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1. Steps to create an invoice

Step 1: To create an Invoice click on the add invoice button as shown in the screenshot below

@gmail.com  ~

TopNoTEPAD O e
&g Invoices Click here to add VAT compliant invoice $

& Products

- ) Invoices Unpaid Invoices
A Clients

g Estimates ) 5
. Filter 7
= show: 50 v view: Classic v
= Refunds
=" Date Invoice # Name Contact # Email Amount Action
@& Dashboard

No invoice found
B Purchases
Showing 0 to 0 of 0 entries Previous Next

M Leads

M Accounting

An Invoice form will open-up with different formats, select the suitable format and fill the
necessary information as shown in the following steps.

Step 2: If you are invoicing a new client click on the add client button and if you are invoicing an
existing client, type the clients name and select from the suggestion list.

ToPNOTEPAD ONecdhelp?  srmomomccc@gmeileom +

| i  sales Bill To: Invoice v
Click here to search/add client.
& Products
o . Client Details b Inveice # Ea. NYC |1
S Clients : (‘ ‘ S
Invoice Date
i Estimates : 04-Aug-2018
B Estimates & Add New Client
[ Invoices Due Date 04-Aug-2018
B Payments Invoice Type Domestic v
& Refunds Click on add new client button PO #
@ Dashboard
B Purchases
Description Qty ~ Rate Discount VAT « Amount
M@ Accounting
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18t Leads
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Step 3: If you are invoicing a new client as noted above please click on the “add client” button,
this action will pop-out a client details form. Please fill out the details like client name, client
TRN number (if applicable), address etc., and click on “Save” button.

Fill Your Client Detail

M/s v ABC Company
Additional contact person
+966 17 227 4005

abccompany@gmail.com x  Enter email

IVAT 874512369010203

| i

If applicable, please provide VAT number else, you may leave it blank

Click on save button

Step 4: Fill out the required information for creating the invoice as shown below. Provide
information of product or service in the description section. In case you are selling a product,
you may add the product by clicking on “add product” button, which appears when you start
typing in the description section (this is optional though) and if it’s a customized service, you
may just type the details. In VAT, put 5%, 0% or leave blank depending on applicable VAT.

ToPNoTEPAD T e
SRR Description Qty ~ Rate Discount VAT ~ Amount
& Products Red Ply 1 300 10 # v 5 290
. Clients Brown color, wood type: Hard Wood, Size: 8%4 Sq/Ft, 8%3 SqfFt, 63 Sg/Ft,
I CEstimates
[ Invoices Test Product 1 1 250 0 # 0 250
B Payments
= Refunds Test Product 2 1 150 0o # v % 150
@ Dashboard

Total 690

B Purchases
VAT

14.5
M@ Accounting
Shipping Charges v 150
Leads
] Net Amount 854.5

Notes:



Step 5: Click on ‘Generate Invoice’ button to create VAT compliant invoice after providing all
the required information. Please take note, you have option to add specific notes and also
terms and conditions, if any, related to the invoice.

TU PN”TEPAD @ Need help? XXXXOOOOOa@g mail.com

Notes:
Sales
& Products
~ Terms & Conditions:
A Clients
Format B | U Lists  Link

B Estimates

[ Invoices

B Payments

= Refunds

@& Dashboard
O  pPurchases Click on Generate Invoice button to create Invoice
M Leads Choose file | Noglgkhasen File size should be less than 2.5MB (pdf, jpeg, jpg, png, gif Only)

[ Accounting

Step 6: That’s it! Your invoice is ready. You can now choose from the available styles. These
styles present the same invoice in a few different ways. You can choose the style, you like the
most.

TopNotePAD

@Need help? 000000000x@gmail.com «

| 2 sales © style1 ® style2 O style3 O stylea © styles O styles
& Products
L Clients
B Estimates Mohammad Furnitures
wys s
[ Invoices N—lLM‘jJS-ﬂ dexa '\
B Payments VAT : 123456789123456
mohammadfurnitures@gmail.com
= Refunds
@ Dashboard
B Purchases gl To:
[ Accounting M/s ABC Company Invoice # . 1
VAT - 874512369010203 e
Invoice Date B 04-Aug-2018
M Leads 55l oG
Due Date : 04-Aug-2018
JL\'\;&;L}

Description Rate Discount
sy e s



Step 7: Down, below the invoice. You will see quite a few options like PDF, you can click on it to
generate the PDF version on the invoice, which can be printed. The other options include edit,
email etc., you may explore all of them.

ToPNOTEPAD PV —

Description Rate Discount Amount
%2 sales iy daa s et
1 300

& Products :S:v:r‘wycolon wood type: Hard Wood, Size: 84 5q/Ft, %3 Sq/Ft, ' e s
A Cclients 6%3 Sq/Ft,
| Estimates 2 TestProduct1 1 250 0.00 250.00
[ Invoices 3 TestProduct 2 1 150 0.00 150.00
B Payments Total 690.00
= Refunds VAT (5)(ks %) (+) 1450
@ Dashboard Shipping Charges (+) 150.00
@ Purchases Net Amount (&) AED 854.50
M@ Accounting
M Leads Choose the required option

\:\ Online payment link

oo o ] o ] coromes 0o




2. Steps to log a payment received from client.

Step 1: On the “Payments” page under the “Sales” module, please click on “Add Payment” button to
log payment a payment received from a client.

ToPNOTEPAD Onecthep?  oooooccoooooocoadgmalicom -

- Payments Click here to Add Payment for an invoice e =

& Products
A i Filter T
S Clients A
I Estimates
Show: 50 v
[ Invoices
I Date Invoice # Name Mode Amount Action
B Payments
= Refunds No payment found
& Dashboard
Showing 0 to 0 of 0 entries Previous = Next

B Purchases
[@ Accounting

M Leads

INTA_INTT @ TrnNAtansH Fam G

Step 2: If you are receiving payment from a new client click on “add client” button and if you
are receiving payment from an existing client, type the clients name and select from the
suggestion list.

ToPNOTEPAD Oneednelpr  wooccosommmmmmooagmailcom +

Add Payment

sales
& Produds Unpaid Invoices #: 1 Total Amount: AED 587 Paid Amount: AED 0 Due Amount: AED 587
M@ Clients
B Estimates Search client from the suggestion list or Add a new Client
[ Invoices Client |ad
B Payments PaymentDate  “BC Company I
Dashboard Amount | o
B  Purchases Comments

M Accounting

M Lleads

Step 3: Fill out other required information and click on save button to log the payment as
shown below.



