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Introduction to the Accounting Manual

Introduction to the Accounting Manual

Introduction

Welcome to the Magaya Software Accounting Manual.

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

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

How this Manual is Organized

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

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

. How to use the Chart of Accounts

. How to use the Items and Services

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

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

. How to perform banking tasks such as how to write checks in Magaya soft-
ware, how to make deposit tickets, and to reconcile the bank account
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. Reports include financial reports such as Profit and Loss, Balance Sheet,
and Cash Flows; other reports you can make include sales and purchase
reports, trial balance, transaction details, and more

. Additional topics include working with the Tax Table, setting up your
company divisions and document numbering in Magaya software,
creating Journal Entries, working with multicurrencies, and more

Customize Accounting Features for your Company:

You can set up your Magaya system to customize and automate accounting
procedures. For example:

. Rates: Enter custom rates that apply to specific customers as well as
general rates that apply to all your customers. You can also enter rates
from your carriers so they are ready to use when creating shipments.

. Recurring Invoices: Automate the creation of invoices for specific
customers to save time each month and ensure all charges are included.

. Enter commissions for salespeople and profit sharing rates for agents.

To learn more about other customization features, please see the Magaya Soft-
ware Customization Manual available on the Learning Center, available from
Page One. Our website also lists professional services available from our
company such as EDI integrations and custom documents. Also ask about
accounting documents for Panama, Colombia and other countries.

Contact and Help Resources

Help with the software is available in a few different places and formats for your
convenience. We know that reading a full user manual isn’t for everyone, so we
also have a searchable knowledgebase that you can access from Page One, the
welcome screen in your software.

Page One is the welcome screen in your software with links to resources and to
Magaya Tech Support. You can request Tech Support and check on the status
of a request, find the user manuals and link to the Knowledgebase to search for
topics.
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Click the Help menu in the top toolbar of your software to access resources such
as videos, user manuals, the Knowledgebase, and more.

Accounting Reports  Options | Help

o . @ . § I} Page One b
d

Air Ocean G Video Tutorials

U=zer Manuals

e " e e

Magaya Home Page

. Magaya Knowledge Base
e Supply Chain

About Magaya Explorer...
Jies have besn tE”{iﬂE about =m eI R g et R L

ieir customers. The business case for using drones

Tips and suggestions are available in Magaya software on dialog boxes and other
locations in the software program.
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Hover over the “Magaya Tip” button to see a quick tip or link to more resources

such as how-to articles and videos.

¥ | Accounting Transaction

Mumber:  [EN]
Account:  Accounts Recervable
Traneaction Date:  9/22/2016 B~
Payment Terms: Met 30 -

Cuos Date: 1072272016 -

Cowigian:
Chargess  Accounts
Stalus [Diescription Prepaid Cuartity
Pagted Agenl profl shere  Yes 1.00

Hover for
Magaya Tip

invoice: | Events | Anachmerts | Notes | intemal Nates | Custom

=

Bpply to
MACYS -

Filing Address: i Change...

333 CAPERTON BLVD
MARTINSBUR WEST VIRGINIA 25403
UNITED STATES OF AMERICA

MAGAYA TIP

Price Amourt TaxCode | | Add. |
100.00 100.00 Edt.
[ Remove
]
Amourt: USD 100.00
USD0O00 Tax| USDOOO
Total Amourt: USD 100.00
Amaunt Due: USD 100.00
[ oo ] [ b ]

Enter an Account for an Invoice

If you want to affect the General Ledger for this
transaction, add the account on the Accounts tab:
Click the "Add” button, select the account name and
enter the amount. This can be used to record the
re-ssue of an invoice due to non-suffident funds or to
record a discount given to a customer,

0 See the Magaya Accounting Manual

It is recommended to leave the Tips on, but your system can be set to turn it off;

go to: the Maintenance folder > Configuration > General.

Video tutorials are on www.magaya.com and YouTube.com

If you have any questions or require assistance, please contact Magaya at:

Phone: (786) 845-9150

Email:support@magaya.com
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You can request Tech Support from Page One, the welcome screen in your soft-
ware, and check that status of an existing support case.

... Request Tech Support
and view case status:

Wk Facign
AR T
B Cormepciy Lid: L
& Do Brieann

o Comg Brraie i

B D bmraions

& Cex Momsimlie Ceaizmaaton Cpazra n t59e Lwe Track interface

@ Partw Typm

W e LrmTrack: 310 Inchuckey. ress oBang OLT DUHTIRECE CBN U Ean 1
B Awrhmer beprrie Lt ot w2 [ e Iagiong serie

W e Bien Dl
B Cormmadiny Chu s

I L
& Wk Leed Wagaya Preverh on Deciroric AF Wip bl ol sAWB3H
& 0 i Frame

& s Misterrae apra rpommzeed the aSMEIED saent n Ve onduga 2, 2006
u rimndem imamad bty £an men ninthe o deght fuiune

E L]

+ A g Bopmarts AT RUREREN RAE:
48] Iy Braprarts
4 ] Bl el

For Hedg, gt 1 I drarrsior =]
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Introduction to Accounting in Magaya

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

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

Accounting
Workflow Diagram

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

There is an Accounting Wizard you can use when you first install the Magaya
software. This will help you set the beginning balance of all the accounts as of
the date you start using the Magaya system. See Chapter 3 "AccountingWizard"
in this manual for details or the following article in the Knowledgebase:

http://knowledge.magaya.com/#/article/accounting_wizard
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Accounting Folder Overview

The Accounting folder includes a list of functions to enable you to perform
common accounting transactions such as create invoices, bills, payments,
deposits, and checks and to enter rates:

=l Accounting
& Chart of Accounts
[#] Items and Services
F:"] Invnices
F:’] Imwnice Lisk
2w Bills
e Bill List
¥ Pavrnents
¥ Payment List
5 Deposits
5 Deposit List
== Checks
== Check Lisk

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

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

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

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

- Add Invoice: this is for regular invoices

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

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

- Add Bill: for items that do not have bills such as the rent, salaries, etc.
(you do not have to make a bill for these; it is optional)
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- Add Bill Credit: if you overpaid a vendor (or they overbilled you),
then you make a record of the credit they give you. If you owe them
a balance, you might deduct it from that balance. When you write
the check, the Magaya software will subtract the credit. If they send
you a refund check, you can create a Payment which will be a
Vendor Refund.

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

- Customer Payment: Used to record what a customer pays

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

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

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

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

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

- Pay Bills (check): to pay regular bills

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

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

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

These topics are explained throughout the Magaya Accounting Manual. To find
any topic quickly in the PDF, go to the Index and click on the index word. Also
see the Knowledgebase for articles.

For details on using rates and how to automate some accounting tasks, see the
chapter “Automated Accounting” in the Magaya Software Accounting Manual.

Navigating: For any list, you can right-click on an entity or transaction to access
a pop-up menu of options. The same menu is available from the Actions button
in each list. You can also see open transactions for any customer, vendor, etc. by
right clicking on the entity name in the Maintenance folder.

10
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Configure your Accounting System

When you first begin using Magaya software, we recommend that you enter
accounting data to customize the system to your company’s needs. Start with
the Accounting Wizard, which is explained in the Accounting manual, or see
the following article in the Knowledgebase:

http://knowledge.magaya.com/#/article/ Configure_accounting

This will help you set up your document numbering system and how to make
system-wide settings related to currency and more. Settings per customer are
made in the Customer’s profile dialog box (in the Maintenance folder). Addi-
tional customization information is available in Chapter 11 “Automated
Accounting” and in the following article in the Knowledgebase:

http://knowledge.magaya.com/#/article/intro_automated_accounting

Also see the sections on Permissions and Roles in Chapter 4 of the Magaya
Cargo System User Manual. This will help you set access for employees to
accounting functions in the software.

We also recommend reading the section “Relationship between Accounting
and Operations” in Chapter 10 of the Magaya Software Accounting Manual.

Magaya Corporation also offers training in the software in general and specifi-
cally for accounting staff and managers, customizations of documents,
importing your company’s previous accounting data, and more. Contact your
Magaya Logistics Advisor for options and prices.

11
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3. Accounting Wizard
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Accounting Wizard Overview

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

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

The Accounting Wizard helps you set up your:

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

. Opening balances of your customers and vendors

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

Additional setup of accounting related options can be done in the Maintenance
> Configuration menu. See the Knowledgebase:

http://knowledge.magaya.com/#/article/ Configure_accounting

13
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Enter Information in the Accounting Wizard

Go to the File menu and select “Accounting Wizard”.

#IEW Edit  Sales Operations Mainkenance

My Company Info...

Skartup Wizard., .,

Accounting \Wizar

Daownload Docurnent. ., h

The Welcome screen opens:
Accounting Wizard E

Wwielcome to the Accounting Wwizard

The following steps will quide vau through:

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

Setting up the ltemsz and Services.

Entering the opening balances for cugtomers, vendors, etc.

"r Click on the Mest button ko start. .

< Back I Meut l [ Help ]

Click the "Next" button to start the wizard.

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

On the Chart of Accounts screen, add or edit accounts as needed. (The software
provides a default list of accounts. It is recommended that this information be
entered in the wizard so you can use the accounting features in the Magaya soft-
ware.)

Also enter opening balances for accounts that you need such as petty cash and
bank. (For more details on entering opening balances, see the topic:

http://knowledge.magaya.com/#/article/opening_balances

14
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This is the wizard screen for the Chart of Accounts:

Accounting Wizard

Setup the Chat of Accounts

Chast of Accounts:

N arme

Accounts Hecernabls
Accounts Papable

Bank Accourt
Urwdeposied Funds

O pening Balance Equiby
Agent Liquidation Income
Agent Liquidation Cost
Sales Commizsaon

Sales Tax Fayable

Sales Tax Preparation Income
£

Thee Cha of Accourds it the most mpodtant lep whean defining pow accounting The system has coeated a
defaull Chart of Accourts which can st te needs of many businesses.

Cost Df Goeds Seold
Expernze

Othes Cument Liabidities
Inciomes

x|

AccountMum.. | Balanc
0
“

i
Dedete

¥

Here wou can Add, Edit o Delete accounts as pou desire. You can alio enter the opening balances for Bank accounts and
othes balance sheet accounts. |f vou do not have all thiz mfemation now, wou can enter § laber,

[<Back |

T

&

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

equity account.

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

http://knowledge.magaya.com/#/article/chart_accounts

On the Items and Services screen, add or edit the Items and Services as needed.
(The software provides a default list of items and services. To add a new item or

15
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service, click the Add button. Existing items can be changed by using the Edit
button.) This is the wizard screen for the Items and Services:

Accounting Wizard El
Setup Items and Services
The lbems and Services ae ued lo lrack the services pou chaege for. &n e will appea a2 a line on an P‘r
Irnvoice of olher sales fom. / _J
Ibema and Senices:
Code Drezcaipbon Accourt Hame Type L
AGT-NC Ageri paodt zhane Agent Liqusdation [ncoms DOithes
AGT-LOST Agend picit share Agent Liguedistion Cost Dthes
SALE-LOST Sales Commission Sales Commizsion Othes
OFEMEALEXF  Opening Balsnce Experce  Opening Balance Expence  Othes Dedete
OFENEBALANC  Dpening B-alance Income O pering E alance [ncoms DOithes
AIRFGT-INC Ax Freaght Senace A Freaght Income Fresght
AIAFGT-COST A Freight Sendce Cost it Freight Ciosl Freight
OCEFGT4MC DOcean Freaght Senace Ocean Freight Income Freaght
OCEFGT-CO5T  Ocean Fiesght Service Cost Dosan Freight Cost Freight
GRNFGTANC Ground Freiaht Service Grownd Freight Income Freight 24
< »
Hare pou can Add, Edit or Delebe items s pou desve. Theee i a divect relationthip between ltems and Accounts, for
example. when you create an ilem for & serace you sell, you associate it with an Ncome account.
Cciss ) ews

For more details on Items and Services, see the topic “Items and Services” in the
Knowledgebase:

http://knowledge.magaya.com/#/article/items_services

On the next screen, enter opening balances for forwarding agents. In the
Magaya system, forwarding agents are considered “customers”. Add or edit
opening balances by clicking on the Add or Edit buttons for:

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

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

16
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o The wizard screens for each of these functions the same way.

Accounting Wizard
fipening Ralances for Forwarding Agents
ey guve o
Fonmarding Agents:

Name
Panarna Destination Agent

Miiami Distribition Cerdes

Prague Agert
Categena Constuction Co.

Feench Destirnaton dgent

wou, laber pou can enker mone nfoimnation for each

Iry this: pection you will eres those forwarding sperds who owe pou monsy on pour Hail dete and the amount

N

=
=

=

:

0.00 LY

Haere pou can Add. Ed® or Delete forwarding agents &z vou desie. "'ou will enter their names and the amaounts they owe

agert.

[ <Back [ MNem: |

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

After completing all the screens in the Accounting Wizard, you can modify and
add to the information entered at any time by opening the Accounting folder or

by returning to the Accounting Wizard.
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Entering Opening Balances

Entering Opening Balances

To enter opening balances in your Magaya software, follow these steps.

This procedure is recommended after using the Accounting Wizard to set up
your accounting details.

Before beginning the steps below, have a trial balance report that lists all your
profit and loss accounts from your previous system so you can enter the data
from it into your Magaya system. You may already have a report that you used
to enter details in the Accounting Wizard; you can use the same report for this
procedure.

Steps to Enter an Opening Balance

1)  Create a Trial Balance Report in your Magaya system:
«  Go to the Accounting folder > Chart of Accounts

. Click the Actions button and select Reports > Trial Balance

18
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«  Find the opening balance income and expense
Chart of Accounts | Trial Balance |
Dates: | Custam W From: | 3/ 1/2011 » To: | 3
Trial Balance
As of September 15, 2011 (USD)
Debit Credit
Opening Balance Income | 100.00 0.00
Inventory Income .00 1361795
Documentation \ .00 27N
Freight Income 0.oa 0.00
Air Freight Income =]
Ocean Freight Income L]
Grj:-uml Freight Income Find the Gpening balance L]
Services . o]
Agent Liquidation Cost income and expense L]
Inventory Cost L]
Freight Cost L]
Air Freight Cost 14,135.04 0.0a
Ocean Freight Cost G,568.00 0.00
Ground Freight Cost 248550 0.00
Insurance Cost 75.00 0.00
Sales Commission 191.79 0.00
| Opening Balance Expense | .00 50.00
Bank Service Charges 45.00 0.00
Bank Fee Income 0.00 30.00

This trial balance report displays all the data you entered in the
Accounting Wizard.

Note: The Trail Balance report can be viewed on a cash basis or
accrual basis. Select the option from the Configure button on the
report toolbar, and select the “Financial” tab.

2)  Create a Journal Entry in your Magaya system:
. Go to the Accounting folder > Chart of Accounts
. Click the Actions button and select General Journal Entries.
«  Click the Add button to open a Journal Entry dialog box.

3)  Add the following items in the Journal Entry dialog box:

. Click the Add button to activate a line in the detail table.

19



Chapter 3 Entering Opening Balances

o  Inthe Account Name column, select Opening Balance Income.

If there was a Debit in the Trail Balance, then enter the amount in
the Credit column. This reverse is required for this step.

Journal Entry E'
General Jounal Entry | Attachments | Internal Motes
Date: | 9/14/2011 v Entry No:
b emo: | Divizion: "
Detail [USD)
Accaunt Mame Debit = Credit | Description Add
S s e wn o
At o o
Opening Balance Equity 30.00 0.00
< | >
Total Debits: USD20000)  Total Credits:
[ k. l [ Cancel ] [ Help ]

o  Click the Add button again, and in the Account Name column,
select the Opening Balance Expense. If there was a Debit amount for
this expense in your Trial Balance, enter the amount in the Credit
column. This reverse is required for this step.

4)  Enter your other account names in the Journal Entry dialog box. For
example, enter the debit and credit for the air freight income and cost.

Continue to enter all your accounts. If you had an account in your
previous system but it is not showing in the Magaya list of default
accounts, you can create it: Click the Plus sign in the dropdown menu of
the Account Name column and add the account.

5)  To make the debit and credit totals equal, add the account “Opening
Balance Equity” and enter the difference between the credit and debit
amounts. If the debit is short, enter the difference in the Debit column. If
the credit amount is short, enter the difference in the Credit column.
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6) Click OK in the Journal Entry dialog box to save.

Now your the Debits and Credits are equal, and the opening balances are
complete.
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4. Chart of Accounts
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Chart of Accounts: Introduction

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

what types of expenses you have.

