reconcile and click Change.
A Banks (=3
Acoounts |
Cade Description

CLIEMT Client Current Bank &/c
CLIENTDER | Client Deposzit alc
OFFICE Office Bank &/c
PCASH Petty Cazh

WTHTA | 'Withholding Tax

a2 v mm] 4] | |
LChange
Cloze | Help |
4, Check the radio button corresponding to the bank who issued the electronic bank statement

and click OK to close the window.

A Change Detail (3w

Bank |

Code: [CLIENT | Client Current Bark A/c

Bank

" BOI: Bark OF Ireland
™ ULS: Ulster Bank

¢ 0K o Cancel
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5. On the Reconciliation Menu select either Initial Bank Reconciliation (to start a new one) or
Reconcile to continue with an existing one.

A Start Bank Reconciliation ==

Reconciliation Mo: 1}
C |
Bank &/c: I J ﬂl

Fec. Date: | J 50 EUR

6. Enter the required information and click OK on the warning.

7. Click OK on the reminder

A
,'é Dion't forget to enter "B ank Statement Balance™ |

8. Select Electronic Bank Statement.

Reconciliation Date:  15/10/2013 Bank &/c: OFFICE Office Bank A/

f‘_ Electronic Bank.
= Statement

Lodged IF'a\d | 0/s Lodgements | 0/s Payments | 0/s Lodge b/f | 0/s Pay b/fl E
g
15 il Reconciiation Statement
7]
e FA032M3 77501 1.000.00
B | s comect (3,052.50] Upening Balance: [4.291.02
=] 15/01/2012 Ld £,769.30
] 2Nz 2 La J07E00 Total Ladgements: [196 638,03
S 14/02/2012 Ld 4,215.00 Total Payments: 13543 34
= 15/02/2012 Ld 261335
= 17/02/2012 Ld 5,780.34 Closing Balance: | 247 379.77
> 3032m2 Ld 14.760.00
= 2/05/2Mm2 Ld 73.800.00 p » l—
- S/ 2 L 3050 Less: 0O/ Lodgements: | 196,635.09
21/m/2m2 Transter 9.335.50 Add: 0/s Payments: [14,047.44
Adjusted Bal: [£478512
Statement Balance:[lili
Difference: |£4,789.12
RIRXRN KD T Reports ...
Cheok | byvae | boDate | bwRer |

Refresh | Complete Hecl Close

Refresh to include new postings

9. Locate the downloaded bank statement, using the Browse button. Your internet browse may
have saved it by default in a Download folder.
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Electronic Bank Reconciliation

10.

Bank A/c: 36 CCLCABOI Client CurrentAjc-B.O..
General |
Some Electronic Data Imported For This Bank Rec 36, CCLCABOI
I Choose Bank Statement Fie] =l I
Steps: ;
; Electonic
1 Create File: @ Import Electronic Bank Fie Data
2 Auto Reconcie............ B Payments by Ref and Vaiue
[ Lodgments by Ref and Value
B8 Lodgments by Date and Value
a Payments by Value
a Lodgments by Value
3E Reconci J £l Reconcilistion Aubo
& Reconclle
Report
J Bank Statement Transactions Not Reconcled I v 0K I XK Cancel ]

Click Import the Electronic Bank File.

Auto Reconcile

1. Begin the automatic reconciliation by clicking Payments by Ref and Value and then
Lodgements by Ref and Value.
Bank A/c: 36 CCLCABOI ClientCurrentA/c-B.Ol.
General l
Some Electronic Data Imported For This Bank Rec 36, CCLCABOI
Choose Bank Statement Fie] |
Steps: 5
T 22 impost Electionic Bark Fie @ fame
2 Auto Reconcie............ a- Payments by Ref and Vaiue
I Lodgments by Ref and Vake
B8 Lodgments by Date and Value
B Payments by Value
B3 Lodoments by Value
3: Electronec Reconcile: J Electronic Reconciliation Auto
& Reconcile
Report
&P Banks Transactions Not Reconcied | o 0K | X concel |
2. If there remain transactions that have not been reconciled, continue down the list of buttons
under 2. Auto Reconcile.
NOTE: You should be aware that Payments by Value and Lodgements by Value attempt to
match the transactions by value only —they do not take reference or date into account and
may, therefore, lead to false matches. For this reason, you may prefer to skip them and move
to the next step, Electronic Reconciliation.
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Electronic Reconciliation

To reconcile a transaction using this method, you must select it on both sides of the screen.