ToPNOTEPAD @ necinelpr  ooommammmoosoccoc@gmalleom -

Add Payment

Sales
Unpaid Invoices #: 1 Total Amount: AED 587 Paid Amount: AED 0 Due Amount: AED 587
& Products
I Clients
§j Estimates .
L] Client |ABCCOmpaﬂy
[ Invoices
Payment Date | 15-Dec-2017 -
B Payments
Payment Mode | Cash v
= Refunds
Al t | 587
@ Dashboard moun
Comments

B Purchases

A ti
@ Accounting Click here to log payment against invoice

it Leads



3. Steps to create an estimate/quotation.

Step 1: On the “Estimates” page under the “Sales” module, please click on the “add estimate”
button as shown in the screenshot below to create an estimate or quotation.

TUPNOTEPAD @ Need help?  xxoxsocxxxxxx@gmail.com -
. Estimates Click on Add Estimate button = 2 ESUE LT
ales

& Products
- ‘ Filter Y
4 Clients
B Estimates
Show: 5o v
[ Invoices
P Date Estimate # Name Contact # Email Amount Action
= Payments
= Refunds No estimate found
@& Dashboard . s )
Showing 0 to 0 of 0 entries Previous Next

B Purchases
M Accounting

M Leads

2016 -2017 © TopNotepad.com Q

An Estimate form with different formats would open-up, select the suitable format and fill the
necessary information as shown below.

Step 2: If you are creating an estimate or quotation for a new client click on the add client
button and if you are creating it for an existing client, type the clients name and select from the
suggestion list.

ToPNOTEPAD o

| Z  Ssales Bill To: Estimate v
Click here to search/add clint.
& Products
A Clients Client Details search or add a client Estimate # £ NYC |
<2
‘ Estimates ABC Company Estimate Date 13-Mar-2018
M Invoices &+Add Client .
- ar
B Payments
Description Qty v Rate « Discount VAT Amount
= Refund - .
= e Click here to add client or select from
@ Dashboard suggestion list 0 0 O # v “ 0
B  Purchases Total 0
[@ Accounting VAT o
M Leads Shipping Charges ¥ 0
Net Amount 0

Notes: 0



Please note, if you wish to call the estimate as “quotation” or “proforma invoice” then you may
just change the estimate to quotation or other options available in the drop down on top right,
just above estimate number.

If you are invoicing a new client as noted above please click on the “add client” button, this
action will pop-out a client details form. Please fill out the details like client name, client TRN
number (if applicable), address etc., and click on “Save” button.

Step 3: Fill out the required information for creating the estimate or quotation as shown
below. Provide information of product or service in the description section. In case you are
providing quotation for a product, you may add the product by clicking on “add product”
button, which appears when you start typing in the description section (this is optional though)
and if it’s a customized service, you may just type the details.

-I-DPNDTEPAD © Need help? sooonpeccoonooccea@gmail.com ~
Description Qty ~ Rate « Discount VAT Amount

% Products
& Red Ply 1 100 10 % v 5 90
M@ Clients
i Estimates 0 0 0l & v 0
™ Invoices
B Payments Total %0
= Refunds VAT 45
& Dashboard

Shipping Charges 10

2 Purchases
Net Amount 1045

[ Accounting
Notes:

M Leads

Terms & Conditions:

Format B/ U Lsts Link G

Step 4: Click on ‘Generate Estimate’ button to create the estimate. Please take note, you have
option to add specific notes and terms and conditions, if any, related to the estimate.
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TUPNDTEPAD @ Need help? XXXXXXXXXXXXx@gmail.com

Net Amount

104.5
‘ % sales
Notes:
& Products
R Clients
I Estimates Terms & Conditions:
[ Invoices Format B / U Lsts Link
B Payments
= Refunds

@ Dashboard
B Purchases

: | - . .
B Accounting Click on 'Generate Estimate' button to create Estimate

AL Leads (LChoose e

p chosen File size should be less than 2.5MB (pdf, jpeg, jpg, png, gif Only)

= 0

Step 5: That's it! Your estimate is ready. You can now choose from the available styles. These
styles present the same estimate in a few different ways. You can choose the style, you like the
most.

TDPNDT[PAD @ Need help? XOO0DHKOoeencoox@gmail.com ~

Sales Style 1 % Style 2 Style3 Styled Style 5 Style 6
& Products
S8 Clients

i Estimates .

R Mohammed Furniture /
- o L |

B Payments Y s ‘

TRN : 987456321010203

— 5
= Refunds muhammadfurnitures@gmail.com

& Dashboard

O  Purchases

Bill To:
[ Accounting
M/s ABC Company Estimates# : 1
 Lead g e sE
eads . . -
VAT - §74512369010203 Estimate Date ! 19-Dec-2017

Ebak

Sheik Zayad Road,Dubai,United Arab Emirates

Step 6: Down, below the estimate. You will see quite a few options like PDF, you can click on it
to generate the PDF version on the estimate, which can be printed. The other options include
edit, email etc., you may explore all of them.
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TU PNBTEPAD © Need help? 30000000000000000X@gMail.com ~

De: n Rate unt
£ sal
= ales .
100

& Products 1 RedPly ! 100:00
s Clients Total 100.00
B Estimates Discount (10%) (-} 1000
[ Invoices VAT(5)% (+) 450
B Payments shipping Charges (+) 10.00
= Refunds Net Amount  AED 104.50
@& Dashboard

O  Purchases

M Accounting Click on the required button

e Leads

por || ity | emaitv | ciose
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4. Steps to generate an invoice against an existing estimate.

Step 1: To create invoice against an existing estimate, click on the action icon as shown in the
screenshot below.

ToPNoTEPAD O hesthelp?  oooomcoocoocccon@gmalicom -

Estimates Add Estimate

£ sales
&, Products
@ Clients Filter T &
Estimates
‘ Show: 50 v
M  Invoices Click on the action icon to 'create invoice against this estimate'
& Payments Date Estimate # Name Contact # Email Amount Action
= Refunds 19-Dec-2017 E1 M/s ABC Company abccompany@gmail.com AED 104.50
& Dashboard
showing 1to 1 of 1 entries Previous - Next

B Purchases
[ Accounting

A Leads

2017 - 2018 © TopNotepad.com 0

Step 2: The action will display a pop-up to confirm if you would like to go-ahead and create
invoice against the estimate, just click on ‘yes’ button.

Are you sure you want to create invoice for 'M/s ABC Coampany' ?

Click on 'Yes' button
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Step 3: That’s it! Your invoice is ready. You can now choose from the available styles. These
styles present the same invoice in a few different ways. You can choose the style, you like the
most.

ToPNoTEPAD Brecshep?  ommsooomsoooconmgnaicom -

Sales U style1 % Style 2 O style3 O stylea U Styles U Style6
& Products
& Clients
[ Estimates i
e Mohammed Furniture
nvoices .
B Payments ‘
= Refunds TRN : 987456321010203
= muhammadfurnitures@gmail.com
@ Dashboard
B Purchases
Bill To:
[ Accounting
M/s ABC Company Invoice # ! 3
d da s A
ot Leads VAT - B74512369010203 Invoice Date : 12-Mar-2018

Sheik Zayad Road,Dubai,United Arab Emirates el

Step 4: Down, below the invoice. You will see quite a few options like PDF, you can click on it to
generate the PDF version on the invoice, which can be printed. The other options include edit,
email etc., you may explore all of them.