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

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

File Edit Sales Operations

Maintenance  Shipment

Magaya Metwork  Accounting  Rep

[y O O Oy Y

(l=] > ] w . oS . 28 - .
Back. air Jcean Ground Prink f
i" Magawa Mebwork, Mame .o Type

[ Tasks

[é' Quotations
[ | Johbs

[ Bookings

s,

i Warehousing
]’g Maintenance
& Accounting

&y Chart of Accounts
|£| Ikems and Services
| Standard Client Ral

i3 Carrier Rates

E‘l Inwvaices

E‘l Irmwvoice Lisk

= Bills

Accounts Payable
Accounts Receivable
Advertizing Espense
Agent Liquidation Cost
Agent Liguidation Income

Accounts Papable
Accounts Receivable
Expenze

Cost Of Goods Sold
|hcome

Air Freight Coszt
Air Freight |ncome

Cozt Of Goods Sold
|hcome

Auytomobile Espense
Bank Account

Bank Service Charges
Capital Stock

Cazh

Cost of Goods Sold
Cost of Services
Cuzstam Broker cost
Customs Broker income

Expenze

Bank Account
Expenze

E quity

Other Current Agzets
Cost Of Goods Sold
Cost Of Goods Sold
Cozt Of Goods Sald
|Ficome
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Add to the Chart of Accounts

Step-by-Step Procedure:

1)  Go to the Accounting folder and click "Chart of Accounts".

=R Accounting

¢ Chart of Accounts

2)  Click the “Add” button. A dialog box opens:

Account Definition

Drefinition | Moates

[#] Ttems and Services
Standard Client Rates
5 Carrier Rakes

Invoices
Invoice List
4 Bills

=4 Bill List

¥ Payments
¥ Payment Lisk
.:j. Deposits
& Deposit List
== Checks

==] Check List

an

Type: |.-‘-‘-.-:|:|:|unts Fieceivable v|
M ame: || |
Accaunt Hurmber: | |
Parent Account: | v|
[ 1Inactive
[ (] 4 l [ Cancel ] [ Help ]

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

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

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

liability).

. Income: Defines where money comes from.
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3)
4)

5)

«  Expense: Used to define what you are spending money on.

. Cost of Good Sold: Use this to determine the cost of the items you
sell.

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

. Undeposited Funds: Money you hold to deposit later.

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

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

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

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

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

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

folder.)
Enter the account name and number.

Select a parent account as needed. This allows for grouping accounts in
reports (such as all freight accounts grouped together or all documenta-
tion, etc.)

Options: Add any notes as needed. The “Inactive” box is available if you
do not want to use this account in the future.
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Actions in the Chart of Accounts

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

: ) Qther Reports r
E quipment Fired Azsets Reports ' 1625.0
Employee Federal Income Tax Payable  Other Current Liabilitie n.o
Cazh Other Current Azsets -10000.0
Capital Stock E quity n.o
Advertizing Expenze Expensze 0o
Qther Expenzes Expenze 0.0
Other Incomes |ricome Replace Account. .. 0o
Technology Expenze Expenze 0.0
Ltilities E xpense Expense @eneral Journal Entries 0.0
Telephone Expenze Expensze Divisions 0.0
Suppliez Expensze Expensze Taw Table 0o
Rent Expense Expenze 0.0
Profeszional Feesz Expenses Expensze Choose Columns. . . 0o
Frinting and Reproduction Expensze Import. . n.o
Fostage and Deliven Expensze 0o
| irehzes and Permits Funenze Expart... nn
—— ; - . - -
o & 4 7 - "
add Filter Actions Detail
The following actions can be performed by clicking on the Actions button:
. Other Reports: This option generates reports by name, type, account
number, currency, parent account, or by type code.
. Reports: This option offers the same list of reports as the “Reports” menu

option on the top Magaya Explorer toolbar such as Profit & Loss, Balance
Sheet, taxes, General Ledger menu, and more.

To create a cash basis report, click the Configure button in the report
screen toolbar, and click the “Financial” tab.

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

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

«  Replace Account: Use this to replace an account of the same type. The
account will be replaced in any transactions where it has been used. This
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is useful if an account has been duplicated or used incorrectly. After the
account is replaced, you can disable or delete the old one.

Find and Replace g|
The system will replace the Found item with the desired
itern in all kransactions.
Find what;
w
Replace with:
[ Cancel l [ Help ]
. General Journal Entries: This shows you a list of general journal entries.

To learn how to add a new journal entry, see Chapter 10 in the Magaya
Software Accounting Manual, the topic “Journal Entries”.

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

o  Tax Table: This shows a list of sales taxes (for merchandise you sell, not
services). For details on how to add sales tax to your Magaya system, see
the topic “Sales Taxes.”

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

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

To view more details for an account, click the “Detail” button to open the
Details panel.

Configure Default Accounts

Default accounts can be defined for AR, AP, and banking. Then the system uses
these accounts when new transactions are created. If a default is not set up, the
system uses the account present in the last equivalent transaction.

To set up default accounts, go to Maintenance > Configuration > Accounting.
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Find the option “Configure default accounts.”

Configure default accounts

Click the “Accounts” button. A dialog box opens.

Default Accounts f‘5__<|

Cefault &/F account for invoices fccounts Receivable

Default &P account For bills Accounts Payable b
Default bank account Far writing checks Bank. of America w
Defaulk bank account For deposits Bank of America w
Customers discounts account Cuskorners Discounts R
Yendars discounts accounk Wendors Discounts b

[ (0] 4 l [ Cancel ] [ Help ]

Select the default accounts from the dropdown menus. These are system-wide
settings. To set your preferences for specific customers, go to the Maintenance
> Customers list. For more details on the Configuration menu, please see
Chapter 10 of the Magaya Software Accounting Manual.

See also the Knowledgebase:

http://knowledge.magaya.com/#/article/ Configure_accounting

Inventory Accounts

If you buy and sell inventory, you can manage the accounting in Magaya.

The software includes accounts for inventory, sales income, and cost of goods
sold. You can also choose the costing method for inventory, either by average
cost or by exact price per item which you specity. The accounting is shown in
the Adjustments tab of invoices and in the Balance Sheet.

Landed costs for freight can also be managed in the system. For details, see the
sections in the Magaya Software Accounting Manual for Landed Costs, Average
Cost, and Accounting Configuration.

How to create and manage Purchase Orders and Sales Orders is included in the
Magaya Supply Chain Solution Operations Manual.
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To customize and automate your accounting processes, please see Chapter 11 of
the Magaya Software Accounting Manual.
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5. Items and Services
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Introduction to Items and Services

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

= g

Sccounting

3 Chart of Accounts

[

[%] erns and Sewicesl

[E Trvoices

[E Irvoice List
= Bills

S Bill List

# Payments
# Payment List
5 Deposits

5 Deposit List
=] Checks

==| Check List

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

Items and services are used in

Accounts Payable and Accounts Receivable.

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

To add an item or a service to your Magaya system, follow these steps.

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

i -\.

Items and Zervices @

Drefinition |.-’-¥.utn:|matin:: creation | Landed Cast | Mates |

D ezcription:

Code:;

Account |wventory Cost b

Frice: 0.00 J
It iz a rezale item

Create related resale item automatically

Income |benm: e
Preferred Vendor: -
Azzets Account |nyentory Asset -
[Fvertory [tem: o=
Curency: [USD United States Dollar -
[ Inactive

[ k. ][ Cancel H Help ]

2)  Select the typeof item (or service). When you select a Type, it will not be
an income or expense until you also select the Account type. Types of
items and services available from the dropdown are:

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

. Freight: Use this for freight items (or services) such as Ocean
Freight or Air Freight.
. Valuation: When you use this type to create an item, this value

(value of the cargo) will appear on air waybills.
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3)

4)

5)

6)

7)

o  Tax: This is used for taxes such as duty taxes, and the amount will
appear in air waybills. Note: If more than one tax needs to be applied
to this item, then create a group for those taxes first, and then select
it from the Tax Code dropdown in this screen.

. Other Freight: Use for items (or services) that relate to freight but
are not actual freight such as Fuel Surcharge cost and income.

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

For the “Tax Code” field, select a sales tax to apply to the item or service.
(To set up the sales tax, go to Chart of Accounts, Actions button, Tax

Table.)

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

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

Enter a price. If you want to have the price calculated, use the “Tariff”
button. For details on using the Tariff dialog box, see Chapter 11 in the
Magaya Software Accounting Manual.

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

. The checkbox “Create related resale item automatically” is used if
you want your Magaya system to automatically create a resale item
when either a manual expense or income charge is created.

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

. Preferred Vendor: This may be grayed out.

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

«  Inventory Item: Select from the items in the dropdown or add a new
item. (This will be activated when you select the Type as “Inven-
tory”). This pulls from information from the Inventory Item Defini-
tions that are located in the Warehousing folder.
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. Landed Costs: This tab only appears if your system is configured to
be active. This cost includes transportation costs of an item. For
details, please see the topic “Landed Cost Management.”

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

Automatic Creation:

If you want to make an item/service appear automatically on a transaction, click
the “Automatic Creation” tab. Check the box to enable the automation, and

select the transactions. If you don’t want the charge to appear in the documents,
check the box.

e

Iterns and Services ﬁ
| Defiriticr | Automatic creation | Landed Cost :_Nl:utes-_
[¥] Enahle Automatic creation far:
wharehouze Receipts fAR] Pickup Orders [PF]
| Quotation [QT] Cargo Releazes [CR]
|| Sales Orders [S0]
Export Shiprents Import Shipments
V] Air Master Shipments [AME] |7 Air Magter Shipments [Abd]]
|| Air House Shipmentsz [AHE] | ] Air Houze Shipments [AH]
Ocean Master Shipments [OME) | Dcean Master Shipments [OkI]

Full details about automating charges are explained with examples in the
chapter “Automated Accounting.”

Dependent Charges

If an item/service depends on other charges, check the box to enable that depen-
dency. This function enables you to set the order that the system will calculate
the charges in a transaction. For example, use this option if you have a service
for freight, and you want the insurance charge to depend on the freight charge.
Then the system will calculate the freight charge first, and then calculate the
insurance based on the freight charge.

Another example of a dependent charge could be a Documentation fee that you
want to calculate based on a percent of the shipment profit. In this case, the
shipment profit is calculated first, and then the documentation is calculated as
a percent of that total.

Enable: On the “Automatic creation” tab, check the box to enable the function.
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Select a dependency level from the dropdown menu.

P )

Iterns and Services @

Definition | Automatic creation | | andad Cost | Motes |

Enable Automatic creation far:

] "warehouze Feceipts fwE] [ Pickup Orders [PE)
[ Quotation [IT] [ Cargo Feleazes [CR]
[C] Sales Orders [S0]
Expart Shipments [mpart Shipmetts
[] asir b azter Shipments [AME] [] &ir bdazter Shipments [Abd])
[7] Air House Shipments [AHE) D Air Houze Shipments [AHI]
[] Dcean Master Shipmen Ocean kaszter Shipments (O]

[] Ocean Hg a2 Shiprents [OHI)

] Groug iprents (G
[] Grao ipments [GHI]
[T Da nat show arfe: of Transportatiarn...

The price for thiz charge depends on other charges in the ranzaction

Dependency level I1 "’]
1
3 g QK ] [ Cancel ] [ Help ]

4

The following shows an example of a dependent charge using the percent of
agent profit sharing tariff. The dependency can be used for any item/service.
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In this example, we set the tariff at 10% of the profit (via the “Tariff” button on

the “Definition” tab of the Items & Services dialog box):

- Define tariff of Documentation as
Items and Services 10% of ﬂrﬂﬂt:

IM‘

Definition | & tomatic creation | Landed Cost I Motes |

[ Tariff !

Apply by [Ealculated "J [F'eru:ent TI
—Prices inUSD
Min.: 0.00 bas: 0.00
Apply: 10 % of the IF'erit *]

Save the percent and go to the “Automatic Creation” tab of the Items & Services

dialog box. Check the box to enable dependencies.

Then set the dependency by using the dropdown menu.

The Items & Services List has columns available to show the dependency level

number and if the charge has dependencies (Yes or No).

Let’s look at how the system processes different dependency levels: For example
setting the dependency at "1" will tell the system to calculate the charge at the

same level as the ocean freight charges.

Shipmentds |

€ B . B . B

& B .

Master Houses Add Doc. Profit Liquidati... Transac...

| General | Entities I Routing | Charges I Events | Delivery | Attachments I Motes I Wayhill Nc

lescription Prepaid Cluantity Price
icean Freight Service Yes 100.00 15.00
IcEan Freight Service Cost 100.00 10.00
m
\epacking Fee fes 150.00

Amount Tz

150.00

Freight profit only, which is $500. 10% is $50.

The Documentation is calculated as a percent of the Ocean
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But if you set the dependency lower such as "4" then the system will calculate the
percent of profit afterother charges that may be on the shipment such as a
Repacking fee (if they have been set at a higher dependency such asa 1, 2, or 3).

Shipmentd4 |
i '?.' "g. - s
&€ BB . B .. B & # . ¢
Master Houses Add Doc. Profit Liquidati... Transac.. Se
| General | Entities | Routing | Charges | Events I Deliveny I Attachments | Motes I Waybill Notes
Description Frepaid Quantity Price Amourt  Ta
Ocean Freight Service ‘r’es 100.00 15.00 1,500.00
Ocean Freight Service Cost 100.00 10.00 1,000.00
Imml
Repacking Fee 150.00 150. lg
This Documentation is calculated after the Repacking fee and
the ocean charges, resulting in $65.

As with many features in the software, we recommend creating a sample trans-
action to ensure this functions the way you want it to. You can always return to
the Items & Services dialog box to make changes.

Priority of Charges

The Priority feature determines how the charge for an item/service will appear
in a document, in LiveTrack, and in Transaction Tracking email messages. This
is useful for transactions with many charges; you can tell the system which
charges to display at the top of the list of charges (Priority = 1) or sort it any
other place in the list.
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Select a number from the dropdown to set the priority of this charge.

r

Definition | Automatic creation | Landed Cost | Maotes |

-

Iterns and Services @

[T] Enable Automatic creation for;
Warehouze Receipts PR Pickup Orders [PF]
Cluotation [GAT] Cargo Releazes [CR]
Sales Orderz [SO)
Export Shipments Import Shipments
Air M aster Shiprments [AME] Air Master Shiprments [SMI1)
Air Houze Shipments [AHE] Air Houze Shipments [AHI]
Ocean Master Shipments [OME] Ozean Master Shipments [0k
Ozean Houze Shipments [OHE] Ozean Houze Shipments [OHI]
Ground Mazter Shiprments [GRE] Ground Master Shiprents [GR]]
Ground House Shipments [GHE] Ground Houze Shiprments [GHI)
[] Do nt how in documents Mades af Tranzpartation...
Prionty zorting order (1 12 highest, Oz no poonty)
[] The price for thiz charge depends on other charges in the ranzaction
Dependency level |1

0k, ][ Cancel H Help

Click “OK” to save.

Actions Performed with Items and Services

To make reports based on the Items and Services, use the Actions button and

select “Reports” from the pop-up menu.
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The following sales and purchase reports are available:

rcharge Cost Air Freight Cost Other Freight
rcharge Air Freight Income Other Freight
‘reight Ciozt (Eround Freight Cost Other

“reight Ground Freight Income Other

“reight Service Cost Air Freight Cost Freight
“reight Service Other Reports v|_ Freinkt

Freight Service C
Freight Service

Reporks L4
Sales by Ikem Detail

Freight Service Cd  1rwventory Them Definitions Sales by Trem Summmary
Freight SEW'CE Mon-Inventary ke Definitions
tht SEW!CE Cost Purchases Detail @ <Faucet Chrome Cost
tht Service Feplace Item. .. Purchases by Itemn Detail
3 Balance Income Purchases by Ikem Summar
3Balance Expeny  Chaose Calurns. . Y !
ommiszion Impart... Other
wofit zhare E ; Other
wofit share APt Other
T P b a2 i 0w
# iy 5 l
HEJ] L -../"-f;- A’? - 'I-uf L~
Add Filter Actions

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

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

Replace Item: You can find and replace any existing item of the same type, and
the system will update all the transactions that have that item in it. When you
open the dialog box from the Actions menu, select the items to find and replace:

Find and Replace &|

The system will replace the found ikem with the desired
itemn in all transactions,

Find what:

Feplace with:

[ Cancel ] [ Help ]

The Find and Replace feature is useful if an item has been duplicated or not used
correctly. After the item is replace, you can choose to disable or delete the old
item.

Extra Information:
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The Items and Services list can be filtered by using the Standard or Advanced

Filter. For details on filters, see Chapter 5 in the Magaya Cargo System Opera-
tions Manual.

For more details on working with inventory and resale items, see the section

“Add Resale Items” in Chapter 7 of the Magaya Supply Chain Solution Opera-
tions Manual.
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6. Accounts Receivable

4



Chapter 6

Introduction to Accounts Receivable

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

Invoices
Credit Memos
Payments
Deposits
Refunds

All of these transactions are created by using a dialog box that transfers all the
data into the document forms. The data is also saved in your Magaya system so
you can create reports and more.

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

To create invoices in Magaya Explorer, follow these steps.