You can unmatch a transaction by selecting it and clicking Unreconcile. It will appear on both sides
of the screen.

Reports

Reports can be generated from the Bank Reconciliation screen.

Bank Afc 36 CCLCABOI Client CurrentAjc-B.0
Genetal I
Some Electronic Data Imported For This Bank Rec 36, CCLCABOI
Choose Bank Statement Fie| J
Steps: Q Electonic
1: Create File: .’ﬁ Import Electronic Bank Fie Data
2 Auto Reconcile............ a Payments by Ref and Vahe
[ Lodgments by Ref and Value
ﬂ Lodgments by Date and Value
u Payments by Value
u Lodgments by Value
3 Electronec Reconcile: J Electronic Reconciliation Auto
& Reconclle
Report
|i= Bank Statement Transactions Not Reconciled | X Cancel

Electronic Data Report shows the statement value imported at the beginning of the reconciliation
for the bank file

Auto Reconcile Report shows what has been reconciled automatically on both the accounts and the
bank statement.

Bank Statement Transactions Not Reconciled show all the bank statement transactions that remain
unmatched.

Finish the Reconciliation Manually

It may be necessary to manually finish the reconciliation as the system may not have been able to
reconcile all items in the list.

1. Run the Auto Reconcile Report and/or Bank Statement Transaction Not Reconciled, to get a
list of outstanding items.

2. Click OK to go to a screen showing the remaining transactions as they appear in SAM on the
left-hand side and those from the electronic bank statement on the right.

3. You match a transaction by clicking it on both sides of this screen.
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4, Go to the Reconciliation Menu and click on Reconciliation Statement.

4 Bank Reconciliation [E

Bank Rec: 108 OFFICEZ  Office No 3 adc.

Lodged |Paid | O/s Lodgements | 0/ Payments | 0/s Lodge bt | 0/s Pay bt | Lodged [Paid | 0/¢ Lodgements | 0/s Fayments |

e

g SAM Transactions Electronic Bank Statement

Date Ref Walue Nanative

24/10/2005 | DD 504
19410/2005 | TRANSFER 15,000.00| TRANSFER
17072006 | VISAREAD 11683 | VISEREADH

oy vaue |oy nae‘ by Referer
|y value [by Date| by Referenc:

Liel el o[ 5 » [wo[

4/10/2006 1037 1064

Reconcile
N¢ UnRecorcie Transaclions 9 I Unfrecace

5. Select the uncompleted reconciliation.

6. Check off anything that does not match exactly (e.g. corrections/contras or more than one

transaction in the account against one amount of the bank statement).

Undo a Reconciliation

Until the reconciliation has been completed, you can undo it.

1. Go to the Reconciliation Menu.

2. Click Undo Reconciliation.

NOTE: You can import the bank file again and start the reconciliation from the beginning.
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End of Year Procedure

We would recommend that Keyhouse completes the Year End procedure for you as you will not be
covered by Support if it is done incorrectly.

Check list: before you start the year-end

1. Make sure you are in period 12 and that everything is updated.

2. Everything should balance at the end of period 12. Any forward postings for the new year
should be in period 13.

3. Print off any reports that you may need to have on file.

4, Complete all bank reconciliations to the year-end date. If adjustments are subsequently made
to the accounts, another bank reconciliation must be done to the same date.

5. Check that all the entries in Reconciliation | Enquiry in Bank Reconciliation are forward
posted dates.

6. Still in Bank Reconciliation, run Reconciliation | Cleardown Bank Transactions for banks that
will never have a reconciliation done e.g. petty cash and withholding tax.

e Never run Cleardown Bank Transactions on a bank that will be reconciled.

Backing Up and Restoring in SQL Server 2014

To Back up in SQL

In Windows 8 or above, SQL Server Management may be pinned to the Start screen, the
Desktop or the Taskbar. If not visible, type the letters sql at the Start Screen or the Search
Icon on the Taskbar and select SQL Server Management from the resulting list of Apps.

Search

Everywhere -~

Server 2014 Management Studio

|p. SOL Server 2014 Management
X Studio
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Year End Procedure SAM 3.6

In any version of Windows earlier than Windows 8, from the Start Menu, select Programs |
Microsoft SQL Server 2014 | SQL Server Management.