Tl] PN"TEPAD @ Need help? X0000000000cecc0Xx@gmail.com ~
Description Rate Discount
‘ £ sales &y g —
& Products 1 RedPl 1 100.00 [T'WDO-ELD] 90.00
A Clients
- Total 90.00
IR Estimates
VAT(5%) (+) 4.50
[ Invoices
- Shipping Charges (+) 10.00
Payments
fond Net Amount AED 104.50
= Refunds
& Dashboard
B Purchases Choose the required option

I:\ Online payment link
[ Accounting

- 0 D 0




14

5. Steps to add a new product.

Step 1: To add a new product click on ‘Add Product’ as shown in the screenshot below.

@Need help? muhammadfurnitures@gmail.com ~
OPNOTEPAD g .
Products Click on Add product button  E.2 I FEGEElrE

Sales
& Products
A Clients Filter ¥ Exl]
[ Estimates
Show: 50 view Inventory v
= Unit Selling Available
- Product Customs Code Price Units Reorder Level Action

= Refunds
No product found

@& Dashboard
S purchases Showing 0 to 0 of 0 entries Previous Next

[ Accounting

M Leads

2016 - 2017 @ TopNotepad.com 0

Step 2: After providing the required information please click on “save & Exit” to save the
product. If you wish to add purchase details associated with the product, please click on “Save
& add purchases” option and if you wish to add another product click on “Save & add new
product”

TﬂPNnTEPAD € Need help? ooooococox@gmail.com »

Add Product
Sales
% Products
& Name |Red Ply
& Clients
Description Brown colour, wood type: Hard Wood, Size: 8+4 Sq/Ft, 8*3 Sq/Ft, 6*3 Sq/fFt
B Estimates
™ ;
Invoices
- Unit Selling Price 250
£ Payments
Customs Code  HSN HSN Numbei
= Refunds
Unique Code Barcode
@ Dashboard Click on required 'Save' option
E  Purchases
Close
M@ Accounting
M Leads

© TopNotepad.com e



Step 3: After clicking on ‘Save & Exit’ you can view the product in listing.

ToPNOTEPAD T S

Sales

& Products
@ Clients Filter T B

B cEstimates
Show:. s0 v View Inventory T

[ Invoices
B Payments unitselling  Available
2 Product Customs Code Price Units Reorder Level Action
= Refunds
O Redply
& Dashboard
B Purchases Showing 1 to 1 of 1 entries Previous - Next

M Accounting

M Leads

2016 - 2017 © TopNotepad.com



6. Steps to log product purchase details.

Step 1: If you wish to add purchase information for the product you added click on the
appropriate action icon as shown below.

ToPNOTEPAD

sales
& Products
Clients
Estimates
Invoices
Payments
= Refunds

@& Dashboard

B Purchases
M@ Accounting

M Leads

Products

Filter T

Show: 50 v

1 Product

Red ply

Showing 1 to 1 of 1 entries

2017 - 2018 ® TopMNotepad.com

Customs Code

Unit Selling

Price

Click on the action icon to 'record product purchase details'

Available

Units

@ Need help?

Eaflu]

View Inventory v

Reorder Level Action

Previous Next

Q

Step 2: The above action will open a purchase form. Fill out the details of the purchase you

made.

ToPNOTEPAD

L

sales

B Purchases

Vendors

Purchase Order

a

Expenses

Payments

Categories

- - ]

Dashboard

M Accounting

M Leads

Vendor abdul

Category Advertisement

Description
Red Ply

Brown colour, wood type: Hard Wood, Size: 8+4 Sg/Ft, 843
sq/Ft, 6*3 sq/fFt

Notes:

Qty

Price

250

Discount

10

v

€ Need hel p? soooccoooax@gmail.com ~
Bill # ]
Bill Date 06-Aug-2018
Expense Type Domestic v
Tax Amount
VAT 5 240
Enter Tax Rate Only:
5 for Standard Rated
0 for Zero Rated
Don’t enter anything for Exempted
Total 240
Tax 12
Net Amount 252

Q

200000000000c000cx@gmail.com ~
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Step 3: After providing the required information, click on ‘Save & Log payment’ options, if you
like to add the payment details against the bill.

You will also see option to “save & add new bill” and another option to “save & exit”, if you just
want to save this bill.

TﬂPNuTEPAI] © Need help? 30000000000X@gmail.com ~

S /Ft, 6%3 50/ Ft or Stancard raled
0 for Zero Rated
Don't enter anything for Exempted

= sales 0 0 0 o& v 0
‘ B  Purchases Total 240

M vendors Tax 12

= Purchase Order

Net Amount 752

[ Expenses

& Payments Notes:

@ Categories

& Dashboard

Choose file | No file chosen File size should be less than 2.5MB (pdf, jpeq, jpg, png, gif Only)

After filling the details, click on required 'Save' options

A Leads

M Accounting

Save & Log Payment

Save & Add New Bill

Save & Exit
® TopNotepad.com
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7.Steps to add a new client.

Step 1: To add a new client click on ‘Add Client’ as shown in the screenshot below.
ToPNoTEPAD nccshepr  sommoomo@gmailcon

ClIEnE Click on 'Add Client' button

Filter ¥ A

Sales
& Products

[ Estimates
show: s0 v

.

=

Invoices
Payments Name Contact # Email Action
ayment:
= Refunds No client found
@& Dashboard
showing 0to 0 of 0 entries Previous | Next

=  Purchases
M Accounting

M Leads

2016 - 2017 © TopNotepad.com e

Step 2: Please add all the details of your client, like name, contact number, address etc., Please
note, you can also provide opening balance, if any from previous transactions.

After filling out the details, please click on “save & exit”. In case the next action that you want
to perform is to create an invoice for the client, then just click on “Save & create invoice” and if
you wish to create an estimate or quotation then click on “Save & create estimate”

ToPNoTEPAD O needhelpr

@gmail.com ~

Client: New
Sales

& Products
client Name M/s v ABC Company

Clients
Additional Contact
B CEstimates

Contact Number

[ Invoices

B Payments Email abccompany@gmail.com x

= Refunds TaxI>  TRN 874212369010203
@ Dashboard Address  Sheik Zayad,Dubai,United Arab Emirates

Click on 'Save' button,choose the required option
B Purchases

Opening Balance DD-MON-YYYY Amount Client Owes You v
@ Accounting

e Leads

2017 - 2018 @ TopNotepad.com
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Step 3: After clicking on “Save & Exit” you can view the client in listing.