1) Inthe Invoice (document or list), click on the Add button. Select “Add

Invoice” from the pop-up menu.

Al B Sake Fusniy

Taik Ashesh | Toieer

i b add Credit Mema.

T WHITED BEATED

Imvaice

Dl | Cwe Data Rt

Mo | Mapalizoog

3t b Bl

_aterpiliar Equipment

& Uegests 123 S & St
:-t Depost Ui Clewd =ton, FL
e LMTED STATES

i
i

A

Coyc el Kumber

i g D gdin o
Carmr
Fhati / Witet

i
Caterpilar Equipmen
Cwtegena Canshurion Co
Decri L mE

K Deswiinkin Fragit
700 1860 00 b

Dlgscopden of Charges

Qg

Storatm Faw
storape fw far On Hand cargo from Caterpilla
‘Warahouse Facaiel 29, Calerpillar Equipment

Al 12005 - Maw 012009

€

ot

i
to, Prcas 250 Waight 1177 D008 Wakgrna 683 04

F 20

035 41020

The Invoice dialog box opens. On the first tab, enter details of the transac-
tion. Enter details in the Events, Attachments, Notes tab, and Internal
Notes tabs as needed. Events and any attached documents or photographs
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will be visible to customers in the interactive online tracking tool, Magaya

LiveTrack.

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

navigation arrows:

4 @& » M
i i Lask

-

Unpaid (open)

@ @

add  Edit

Paid

First  Previous Mext Lask

W @

add  Edit |

The List view also has a Status column which indicates if an invoice is open
or paid. Other columns can be added via the Actions button.

2)  Enter information in the Invoice dialog box:

B Accounting Transaction

Iroecice | Events | Attachments  Mobes

Number [

Trangaction Datec |11 452013
Payment Terms: |Met 30

D Date: | 12150203

Diivizi

[Chage: Accouns

EFPad  AiFreight Service  Yes

Paid a3 | Prepasd w

MACAYA TIF

Exchangs Rate: Ush

Irtearial Moles | Custom

Aecount | Accounts Recenvable

bt

W

w

Statuz Descption Prepasd Quartty Prica

Apphy to
ABC Sporting Goods Inc

Billing Address:

40 Peachties Shest
Allanta G4 20E06
UMITED STATES

Amcurd | Tax Code Te

1.00 1,000000 1.000000

>

Ammount USD 100000 Tax UsD 0000

T ot al Adrwourd:

IS0 1000.00

Fumount Dhe: UsD 000

Claze

. The Invoice number fills in automatically. For information on
setting up the numbering of invoices, see the topic "AccountingCon-
figurationMenu".
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Select the customer that you are invoicing from the “Apply to” drop-
down menu. The customer’s address and Payment Terms (if set) are
filled in from their profile.

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

The Transaction Date is set to today’s date. NOTE: If you don’t want
an employee to change dates, deny access in Roles. Go to the
Employee list, right-click their name and select Roles.

When you select the payment terms, the Due Date field will update
automatically. If you have pre-defined payments terms for your
system or for this customer, the Payment Terms field will fill in auto-
matically.
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Add Charges: Click the “Add” button in the Invoice dialog box to
add charges to this invoice. A new dialog box opens:

Charge Information [g|
Charge | Motes
Type: | T
Descriptior: | |
Tax Code: | v %]
Quarntity Uit Price Amount
1.00 | | Min | [30.00 | USD 30.00 |

[ ak. H Cancel H Help ]

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

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

The Tax Code pulls from the Sales Tax Table.

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

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

Click the OK button. The charge fills in on the line in the Invoice
dialog box. You can add as many charges to the invoice as needed by
using the Add button. The totals are calculated. If you need to delete
multiple charges, select them by holding the Shift key on your
keyboard and clicking the “Remove” button.

If you need to edit a charge, select the line item for the charge and
click the Edit button. To remove (delete) a charge, select the line
item for the charge and click the Remove button.
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. To add an Account line to an invoice, click the “Accounts” tab.

Charges | m

Account Mame Amount | Description Entity Add..

Accounts tab Edit...

R emove

This can be useful if you need to re-issue an invoice because a
customer had non-sufficient funds (NSF) and their check bounced.
Another example is if you want to offer a customer a discount. For
details, see the section “Accounts Receivable Special Procedures” in
Chapter 10.
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. If this invoice is related to a transaction such as a shipment or a WR,
a button for that transaction will appear on the invoice dialog box.
View the transaction by clicking the button.

M Accounting Transaction

Irvoce | Everts | Attachments | Motes | Internal Notes | Custom|

Humbes. |151 Apply to

Account:
Transachon Dabe:

Payrromrd Testrrs:
Dise Daate:

Accourts Recervable w -~
1A82003 b Billing Addess:
Mt 30 -

121852013 ¥,

Division: -

Charge: Accounts
| Shabus Description Prepaid Qusaritity Frice: dmount TaxCode  Tax
5 Pozted A W il fese Yes 1.00 25.00 25,00

< . >
i Related transaction -
Paid a3 Amauri: Uso 2500 Ta USD 0.00
Enchange H ate: [ Total &mount: USD 25,00
Shiprment_.. ﬂ Amaount D USD 25.00
Dhose

A periodic invoice will display a “History” button that will show all
related transactions.
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3)  Click OK when you are finished entering all the information for this
invoice. The data is transferred into an invoice form, and it is saved in your
Magaya database.

Invoice
Diale Dus Date | Murrber
Juniotj2ong JuliDiizong 40
Bill o Documeant Murmber. 20
Shipger Shimano
Shimano Consines Bogota Bk Shog
Eniry Date: NHowCES2006
CrricgnDistinaion CLT FBOG
Tc'k!l"n- T Fleed Truck Lines
NETSEYH Phecoes gt 20540 00 B
Descrighon of Charges Quznity Price Amaurit
Storage Fee 1|.00 klin 30.00 30.00
varehouse Receipl 20, Shimana - Bogola Bske Shop, Piecas 11
walght 22 001 Yioluma 9551, Mayi0172008 - Junmizo09
USD Amount 30,00
Tan 0.00
Total 30.00

The invoice form can be changed by clicking the Actions button and

choosing “Select Template”.

In the dialog box, you can choose different templates and link them to this
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transaction or set the template as the default.

X

Select Template

Templates: Template Preview:
M ame Filename
|rvoice File AccauntingFile. sdf
|revoice for Courniers AccountingForCourie =
|rvoice Periodic perodicinvoice. zdf
|revoice Perindic - Multicurrency perodicinyvoicetd C.ed
|revoice Standard AccountingOrig, sdf
Irvoice Standard - Multicurrency AccountingOnghd C.zc
|revoice Standard [13020] [rvoice_kitky, zdf
[mvoice Standard [13020] Accountingnig_190:
|Fvoice Statement InvoiceStatement, sdf
[revoice with T ax AccountingisfithT ax0

Irvoice with Tax - Mulicurency  Accounting'afith T axbs

< >
[] Link selected template to current tranzaction Mew...
[]5et selected template as default
[ ] l [ Cancel ] [ Help ]

Ifyou click the “New” or “Copy” buttons, the Magaya Document Designer
opens. This program is used for customizing templates. See the Magaya
Software Customization Manual for details.

You print this invoice from the document view or print multiple invoices
the list view.

If an invoice is related to a shipment, you can include that information in the list
of invoices: Go to the Invoice List > Actions > Choose Columns > Master Ship-
ment Name.

If you want to see the currency rate in the Invoices List, add a column for the
exchange rate from the “Choose Columns” option on the Actions menu.

Actions for Invoices

The Actions button for Invoices provides many features. You can access
Actions while you are in the Invoice document view or in the Invoices List view.
Hover over the Actions button and click the arrow on the side of the button.
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The following Actions are available from the Document view:

= ‘E};
Find Filker

-

MW 18 Terrace, Miami, FL 33

-

.ﬁ.ctic.uns Zoorm

v .

Cptions

Receive Payment. ..

Exclude From Tracking

Yoid Transackion

Save as Recurrent,..

Draty Crosteac
reate a Copy...
Juni
Select Template., ..
DocLme -
Shippet: History...
Caonsignes T
Enrtry Date:
CriginDestination:
Carrier:

Pieces MMeiaht:

Send To Online Payment Sysktem. .,

DecH 052005

Oid Dominion Freight
T20 4 2960.00 |k

Invoice

FHumber

a1

Co.

The Actions button in the Invoices List view contains these options plus more:

Zargo Reporks
Sales Reports
36 Imvoice Ed's Crane Service Expart to QuickBooks®. ..
an Invoice Shimano Expork to PeachTresi®, ..
312 :”VD!CE '-II:B Wi‘!ﬁ ':TE- i 530 ko document
nwalIce aterpillar E quiprment Print Bakch
35 Invoice Bizcayne Bike Shop Hint BakEn. -
gg :nw:-!c:e thI‘TU?nDE Receive Payrent, .,
v oice ire Co. A
34 Invoice Caterpillar E quipment Send Ta Cnline F‘a';.-:ment ystem...
29 |Fvoice Shirmano Exclude from Tracking
] Irvoice JB Wire Co. A Dispute T ki
33 Invoice Caterpillar E quipment p.prwe,l' |sp!_| & Transaction
25 Invoice Bogota Bike Shop Yoid Transaction
25 Imvoice At Bazel Gallen Sawe as Recurrent. ..
gg :”“"':'!'3‘3 'élrt BaEIS'IEI Gallery Recurrent Invoices
nvalce =gl .
. ) T k|
22 Irvoice Povserbar pen Transactions
19 Inw:-!u:e Bell Helmets Choose Calumns. ..
17 Irvoice At Bazel Galleny Import
16 Credit Memo Crown Shipping port...
15 Credit Memao Crawen Shipping Export. ..
rs History, ..
- i a g . [
o @ X 7 - 3
Add Edit Delete Filter Actions Detail

The Cargo Reports relate the operations and accounting information in the

Magaya system, enabling you to see reports such as how much you have billed
for certain ports or destination agents.

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

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

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

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

Other Actions button options:

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

Import invoices into your Magaya system: First format the data into CSV
in a spreadsheet or plain text file. See an example in the section “Import
Invoices.”

Go to a Document when you click on an invoice.

Print a batch of invoices that you have in a filtered list. In the printing
wizard screen, there are options to select printers and templates.

Exclude the invoice from tracking online
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Approve/Disputean invoice (this option is available from the Actions
button in the Invoices List or if you right-click on an invoice in the list.

To approve or dispute invoices, the customer profile must have this Web
Track access configured by right-clicking their profile; see Chapter 10,
“Advanced Accounting Features” for details.)

Click the button to either approve or dispute. Enter the reason in the
dialog box.

Approve/Dispute Transaction ['5_<|

{f} Approve {:} Dispute
Zamments

Add naoke here

[ O, ] [ Cancel

The comment appears in the Events tab for the transaction.

Accounting Transaction

Inwaoice | Events |.-'1'-.ttan:hments Mates | Intemal Maotes

[rate M ame Details
Jund23/20011 14:48:36  Tranzaction Approved by Customer — This invoice haz been

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

For details in using the online payments option, see Chapter 9 in the
Magaya Software Communications Manual.

Void a transaction you have selected.

Save as Recurrent: This will convert the selected invoice into a Recurrent
Invoice that can be charged to the customer every month (or time period
you set). Steps for creating recurrent invoices are explained in Chapter 11
of the Magaya Software Accounting Manual.

Copy an invoice.
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. To view a list of recurrent invoices, use the Actions button and select
“Recurrent Invoices”.

. Open Transactions: This options creates a list of all open transactions.
Change the date range to see the time period you choose, or customize the
list via the Actions button > Choose Columns.

Other options in the Invoices List enable you to choose the columns or view the
History of an invoice by selecting the invoice and the History option in the
Actions button list.

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

To view more details about an invoice, select it and click the “Detail” button in
the list view. This gives you more information in one glance.

Panels: [ Charges - ]

Adjustments
1 109 Atachments

Status  Events Amaunt
iztony

%5 Posted HTpL 54,00

5 Posted Intemal Notes 84,00

%, Posted Helated Tranzactions a4.00

Cetails Panel
Options

Y W W

Filker Actions
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Import Invoices

Import Invoices

Import Invoices into your Magaya System

To import invoices into your Magaya system, first format the data into a
Comma Separated Value (CSV) file. This can be done in a spreadsheet or a plain
text file. Certain data is mandatory and other fields are optional. Create these
tields as columns in the CSV file.

Mandatory fields:

Entity name (the customer or vendor name)
Transaction number (such as the invoice number)
Date of the transaction (in contrast, the due date is optional)

AR/AP Account (which account the transaction is assigned to such as
Accounts Receivable; if you need to learn more about accounts, please see
Chapter 4 in the Magaya Software Accounting Manual)

Charge count

Quantity (For example, this invoice includes a Documentation charge and
a Packaging charge, then it has two charges in this invoice)

Charge Name (for example, Documentation or Packaging)
Unit price (the price for one of the charge)

Amount (the total of the charges for this line: The Amount must equal the
Quantity multiplied by the Unit price. For example, if you have one Docu-
mentation fee which costs $50, then the Amount must be 1 x 50, which is
50 in this example.)

Optional fields:

The following data for these columns is optional:

Due Date
Notes

Charge Description
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Steps to Import Invoices into your Magaya system:
1)  Go to the Invoices list.

2)  Click Actions > Import. A wizard opens. The wizard has two import
options: by CSV or XML.

- 5

Import Rates @

Source file options
Please configure how the data will be imported.

Options
o Csv csv

My Import File has a Header Row

Text Delimiter: [Double Quotes(”) v]

Separator: [Cumma v]
. AML
ML
Indude related objects Indude documents
Indude charges Indude attachments
Source file

File name:  ¥:\ClientEducation\Carrier-Rates1.csv

[ « Back ][ Mext = ][ Cancel ] [ Help ]

Extra Info: The columns in this dialog box are the same as the columns in
your Invoices list. To change them, close this dialog box and make the
changes to the columns in the list first (via the Actions button > Choose
Columns). Then open this dialog box again.

3)  Click the “Import CSV” button in the dialog box.

4)  Browse to the file location on your computer or network, and click OK to
import it. Verify the data in the Invoices List.

Here is an example of two invoices and one credit memo imported:

Invoices to import into Magaya:

Mumber  Type Statuz | Applied to Tranzaction Date  Due Date Amount (L.
a0 | nvoice Open  Conzignee ... 02/28/2014 3/28/2014 1.572.00
a1 Credit Memo  Open Congignes ... 02/28/2014 -30.00
52 |rvoice Open Congignes ... 02/28/2014 04/254201 4 3.000.00
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Import Invoices

Options: To make changes to an invoice before it’s imported, select it in the list
to highlight it and click “Edit.”

Click “Save” and close the dialog box. The invoices are now saved to your
Invoices List where you can work with them.

If you experience any errors during importing, verify the columns in the CSV
or text file.

Note: The same process can be done to import bills into your Magaya system.
For tips on using the wizard to import data, see:

http://knowledge.magaya.com/#/article/import_wizard_tips

57



Chapter 6 Print Invoices to a Fiscal Printer

Print Invoices to a Fiscal Printer

Fiscal Printer Overview

Fiscal printers are often used in countries in Latin America such as Panama and
other regions to collect tax revenue data. Your Magaya system can be config-
ured to print invoices to a fiscal printer by selecting the printer model, etc. in the
Configuration menu. Magaya also has a check template that complies with
Panama’s banking regulations.

This article explains how to:

. Configure a fiscal printer in Magaya

. Print an invoice to a fiscal printer

. Select the check template for the standard check format in Panama
. Perform the close of day procedure
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Configure a Fiscal Printer

To use a fiscal printer with your Magaya system, first configure it.
Fiscal Printer

[¥] Enable Fizcal Frinter
General
Company commercial name

[] Print Invoices ta Fizcal Printer by default
[] &llows Administrators bo delete voided invoices [MOT RECOMMENDED)

Printer zettings

[¥] Override global company configuration

Local commercial name FISCAL FRIMTER

Frinter make [ Hazar - I
Printer madel | SMH/P-330FP4, -
COk Port Cap1 -

Bits per zecond [EIEEIEI v]

T est Connection |

Precizsion

Decimals g = [ Set walue ] [ Check precision J

Check the box to enable the fields on the screen.

59



Chapter 6 Print Invoices to a Fiscal Printer

Print Invoices to a Fiscal Printer

To print an invoice to the fiscal printer, go to the document view of the invoice,
select “Print > Print with Fiscal Printer.”

Magaya Metwark  Accounting  Reporks  Opkions  Help

® [ . XK

Prink Find

=3

4

rst Previous

Print with Fiscal Printer. ..
Prink Batch...

Save bo PDF...

The system verifies to determine if the invoice was printed already. If the invoice
was already printed, then an error message will display. The system will ask you
to confirm that you want to print because after it is printed, the invoice cannot
be deleted (unless an admin configures the system to allow it). The charge must
use the defined tax rates.