Ensure the correct Server name is the box then click Connect.

E Connect to Server
Microsoft SQL Server 2014
Server type: Database Engine W
Server name: | BREMDA-HP\SQLEXPRESS v
Authentication: Windows Authentication W
ser name KEYHOUSE bhartley
Cancel Help Options >

1.
available.

File Edit View Debug

Tools Window Help

From the panel on the left click on the + sign beside Databases to expand the list of databases

P~ - (5 e @ D NewQuey [y 0B pf 5| & a9 -

Object Explorer

v 1 X

Connect~ 3 3 m 7 Eﬁ

= La BREMDA-HP\SQLEXPRESS (5OL Server 12.0.2269 - KEYHOUSE\bhartley)
3 Databases
[ Security
[ Server Objects
3 Replication
3 Management

2.

—
Mew Database...

MNew Query
Script Databaseas  »

Tasks 3
Policies »
Facets

Start PowerShell

Reports 3

Rename

Delete

Refresh

Properties

Detach...

Right click on the database to be backed up and select Tasks then Back Up.

Take Offline
Bring Online

Shrink

Back Up...
Restore

Generate Scripts...

Extract Data-tier Application...

Deploy Database to a Windows Azure VM...

Export Data-tier Application...
Register as Data-tier Application...
Upgrade Data-tier Application...

Delete Data-tier Application...

Import Data...
Export Data...
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Year End Procedure SAM 3.6

3. The following screen appears.

Selectapage -
Scipt v [} Hel
47 General Dot i
12 Media Options
2P Backup Options Source
Database: | Keyhouse - \
Recovery model FULL
Backup type [Fut ¥l
[ Copy-only backup
Backup comporent
(®) Database
() Files and flegroups: [ |
Destination
Back up to: | Disk v ‘
—
Server
BRENDAHP\SQLEXPRESS < >
Connection
KEYHOUSE bhattley
] View connection properties
Progress
Ready

4. If there is a backup already created, click the Remove box before clicking the Add button to

create a new backup.

5. The following Dialog box appears

Select the file or backup device for the backup destination. You can create
backup devices for frequently used files

Destinations on disk
(®) File name

Backup device

OK Cancel

6. Click on the browse button to choose the location and create a file name.

Select the file

--D Microsoft Office 15 "
£ Microsoft SQL Server
"D 100
=-£a 110
Ca 120
130
Ca 80
a9
{3 Client SDK
{3 MSRS12MANUALS
-3 MSRS12.SQLEXPRESS
-3 MSSQL12 MANUALS
=3 MSSQL12.5QLEXPRESS

-3 MSsaL

3-C3 Backup

i} 561TwithFinancials bak
D Keyhouse_LogBackup_2018-06-13_17-17-13
D Keyhouse_LogBackup_2018-10-09_18-29-43

- DATA

[ FTData

3 Install

3 JOBS

3 Log v
< - e >
Selected path: |C:\Program Files'\Microsoft SGL Server\MSSQL12
Files of type: | Backup Fies("bak;"tm) v/
Fie pame: lmeatdad |

o

NOTE: There cannot be any spaces in the file name and the file extension must be .bak e.g.

2017YearEnd.bak.
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7. Click OK and the OK again. Details of the new backup will be shown on the screen.

8. Click OK to create the backup.

9. Once completed, the following dialog box will appear.

@ The backup of database 'Keyhouse' completed successfully.

EEY

10. Click OK to close the box.

To Restore in SQL Backup

Before starting to restore a backup, ensure that everyone is out of the system.

1. Start SQL Server Management. See the section Backing Up and Restoring in SQL Server 2014 (p.g. 192

for details on how to start SQL Server Management.

2. Click on the + sign beside Databases and then right click on the database to be restored.

3. Select Tasks | Restore | Database

New Database...
New Query
Script Database as

Tasks 3

Detach...
Policies ] Take Offline
Facets Bring Online
Start PowerShell Shrink L4
Reports 3 Back Up...
Eenane) Restore 4
Delete Generate Scripts...
Refresh Extract Data-tier Application...
Properties Deploy Database to a Windows Azure VM...
Export Data-tier Application...
Register as Data-tier Application...
Upgrade Data-tier Application...
Delete Data-tier Application...
Impert Data...
Export Data...
4. The following screen appears.