ToPNoTEPAD T ——

= Ssales

& Products
A Clients Filter ¥ [Eali]

| Estimates
Show: 50

[ Invoices
B Payments L Name Contact # Email Action
= Refunds I O  M/sABC Company abccompany@gmail.com I
@ Dashboard
Showing 1to 1 of 1 entries Previous - Next

O Purchases

M Accounting

M Leads

2016 - 2017 © TopNotepad.com
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8. Steps to add and view advance payment of client from action icon.

Step 1: To view and/or to add advance payment received for client click on action icon as
shown in screenshot below.

ToPNOTEPAD

sales

Products

&

B

Estimates

Payments

Refunds

- A |

Dashboard

O Purchases

M@ Accounting

M Leads

Clients

Filter T

Show:| so v

Name

M/s ABC Company

Showing 1to 1 of 1 entries

2016 - 2017 © TopNotepad.com

@ Need help?  x000000000000x@gmail.com -

Add Client Import Client

(k]
Contact # Email Action
abccompany@gmail.com
Click on action icon 'view and add advance
payment received from this client' Frevious e

Q

Step 2: Please provide the amount received and the mode of payment and click on save.

IUFINUILFAD

Sales

Products

d

Clients
Estimates
Invoices
Payments

Refunds

ENDo R

Dashboard

B Purchases

M Accounting

M Leads

Date
Amount
Payment Mode

Comments

Advance Payments

Filter ¥

@ Needhelp?  xo00000000000@gmail.com -

Advance payment received from ABC Company

| 20-Dec-2017 -
| 200
| Cash v

Click on 'Save' button QD

A Hide
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9. Steps to set-off credit balance against an unpaid invoice

Step 1: To set-off an invoice against credit balance of a client, click on the action icon as shown
below.

ToPNOTEPAD L
R Invoices
¥ Sales

& Products
& Client Invoices Unpaid Invoices
o ients
j  Estimates .
h Filter T Ei]
[ Invoices
B Payments Show:| 50 v view: Classic M
—  Refunds i . Click here to record payment
= Date Invoice # Name Contact # Email Amount Action
@& Dashboard T
06-Dec-2017 1 M/s ABC Company abccompany@gmail.com AED  587.00

©  Purchases ) . Record payment against this imv:
Showing 1to 1of 1 entries

[ Accounting

e Leads

2017 - 2018 @ TopNotepad.com 0

Step 2: If client has credit balance, the software will automatically show “credit balance” as the
payment mode. A pop-up appears, it is just for your information, click “ok”.

Please note, you must first zero out your client’s credit balance against an unpaid invoice
before you accept any further payment against the same invoice.

M/s ABC Company has a credit balance of 200, You will have to first zero out this credit balance against
unpaid invoices before you accept any further payment from this client.

Click on *save’ button to apply the credit balance first .

Click on 'OK' button to set the payment with credit balance w




Step 3: Click on save button to set-off the credit balance against unpaid invoice.

ToPNoTEPAD @ necdne?

Add payment received from M/s ABC Company against invoice # 1

Sales
& Products Total Amount: AED 587 Paid: AED 0 Due: AED 587
& Clients
I Estimates
Payment Date |16'Jan72018 -
[ Invoices
Payment Mode Credit Balance v
B Payment i I dit el
dyments
—  Refunds Credit Balance 200
=
@ Dashboard Amount I 200
Comments

B Purchases
M Accounting

M Leads

Click on 'Save' button to make payment with ﬁ

credit balance at invoice level

22

200000000000000000@gMail.com +

Q

Step 4: After clicking on ‘Save’ button you can view the payment receipt. You have option to

choose from different styles, choose the one you like the most.

ToPNOTEPAD ey

© style1 ® style2 © style3 © styled © styles

£ sales

& Products

& Clients Mohammed Furniture

B Estimates TRN : 987456321010203

M Invoices S _ .

= muhammadfurnitures@gmail.com

B Payments

= Refunds

@ Dashboard Received From:

M/s ABC Company

E  Purchases Sheik Zayad Road,Dubai,United Arab Emirates

M@ Accounting
Amount AED 200.00

M Leads
Payment Mode Credit Balance

Click on the required button

1
PDF l Email v l Edit Receipt l Log Expense l Close

XOoeeooooooseeooxk@gmail.com ~

K

9

16-Jan-2018

1

©
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10. Steps to log a refund & issue a refund receipt.

Step 1: To log a refund and create refund receipt, click on the add refund button as shown in
the screenshot below.

TﬂPNnTEPAD © Need help? X0OOOOOOOOooaX@gmail.com ~
Refunds Click here to add refund £ 23 [ Add Refund
Sales 1
& Products
& Clients Refunds Credit Notes
2

I Estimates

Filter T
M Invoices
B Payments show: 50 v
= Date Receipt # Name Mode Amount Action

& Dashboard )
No refund found

= Purchases

Showing 0 to 0 of 0 entries Previous Next

M@ Accounting

M Leads

2017 - 2018 ® TopNotepad.com Q

Step 2: Please select an existing client from the suggestions list. Next, select the invoice number
against which the refund needs to be issued.

Please note, a refund can be issued for amount no more than the amount paid by the client
against the specific invoice against which the refund is being issued. If you have not logged a
payment or never received a payment, then there is nothing to refund and the software will not
allow you to create a refund for such unpaid invoice.

TUPNI]TEPAD O Need help? xoocooocoocx@gmail.com ~
Click here to search client
Sales Client Amith Refund # 38
& Produds Invoice # Refund Date 06-Aug-2018
(X Clients ~ ) ) Refund Mode
o Select client from suggestion list Cash N
I Estimates
[ Invoices
Payments Description Qty Price Tax Amount
= dyment.
= Refunds [i] 0 VAT %, 0
@& Dashboard
Total 0
B Purchases
Tax 0
Accountin
@ ¢ Net Amount 0

M Leads
Notes:



Step 3: Fill out the details of refund as shown below and click on ‘Save’ button.

ToPNOTEPAD

Sales

Products

b

L Clients

1=}

Estimates

Invoices

= m

Payments

Refunds

i

@ Dashboard
B purchases
M Accounting

M Leads

Description

bag

Notes:

Click on 'Save" button

Close

24

@ Need help? xeeeooocoex@gmail.com ~
Tax Amount
VAT | 5 | 50
VAT 1]
Total 50
Tax 25
Net Amount 525

Q

Step 4: After clicking on ‘Save’ button you can view the refund. You have option to choose the
style you like the most.

Down below the refund receipt you will see PDF and email option as well.