The only fields of an invoice that can be changed after it was printed to a fiscal
printer are the invoice number, the Division, payment terms, due date, if it was
prepaid or collect. The charges cannot be changed after printing.

Tax Rates: The charges in the invoice must have tax rates that match the tax
rates of your fiscal printer.

A record of the printing is now displayed in a new tab on the Invoice dialog box:

B | Accounting Transaction

@:mi Events I Attachments | Motes | Intemal Nute5|
Fiscal Prnter Register Mumber D007 .24
Fiscal Transaction Mumber (ERERHE
Prirt time Wednesday, Nnuemberfﬁ, 2013
Printed by Administrator
Total printed amount 100.00
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Also view what has been printed by choosing the columns “Fiscal Transaction
Number” and “Print Time” for the Invoices List.

Imvoice List |
= pates: | This month hd From: | 2/1/2M4 %
Murnber Fizcal Tranzaction Humber | Print bime Type

To cancel an invoice printed to the fiscal printer, enable the option in the
Configuration menu. Then create a credit memo. A credit memo can be created
for an invoice in a partial amount. If more than one credit memo is created for
this, then the total amount cannot exceed the amount of that invoice.

Cancel an Invoice Printed to the Fiscal Printer:

To create this credit memo, go to the Invoice List, right-click and select “Create
Credit Memo.” This option will only display if the invoice was printed via the
fiscal printer. This credit memo can be printed or edited to cancel only certain
charges in it. To see all the transactions related to a credit memo, click the
“Detail” button on the List. You cannot delete an invoice that was fiscally
printed and included in a shipment.

To search for a fiscally printed invoice, use the Quick Find option and select
“Invoice” as the transaction type and enter the fiscal transaction number.

To add the RUC number to any entity involved in a fiscal transaction: Go to the
entity profile, on the General tab, enter the RUC number in the field “Identifi-
cation Number.” Select “Other” for the type.
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Download and Use the Panama Check Template

The Magaya system includes a check template that was developed to comply
with Panama's banking regulations for commercial checks. Follow the steps
below to download it into your Magaya system and use it.

1) Download the check: Go to File > Download Document

i

agaya Demo (Latest Version 2) - Magaya Explorer
dit S5Sales Operations Maintenance Shipment Magaya Metwork

My Cornpany Infa... J Pﬁ ul
o

Startup Wizard... kup Receive  Release
Accounting Wizard...

Download Document... % i‘i [V EE]" *-
Mew y [ious Add E
Print... Ctrl+P

Print with Fiscal Printer...

Print Setup...

Print Preview... CTA
Print Labels...

2)  Select the check template and set it as the default for your system (setting
it as the default is optional but recommended for Panama):

- Go to Accounting > Checks.

- Click the Actions button > Select Template

b - P bl - A - 4 4
er Actions T Loom Pre
Select Ternplate ¥
Templates:
M ame Filename
Check check, zdf
Check Youcher CheckMoucher. sdf
Check Y oucher [Middle] CheckMoucher_Mic
Cheque - Formato Estandar Fanama - +1 | mag_checkvouche
Ta

The template is “Cheque - Formato Estandar Panama - v1” (Plantilla
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Estandar de Cheque para Panama).
3)  Create a check by clicking the Add button.

The details you enter in the dialog box fill into the check template.

Check template CHEGLE o 8
s B for Panama

fesa (2 [0 [ ]2 [2 [0 [1]s]
oD o N MW A A A A

™ Property surancs Company of America E-i 0,00

O S 1 M TYYTOY

Property Insurance Company of America
501 5W Main Street
Washingloen D.C., DC 20001

ARTES o LW DEFCATAR BETE -E0LE RIS B TA CWARG a0 L

;7 FECHA CESCRIFCIN CANTIDND
PELER DT PR amoma wo mrE e
S A

The template includes the check and the check stub.
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Print Invoices to a Fiscal Printer

Close of Day Procedure

To close a fiscal session and print a report of all the operations that took place
during this day, go to “Accounting” on the top menu and select “Close of Day”
from the dropdown menu.

Magaya Mebwork | Accounting | Reports

Options

Help

- 5,}'.
Prink
ez |
M & WM
rst  Previous Mext [ Lash

Chart of Accounts
Items and Services
Standard Client Rates
Client Rates
Carrier Rates
Client Contracts
Carrier Contracks
Invaices

Inwoice Lisk

Bills

Bill Lisk

Payments
Payment lisk
Deposits

Deposit list

Checks

Check lisk

Close of Day

@

Mebwork,

-y

FiIEer

a1
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Credit Memos

Credit Memos are issued if you overbilled a customer or if you need to give a
discount after creating an invoice. (Note: Discounts can also be created another
way; see Chapter 10, section “Accounts Receivable Special Procedures”.)

Follow the steps below to create a Credit Memo.

1) Go to Invoices (document or list view) and click the Add button. Select “Add

. »
Credit Memo.
Fs B Sake Fnks Fhiprent  Fagavs Meiwarh Locoonting  Reports: Ogtions  Help
@ = .. @, 1. X 2.5 B.a. & @
Pk r Coren demend E:} it Webaxk  Gend  THel Task Retesh | Friseer
¥ Feetioe @M H » Add L I . £ » ¥ .
- Fret Frevoos Mot L Caisis  Fro  FRke Actio Toom “Iptiors
ke .
& (% boctings Add Invoice. .. pary
B F wwshaing .
+. Misriscanos T UMITED EFATES
= W ferniing
& Chawt of Aooount .
B T i S Invaice
i Tarncard Cherk Batus
i R [ Dak | Cuw Data Humbit |
ST [[hymmE | Mapsicos 4 |
- =
bl Bilw Cacume Fumber k1
e Bl Lt T Bhipper Catwmpilar Equipment
:m“h Caterpiliar Equipment Carsignee Cartegena Carsurion Co
B Pyl L8 Eriry Cexi e 1206
3 . - O i Do i s
o Depesits 123 5 & St Carr Ok Dominkan Fraight
& Deseskin Clewiston, FL Pidees Fwgieht 720 £ 2960.00 It
o e LMMED STATES
l Check Lisk: .
& B (ugpoarg Shipranis
& §l Incoming Shpmantr
* Vi slracon
Digcapmn of Changes Duaflity Prica i
Storame Fag
sicrags fos for On Hand cargo from Caterpilla Lhard ] 1= 41003
Warahais #igl M, Calemilar Equipment - Catagana
Cenglnie Co  Pacse 250 Waight 11770008 Wakerma BB3 040°
Aprlf - May 12002
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A dialog box opens with the following tabs: the first tab is used for all the credit
memo transaction details; the others are for Events, Attachments, Notes, and
Internal Notes.

Accounting Transaction E|

| Credit Mema |Events Attachments | Maotes | Intemal Mates

Murnber: g2 ERts
- | ir Jamaica w
Account  &ccounts Feceivable L Biling
: Change...
Tranzaction D ate:; | 344203 V| Address:
KingztonJakd sl Ce,

Charges Accounts
Staus  Description Prepaid  Quanity  Price Amount | Add.. |

4Posted Bank Service Fees  Yes 1.00 25.00 25.00
-

% >
Paid a5 | Prepaid ae | Ammourt: usp 2500 Tax | USD OO0
Exchange Rate: Total Amount: USD 25,00
Remaining Credit: USD 25.00

[ucavarre| o J [ caee J[ ek ]

o The fields in this dialog box are the same as in the Invoice dialog box. See
the Invoices section for details. Reminder: All amounts will be treated a
negative (a subtraction) for the selected accounts and items.

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

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

A Payment is a check or credit card payment that you receive from a customer.
This process creates a record of the payment in your Magaya system. To create

a Payment:

1)

Go to Accounting > Payments.

. <« »
2)  Click the Add button and select “Customer Payment.
sl B osdhs Oprgicos Macaname shgmmik Megesc buinubh gawsscoop Buscois deioce Hdp
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& -': ._{__. ey, Irewass ded bl Uobie Fanl L RRE Y Loy o
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1l A sk Custamer Payment, ..
5 marudman g
P Yendor Refund. .. k
W Aooaning
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R Bt s Sarvices HW Cargs Campany
i £T38 4 1 Fayment Recalpt
B Fismi FL 33772
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o bl
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Or, right-click from the List view and select “Receive Payment.”

Invoice List |

= pates: | Cust To: |1118/20

MHurnber Tvp
151 [

150 [Fivoice porting Goods T 1/15/201 3
149 [Fwvaice Jamaica Distribution Center 0742442013
143 [Fvnice i Jamaica Diztribution Center 03/04/2013
e mm-—mmnﬂl
146 [Fvoice Open  Cait t-argo Reparts ’
145 Ireeoice Open  Jam¢ Sales Reparts 4
144 Irwoice Open  Mian ]

143 [reenice Paid Trop  Export to QuickBooks@. ..

142 Credit Memao Open Bard  Export ko PeachTree®...

14 [Fvoice Opent Trop  Go ko document

140 [Fvoice Open  Cait :

139 Ireeoice Open  Jam: Print Batch. .

133 [Fvoice Open  Bizc.

137 Invoice Paid Braz

136 [Hwvaice Open  Jam: ;

175 Fvnice Open  Jam: Send To Online Pavment Swstem. ..
124 [reenice Open  Desf Exclude From Tracking
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A dialog box opens.
B Accounting Transaction
Customner Papment | Attachments | Inbemal Motes
AR Account | Accounts Flecerabls w Check Humber, | 1354
Customet: | | smesca Dishibution Certes w Date: | 11118/2013 %
[¥] Depast 1o | TeT— Amt. Recsived [USD} | 20000
Mt Show open vvoices
Division: W

Invoices _Accounts | Cunency: USD
Pad  Type Due Date Mumber | Ouig At Amt Due  Amt Paid  Suggested Discourd | Discount
B Yes Irvoice  0LATR20E 151 200,00 000 200,00 4,00 0.00
O He Irmemce 020972011 103 150495 150495 0.00 0.00 0.00
O Ho Irvoice  0B/04/72010 115 1466236 14852 36 0.00 i1} 0.00
0O He lrvoice  OF/31720010 114 223000 223000 0.00 000 0.00
0O Ho Irvoice 0711173012 138 450000  4.50000 0.00 0,00 0.00
0O Ho  Irvoice  O7M11/3002 133 35648 55 48 0.00 000 0.00
O He Irmemce 040320013 145 7500 75.00 0.00 (i1} 0.00
O He Irmemce  O4/032N013 148 23500 238500 0.00 0.00 000
O Ho  lrvoice  07/24/2013 149 27500 27500 0.00 [ili1} 0.00

L ¥

To receive a parthal papment. pleate ciok over the <Ami, Pasd colamn,

Exchange Flate: | | usp

Esaitinng Cradits: UsSD 000

Suggesbed Discourts: USD 400 Amourd Due Amourd Pad

Apphed Dizcounts USD 000 | Appl Dizcourds Totaly: UsSD 2586879 USD 200,00

[ ok ][ coeet |[ _Hew ]

3)

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

o  The A/R Account of “Accounts Receivable” is selected by default.
You can select a different A/R account. For example, if you are
working in multicurrency and select an A/R account with another
currency, this payment will be made in that currency, and that A/R
account will be updated with this payment transaction.
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. Select the customer who is making the payment. When you select
the customer, you will see any outstanding invoices or credit memos
for them. The checkbox to show open invoices is checked by default.

If payment terms were set for this customer on their profile (or set
system-wide in the Configuration menu), then any applicable
discount will display.

The “Suggested Discount” is the amount calculated by the system.
The “Discount” is the actual discount applied. Click the “Apply
Discounts” button to accept the suggested discount and apply it.

Based on the payment terms for this customer:

B Accounting Transaction

Custoener Papment | Attachmertz | Intamal Notez

ASR Account: | SIS Y S EREEET Check Musmber

Customer: | | amaiea Distibigion Canter w Datec | 111872003 %

This invoice of $200 is discounted by 2%

($4) if paid within 10 days:
Invoices_Accouns Cumency: USD

Paad Type Doue Diasbe Mumber  Ong Amt  Amt Due Aml Pad  Suggested Discount Discount

| Yes: lowoiee  DN72014 151 200.00 000 20000 400 000 |
i1 000
i} 000
L] 000
To apply this discount, click "Apply Discounts” m ﬂ
000 000
00 000
000 000
L4 »
To recerve a pabal papment, please chek oves the cAmt Paigh cobamn
Exchangs Rate: 50
Esasting Crendits: USD 0u00
Sugpested Discounts: USD 4.00 Arnourt Due Amourd Paid
Appled Discounts: USD 000 | Apply Discounts Tolaks: USD 2538873 | USD 196,00
[ ok ) [ comca J[ b ]

When you click the “Apply Discount” button, the screen is updated
and the button is grayed out. (A discount can only be applied one
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time per invoice. The invoice must have a remaining balance of zero
to qualify for the discount.)

De Date Mumber | Orig. &mt. | Amt Due . Amt Paid|  Suggested Discount . Discount
mAa720e 151 20000 Q.00 200.00 4.00 4.00
0z2/09/20011 108 1604495  1.,50495 Q.00 Q.o 0.oo
>
Ewizting Credits: IS0 0,00 Di i
ISCount 1s
Suggested Dizcounts; 15D 4.00 EDD” ad
Applied Discounts: IS0 4.00

Option: Manually type a discount amount in the “Discount” column.

The “Accounts” tab displays the discount. The account that the
discount is applied to can be changed on that tab if needed.

To apply a discount manually for a customer that does not have
payment terms set, see the section “Accounts Receivable Special
Procedures” in Chapter 10 of the Magaya Accounting Manual.

Additional fields on the Payment dialog box:

Select the bank account to deposit the payment. The checkbox next
to the “Deposit to” field is not checked by default. If you leave it
unchecked, the money will be sent to the Undeposited Funds
account in your Magaya system to hold until you go to the bank with
all the deposits. (Then you will create a “Deposit Payment” transac-
tion in the Deposits subfolder).

If the customer gave you a credit card number to pay with, select it
here. (To add a credit card, go to the Customer profile Pmt Tab.)

Enter the check number from the check that the customer sent you.

The date will be filled in with today’s date. It can be changed as
needed.

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

Enter a memo (note) as needed.

Click on the invoice to be paid. A checkmark appears in the
checkbox and the Amount Due changes to Amount Paid. To enter a
partial payment, click in the “Amount Paid” table cell of the invoice
and type in the amount paid. Filter the list if needed.
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. Click the OK button when done. All the information is saved, and a
Payment document is created automatically.

The Payments List will be updated and display the new transaction.

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

Magaya Explorer,

| ‘fou have not applied all available payments to unpaid invoices For this customer,
-l Do wou want ko accepk this payment anyway and aenerate a credit
For the amount of "USD 271,15" for this cuskomer?

[ es l [ Mo ]

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

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

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

Wire Transfer Fees: See the section “Accounts Receivable Special Proce-
dures” in Chapter 10.

72



Chapter 6

Actions for Payments

The Actions button in Payments (list view or document view) enables you to
create reports and more.
Reports 4

fan ko document
Undeposited Funds. .,
Prink Batch. ..

Choose Calumns. ..

Irnport. ..

Export...

< Histary...
= T, 7 0 ] z S - |I_'.'
g 4 7 - <
Add Filker actions | Detall

Reports can be created by account number, name, currency, etc. Reports can be
configured with different fonts and more.

To view a payment, select it and choose the “Go to Document” option.

To see undeposited funds, click on this option. A list opens of funds that have
not been taken to the bank yet.

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

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

View more details about a Payment by selecting it and clicking the “Detail”
button.

Customer Payment Terms

The system includes a set of default payment terms and a way to define your
own payment terms. The terms can be used in transactions such as Quotations,
POs, Invoices, etc. (This feature is available in Magaya software version 9.3 and
higher.)

Payment terms can be set system-wide or per customer. You can use them to
offer discounts to customers who pay early. Then the discount will be applied
automatically and show in Invoices.
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If you had an account in your Chart of Accounts set up to handle discounts, you
can still use it. If not, the system now includes one called “Customers
Discounts.”

Below are the options for setting up payment terms:

Define your own payment terms (optional):

Go to Maintenance > Configuration > Payment Terms

Sile Edit  Sales  Operations

+
+
+
+
+
+

Maintenance  Shipment

Magava Mebwark  Accounking |

;. LR T i
',Q 'J En'—._ $ - '--‘B - _\_9-' -
Back. Air Qicean Ground Print
F_ Page Cne Configuration |
S Magaya Mebwork
(& Tasks *'  Payment Terms
-1@ Cuokations Clauses L

s
UE J':'t's_ = D ezcription Due Dayps
{1 Bookings '_g Diue on receipt 0
& warehousing | ; 2% 10MetB0 GO

=] Maintenance nCoLems 1% 10 Het B0 G0
B carriers 2%10Met30 30
,:—i__ Forwarding Agents =iy 1% 10 Net 30 a0
& warehouse Providers = MNet 180 180
Q. Cuskamers : eyl 120
i Task Types ket 30 a0
Eg, vendors Net ED £
£ Salespersons Met 45 45
& Contacts % Met 30 30
H Employvees S Met 15 15
1 Ports ML Met 10 10

Tranzformati...