Database...
Files and Filegroups...

Transaction Log...

Select a page
1 General
L Files

18 Options

Connection
47 BRENDA-HP\SQLEXPRESS
[KEYHOUSE\bhartley]

View connection properties
Progress
Ready

A\ Atail-log backup of the source database will be taken. View this setting on the Options page.

B Script - | [ Help

Source
@® Database: Keyhouse
O Device:

Database:

Destination

Database:

Restore to:

The last backup taken (15 October 2018 17:26:59)

Timeline...

Restore plan

Backup sets to restore:

Name Companent
Keyhouse-Full Datebase Bac... Database

Type  Server
Full BRENDA-HP\SQLEXPRESS  Keyho.. 1

Database  Postion F

>

Verify Backup Media
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5. Click Device and then click on the browse button.

6. Click Add.

Specify the backup media and it

Backup media type:
Backup media:

s location for your restore operation.

File

Remaove

Contents

7.

Backup File location:

|C\Program Files\Microsoft SQL Server\MSSQ | [

-C@ 100
-E@ 110
-E3 120

{3 Client SDK

-1 MSRS12.50L1

e
E:
=
=
[
-
£
£
£
e

253 MSSaL12.50
-3 MSsaL

-3 Binn
-3 DATA
[ FTDat
3 Install
-3 JOBS
-3 Log

A | 2017YearEnd bak

D Keyhouse_LogBackup_201806-13_17-17-19bak
[ Keyhouse_LogBackup_2012-10-09_18-29-49 bak

{3 MSRS12.MANUALS

EXPRESS

- MSSQL12.MANUALS

LEXPRESS

o

a

-0 repldata

File name: |

|| Backup Files(" bak;”1m;* log)

8. Click OK and the click OK again.

9. From the screen, cl

ick Options

Cancel
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10.  Ensure Overwrite the existing database (WITH REPLACE) and Take tail-log backup before restore are

unticked.

@ Ready
Select 2 page
2 General
(2 Files

28 Options

Connection
47 BRENDA-HP\SQLEXPRESS
[KEYHOUSE\bhartley]

View connection properties

Progress

@ Done

T seript - | [ Help

Restore options

| Qverwrite the existing database (WITH REPLACE)|

[ Preserve the replication settings (WITH KEEP_REPLICATION)
[] Restrict access to the restored database (WITH RESTRICTED_USER)

Recovery state:

Standby file: C:\Program Files\Microsoft SQL Server\MSSQL12.SOLEXPRES
Leave the database ready to use by rolling back i ions. Additional ion logs cannot be
restored.

Tail-Log backup

RESTORE WITH RECOVERY v

[ Take tail-log backup before restore

Backup file: C:\Program Files\Microsoft SQL Server\MSSQL12.SQLEXPRES

Server

[[] Close existing connections to destination database

Prompt

[ Prompt before restoring each backup

The Full-Text Upgrade server property controls whether full-text indexes are imported, rebuilt, or reset for
the restored database.

11.  Click OK

12.  Oncefinished, a dialog box appears to confirm the database was successfully restored. Click OK.

Essential Backup

Make a copy of your SQL Database (see notes on Backing up and Restoring in SQL Server 2014 (p.g.

192)

e Nobody should be in the system while you are backing up the database.

1. Find the path to your current accounts by right clicking on your current shortcut icon on your

desktop and selecting Properties.

Open
Run with graphics precessor 3

Open file location

&

Run as administrator
Troubleshoot compatibility
Pin to Start

Pin to Taskbar

Send to 3
Cut
Copy

Create shortcut
Delete

Rename

Properties

2. Make a copy of the folder
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¥

General | Shortcut | Compatibility | Securty | Details

@

Target type:

SAM Accounts Properties

SAM Accounts

Application

Target location: Programs

Target
Statin "C:\Keyhouse Training'keyhouse'\Programs”
Shortett key: | None
Run Nomnal window v
Comment

Open File Location | | Change Icon Advanced

The folder location differs from company to company. However, copy the date in the Target

Box excluding the last 2 pieces of data. In the example above that is \Programs\sam2000.exe.

Note the name of the Folder contains the program. In the example above that is Programs.

Open Windows Explorer and paste the location in the address bar.