ToPNoTEPAD

VAT - 1235

@ Style1

Mohammad Furnitures
Sl g e dene
6789123456

mohammadfurnitures@gmail.com

Received From;

Choose required option

T
R - |

@ style3 © stylea

@ styles

Refund #
Date

@ Need heip?

Against Invoice &
Payment Mode

Total

Tax

MNet Amount  AED

sooosaaancod@grmail.com -

K

38
06-Aug- 2018
i

Can

o Jowcpen | & | re | e
1 bag 1 50.00 50.00

(VAT 5%
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11. Steps to issue a credit note.

Step 1: To create credit note, click on the add credit note button as shown in the screenshot
below.

TUPNBTEPAD @ Needhelp?  x0000000000000000@gmail.com +
Credit Notes Click here to add Credit Note gt a4 [0
sales
& Products
@ Clients Refunds Credit Notes
2
B Estimates Filter ¥
M Invoices
B Payments Show: 50 v
= Refunds _ |
Date Credit Note # Name Amount Action
@& Dashboard

No refund found

B Purchases
Showing 0 to 0 of 0 entries Previous = Next

M@ Accounting

M Leads

2017 - 2018 © TopMotepad.com o

Step 2: Please select an existing client from the suggestions list. Next, select the invoice number
against which the credit note needs to be issued.

iavascriot: void(Ok

Please note, a credit note can be issued for amount no more than the amount paid by the client
against the specific invoice against which the credit is being issued. If you have not logged a
payment or never received a payment, then there is nothing to issue credit note for and the
software will not allow you to create a credit note for such unpaid invoice.

TﬂPNnTEPAI] € Need help? xo000000000K@gmail.com »
Click here to search client.
Sales Client Amith Credit Note # 20
& Products Invoice # CreditNote Date g6 597015
& clients Select client from suggestion list
I CEstimates
Description Qty Price Tax Amount
[ Invoices
B Payments 0 0 VAT % 0
= Refunds
Total 0
@ Dashboard
Tax

&  Purchases
Net Amount
[@ Accounting

Notes:
M Leads
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Step 3: Fill out the details for credit note as shown below and click on ‘Save’ button.
TuPNuTEPAD @ Need help? x0000coocc@gmail.com -

Sales
Description Qty Price Tax Amount
& Products
) bag 1 100 VAT | s 100
A Clients D
B Estimates
M Invoices 0 ol I o
%
= Payments
= Refunds Total 100
@& Dashboard Tax 5
E  Purchases
Net Amount 105
Accountin
fl 9 Notes:

M Leads

Click on 'Save' button

= e

Step 4: After clicking on ‘Save’ button you can view the credit note. You have option to choose
the style you like the most.

Down below the refund receipt you will see PDF and email option as well.

TopNoTEPAD O
style1 ® style2 O Style3 © styles © Styles
£ Sales
& Producs
2 Clients .
= Mohammad Furnitures
B Estimates -y .
[y Iowoices b
VAT - 123456789123456
B Payments
mehammadfurnitures@gmail.com
= Refunds
® Dashboard
B Purchases Received From:
Amith Credit Note # 20
M Accounting Date 05-Aug-2018
Against Invoice # n
M Leads

1 1

bag 100.00 100.00
(VAT 5s)

Total 0.00

™ 500

Net Amount  AED 105.00

Click on required option

©
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12. Steps to log a purchase bill.

Step 1: To add an expense click on the “add expense” button in “expenses” page under
purchases module as shown in the screenshot below.

T[] PNuTEPAn © Need help? XXXXXXXXXxx@gmail.com -

Expenses Click here to add new Expense [

£ Sales

B  Purchases

Filter ¥ @
M Vendors
[ Expenses show: 50 v
B Payments .
Date Expense# Vendor Name Category Amount Status Action

§  Categories
No expense found

@& Dashboard

W Leads Showing 0 to 0 of 0 entries Previous | Mext

M@ Accounting

2016 - 2017 ® TopNotepad.com

Step 2: Read through the options and choose appropriate type of expense and proceed. In our
example, we are logging a purchase bill.

What kind of an expense would you like to add?

Expenses incurred for operating business

(Example: rent, salaries, food bills, refreshment expenses.)

Log a bill for purchase of product or service

(Example: Local Purchase or Import of goods or services.)

&2 Click here to add purchase bill

An expense incurred for purchase of office equipments

(Example: purchase of laptop, printer, furniture etc.,)
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Step 3: A form would open-up to log a new bill. Next, add details of your vendor. If it’s an
existing vendor choose from the suggestion and if the vendor is new, please click on “add new
vendor” button and add the details.

TDPNDTEPAD  Need help? 0000000000@gmail.com

Click here to search/add vendor.

= sales Vendor abdu\‘ Bill # ”
cat abdul Bill Date - -
&+ Add New Vendor Expense Type Domestic .
@ Vvendors $ Click here to add new vendor or
select vendor from suggestion list

= Purchase Order

@ Expenses Description Qty Price Discount Tax Amount

B Payments

Q 0 [ VAT % 0

§ Categories

@& Dashboard Total 0
[ Accounting Tax 0
M Leads Net Amount 0

Notes:

@I No file chosen File size should be less than 2.5MB (pdf, jpeg, jpg, png, gif Only) °
Step 4: After providing the required information, click on ‘Save & Log payment’ options, if you
like to add the payment details against the bill.

You will also see option to “save & add new bill” and another option to “save & exit”, if you just
want to save this bill.

TﬂPNﬂTEPAD @ needhelpz  sooo00ceocor@gmail.com +

Description Qty Price Discount Tax Amount
£ sales Water Proof Glue 1 200 0 & v VAT 5 200
B Purchases
Test Product 1 1 150 5 # v VAT 4] 100
A Vendors
= Purchase Order Test Prodcut 2 1 100 0 & v VAT 100
™ Expenses
B Payments Total 400
B Categories Tax 10
@ Dashboard
Net Amount 410
M Accounting
Notes:

M Leads

Click on save button

'i Mo file chosen File size should be less than 2.5MB (pdf, jpeg, jpg, png, gif Only)
= Q



ToPNOTEPAD

Sales

| B  Purchases

& vendors

= Purchase Qrder

(* Expenses

B Payments

=

Categories

@ Dashboard

m

Accounting

Leads

ToPNoTEPAD

L

5=}

o

Sales

Purchases

Vendors
Purchase Order
Expenses
Payments
Categories

Dashboard

M@ Accounting

13

Leads

@ Need help?