T e

0 Countries
@

i ! Rates

Y& Accounking

] Dukgaing Shipments
] Incoming Shipments
] Miscellanenus

)

Email
Templates

¥
B 2
Fayment
Terms
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Note: Only users with permissions can access this configuration.

1)  To create your own payment term, click the “Add” button. A dialog box
opens.

Payment Terms [5_(|

Fayment Terms |

Description: | 9% 15 Met 60 |

het due {days): | a0 |

Discount percentage: | =] |

Discount if paid within | i5 |
(days):

|:| Inactive

[ Ik H Cancel H Help ]

2)  The “Description” field is optional. If you do not fill it in, the system will
based on the other fields.

3)  The Net Due (days) field is the number of days when the transaction is
due.

4)  Enter the Discount percentage (optional) and the number of days when
the discount will be given. In this example, the customer will receive a 5%
discount if they pay within 15 days. Or, the total is due in 60 days.

Now this payment term will be available to use. Discounts are also shown on the
Profit & Loss report.

System-wide Payment Terms Setup:

If you want to create system-wide payment terms for all customers, enter it in
the Accounting Configuration menu.
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This payment term will be applied to every new customer that is created. It will
also be the default payment term for every new invoice created, unless you
already have set up a customer’s payment term.

1)  Go to Maintenance > Configuration > Accounting.

On the “Main” tab, select the dropdown menu for “Default payment terms

for.”
Accounting
bain | Document Humbers | Cost | Taxes | Integrations | Credit Limit | Miscellaneous
[] Accounting will be closed on or before 111712008

Restrict access ko closed accounting period

Restrict access to previous Fiscal vears

Passward: Confirmation;
Cefault payment kerms for =2 -
Horme Currency: Description Due Days  Discount Pe... Discal
Use Mulkicurrency 1% 10 Net 30 e - 1.00
1% 10 Mek 60 &0 1.00 10
[[]Use Reversed Exchange Rate o0 10 Mek 30 a0 =00 10
: ; ” 2% 10 Mek 60 &0 2,00 10
First month in yaur Fiscal vear:
5% 15 Mek 60 &0 500 15
Configure liquidation options Due on receipk 1] 000 a
} Met 10 10 0.0a o
Configure defaulk accounts Net 120 120 o.on o
| P X | RE| S

This setting will apply to all customers.
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2)  Click the “Accounts” button to configure the default accounts. A dialog

box opens.
Accounting

Main  Document Numbers | Cost | T ares | |ntegrations | Credit Limit | Mizcelansous
[ accounting will be dosed on or before 11172008

Restrick access to closed accounting period

Restrick access to previous fiscal vears

Password; onfirmation:
Default payment terms For Met 180 -
Home Currency: USD United States Dollar 150

Apply exchange rate as per transaction's date

Ize Mulbicurrency Currency List...

[TUse reversed Exchange Rate

[ automatically select account in entity's preferred currency in accounting Eransacctions

First month in your Fiscal vear: IJanuar-;.f v]

Configure liquidation opkions I Cukgaing. .. H Incoming. .. ]

|Cnnfigure default accounts I——f

3)  Selecttheaccounts to use for A/R, A/P, checks, deposits, and discounts for
customers and vendors.

P

Default Accounts

Default &R account Far invaices A ccounts Receivahl

Default &P account For bills Accounts Payable -
Default bank account For writing checks Bank af America -
Default bank account For deposits Bank of America -
Cuskamers discounks accounk Custamers Discounks -
Yendors discounts accounk Wendaors Discounts -

[ K ] [ Cancel ] [ Help

If you had an account defined for discounts, you can still use it.
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Set up Payment Terms per Customer:

1)

2)

To assign a payment term to a customer, open their profile and click the
“Pmt. Terms” tab.

Select the payment term from the dropdown menu.

Customers

3)

General | Address | Biling Address | Other Addresses | Contacts | Rates Eharges| F'mtTerms[

Payrent Terms v Customer can save 2%

Terms: 2% 10 Met 60 by paying early
within 10 days.

The cammen type of paymentis — [Prepaid % |therwise full amount due

Incoterms: v in 60 dEl.‘j-‘S.
The Credit Limit is USD

Farent Entity: w

Inwvoice perodically | Uze Default b |

T54 Compliance

[] This entity iz a known shipper

F.nown zhipper expiration date; ||:| W

Click OK to save the setup. These terms will be applied to this customer’s
invoices automatically, and the due date will be set based on the terms. (It
can be changed at any time.)

Depositing Payments

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

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

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

To deposit a payment:
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Click on the Add button and select “Deposit Payment”:

H 4 W NP B = 5. & - - <
First Previous Add |Edt Delete Find  Filter

Deposit Payment. ..

725 MW 18 Terrace
Miami, FL 33172
UMITED STATES

Deposit Ticket

Date: | 210/20M

Accourt Mame: |Bank Account

A dialog box opens.

Deposit E]

| Deposit | Attachments | Intemal Motes |

Bank Account: [ Date: | B/ 9/2009 ¥ |

Mema: |

v | Show all undeposit funds
[ Payrents  Accounts R

e e Date et ] H ]

O Ne Shimano 0B/01/2009 60,00 '
O Ma JB Wire Co 0601/ 2009 E0E.80

Undeposit Deposit
Exchange Fate: Tatals: USD pEEE0 | U0 0.00

T T

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

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

Deposit

X

| Deposit | Attachments | Intemal Motes |

Bank Account | Bank Accaunt w Date: | £/ 9/2009 % |
Mennio: |
Show all undeposit funds
[ Payments .-'-‘-.ccu:uuntsi
' Depasted  Entiy Date Amount Numbe
& Yes Shimano 0E/01,/2009 E0.00

06/01,/2009

< >
[Indepozit Deposit
Exchange Rate: [Totals: UsD 0.00 LI5S0 668,80
[ ] ] [ Cancel ] [ Help

. Click the OK button when done. A deposit ticket is ready:

T P X =

add Edit Delete Find  Filter

. e
& - ur e - .
Ackions Zoom

HWIC Cargo Compary
B725 MWV 18 Terrace
Misimi, FL 33172
LIMITED STATES . .
Deposit Ticket
Date: | DE/A059/2009
Accourt Mame: | Bank Account
Account Mumber,
Memao: ]
Mum ber R eferences Amount
43, 48 G0.00
50, 47 &08 80
Total Amount: USD BEE.80
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The payment is now considered deposited according to your Magaya
accounting system. If you are receiving payments from customers online,
deposit those payments just as any other deposit.

Actions for Deposits

Refund Check

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

. Reports: By account name, memao, etc.
. Go to Document: The Deposit appears in the viewing pane.
. Void Deposit: This will void the transaction but not delete it, so there is a

record of the void in the Transactions log.
. Print Batch: This will print the transactions you have filtered.

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

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

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

View more details about a Deposit by selecting it and clicking the “Detail”
button.

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

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

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

Follow the steps below to create a Refund Check.
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In Checks, click on the Add button and select “Refund Check”.
4 @ W M || & <=

First Prewious MNext Last | Add | Edit Delete  Find

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

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

hdiami, FL 33172

PO TO THE . .
oroErOF  Crown Shipping

Five hundred
Crown Shipping

Ft. Lauderdale, FL
MITED STATES

memo FETUNC

A dialog box opens.
Accounting Transaction
“Refund Check |Attachments | Internal Notes |
&/R Account: |[Nees i Mumber: H
Bank Account: | Bank Account o ES i]g,.l /08w
P?i"r'cllgr'gﬁ Art B asel Gallery v | Amount (USD) 100.00
Memo: | refund for overpayment [7] Show all non refunded Credis

Creditz [USD]:

Pad Tupe Musmber Ong. Amk. Amt. Due Amt. Pad  Divazi
M ‘Yes FPayment 678 100,00 0,00 100.00

< b
Cument Balance: J012.03 Amit. to Refund Amt. Refunded
Exchange R ate: | UsD T otals: USD 0.00 USD 100,00

| ok || Caecel || Heb |

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

Accounting Transaction

Fiefund Check |

AdR Account:

Accounts Receivable

Accounts Receivable Accounts Receiy
Accounts Recervable - ELJR

Fay to the |Accounts Receivable - VEB Accounts Feceiy
order af; | e

Mernar: | | Sh
Select the Bank Account that you are using to pay the refund.

Bank & b i
ank ACCoun Accounts Recery

Select the company that you are creating a refund check for.
Enter a Memo if needed.
Check the box to show all non refunded credits.

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

Enter the refund amount in the Amount field.

Click the OK button.

A refund check will appear in the viewing pane.
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Customer Statements

To view, print or email a statement for a customer, right-click on their name in
the Customer list (in the Maintenance folder). Select the Statement option.

Customers |

€, Customers

Right-click on Customer name [
for pop-up menu

M arme Fam

Q Marine Offshore Supply
Q Chevron Refinery

Q Fort of Tampd
a Jax Diztbutio
a Frime Automo
E. Harth Caroling
E. Barcelo Cape
E. Hiamen Shoe
E. Jawport

E. ABC Sparting
& MaGaYA TE
B Banana Boat
E. Orlando Gardy
E. Japaneze Gal
Q Wenezula Pooy
Q Huouztan W ar
Q hexican Furm
Q Medeci Art 54
Q Ezmeralda Fa
Q Tropical Land

Other Reports
Reports
Skatements

Al Tracking. ..

WebTrack User Lisk

Configure Tracking by Transaction. ..

Transackions Lisking
Qpen Transackions
Rakes

Contracks

Query Rates. ..

Choose Calumns. ..
Imnport...
Export...

Show Statement <Prime Automaotive s, ..
Show Skaternents For All Customers., .

Prinkt Statement <Prime Automative =
Print Statements For &l Customers., ..

Ermail Skatement =Prime Autarmaokives, .,
Email Skatements For All Custamers. .,

Select multiple customers at once to print or email a batch.

84



Chapter 6

Select the statement template. The document displays any shipping transactions
and accounting transactions during the period of the statement.

-

Show Client Statement &Jw
Staternent D ate:; EAE/2014 [
Date From: 116203 [Elr  To E/1B/2014 [E+
Staternent Template: [_I:Iient Statement ']
Client Statement
Client Statement Detailgd
Client Btaterment b ulki renn::_u
| {Show || Cancel [| Help
|
. 1
|
Due Date L References
Previous Balance
09/13/2013 Invoice - 1
11/28/2013 Invoice - 5
House # HBOL4; Reference HBOL4
03/27/2014 Invoice - 11
Sales Order 21
03/27/2014 Invoice - 12
Sales Order 22
05/21/2014 Invoice - 22
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7. Accounts Payable

Introduction to Accounts Payable

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

. Bills

. Bill Credits

. Bill Payments

. Vendor Refunds

To see a list of unpaid bills, use the Actions button in the Bills list. For informa-
tion on how to create reports of unpaid bills and aging AP, see Chapter 9,
section “Purchase Reports”.
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Accounts Payable

Accounts Payable

Accounts Payable Introduction

1. Create Bills

This topic explains how to do the following accounts payable procedures in
your Magaya system:

1)  Create bills and learn what actions can be done with bills
2)  Purchase a fixed asset by creating a bill for it
3)  Bill credits

4)  Bill payments (how to pay bills by creating a check in your Magaya
system)

5)  Pay multiple vendors

6) Vendor refunds

The dialog boxes for these transactions can be expanded by clicking and drag-
ging the corner. To select more than one line at a time, click on one line and
press the “Shift” key on your keyboard and select multiple lines. You can also
navigate the list with the up and down arrows keys on the keyboard. You can
also press the space bar for a selected line to pay multiple bills, invoices, etc.

The data entered in the dialog boxes is filled into the paper forms such as the
checks or invoices. There are different templates (in the Actions button menu),
and the transactions can be printed, saved to PDF, and emailed.

To create a bill, go to Bills (the document or list view) in the Accounting folder
in Magaya Explorer. Bills are often created for telephone expenses, marketing,
etc.
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Click on the Add button and select “Add Bill”.

o € WH[E|P % = S . ¥

= First Previous add | Edit Celete  Fin Filfer A

Crown Shlpplhg ‘ Add Bill Credit..g

Ft. Lauderdale, FL
UMITED STATES Bill

Date
Mowf302013

Bill to
HWC Cargo Campany

8725 Ny 18 Terrace, Miami, FL 33172 UNITED
STATES

A dialog box opens. It has three tabs: Bill, Notes, Internal Notes.

m Accounting Transaction

| Bill | Events | Attachments | Motes || Intemnal Motes
Mumnber: [195 “Yendar
Accoynt Accounts Pavable v Cuztomn Broker & w
Tranzsaction Date: | 12/21/2016 w
| | Billing Address:
FPayment Terms: | 5% 15 Net B0 w biarni,FL
Due Date: | 1/20/2014 v |
Charges  Accounts |
Status Description Cuantity Price  Amount Tax Rate Add...
'E} Open  Customs Broker .. 1.00 22600 22500 Q.00
< b4
Paid as: | Prepaid v| T atal Amount: USD 22500
Exchange Fate: I:I s Arnount Due; LSO 225.00
[ MecavaTIF | [ k. l [ Cancel ] [ Help ]
. On the Bill tab, the transaction number fills in automatically, but you may

override this and enter the actual bill number from the vendor.

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

Select the vendor. The address will fill in automatically. If you need to
change the address for this transaction, click the “Change” button and
enter the new information. If you have set payment terms for this vendor
or your system, the terms will display here and set the due date. (Extra
Info: Payment terms are set in the Vendor’s profile or Configuration >
Payment Terms.)

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

The Due Date is filled in automatically based on the terms for this vendor.
Change the due date if needed.

Click on the “Add” button to add charges to the bill. A dialog box opens:

Charge Information [5_<|

Charge | Notes

Thpe: | Ocean Freight Service Cost

Dreszcription: | 20 ft container |

[Auantity |1t Price Aot

1.00 | | |mooon || USD 200,00

[ k. l[ Cancel ][ Help ]

The “Type” selected will pull information from the Items and Services list
(which will show only Items and Services that refer to expense (or COGS)
accounts for this dropdown menu).

The description is optional. Additional information can be added in the
Notes tab. Any notes you add will appear in the invoice for the customer
to see.

Enter the quantity and price. The amount is calculated automatically.

» «

Units is optional (examples are: “pounds”, “Ibs”, “each”, etc.).

Click the OK button. The information is saved in the Bill transaction. You
can add as many charges as needed to the Bill.
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On the Bill screen, enter any Notes or Internal Notes as needed by clicking on
the tabs.

Click the OK button when done. The bill will be updated in the Bills List and the
document.

Configuration Note: If you sell inventory and want to be able to create bills
before inventory items are received, set this option in Configuration >
Purchasing.

Purchasing

Allaws ko create bills for purchase orders without commadities.

[ ] allow to create bills For purchase orders only after all inventary is received.

Ensure the box is unchecked to allow the system to create bills for POs only after
all inventory is received. In contrast, if this box is checked, then you will not be
able to make bills until after receiving the items.

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

H # WM & 7 X = %5 . i = W . 4

= First Previous MNext Last Add Edit Delste Find  Filker Auctions Zoom
T Pay Eill. ..
Crown Shipping add to job. .
Ft. Lauderdale, FL Yoid Transaction
LMITED STATES Save as Recurrent, .. Eill
Create a Copy... 1 —
- i —
FiiT 2003 Select Template. ..
Eil to
HVWC: Cargo Comparty History...
8725 NW 18 Terrace, Miami, FL 33172 UNITED
STATES
Dresoiphon of Changes Guantity Price Am ourk
Oicesan Freight Service Cost
cost of reserving 8 20 f container 1.00 800 .m 0000
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When you access the Actions button from the list view, you see these options

plus the following:
] o Cargo Reporks 3
=4 Eills 21 Bl Crown Shippint - py e chases Reports 3
= Eill Lict 20 Bill Crown Shippin
== 19 Bl  CeveloBicycle  Export to QuickBaoks®...
¥ Payments 18 Credit  SeaStarL
- ; red £a olar Line Export ko PeachTree®. ..
i Payment List 17 Bil TAM Cargo ot d .
& Deposits 16 Bl Anderson & Sop 20 t0 BOCHMEN
 Deposit List 15 Bill &ir France Print Batch. ..
=] Checks 14 Bill Les Camions Vi Paw Bl
== Check List 12 Bill LAk I:argu:- ay Bill....
. - 11 Credit ATLAS AR, M Yoid Transaction
2} Outgong SHPMEN'S | 4 Credt  ATLAS AIRLIN  Save as Recurrent. .
o oo =HRTES ) g Bil ATLAS AR, IN Recurrent Bils
(] Miscellanecus g il Landiord foroffi - =
7 Eill EdsCrane Ser{ "
[ Bill Custom Broker,
Zh ol
5 Bil Bills Storags Ui~ ¢ 'I'ste oumns
1 Bill Magaya : karie mport...
13 Eill Crown Shippin  Export...
<M B o o s Histary. ..
e ‘g 4§ 1 b ey -
@ 7 K 7
> Add Edit: Delete Filter Actions

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

The following is a list of all the Actions:

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

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

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

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

Print a batch of bills you filtered.
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Pay a bill: A dialog box opens. For information on filling in the fields, see
the section “Create Bills.”