[ M || = | keyhouse - O X
Home Share View (7]
y J . =
)‘ oo Cut B Move o - % Delete = 15 \ﬂ m Open ESe\e:t all
\J W Copy path = Edit Select none
Pinto Quick Co Paste - = New Properties
mis P [#] Paste Bcopyte~  =frename folder Pe @History T invert selection
Clipboard Organise New Open Select
« v A << Windows (C:) » KeyhouseTraining > keyhouse v O Search keyhouse r
(o] Name Date modified Type Size
3t Quick access
client documents File folder
@ OneDrive Keyhouse File folder
I This PC khframework File folder
Manual File folder
) 3D Objects
Programs File folder
B Desktop Scanned Documents File folder
| Documents Standrad Documents File folder
4 Downloads
D Music
=] Pictures

v

Titems  1item selected

6.

Make a copy of the folder and post it in the same folder. This will create a copy of the folder

which can then be renamed e.g. SAM2018 Year End

-

MName Date modified Type Size
client documents File folder
Keyhouse File folder
khframework File folder
Manual File folder
Progri = plder
Scann Opes blder
Stand Open in new window bider
Pin to Quick access
Send to >
Cut
Copy
Create shortcut
Delete
Rename
Properties
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7. This will create a copy of the folder which can then be renamed e.g. SAM 2018 Year End.

client documents

Keyhouse

khframework

Manual

Programs

Programs - Copy

Scanned Docurments

Standrad Documents

c

lient documents

Keyhouse

khframework

Manual

Programs
SAM 2012 Year End

Scanned Documents

Standrad Documents

8. Right click on the new file and select Send To, then Desktop (create shortcut) to create a
shortcut to the folder.

-

MName Date modified Type Size
Keyhouse File folder
khframework File folder
khframework 5311 File folder
khframework3339 File folder
Manual File folder
Programs File folder
SAM 2017 Year En Open File folder
Scanned Docume Open in new window File folder

Share with r
E Snagit r
Include in library r
Pin to Start
Send to 3 8 Bluetooth device
Cut 1, Compressed (zipped) folder
T B Desktop (create shortcut)
3 Documents
Create shortcut PR | Bt
Delete & Mail Recipient with ShareFile
L (" Mail recipient
Properties 2% DVD RW Drive (E)
Cpd  ntusers (\ikhdata2) (M:)
L#  Keyhouse (\\brenda-hp) (T:)
0. Change your password: File | Change Password. (This is a safeguard against accidentally

posting entries to the old year’s accounts after the year-end).

10. You may wish to change the icon on the desktop (right click on your desktop icon and select
Properties | Shortcut Tab| Change Icon button).

11. Open this new folder in My Computer and locate a file named sam.ini.

12. Edit this file and change the Database to Keyhouse 2018 or Keyhouse 2019 (See Restoring
and Backing up (p.g.192 for details).

For example

) [database]

. server=(local)

o database=keyhouse2018

. DSNServer=keyhouse
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13. Double-click on the new shortcut to check that you can access the accounts and have a valid
copy.

The Year-End Procedure

e Nobody should be in the system while you are running the Year-End Procedure.

1. In the Sam Accounts select File | System Options
2. Check the Current Period No is 12

3. Check that the P&L Forward Account is correctly set up. Go to File, select System Options and
check that P&L is in the P&L Box. Click Save.

A Update System Options =
General |Keyhouse Options | More... | Matify by Email | Money Laundering |
Licencee: | Soo Grabhit & Rurine
WAT Mo 74EE7E0D Year |2018
Debtars Contral &4c: DEBTORS Current Period: |12
Creditors Contral A/ CREDITORS Mest Period End: [ 30/12/2018 |
Outlay Contral A/ OUTLAY
Year End Date: 31;"12;"201@
WA T Alc WAT FArEnaEEE
= nAznemy
| Prafit / Loss &/c: [PEL
Client Ledger Control |CLCONTROL . Std Dutlay Budget: n.oo
Fees Wiite-off A./c: FEESwO Apphy to Al
Olutlay write-off &/ auTWw0o Last Bill Mo: 233
Purch Bills “rite-off &/c: DISCOUNT AT Exclusion Code: IE_
Default Office &dc: OFFICE
FautEIHes Acs DefaukvaT: |U |-
Default Clent &/c: CLIEMT
Default Client Deposit &/c:  [CLIENTDEP F/E Exclusion Lode:
Pizc Outlay: .| Default Misc Outlay FAE:
[efault Petty Cash: PCASH ¥
- Enable FMLs
Withalding Tax: WSTHT A3
MRS 1 [ Show Corwerted Ledger Buttan
4, Select Items | Year End Procedure.
5. Enter the first day of the new financial year as the Balance Forward Date.