29

xeoccoooox@gmail.com v

Vendor abdul Bill # 801
Categary Administrative Bill Date 04-Aug-2018
Expense Type Import "
VAT paid at custom v
Description Qty Price Discount Tax Amount
4] 0 0 # v VAT £ 0
Total 0
Tax 0
Net Amount 0

[P

@ Need help?  3000000000KX@gMail.com ~

Description Qty Price Discount Tax Amount
Red Ply 1 250 50 # v VAT 5 200
Brown color, wood type: Hard Wood, Size: 8%4 Sqj/Ft, 8*3 Sq/Ft,
6+3 5q/Ft,

Total 200

Tax 10

Net Amount 210
Notes:

Choose file | Mo file chosen

m Close

Save & Log Payment
Save & Add New Bill

Save & Exit

File size should be less than 2.5MB (pdf, jpeg, jpg, png, gif Only)

=== Click on save & exit
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13. Steps to add an expense.

Step 1: To add an expense click on the add expense button in Purchases as shown in the
screenshot below.

T[]PN“TEPAD © Need help? XOXXXXx@gmail.com  ~

- , Expenses Click here to add new Expense [ o3
Sales

B  Purchases

Filter Y ®
2 vendors
Expenses Show: 50 v
Date Expenses# Vendor Name category Amount Status Action

Categories
No expense found

B
£ Payments
2
i)

Dashboard

Showing 0 to 0 of 0 entries Previous  Next

[ Accounting

2016 - 2017 © TopNotepad.com

Step 2: Read through the options and choose appropriate type of expense and proceed. In our
example, we are logging an expense incurred for seeking services.

What kind of an expense would you like to add?

Expenses incurred for operating business Click here to add new operating
(Example: rent, salaries, food bills, refreshment expenses.) expense

Log a bill for purchase of product or service

(Example: Local Purchase or Import of goods or services.)

An expense incurred for purchase of office equipments
(Example: purchase of laptop, printer, furniture etc.,)

Step 3: A form would open-up to log an expense. Next, add details of your vendor. If it’s an
existing vendor choose from the suggestion and if the vendor is new, please click on “add new
vendor” button and add the details.
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ToPNOTEPAD s e

Expense
% Sales
B  Purchases pate I 22-Mar-2018 - 1001
[ vendors Category I Office Expense
? Expenses .
e P Vendor Name I Click here to search/add vendor. |
B Payments Amount Daniel House Keeping Services.
@ Categories
Comments ety
@& Dashboard

ﬂ Accounting Attachment Choose file | No file chosen 0

File size should be less than 2.5MB (pdf, jpeg, jpg, png, gif Only) Click here to add a

M Leads new vendor or select

from suggestion list
=

2017 - 2018 @ TopNotepad.com G

Step 4: If the expense amount includes tax which can be claimed to reduce your net tax liability, in that
case click on the “cog wheel” icon to provide details.

ToPNOTEPAD @newheip?  oococcosmm@gmaiicon -

Expense
£ Sales
B  Purchases Date |227Mar72016 - 1001
£ Vendors Category |Ofﬂce Expense

@ Expenses vendor Name |Danig| Hous! Enter the total expense amount, including taxes, if any

= Payments =
Amount l 500|

£ Categories

Comments

@& Dashboard

[@ Accounting Attachment Choose file | No file chosen
)

File size should be less than 2.5MB (pdf, jpeq, jpg, png, gif Only)

o e ]

2017 - 2018 @ TopNotepad.com 0

Step 5: You will see a pop-up asking you details of the tax amount included in the expense.
Please provide the tax percentage.

Click here to set tax settings

M Leads
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What is the tax amount included in this expense of 5007

® standrad Rated © Exempted

© Zero Rated © out of scope

=g Click on done

Step 6: After providing the required information, click on ‘Save & Log payment’ options, if you
like to add the payment details against the expense. You will also see option to “save & add
new expense” and another option to “save & exit”, if you just want to save the expense.

TUPN']T[PAD © Nead help? X0o0oceceocss@gmail.com ~

Expense
& Sales
| B Purchases Date | 22-Mar-2018 - 1001
S2 vendors Category I Office Expense
®  Expenses Vendor Name I Daniel House Keeping Services
B Payments
Amount | 500 &
% Categories
Comments
@ Dashboard
M@ Accounting Attachment | Choose file | No file chosen
File size should be less than 2.5MB (pdf, jpeg, jpg, png, gif Only)
e Leads
e
‘ Save & Log Payment ‘ == Click on Save & Log Payment
Save & Add New Expense
Save & Exit
2017 - 2018 © TopMNotepad.com
T oo S Y.t S

Step 7: After clicking on “Save & Log Payment” payment page will open. On the payments page, select
the payment mode from the drop down.



ToPNOTEPAD

L

Sales

Purchases

]

Vendors

Expenses

@
(ot

&= Payments
% Categories
Dashboard
[ Accounting

A Leads

Total Amount: AED 500

Payment Date
Payment Mode
Amount

Comments

| 22-Mar-2018

@Nesd help?

Add payment made to Daniel House Keeping Services against expense # 1001

Paid: AED 0 Due: AED 500

Cash

Bank Deposit
Cash

Cheque
Credit Card
Debit Card
Demand Draft

Online Payment Gateway

Online Transfer
Paypal
Wire Transfer

33

ocooococcox@gmail.com ~

Step 8: After providing the required information click on save & exit button to log the payment against

the expense.

ToPNOTEPAD

%= sales

| B Purchases

A vendors
® Expenses
B Payments
£ Categories

& Dashboard

M Accounting

4t Leads

Total Amount: AED 500

Payment Date
Payment Mode
Amount

Comments

| 22-Mar-2018

@Need help?

Add payment made to Daniel House Keeping Services against expense # 1001

Paid: AED 0 Due: AED 500

Cash

M

500

Save Close

Save & Exit ¢ Click on Save & Exit

Save & Add New Expense

Step 9: After clicking on save & exit it will take you to the expense listing.

yo0000000000X@gmail.com ~
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Tu PNOT[PAD @ Need help? x000co0ooxxx@gmail.com -

Expenses Add Expense
2 Sales

| B  Purchases
Filter ¥ @
2 Vendors

(3 Show: 50 v
B Payments .
Date Expense# Vendor Name Category Amount Status Action
B Categories
I 22-Mar-2018 1001 Mr. Daniel House Keeping Services Office Expense AED 500.00 Fully Paid I

@ Dashboard
[@ Accounting showing 1 to 1 of 1 entries Previous - Next
M Leads

2017 - 2018 © TopNotepad.com
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14. Steps to log a payment made to a vendor.

Step 1: On the “payments” page in “purchases” module click on ‘Add Payment’ button to log a
payment.

TUPN 0TEPAD & Need help? 3000000000000c000x@gmall.com ¥
sales Payments Click here to Add payment for an expense [

kedl

B Purchases
Filter T

& vendors

™ Expenses show: s5p v

B Payments . .

Date Expense # Vendor Name Mode Paid Amount Action
§ Categories
No payment found
@& Dashboard

i Showing O to 0 of 0 entries Previous = Mext
@ Accounting

M Leads

Step 2: If you are making a payment to existing vendor select the vendor from the suggestions
list and if you are making payment to a new vendor please click on add vendor.