Void a transaction: Select the bill and click on this option to void a trans-
action.

Save as Recurrent: This is useful to create a recurring bill based on the bill
you are viewing if it is a bill you need to pay each month. A wizard walks
you through the steps. See details in the Magaya Software Accounting
Manual, Chapter 11. Also find steps for periodic billing there too.

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

Open Transactions: This opens a list of open transactions. Set the date
range as needed in the list.

Choose columns in the list.
Import or Export data into or out of Magaya database

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

To pay more than one vendor, see the section “PayMultipleVendors”.

Note: Users of the Magaya Supply Chain Solution can create bills from Purchase
Orders for more than one vendor. See Chapter 9 on Purchase Orders in the
Magaya Supply Chain Solution Operations Manual.

If a PO is created with landed costs, the charges will be prorated. When the bill
is created from the PO, the landed costs will be added to the asset account. Learn
more about landed costs in the topic “Landed Costs” included in the Magaya
Software Accounting Manual.

To view more details about a bill, select it and click the “Detail” button.

92



Chapter 7

Accounts Payable

2. Purchase a Fixed Asset

3. Bill Credits

When you purchase a fixed asset, you can create a bill for it. For example, when
purchasing a vehicle for your company, enter a bill which goes to Assets for your

company.

Accounting Transaction

X

W| Ewvents | Attachments | Motes | Internal Motes
Murnber: |193 | Vendar
Acoount |Accounts Payable w Sugarland Trucking Ca ~
Tranzaction Date: | 104 142013 w | Billing &ddress:
Payment Temms: | 2% 10 Net 30 v Houston.TX UNITED STATES
Due Date: | 1043142013 v|
Charges Im
Account Mame Amount | Description E ntity Add...
Current &zset 1200000 Delvew van  HWEC Cargo Co.
Paid az: | Prepaid w |
Exchange Fate: I:I sD Tatal Amourt: DSt U
Armnouat De: USD 12000.00
[ (] l [ Cancel ] [ Help ]

Make payments just as you would for any other payments such as for a loan or
to pay a credit card by using the Check to Expense. Depreciation is recorded

using Journal Entries.

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

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

7 Bill Ed's Crane Sermvice 12052008
G Bill Custorm Broker & 12405842008
5 Eil Bill's Starage Units 12/05/2008
1 e » Canada 12/04/2008
13 Add Eill... S hipping 12/01/2009
== add Gill Credit, .. R 2o mnnn
<
- ] a [ N -
|l % 9.v %
Add Edit Delete Filker Ackions

A dialog box opens. There are the following tabs: Credit, Notes, and Internal
Notes. The date and transaction number are filled in automatically.

Accounting Transaction

||:fl3'2|it |Events Attachments | Notes | Intemal Nates

Humber: |29 Vendor

Crown Shipping

Billing
y Ch
Transaction Date; | 241072011 M Address:

Ft. Lauderdale FL UNITED STATES

Account: | Account: Pavable w

Charges  Accounts

Skatus [escaphion Prepasd Cusantity Price Arpount Taw Add...

Edit...

Remove

< 5
Paid az: | Prepaid w i
Exchange Fate: | USD Tatal Amount: USD 0.00

R emaining Credit; S0 000

[wacavaie | (ot [cwen J[_m ]

This screen is the same as the Bill screen. See the steps in the section "Create-
Bills" to fill the fields of the Bill Credit. Please note that the bill credit will be
subtracted from Accounts Payable and will show as a negative in the AP.
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4, Bill Payments

To pay bills, go to the Checks list (or document view) and click on the “Add”
button. Select “Pay Bills (Check)”.

Pay multiple vendars, .,

Pay EBills (Check). ..
Check to Expense. ..
Refund Check. ..

HWC Carg( Pay Sales Taxes...
8725 NW 18 Terrace

Checks |
4 4 W M |7 ¥ = "z |
First Prewious Mext Last Edit Delete Find  Filker

Use this option to create a check for a bill such as telephone bills or freight bills,
etc.

Accounting Transaction

Check | Attachments | Intermal Motes

X]

e’

AP Account: | Arcounts Papable W Hurnber:
Bank Account: |-l of America w Diate: | 11/71/2013 »
Paptathe ————
arder of | British Ainsays v Armount [USD):
bemo: | | Show all open bills
Bils Accounts |
Pad  Type DueDate  Mumber Orig Ambt  Amb Due  Amt Pad  Suggested Discount  Dicount
B Ye: Bl 07/2472M3 30 2,000.00 000  2000.00 000 2500
- >
Exchange R ate: UsD
Cumrent Balance: 97247.23
Eristing Credits: UsD 0.00
Suggested Discounts: LSO 0000 Amount Due Amount Paid
Appled Discounts: USD 25.00 T otals: SO 0.00 UsD 1975.00
0K [ cancel ][ Hep

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

Enter the check number. (For information on setting up the numbering of
checks, see the topic "AccountingConfigurationMenu".)

Select the Bank Account to use for this check. If you have a credit card set
up in the Chart of Accounts, you can select it here also. (The balance for
the bank account selected is displayed on the bottom of the dialog box.)

The date is filled in automatically.

Select who to pay the check to (“Pay to the Order of”). If there are any
existing credits or discounts to apply, the amount will be displayed at the
bottom of the screen. (If the vendor offered you a discount, and you
entered it on the Bill, it will display here.)

Add a memo as needed.

Check the box to show all open bills in the Bills List. If there are multiple
bill, select the one you want to pay.

Enter the amount paid in the “Amount” field.

Click the OK button when done. The check will display in the viewing
pane. To print a check, click the “Print” button. For more details, see the
section “Actions for Checks.”
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5. Pay Multiple Vendors

From the Checks List, you can pay multiple vendors. Select the option from the
“Add” button. A wizard opens:

Pay multiple vendor wizard b—<|

Setup Information
Provide the required information to create checks For multiple vendors

Account Payable: | Accounts Payvable b

Bank Accounk: Bank Accounk w

Current balance: | 4z,701.10] |

Exchange Rate: | |

Checks Date: 35 5iz013 w

Make check payable to the parent accounts

Generate check number automatically

[ Mext = ] [ Cance Help

Select the bank account you want to use to pay the vendors.

The options are checked by default to make the checks payable to the parent
accounts and to generate check numbers automatically.

Go to the next screen.
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Select the bills to pay. A checkmark appears for each bill as you select it:

Pay multiple vendor wizard ?l

Select bills bo pay
Sehect all the bils you want to pay. You can make partial payments by clicking and entering a new vakes in
the Amount column
[+#] Shew anlby bils due on or before: . 71 Bfa011 v & . ey LISD
Paid Type DueDate | Number  Orig, Amt.  Amk Dwe Amt. P, References A |
o ves Eil D&/04/2011 74 55,00 0,00 §5.00 Master # 12-5647388;F |
B ves il D6[04( 2011 75 9,783, 35 000 9,783.35 Master # 44-77; Refere
Effves |l |osi4j201 |76 [ 0.00 | 25.00 | Master # 44-77; Refere
Owo Bl D4/22i2011 73 4,346,630 4,746,690 0.00 Warehouse Recept WH-
O ko Bl 020942011 65 3.00 3,00 0.00 Sales Order 7
O Mo Eil 292011 -] 787,20 787,20 0.00 Puchase Ovder 7
Oxe &l 02fosfz011 &7 2,290.00  2,290.00 0.00 Purchase Order 13
O Mo Eil 102010 1] 160,00 160,00 0.00  Master # ; Booking # Ef
Ome Bl L0y17/2009 42 3,000,00  2,000,00 0.00 Warehouse Recept 11
[ o7 f29f2009 35 165,00 165,00 0.00 Master # 34-25416161;
Ok Bl 05721)2009 ) 55.00 55.00 0.00 House # HEOLE; Booking
O wo Bl osi21 2009 1] 2,000,00  2,000,00 0.00 House # HBOL4; Booking .,
< ' >
Bank accounk; | Yia credit card Amount due: | £5,732.54
Current balance: 436,00 Aencant paid: iEB‘HJE
[ = Back ][ ek = ] [ Caruwel ] [ Help ]

In the next screen, if there are any bill credits, select the credits to apply:

Pay multiple vendor wizard Tl
Select the credits to apply
Sedect all the credits o apply bo the previously selected bills, You can select partial credits by chcking and
ertering & new vabe in the Bmount oolumn

Ayallable cradit with the selactad vandors Currency: LISD
Paid Type  DweDate  MNumber Orig. Amt,  Amk, Due  Amt. Pald  References  Mame
B Yes Credit Pl -55.00 -0.00 -55.00 DELTA AIR LINES
L1 x|
Bank account: | Bank Account Amounk due: | B5,732.54
Current balance: 42,701.10 : Asnount paid: : &, 429,69

[ < Back ][ Mt > ][ Cancel ][ Help ]
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In the next screen, the system shows you the checks it will create for you:

Pay multiple vendor wizard Tl
Checks
List of checks to create
The Fellowang checks will be generated Currency: USD

MNurnber Entity Transaction Date  Employes Amount (USD)  Acoount Manme

Fiil Jamaican Destination Agent  06f29/2011 Adrminstratbor 25.00 Bank Account

71 Ben Lipton 06[Z9/2011 Adrrinistrator 3.00 Bank Account

72 DELTA AIR LINES INC. 0afZaj2011 Administrator 4,346.69 Bank Account

<
* These check numbers are not final; they can vary when posting the creation operation,

Bank account: | Bank Account Amount dus; | 65,732.54

Curran: balanos: 42,701, 10 : Amount paid: :4,‘i29.69
Selected credt amount; | 55.00 | New balances | 38,326.41
[ < Back “ Mext > ] [ Cancel ] [ Help ]
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In the last screen of the wizard, click the “Create Checks” button to let the
system create the checks. The screen shows the progress of the system as it
creates the checks:

Pay multiple vendor wizard

Processing checks
Werify bils and credits and save the dhecks ko the database

X]
—

In order bo oreabe your chedks, the system will verify F al bhe bils and credits you selacted in the previous
screens are stil valid,

IF 2 least one bill of a given verdor is not valid or a credit has already bean used the dhack For that vendeoe wil
niot be emitted.

Peasa, dick on the buthon [Create Checks] ko start the process of creation.

Create Checks

Progress:

Cooms ) (oo ]

If any bills are not valid, a check will not be created by the wizard. This may
happen if someone else in your company is paying that bill at the same time that
you are running this wizard.

Click “Finish” when done. The checks paid will appear in your Checks List. You
can print the checks as usual.

6. Vendor Refunds

A “Vendor Refund” is available in the Payments subfolder. Use this when you
receive a refund from a vendor. To be able to receive a refund check from a
vendor, you need to have a bill credit for that vendor in the system.
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Go to Payments (in the document or list view) and click on the Add button.

M € WY& | 8 = 9. ¥
First  Previous Add |Edit Delete Find  Filker Actions
Zustomer Payment., ..
Yendor Refund. ..
HWC Cargo Company
G725 MW 18 Terrace
hlizmi, FL 33172
IMITED STATES
Check Mum
b
Amao
Received From: |Medeci Lt Gallery
il em o
Iterms Paid
Type Mumber References Crriginal Am ount
Invoice a2 Pickup: 27 382500
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A dialog box opens. (It is similar to the Payments screen.)

Accounting Transaction E|

| Refund Deposit | Attachments | Intenal Notes |

A/P Account | Accounts Papable w|| Check Mumber: (123

Bank Account | Bank Account v Date: [10/01/2010
From Vendor: | ATLAS &IR, INC. w | Amount [USD): |IDEI-'3'U
Mema: [ Shows all non refunded Credits
Creditz [USD]:
Pad Murnbes Ong. Amt. Amt Due Amt. Paid  Division

o = __I

¢ >
Current B alance: 9705.83 At to Refund |~ Amt. Refunded
Exchange Rate: UsD Totals: USD 0.00 USD 100,00
| 0K ] [ Cancel I I Help ]
. Select the A/P Account for this vendor refund. If you are working in

multicurrency and select an A/P account with another currency, this
payment will be made in that currency, and that A/P account will be
updated with this refund transaction.

. Enter their check number.

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

o  The date is filled in automatically with today’s date.

. Check the box to show all nonrefunded credits.

. Enter a memo if needed.

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

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

Introduction to Banking in Magaya Explorer

Magaya Explorer offers accounting features to handle your banking needs such
as:

o Writing checks (to pay expenses and sales tax)
e Making deposits

. Bank reconciliation
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Writing Checks

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

M @

First  Previous

gp ([ X =

add |Edit Delete  Find

-_

Filt.er

-

HWC Cargo Compan
BT25 MW 18 Terrace
Miami, FL 33172

PoY TOTHE

Pay mulkiple vendors., ..

Pay Bills {Check). ..
Check to Expense. ..
Refund Check. ..
Pay Sales Taxes...

orDER OF  British Ainways

Two thousand five hundred

L TCT I T T PN

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

Checks to Expense: This is to pay expenses such as office supplies or other

expenses that you do not receive a bill from the vendor.

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

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

Pay multiple vendors: Use this option to write checks to multiple

vendors. See the topic “Accounts Payable” for details:

Accounts Payable

http://knowledge.magaya.com/#/article/accounts_payable

To Pay Bills (Check): This is to pay outstanding bills. See the topic in
Accounts Payables (see the link above).
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Refund Check: This is to refund money to a customer. See the topic in
Accounts Receivable:

Accounts Receivable

http://knowledge. magaya.com/#/article/accounts_receivable

Check to Expense: Use this option to create a check for an expense such as office
supplies for your business. (The Check dialog box can be resized by clicking and
dragging the bottom corner.)

p

=

#  Accounting Transaction E
Check | Atachments i ntemal Notf.s|
Bark Accourt: Bank Account - Number: 7
Payto the order of:  Office Depot - Date: 1272172016
Memao: office supplies Amount (USD): 63.00
Division: -
Detail (USD)
Account Mame Amourt  Description Add
Supplies Bpense 00 copierpaper Delete
Supplies Bxpense 1700 Postdn Notes -
Supplies Bxpense 1200 binderfolders
Exchange Rate: 1.00 usD Total: UsD 63.00
[

Select the bank account you will use for this check. If you are working in
multiple currencies, there will be at least one account available in the
dropdown for each currency. To write a check in one of those currencies,
select it from the dropdown list. The current balance for the selected bank
account is displayed on the bottom of the screen. For information on
setting up your Magaya system to work with multiple currencies, see the
topic:

Working with Multiple Currencies

http://knowledge.magaya.com/#/article/multiple_currencies
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The check number is filled in automatically based on the last check used
for the selected bank account. For information on setting up the
numbering of checks, see the topic:

How to Configure Accounting
http://knowledge.magaya.com/#/article/ Configure_accounting
Select who to pay (“Pay to the order of”).

The date is filled in automatically. It can be changed if needed.

Click the Add button, and a line in the Detail table will be created and
highlighted:

a) Click a cell in the table under the column “Account Name.” A drop-
down menu opens. Select the account for this line.

Detail (USD) b ) C ) d )

Accourt Mame Amount  Description Entity m}
Supplies Expense 00 copier paper
Supplies Expense a) 17.00  Post-ln Motes
Supplies Expense 1200 binderfolders
m—]) o
Mame — Type Account Mumber %
Advertising Expense Expense
Agent Liquidation Cost Cost Of Goods Sold =
Agent Liquidation Income Income
Air Income 41110 B
Air Freinkt TRrnms 411N

b) Click the Amount cell in the table and type in the amount.

c) Click the Description cell of the table and enter a description (optional
but recommended).

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

You can add as many details to the check as needed by clicking the Add
button again and following the same process. The total amount will
increase with each detail you add.
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. Click the OK button when done. The check will display in the viewing

pane.
I H W S F X = 5 . - % ¥ .
& P B Ed Doete Fed  Fller LAt T Ul
HWC Cango Company 15
AT2S KN 1B Tarmas
Mg, FL 33072 AR Tralrilk]
PAY TOTHE —
ORIER OF Cfce Diepot #B3.00
Sy fruns S QEME‘ E.._ i 108 s
Ofice Depod
100 O errmaioses Fosd
Ll iy Slam, FL
HITED ETATES
wpup OfCE SuUppies

Pay Expenses with a Credit Card

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

Accounting Transaction

Check | Attachments | Intemnal Motes |

=]

Bank Account:  Bank of Amernica

Pay to the order of:  American Express 5789 -
b o
Divvigion: -
Detal [USD)

Mumber: ACH

Date: 122172016 =

Amount [USD); 200.00

Account Mame Amount  Description

Amenican Express 6783 - 30000 Pay Credit Card

E ity Add

Mame

Tvpe

Credit Card

Expense

Note: In order to pay with a credit card, you must first have a credit card account

set up in the Chart of Accounts.