6. Click OK to start the Year-End Procedure.

When the message Clearing down batches 100% complete comes up, it is important that you should
be patient and wait for it to disappear. Do not Cancel.

The year-end may take a while, depending on how much data you have. The message Year end
complete will appear when it is finished.

After the Year-End Procedure has finished

] Check that the period has been reset to Period 1 in File and System Options.

] Print a trial balance to make sure that all the balances are brought forward.
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] Check the balance sheet to ensure that the balances have been brought forward.

] Check that forward postings are now in period 1.

You have successfully started a new accounting year.

You may now add new nominals and delete unwanted nominals, provided they have a zero balance
and have had no postings for more than a year.
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Chapter 27 SAM Security

Security is a very important feature of the SAM 3.6 system, the security is tight and easily
implemented.

There are three different types of security

. Supervisor Options which allow the system administrator to set access permissions on the
system

. Change Password facility which allows the user to change his/her password

° Screen Lock which blackens the screen and only allows the password holder access. Each of

these is explained in detail below.

Supervisor Options
This function is the most important of the security functions offered by SAM 3.6. It is here that the
administrator sets up the user permissions to the system. Only an Administrator can access the

supervisor options. The Keyhouse user must be left on the list as without this user no support can be
given.

Inserting a New User

1. From the File Menu select Supervisor Options. The User Browser is displayed.

Browse Users - SAM3 | MAIN

(=g
Order by Operator | Drder by Login Code | '_‘)

Laogin Cade
admin admit admin

Mellon Anne 55 0
I ark Kelly MK Mo Access 0
Fevhouze kevhouse keyhouze Supervisor Mone 0
Caral Malan Caral Supervisar Mone 0
Brian Sweeney brian Mo Access Mone 0
Martina “Winters artina Mo Access Mone 0

User Group Details Lloze

Click Insert to insert a new user.
The Update Users form is displayed.

In the First Name and Surname boxes enter the names of the user.

o ok w N

In the Login box enter the name that the user will use to log into the system.
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6. In the Level section change the level to Operator to unlock the rest of the screen. (This can be
changed back later if required).

7. From the Default Access Drop Down list select the type of access required — usually All Access.

8. In the User Group select the user group required.

9. Enter the Workgroup number if applicable in the Workgroup box.

General |

First Mame ISarah Lexel

() Supervizor

Surname ||<E||_.|J

(®) Operat
Lagin ISKE| This is also the = R

firgt pagzword,

)
Default Access IA" Acoess - I Mo Access
User Group ISnIicitnr - I

Woarkgroup

10. Click OK to return to the Users Browser.

Deleting Users

1. From the File Menu select Supervisor Options. The User Browser is displayed.
2. Select the user to be deleted.

3. Click Delete.
4

Select OK on the warning box.

Change Password

All users can access this security function. It is extremely important for supervisors to change their
passwords when they first log on to the system.

1. From the File Menu select Change Password.
2. The Change User Password window is displayed.
3. Enter the Old password into the box provided and tab B essnod [

on the keyboard. Hewpessnod [

Mew pazzword again I

4, In the New password box enter the new password.

Tab again. He Eancel )
5. Repeat the new password in the New password again box.
6. Click OK.
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The Screen Lock

This function acts like a screen saver. When the user needs to leave the computer for any

) . . . FTT
amount of time the screen lock can be applied. This prevents unauthorised persons from Frr
accessing the system but also means that anytime the user leaves the computer, the SAM 3.6
application does not have to be switched off.

To Apply the Screen Lock

1. Click the Screen Lock button on the toolbar.

2. The background of the screen goes black and the User Screen Lock window is displayed.

To Switch the Screen Lock Off

1. Enter the user login password into the User Screen Lock window. User Screen Lock
. Current Login admin
2. Click OK. I —
3. SAM 3.6 returns to the window that opened before the screen lock
was applied.

;j
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