ToPNOTEPAD @ et heip?

@gmail.com -

Add Payment

= Sales P
- Select vendor from the suggestion list or Add new vendor
B Purchases Vendor Ial
52 vendors PaymentDate  ~0bas 1
(ad
&  Expenses Payment Mode &+Add Vendor
= Payments
Amount
R Categories
Comments
@& Dashboard

@ Accounting

M Leads

el o

2016 - 2017 @ TopNotepad.com
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Step 3: Fill out details of payment like the date on which the payment was made and the mode
of payment etc. and click on save button.

ToPNoTEPAD

% Sales

B  Purchases

L Vendors

=}

Expenses
Payments

Categories

B alda

Dashboard
M@ Accounting

M Leads

@ Need help? XXXXXNKXXKXXK)X @gmail.com -

Unpaid Expenses #: 1 Total Amount: AED 199.5 Paid Amount: AED 0 Due Amount: AED 199.5

Vendor IAbbas

Payment Date I 18-Dec-2017 -

Payment Mode I Cash v
Amount I 199.5
Comments

Click on 'Save' button to add payment —

2016 - 2017 © TopNotepad.com G
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15. Steps to add a new vendor.

Step 1: Click on ‘Add Vendor’ button to add new vendor as shown in the below screenshot
below.

TDPNDTEPAD © Need help? X00000NX000000oXK@gmail.com ~

= sales Vendors Click here to Add Vendor

5  Purchases

Filter T
2
[ Expenses Show: 50 v
B Payments N )
— Name Conact # Email Action
§ Categories

No vendor found

@& Dashboard

Showing 0 to 0 of 0 entries Previous Next

E Accounting

M Leads

2017 - 2018 © TopNotepad.com 0
SRR

Step 2: Please add all the details of your client, like name, contact number, address etc., Please
note, you can also provide opening balance, if any from previous transactions.

After filling out the details, please click on “save”.

ToPNoTEPAD Onecdhepr  ocsmmmmmmmocco@gmilcon -

Vendor: New

= Sales
5 Purchases Contact Name Mr. v Abbas
S Vendors Additional Contact | Abbas Interior Works
[ Expenses
' Contact Number 971443685888
& Payments o )
Email  abbasinteriors@gmail.com
% Categories
Tax ID TRN 369852147102030
@& Dashboard
Address  Mohammed Bin Rashid Boulevard
[ Accounting Downtown,Dubai
W Leads Opening Balance DD-MON-YYYY - Amount Vendor Owes You ¥

Close

Click on 'Save' button after filling all the details

2017 - 2018 © TopNotepad.com e

Step 3: After clicking on ‘Save’ button you can view the vendor in listing.
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TnPNnTEPAn @ Need help? 2000000000000000XX@gMmail.com ~

Vendors Add Vendor
Sales

2
E Purchases
Filter ¥
MV s
™ Expenses Show: 5p v
Payments
- 4 Name Conact # Email Action
@ Categories
Mr. Abbas 97144368888 abbasinteriors@gmail.com
@& Dashboard

R 1to 1 of 1 entries Previous ext
M@ Accounting [ |

M Leads

2017 - 2018 @ TopMNotepad.com
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16. Steps to add and view advance payments made to a vendor from
action icons.

Step 1: To view and add advance payment made for vendor, click on action icon as shown in
screenshot below.

TUPNBTEPAD B Need help? x00000000c0000000@gmail.com ~
Vendors
% Sales

Purchases
Filter T
P Expenses Show: 5o v
5 Payments § )
Name Conact # Email Action
fx Categories
@ Dashhoard It Abbas Click on action icon 'view and add payment to &
vendor in advance' ‘ view and add payment made to vendor in advar
Showing 1to 1 of 1 entries Frevious Next
M@ Accounting N -

M Leads

2017 - 2018 © TopNotepad.com Q

Step 2: You may scroll down to view previous advance payments made and to log a new
advance payment made to vendor, fill the form as shown below and click on save.

TﬂPNﬂTEPAI] € Need help? X0000000000c000aX@gmail.com

Advance payment made to Abbas

= sales
Purchases Date | 12an-2018 -
A vendors Amount | 100
™ Exg
& Expenses Payment Mode | Cash M
BE5 Payments
Comments

B Categories
]

Dashboard

[ Accounting

M Leads Click on 'Save' button ﬁ m

A Hide

Advance Expense Payments
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17. Steps to set-off credit balance against an unpaid expense.

Step 1: To set-off any credit balance that you have with a vendor against an expense incurred at
the vendor please click on action icon ‘Add payment against the expense’ as shown below.

ToPNOTEPAD © Need nelp?
= sales

@gmail.com ~

B Purchases

Filter T F
& Vvendors
® Expenses Show: sp v ) .
Click here to add payment against the expense

B Payments .

Date Expense# Vendor Name Category Amount Status Acti
§ Categories

29-Nov-2017 E1 Abbas Office Expense AED 199.50 Due (AED 99.50)
@& Dashboard

m A ¢ Showing 1to 1 of 1 entries Priﬁ%d poyment egeinet the wpe
ccounting

11t Leads

2017 - 2018 @ TopNotepad.com 0

Step 2: The software will automatically identify the surplus amount available with the vendor. It
also gives a pop-up that informs you about the credit balance available with your vendor, that
can be used to set-off the expense incurred at the vendor. Just click on “OK".

Abbas has a credit balance of 100. You will have to first zerc out this credit balance against unpaid
expenses before you make any further payment to this vendor.

Click on ‘save’ button to apply the credit balance first .

Click on 'OK' button to set the payment with credit balance ﬁ

Step 3: Click on save & exit button to set-off the credit balance against any unpaid expenses
incurred at the vendor.
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J00CCCCCOsOCcax@gmail.com ~

Add payment made to Abbas against expense # E1

% sales
Total Amount: AED 199.5 Paid: AED O Due: AED 199.5

B Purchases

A vendors

@ Expenses Payment Date I 16-jan-2018 -

B Payments Payment Mode I Credit Balance M

R Categories Credit Balance 100

@& Dashboard Amount I 100
M@ Accounting Comments

M Leads

Click on required 'Save' options

Save & Exit

Save & Add New Expense
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18. VAT Report (Summary)

This report gives you your net vat liability in a selected period.

It also gives the breakup of your Net VAT liability, which is the difference between the total VAT
you collected on all your invoices and total VAT you paid on all your expense.

You can filter this report for different periods. Just select the date range in the search box and
press enter.

You can even export out the data in excel by click on the excel icon available in the search box.
The report exported is very detailed. You will find VAT collected on each any every invoice and
also the VAT paid on each and every expense.