In the check dialog box:

Select the credit card from the “Bank Account” dropdown.

Use this method when you do not have a bill; for example, you went to Office
Depot, bought office supplies, and paid for them with a credit card. When you
return to work (or to your Magaya system), update your Magaya system with

the transaction.

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

Accounting Transaction

Check.

B ark Account: | Bank &ccount

Pay to th
2 ior ot Chase Credit Card 3

Memu:| |

This transaction creates a record of what you paid and what account it went to.
See more about using credit cards:
Using Credit Cards

http://knowledge.magaya.com/#/article/credit_cards
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Pay Sales Tax

Use the option “Pay Sales Tax” from the “Add” menu to write a check to the tax

agency such as state or county to pay taxes you have collected in invoices for
goods sold.

Accounting Transaction r’ﬂ

Sales Tax F'a_lrlmen-t ..ﬁ.ttachments'

Bank Account: | Bank Account w Mumber: |1EI |
Fay ta th :
?:u}rldzr Dﬁ Flarida Departrent of Revenue aw [ ate: | 12/21/2016 = |
bemo: | state sales tax
[«]Show Due Balances
M arme Code Balance Credit | Amt. Due Amt. Paid

ves | Floida State Tax _[FL2 [ 1508] ool 15050 1500 |

Bank Account Balance: USD 19073.83 LAaDue: IS0 1o
Tatal Paid: UsD 15.08

Dizcount: 0,00

Check Armount: IS0 15.06

[ ok ][ cace |[ Hew

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

. The date and check number are filled in automatically.

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

of”).

. Add a memo as needed.
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Actions for Checks

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

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

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

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

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

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

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

Also see the topic on sales tax and to learn about configuring your Magaya
system to handle taxes as needed for your business. Also learn about grouping
taxes and handling dependencies:

Sales Tax

http://knowledge.magaya.com/#/article/sales_taxes

To view the actions available in the software for checks, click the arrow on the
side of the Actions button. The options from the document view are:

To void a transaction

Save as a recurring transaction (only for “Checks to Expense”) you can
also copy an expense check
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Select a template: Use this to choose the template that matches your
pre-printed checks.

i 4 B
) A&inns h VYoid Transaction Properties h
Save as Recurrent... -
- Create a Copy...
Select Temnplate \
. Select Ternplate... g
Templates: ['\} Template Prewvis
Mame History...
Check Check. zar
Check. Youcher CheckMoucher. zdf
Check Woucher [Middle] CheclkMoucher_iddle. zdf

Cheque - Formato E stdndar Panama - w1 mag_checkyoucher_std_f

In the dialog box “Select Template,” choose the template. A preview of
each template appears in the window.

To link the template to the current transaction, check the box. You can
also set the template as the default for all checks (optional).

Extra Info: There is a check template for Panama. Learn more about our
Fiscal Printer connection in our Knowledgebase.

Printing on Pre-Printed Checks: Before printing, select the template as
noted above, and then click the “Options” button on the menu above the
check document. Select “Print fields only”. This will print the data in the
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Checks

check fields such as the date and amount. It will not print the lines (which
are already on your pre-printed checks).

H # » W &
First Frevious fdd it

F 4 -] s . X . . € D -
Dwiste  Frd  Fiker frtions Inom

Opkions

HWIC Cargo Company W o
&7 25 MW 12 Terace v Calculate Fields automatically o
Meani, FL 23173

et 2011
Fay T THE .
orpEs OF  lnsurance Wendar

% 1500
Seventy five

arioo
Ingurane Yendor

124 Terrel Rodd

Jatkenmile, FL

UMITED STATES

DOLL&RE

If you do not have pre-printed checks to use in your printer, you will need

a font for the account number and routing number; this is not provided
by Magaya Corporation, but we do provide customizations to the
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template of the check and other documents. Contact Magaya for details
and prices.

The default size for printing is letter size paper. One check will print per
page with two stubs below the check on that page.

Print Multiple Checks: To print a batch of checks, select them from the
Checks List and right-click to select the option “Batch Print” from the
pop-up menu.

CheckList |

=l Dates: | Last siv months w From: AT W
MHurnber E nikity Tranzaction C
4 Office Depot oA3/2014
164 Aocountant 2014
165 |nzurance Yendor Other Reports > 2014
162 Accountant Reports & 7
163 |nzurance Yendar 203
G Office Depot 203
3 Accountant 203
2 Eritish Ainways m 2013
162 b agaya Freight Fonwa 23
163 [SLAMD E=PRESS Recurtent Checks 203
160 Accountant 23
161 Inzurance Yendor Choose Colurmns. .. 203
158 Accountant Import... 203
189 |nzurance Yendar 203
156 Accountant Export... 2013
157 |nzurance Yendor 2013
154 Accauntant 5T 42013

A wizard opens. It enables printing of the checks selected from the list, and
has the option to select different templates for checks.

View the history related to this transaction
* | T M = K - .

Frst  Préndous Add  Edit Delebe  Find  Filber Ackiare Zaom OF

Yoid Transackion I

HWC Cargo Company

Save as Recurrent., ..

BT25 NW 18 Terrace seloct Templat 14
Miarml, FL 33172 Elecl Template. .. 42009
REMN—— History...

proer o Bribish AlneEys ¥ 20Ol

TWO tNOUSAN TVE NUNBMED —emmmemermeemrmma eemeemmersmeas s memesmemsmsmeeememeenees QU100 poLLaRs

The options from the list view include:

Other Reports: Create reports by account number, etc.

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

Go to the document (the check).
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Checks

Void a check: To void a selected check. This retains a record of the void.

Print a batchof checks: First filter the Checks List.

Then click the arrow on the side of the Print button and select “Print

Batch.”

Shipment  Magaya Metwork,  Accounting  Reports  Oplions

. & .

Ground

» |.

Prink

Check List

L

=Z| pates:

Murnber

162
163
B
3
2

Ctrl+p If
o w i

E ntity

Print...

Save ko PDF...

x .

Find

Accountant

Inzurance Yendar

Office Depot
Accountant
Britizh Ainways

Follow the prompts in the batch printing wizard. It will print the filtered
list of checks using the template assigned to each check. The printer that
the checks will be sent to is shown in the screen. To change the printer,

click the “Configure” button next to the Printer field.

Option: The screen also includes an option to print additional templates.

To use this option, select the template from the list. You can select a

114



Checks Chapter 8

printer for each template by clicking the “Configure” button next to the
list of other document templates.

Batch Printing Wizand

Document Selection
Please select all the documments thak wau woold like ko print, Yaou can alsa change
the prinker settings For one or more documents at a kime.

Print each transaction with it§ assigned template

il

Printer: | VidevO4\HP LaserJet P2015 Series PCL 6
Select other docurment templatesiau may wank ko prink For each transaction
Template Prinker Select Al
[ check, 1devdHP Laserlet P2015S Series PCL &
[ Check Youcher \1devO49HP LaserJat P2015 Series PCL 6 Clear Al

[ check Youcher (190203 Yidew04\HP LaserJet P2015 Series PCL 6

Option to select other
templates for the checks

[ Print = ][ Cancel [ Help ]

. Additional menu choices from the Actions button for the Checks List:

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

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

. Export data from Magaya Explorer.
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Checks

B4 Carrier Rabes
[Z) Invoices
Inwoice Lk

# Payment List
S Deposits
& Depost List
Tl Thecks
oo
# & Cutgoing Shipmenks
+ & Incoming Shipmeris

¥ 1) Miscellaneous

= Pod G e N

7
Add

History: View related transactions.

Landlard for office
At Bazel Gallany
Ed'z Crame Senace
Cusstom Brokes &
Bil's Storage Urits

4

Filter

1206/,
12064
1206/
124054
1205/

Other Reports
Reports

0 ko document

Woid Check

Print Batch...

Save as Recurrent..,
Recurrent Checks

Zhoose Columns, .,

Import...

Export...

Histary...
't 3| =&
Bckions Dot

To view more details about a check, select it and click the Detail button.
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Making Deposits

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

two types of deposits:

. Deposit a Payment: Use this option when you are depositing money from
the Undeposited Funds account. See the topic in Accounts Receivable:
"DepositingPayments".

«  Deposit: Use this option when you are making a deposit into your bank

account such as for a loan you have received.

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

M W W[ P % = S . &

First Previous Add | Edit Delete Find  Filter Ackions Zoom

Deposit Pavment. ..

8725 MW 18 Terrace
Miami, FL 33172
UNITED STATES

Deposit Ticket

Date: | 03/04/2013

Accourt Mame: |Bank Account

117



Chapter 8

A dialog box opens:

Deposit E_]

| Deposit ;__.ﬂ-.!:!justments___ .-“-‘-.tta-:hments___ InternaINDtg_s___ B

Bank Account: iEank of America v' Date (112142013 '

Memo:  Small Busineszs Loan
Detail [USD]

Account Mame Amount  Description E nitiby Add

Small Business &dmin... 10,000.00 Small business loan

Exchange Fate: : ! LUsD Tatals: S0 10000.00

[ ] ] [ Cancel ] [ Help

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

. Click the Add button to add the deposit. The line in the Detail table is
created and highlighted.

. Click on a line in the Details table, and a line will highlighted:

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

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

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

You can add as many lines as needed by clicking the Add button again and
following the above steps. The total amount will increase with each detail you
add.
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Click the OK button. A Deposit ticket is created.

” "1']37 .7 ﬁ L e e

L+ I
Last Add Edic Delete  Find  Filker

- -

.ﬂ.ctiuﬁns Zoam

HWWC Cargo Company

ar2a rW 18 Terrace
Miarmi, FL 33172
LIMITED STATES

Deposit Ticket

Date; | 03/04/2013

Account Marme: | Bank Account

Account Mumber:

Ml erro: husiness [oan from hank

Hurrker References Armount

10000.00

Total Amount LsD|  10000.00

haaava Carao Svetem. vuww.maa ava. com
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Bank Reconciliation

To perform a bank reconciliation, go to Chart of Accounts, select the bank

account to reconcile, click on the Actions button and select “Reconcile”.

[rventon Agset Other Curr
[rventony [noome |nizome
Inwenton Cost Cost OF Gi
Opening Balance Income |rizome
Opening Balance Expenze Espenze
Sales Tax Credit Other Curr
Exchange Gaing and Lozses Expenze
Sales T ax Preparation ncome |nizome
Salez Tax Papable Other Curr
Sales Commizzion Expenze
Agent Liguidation Coszt Cost OF Gi
Agent Liquidation Incarme |ncome
Opening Balance Equity E quity
Undeposited Funds U ndeposit
Bank Account Bank Acc
Accountz Payable Accounts

Accounts Receivable

e

Add

LG ¢

Edit

Delete

Qther Reports »
Reports L4

Transaction Listing

M

Replace Account, ..

General Journal Entries
Divisions

Tax Table

Choose Columns. ..

Impaort, ..
Export. ..

T

Accounts Receivable

7 -

Filker

O, ™ [
<3
Actions Dret il

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

Aresint Baed Apcoid [USD] Opening Dalance: | Q000 v Qo |
Statement Dot | » Shgement Ending Dalance: g e |
Dresporsits aind Othed Crescilx
Clasied Diske Flunsiter Tupe Arvcad (USD]  Exdiy e A & Add
] Mo - 1700
Edil
ow | Deposits and 50000 2
O Ha . 1 D00 00 Drnirviss bori fi o ik, - [k
0 Mo credits 10000 ATLAS AR INC |
O Mo 000
O Ha 122708 D it 250 00
] Mo 0529700 148m Fagareaid Be480 e
Creschon wrad Dby sl
Clesied Dt Flurster Tupe At USD)  Erdily M Al @ Add
] Mo 125aNE 1 2l Pyt S000  Birs Sionege Unds ﬂ Ed
O Mo LER = = 12500  Cuptom Boker &
ow:  wma Checks and 00 Edfs Cians Sevice = Duee |
O Mo IR . 000 A B Gallery refurd for cesimaend
OHo 1205 debits D0 Landdord lor clfca
O Ha 12087 00 ATLAS AR, INC
1 Ho 1200 T Heferd C B000 Cisse Shipong efurad -
Clesasend Tiansactior Mok o
—_— Ereding Balance: s =
0 Dapesite and Dthe Craclis oon O Unnsk ol
0 Checks and Deher Dabits oo Clmaead Balance: L1
. & ken
Trargchons not Clegrad —
Urchear
a Dhapeysts s Dby Croscils 12455 [ B L
13 Checky ard Other Dakdds a7l i)

Set the Statement Date: The Statement Date is the date that the bank statement
was issued. When you set the date, only transactions before that date appear.

If you have used this reconciliation screen before, the opening balance for this
month will be the same as the end balance from the previous month.

If this is the first time you are performing a reconciliation in Magaya Explorer,
the opening balance will be zero. To add an opening balance, create a Journal
Entry and then clear it in the Transaction Listing so it appears in the reconcili-
ation: in the Chart of Accounts list, click the “Actions” button, and select
“Transaction Listing”. Right-click on the transaction and select “Clear/Unclear
Transaction” from the pop-up menu. Then return to the reconciliation screen.

Account: Bank Account (USD) Opening Balance: |0.00  Done |
Statement D ate: 7262012 | Statement Ending Balance: = Leave |

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

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

Depaozits and Other Credits:

Cleared D ate MHurnbier Type Amount [USD]
M Yes 03042013 Depozit 17R.00
O Mo 03/04/2013 Dreposit A00.00
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To place a checkmark in all the transactions, click on the “Mark All” button. To
uncheck all the transactions, click on the “Unmark All” button:

B Mark al
O Unrmark. all
& Help

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

Cleared Tranzachons

2 Depositz and Other Creditz E75.00
] Checks and Other Debits .00

Tranzactions not Cleared

10 Depositz and Other Credits ZE7 3355
15  Checks and Other Debitz Fifi= iR

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

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

Print: Click to print the Deposits or the Checks. These can be printed separately.

Delete: If a transaction is not in your statement, select the transaction to delete,
and click the Delete button.

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

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

Magaya Explorer X

€, our account s balanced, All marked transactions have been cleared in the accounk
\,__4;/ reqiskry.,

Do wou want to print a summary reconciliation report?

Maoke: ¥au can always orink any reconciliation repork From
Chart of Accounts/Reports/Reconciliations,

[ es l [ Mo ]

To view transaction amounts in the home currency and the applied exchange
rate (if working with multiple currencies), right-click on a transaction in the
“Deposits and Other credits” section of the Reconciliation screen. Select
“Choose Columns”.

Chart of Accounts | Reconcilistion for "Bank Account - CHF" |

Account: Bank Account - CHF [CHF]

Statement D ate: | 9125202 V|

Depozitz and Other Credits:
Cleared D ate M urnber Type Amount [CHF] | Amaount [USD] [ Entity

Export...

Chonse Columnis. .. Right-click = Choose Columns =
. select multiple currencies to view
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In the dialog box, check the options “Amount (USD)” and “Exchange Rate”.

I Column Settings

2 Date Date
@ Type Text
(2 &mount [USD) Decimal ) .
Field Type: M
@ Ertity Text [T'_ES ol
@ kemn Test [] Visible
() Amaount [USD) Drecimal []*ord Wrap
() Exchange Rate Decimal width:

Aligr:

Left

Ii

| o

l[ Cancel ][

Help

This adds the columns to your Reconciliation screen.

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

action there.

&= Accounting
{chost o ezonts]|
8] Irems and Services
| standard Client Rakes
& Carrier Rates
[ Invoices
[ Invoice List
s Bills
i Bill List
¥ Payments
¥ Payment List
:;. Deposits
& Deposit List
Tl Checks
=] Chesk List
£ Cutgoing Shipments
&1 Incoming Shipmerits
] Miscellaneous

Bank Account - VEB
Bank Service Charges
Capital Stock

Cazh

Cost of Goods Sold
Cozt of Services
Current Aszet

Custom Broker cost
Customs Broker mcome
Depreciahon Expense
Drocumentation
Emplopee Federal Income Tax Papable

E quipment
w 7 X
Hdd Edit Delets

AUROMabes b XpEnse E NOSES
Bank Account Bank Account |
Bank Account - BF Bank Account

Bank Account - BRL Bank Account

Bank Account - CHF ol fmmoint

Bank Account - EUR Other Reparts k

B ank Account - MM Reports 3

Reconcile g

General Journal Entries
Divisions
Tax Table

Choose Calumns. ..