ToPNoTEPAD o

VAT Report
%= sales

B Purchases
VAT Form

Filter ¥
|l#* P&L Statement

Cash Book 01-Jul-2018 31-Jul-2018

Bank Book

mE E

Tax Report
19.51 (0114.88 3=4.63
s Leads
VAT on Sales VAT on Purchase Net VAT Liability

Net VAT Liability = VAT on Sales - VAT on Purchases

@ TopNotepad.com Q
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19. VAT form

UAE VAT Form: VAT form is an auto populated VAT returns form and the layout of the form is
exactly same as it appears on the FTA portal. Just copy and paste the components of VAT form
from TopNotepad to the VAT form on FTA portal to file returns.

TUPNOTEPAD @ Need help?  00000000X@gMail.com +

= sales VAT Summary VAT Form
©  Purchases Filter T
| M Accounting 014ul-2018 31qul-2018
l~* PEL Statement
[E CashBook
@ Bank Book VAT on Sales and All Other Outputs Amount(AED) VAT Amount(AED) Adjustment(AED)
[E TaxReport 1 Standard rated supplies in your emirates 15020 @ 701 @ 0.00
B VAT Report: N R _
2 Tax Refunds provided to Tourists under the tax Refunds for Tourists o o
Scheme
M Leads
3 Supplies subject to reverse charge provisions 20000 © 0.00
4, Zero rates supplies 500.00 @
H Exempt supplies 10000 ©
6 Goods imported into UAE 000 © 250
7. Adjustments to goeds imported into UAE o )

& Torals 100020 951 0.00 e

TDPNDTEPAD @ Need help?  000000000K@gmail.com =

8 Totals

1000.20 19.51 10.00
Sales
Recoverable VAT
VAT on Expenses and All Other Inputs Amount(AED Amount(AED Adjustment(AED
©  Purchases d All Oth (AED) (AED) d (AED)
9 Standarded rated expenses 4762 @ 238 @
M@ Accounting
10. Supplies subject to reverse charge provisions 20,00 —
|2 P&LStatement ; 25000 8 1250/
@ Cash Book 11.  Totals 297.62 14.38
il Bank Book
T Net VAT Due
[E] Tax Report
12 Total value of due tax for the period 19.51
B VAT Reporte:=
13.  Total value of recoverable tax for the period 14.88
A Leads
14, Payable tax for the period 463

© TopNotepad.com
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Saudi VAT Form: VAT form is an auto populated VAT returns form and the layout of the form is
exactly same as it appears on the GAZT portal. Just copy and paste the components of VAT form
from TopNotepad to the VAT form on GAZT portal to file returns.

TopNoTEPAD O Nowiheip?  sevcooommntigraicon «

VAT Report
= Sales
= Purchases
VAT Summary VAT Form
M Accounting
Filter ¥
|#* PRL Statement
E] CashBook 01-Aug-2018 06-Aug-2018
I BankBook
El TaxReport
& VAT Report= VAT on Sales Amount(SAR) Adjustment{SAR) VAT Amount(SAR)
Z&  Balance Sheet
== 1 Standard Rated 143000 @ 2000 @ 7050
1t Leads
2 Private health care/ Private Education/ First House Sale to Citizens o o
3 Zero Rated Domestic Sales 35000 @ 0.00 @
4 Exports 000 © 000 @
5 Exempt sales 15000 @ 000 @
[3 Total Sales

1830.00 40.00 7050 0
VAT on Purchases

TUPNBTEPAD @ Need help? 000000000@gmail.com +

VAT on Purchases

Y

Sales 7 Standard rated domestic purchases

437.50 @ L] 2188
B  Purchases 8 Import Subjected to VAT paid at customs 200.00 & [i] 10.00
[ Accounting 9 Import sutjengd to VAT accounted for through the reverse 000 @ o 0.00
charge mechanism
W P&L Statement 10. Zero rated purchases 100.00 @ e
(@ CashBook
@ BankBook " Exempt purchases 10000 © )
[&l TaxReport 12.  Total Purchases 237.50 31.88
B VAT Report==
13.  Total VAT due for current period 1863
&z Balance Sheets
14, Corrections from previous period( between -5000.00 to 8
e Leads +5000.00)
15. VAT credit carried from previous period(s) e
16. Net VAT due (or reclaim) Y
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20. Steps to add a new bank & log bank transactions

Step 1: First let’s look at how to add a new bank account. In settings, just click on “Add Bank”
as shown in the screenshot below.

ToPNOTEPAD O

€ Back
Bank Settings Click here to Add Bank S >WGULEENY
> Settings

E] Company Details
28 Invoice Settings Filter T
@ Tax Settings
Show: s5p v
¢ Integration Account Name Bank Name Account # Action
& Change Password No bank record found
& Users
Showing 0 to 0 of 0 entries Previous Next
E§ Contact Us

™ Plans and Upgrades

2017 - 2018 @ TopMNotepad.com e

Step 2: Fill out the required information and click on save button.

TﬂPNuTEPAn € Need help? x00000ccccoooa@gmail.com

€ Back
) Bank
Settings
[f] company Details
Account Name HSBC-Savings Account
22 Invoice Settings
& Tax Settings Bank Name | HSEC
M Bank Settings Account #  XXXX000000(
7 Integration
. ‘Opening Balanace 02-Mar-2018 . 20000
& Change Password
& Users Active ¥
Click on 'Save' button

m

Contact Us
™ Plans and Upgrades ﬁ

2017 - 2018 © TopNotepad.com 0

Done, now let’s look at how to add a bank transaction NOT related to invoices or expenses.

Step 1: To add and view bank transaction that are NOT related to an invoice or expense, please
click in the action icon as shown below.
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ToPNOTEPAD I

€ Back

. ) Bank Settings
oy Settings

El Company Details
BE Invoice Settings Filter ¥
% Tax Settings
show: so v Click here to view and
Bank Settinas .
W BankSettings add transaction
& Integration Account Name Bank Name Account # Acti
@ Change Password HSBC-Savings Account HSBC XVOOOCOK
3 Users
B ContactUs Showing 1 to 1 of 1 entries Previous - Next

™ Plans and Upgrades

2017 - 2018 © TopNotepad.com G

Step 2: A transaction form opens-up, from dropdown select the type of transaction that you
want to log. For example, if you wish to log a cash deposit, select “Cash deposit” from the drop
down.
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Step 3: Fill out the required information and click on save button. Similarly, you can log a cash
withdrawal as well.
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If you hold multiple accounts for your same business, you can log inter account transactions
as well.

Step 1: To log a fund transfer from one account to other account of the same business, please
select “inter account” in the transaction type drop down and in the next drop down, please
select account to which the funds are being transferred as shown in the below screenshot.
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Step 2: Fill out the required information and click on save button.
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Step 3: After saving the transaction you can view all the transactions in the listing.
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