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

| Chart of Accounts | Transactions for "Bank Account”

Dates: | Al L From: T
Type MHurmber Applied to Date

[ Check 24 Chaze Credit Card 05/04/2003 |
Bill Payment 23 Crow  Go bo document £20039
g'" F'a_l,_ltment 22 ClearfUnclear Transackion Eggg

epos -

Bil Payment 21 Print Batch. .. /2003
Bill Payment 20 Suga ch ol 2009
Dieposit c D':'s: FHIrS: /2009
Check 13 Florid| =*Port /2009
Check 18 Fiam|_ History... /2009

Undo a Bank Reconciliation: A bank reconciliation can be rolled back if
needed. All the cleared transactions will be changed back to the status of
“Unclear” all at once, instead of one at a time. From the Chart of Accounts list,
right-click on the bank account, and select “View Reconciliations” from the
menu. Right-click the desired reconciliation and select "Undo Reconciliation”
from the pop-up menu.

Chatt of Accounts | Feconciliations for "Bank Account - BREL"

Dates: | Lazt manth to date " From: | 5/ 1/2011 b To: | €

D ate Cleared Depogi..  Cleared Check. ..
064302011 - -

YWiew Reconciliakion Report
IUndo Reconciliakion

Zhoose Columns, .,

Note: You can configure your system to require a password to undo a reconcil-
iation. It will first ask if you are sure you want to proceed.

-

Magaya Explorer £2

'.6.' Undaing the selected reconciliation will unclear the balance of the

\ ' transactions in the reconciliation and will affect the ending balance of
the account.
Breyou sure you want to continue?

s | [ Mo
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Then it will ask for the password.

Werify credentials @

Pleaze, enter your pazsword in order ta verify your credentials.

-,

Idzer name: | Adminiztrataor

Password: | |

o) ()

The password is the one set in the Configuration > Accounting menu.

Accounting

bd air DncumentNumbers| Cost | Ta:-:es| |ntegratiu:uns| Credit Limit| Mizcelaneous

Enter a

password:
[] Restrict access to closed accounting pe

Eﬂ Restrick access to previous fiscal years

Fasswiord; L b L Ll Confirmation: L Ll
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9. Accounting Reports

9. Accounting Reports

Introduction to Accounting Reports

Magaya Explorer offers accounting reports, including:

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

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

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

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

You can access reports in different ways in Magaya Explorer. Many financial
reports are available from the Reports option on the top menu:

Shipment  Magaya Mebwork,  Accounting Em Options  Help

Financial Reports »
= *:,;# = - Sales Reports »
Ground Purchases Reports »
i [
Hame PortT_lFlt F;epu:-rtts ’
er Repotts
&7 Chart of Accounts )
Mulkicurrency Reporks  #
|_i-L| Itemns and Services
1_.] Rates Saved Reports, .,
=] Invaices Table
[] Invaice List Cueue of Docurnments
S Eills Table
. Each report type has a submenu with additional options.
. You can also access reports that were saved.

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

Cther Reparks

Profit and Loss

. Profit and Loss Detail
Transacfion Lisking

Reconcile Prafit and Loss by Operations

] Prafit and Loss by Operations Detail
General Journal Entries

Divisions Balance sheet

Tax Table Balance Sheet Detail
Choose Columns., ., Statement of Cash Flows
Irnpork. ..

Transaction Detail : <Bank Account >
Transaction Detail for all accounts
. Trial Balance

Missing Checks

Draily Journal

Reconciliations

Expart. ..

~ 2 [

actions

Chart of Accounts

Actions button Sales Tax Liability
REDGTTS Sales Tax Liahility Detail

Mulkicurrency k

You can customize the reports in many ways such as changing the columns and
the currency by using the Actions button, or filter the report with the Filter
button. Columns include “Last Payment Amount” and “Last Payment Date,”
columns that are useful for AR/AP summarized reports.

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

Reports can be created to show the employee who created certain accounting
transactions such as invoices and bills.

After you customize a report, you can save it. When you open a saved report, it
will display with all the customized features saved.

To save a report, click on the “Save” button when you are viewing the report.

—
@ Save
Decs11 52005 23 hsster #
¥, Save as..,
n o ] 2 M -
I = N R . x| 8
Zonfigure Save Filter Actions Close
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A dialog box opens with fields filled in, but you can change them as needed.

Save Report [‘$_<|

Compary: H"-.-'-.-"E Carga Compary |

Title; | Prafit and Loz by Operations, |

Sublite: | October 1 - 31, 2013 [USD) |

[ k. l [ Cancel ] [ Help ]

The “Save As” option allows you to keep the original format of a report and to
save a copy of it by another name. Then you can make changes to the second
report without having to start all over to build it.

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

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

Other Incomes

IF MowfSi2013 150 ABC Sporting Goo... Accounts . 1,000.00
Dy S0201 3 ARC Sporting Goo... Accounts L. -100.00

M1 52013 131 Jamaica Distributio... Accourts .. 200.00

Bill Payme Mowi2152013 2 Britizh &irways Bank of A... 25.00
Total Cther Incomes 112500

To go to a document, right-click on the transaction and select “Go to”. To
return to the report, click on the Back button. Note: Only a user with Adminis-
trative rights or the creator of a report can delete a saved report.

Tabs:

You can switch between views of reports and lists. Similar to tabbed browsing
available on Internet Explorer and some other web browsers, the tabs in your
Magaya Explorer enable you to switch between views.
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For example, when you are viewing a list such as the Invoices List, and you want
to also view a report, now you can view both in tabs. Previously you had to close
a report to return to the list view. Now you can switch between both.

Maintenance Shipment  Magawa Metwork  Accounting  Reparts  Options  Help

. & . 6B |Tabs | m . & .

Qcean Ground l i Print Find i

C Invoice List | Open Invoices |
————

.::LI Dates: | All L4 From:

Hurnber Type Applied ta Tranzaction O
110 Irvoice Tropical Landscaping 04/05/2011
110 Irvoice kdiarni Distribution Center 032342011
109 Invoice Tropical Landscaping 034052011
108 Irvoice Jamaiza Diztibution Center 0240942011
107 Invoice Tropical Landscaping 20552011
106 Irvoice Jamaiza Digtibution Center mA1142011

When you are viewing a report, you can double-click on a line item in a report
to drill down for more details. For example, run an Income statement (P&L
report) and double-click on a line item. The item will open in a tab.

by . B . B. . X @ . L

-_—

i Ground Print Find Metwork

Chart of Accourts | Profit and Loss | Profit and Loss: Air Freight Income |

g

Dates: | Cuztom L F/um: 71203 v To: [11/21/2003 » | =

HWC Cargq{:’bumpany
Profit and Loss

July 1 through Novémber 21, 2013 (USD)

/ Total
Income !
Inventory Income J-"f 5,824 95
Documentation [/ 5500
Freight Income |
Air Freight Income 734813
Ground Freight Income 10.00
Total Freight Income 735813
Services 959 .56
Total Income 14,207 .94
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Customize Reports

You can enhance and customize the format of reports. Change the font, color,
size, etc. of the different elements in the report such as company name, title,
subtitle, columns headers, rows, etc.

Steps:

1)  Click the “Configure” button on the bottom toolbar in the Document

view.

4|

i

Configure

-

Save

a2

Filter

&7 | 8

Actions Close

A dialog box opens with three tabs: Header Info, Fonts, and Numbers. The
Header Info tab displays your company name, the report title, and
sub-title; you can change any of these as needed.

2)  Click the “Fonts” tab. Select the element you want to customize such as
the Header - Company Name. Make changes to the font and click OK.

Configure Report

| Header Info | Frofit by I:Iperatiu:-ns| Forts | Numl:uersl

Configure font far:

-

==

M ame

I Header

Header

Header - Report Title
- Report Subtitle
Header - Report Date
Body
Body
Body
Body

- Column Mames
- Fows Labels

- Report Values
- Repart Totals

- Company Mame

Font Froperties

Font | il

)

Size:

Presvigw

Bold

Color:

[ Italic

-

AaBbCc

| oK

][ Cancel H Help

Other custom options on the “Numbers” tab:

. Display whole numbers or numbers divided by 1000

. Output numbers using the thousand separators, for example: 1,000,000.00
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«  Display negative values in red or in parenthesis

Amt. Due Original Amount

10,700.32 10,700.32
10,700.32

1,500.00

In the Profit Reports, you can view the profits by entity, Select “Profit by
Entity” tab: To filter the report by operation type, select it from this tab:

Configure Report @

Header Info | Profit by Entity | Fonts | Numbers

-

Include Transactions Include Costs
¥ Pickup Orders Agent profit sharing
¥ Warehouse Receipts Sales person commissions
+ Cargo Releases
¥ Shipments Sort by
¥ Sales Orders )
(@) Profit
() Entity name

[] Show only the entities who bring the B0% of the profit
[ Include invoices and bills

[] Include only liquidated operations

| ok || cancel || Hep |

Other options: Include costs of agent profit sharing and/or salespersons’
commissions. Sort by profit or entity name. Learn more in the Knowledgebase
article on Profit Reports:

http://knowledge.magaya.com/#/article/profit_reports
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Steps to Customize Numbers:

1)  Click the “Numbers” tab in configuration dialog box:

i )

Configure Report @

| Header Info | Profit by Entity | Fonts | Numbers |

Show negative numbers
@ With a leading minus sign

i) In parenthesis

BNy W

Highlighted in red

Al Numbers
[ Show numbers divided by 1000
[ Do not show certs
[ Do not show if zeno

T [ .

2)  Check the options you want to use, and click OK to save the changes.
Select Additional Columns in Fixed Reports:

Additional columns can be selected in all fixed reports pre-created in the system
such as adding the "Shipment Name" or "Port of Origin" column to an Open
Invoices report.

Steps:
1)  Click the Actions button, and select “Choose Columns”.

2)  Inthedialogbox that opens, select the column you want, or click the “Add
Column” button to open a new dialog box with more choices.

Change Column Names on Reports:

You can change the column names in any report, including those that are
created by the system.

Steps:
1)  Open the “Choose Columns” dialog box.

2)  Click on the column name. Then type the new name, and click OK to save.
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You can also set the default columns to a report that the user modified to bring
the report to its original status: Click on the Actions button and select “Set

Default Columns”.

This feature is especially useful when you want to create another report that is
similar to the first one; you do not have to start from scratch to build it.

You can add Credit and Debit columns to any “Detailed” report by selecting the

Actions > Choose Columns.

P

-

# | Column Settings @
M arrie Type Source = Up
v G Date Fixed Standard
v (O Number Fixed Standard
7 O Name Fixed Standard
) g M erno Fixed Stardard | Field Type: [Test]
) Clr Fixed Starndard 5
Flie
v © Accourt Fined Standard tels
¥ O Amaount Fixed Standard [CT'ward Wrap
¥ ) Balance Fixed Standard whidtke 400 =
v (D Dehit Fised Standard
v Q) Credit Fired Standard | Align:
@ Type Text Standard
'@ Mumber Text Standard
@ Applied to Text Standard
) Date Date Standard
'@ Employes Text Standard
'@ Account Mame Text Standard
3 Stahie T mwt Standard i
1 | [ »
i Add Columns ] ] [ Cancel ] [ Help
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Financial Reports

Financial Reports are Profit and Loss, Balance Sheet, and Statement of Cash
Flow. The “Reports” menu gives you access to each type of financial report.

IRepurIs Options  Help

Financial Reports % » Profit and Loss é;-z
Sales Reports » Profit and Loss Detail Die|ete

7 Purchases Reports L Balance Sheet

i Profit Reports ' Balance Sheet Detail I
Other Reports »
Multicurrency Reports b Statement of Cash Flows

-

. Saved Reports... —

See the Knowledgebase for the article on accounting reports to get an overview
of what’s available, especially useful if you are just getting started with Magaya:

http://knowledge.magaya.com/#/article/ Accounting_Reports_Getting_Started
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Profit & Loss Report

Profit & Loss report show your income (also called revenue or sales), costs,
expenses, and profitability for a time period. The reports can be created in
summary format or a detailed view.

Profit and Loss reports, also called “Income Statements,” show how well the
company is performing.
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This is an example of a summary view of the Profit and Loss statement:

Chart of Accounts | Profit and Loss |

Dates: | This pear v From: | 1/ 1/2013 » To: [12/3/20123 % | &

HWC Cargo Company |Date report created:

. g Mednesday
Profit and Loss ¥ 1an 08 2014
January 1 through December 31, 2013 (USD)
A Total 4k
Income
Agent Liquidation Income 5300.00
Documentation 60.00
Freight Income 0.00
Air Freight Income 500.00
Ocean Freight Income 833.72
Ground Freight Income 135.00
Total Freight Income 1268.72
sServices 5593845
Total Income 1216717
Cost Of Goods Sold
Agent Liquidation Cost 72.00
Freight Cost 0.00
Air Freight Cost 480.00
Ocean Freight Cost 4133.00
Ground Freight Cost 223717
Total Freight Cost 685017
Total Cost Of Goods Sold 692517
Gross Profit 5242.00
Expense
Professional Fees Expenses 275.00
Supplies Expense 63.00
Other Expenses 0.25
Advertising Expense 38.00
Total Expense 376.25
Net Income 4865.73

To create a report, set the date range, and click the Refresh button.

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

o The Income section shows income from freight and other sources.

e The Cost section shows Cost of Goods Sold such as freight costs. (Note:
Freight costs can be included in Landed Costs. See the topic “Landed Cost
Management” for details.)
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. The Gross Profit shows total income minus total cost.

. The Expense section shows expenses such as rent, salary, utilities,
discounts and other fees you paid for services such as an accountant.

. The Net Income total is listed on the bottom and shows the company’s
profit after all expenses have been paid. It is the Gross Profit minus the
total expense.

Double-click on a number in the report to view its details.

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

Type 4P Date 4 Number
Income
Agent Liquidation Income
Imvoice Apri21/2013 49

Total Agent Liguidation Income

Documentation

Inwaice Feh/20/2013 38
Ivoice har/02/2013 37
Ivoice Anrd21,2013 47

Total Docurmentation

Freight Income
Air Freight Income
[nvoice hlari3 12013 43

You can see any transaction in this report by double-clicking on it.
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To filter the report, click the “Filter” button and select the option: Standard or
Advanced. The Standard filter for report transactions has the options shown in
the screenshot:

I !

Transaction Filter @
Filter Tyupe
» Type: | <nonex - |
@ Match all conditions
katch at least one condition Account: -
Mumber- Applied ta: -
D ate Diwizion: | - |ﬂ
Fraomm: To: Currency: | - |ﬂ
FA20S2ME FA0M2006
Only Cleared
Credit Drehit
< Credit ¢ ¢ Dehit ¢
0k, ] | Cancel | | Help

Comparative Profit & Loss Reports

To see profit and loss information from more than one period of time, follow
these steps:

1)  Go to Reports > Financial Reports and select Profit & Loss (by summary
only)

2)  Click the Configure button.
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3)

In the dialog box that opens, click the “Columns” tab. Select from the
following:

Type of Columns: By Month, Quarter, Fiscal Quarter, Year, Fiscal Year.
Select one of these to view the time periods to view columns. The other
dropdown “Type of Analysis” is optional.

You can also include an analysis of the time periods:

Type of Analysis: Previous Period, Previous Year, Year to Date. The anal-
ysis option can show a percent change or the amount of change.

Configure Report @

Header Irrfol Columns | Financial | Fonts | Numbers|

Type of columns: [I'u'lurrth v]

Type of anahysis: [F‘revinus Period v]

[] Percent Change

| ok || cancel || Hep |

To view the report on a cash basis, click the “Financial” tab and select
“Cash Basis.” For more on cash basis reports, see the following Knowl-
edgebase article:

http://knowledge.magaya.com/#/article/cash_basis_reports
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4)

Click OK to view the report. This example shows a comparative Profit &
Loss report by month with the percent change as compared to the

previous month:

Comparative Profit & Loss Report

Income

Shared profit from agent
Air freight Income

Ground Freight Incom
Brokerage Fee

Container Loading

Courier Incomea

Customs duty

Federal Income tax refunds
Fees

Documentation

Handling Fees - Air
Handling Fees - Ocean
Import Charges

Inland Income

Insurance Charges Income
Ocean Freight Income
Drayage Income

Refund & Credits

Total Refund & Credits

Services

Trucking Incoeme

Warehousing Income
Warehousing Income:infout
Warehousing Income:Loading
Warehousing Income:Pallet...
Warehousing Income:Repac...

Total Warehousing Income
Customs Validation

Advance Payment Of Goods & ...
Courtesy Discount

Total Income

Jun, 10 ¢ May. 10 4p % Change 4
12985.09 -1890.27 786.94%
1507.36 81533 B4 .58%
17304.28 11581.90 49.41%
0.00 0.00 0.00%
1550.00 2650.00 -41.51%
709.33 445.00 59.40%
0.00 0.00 0.00%
0.00 0.00 0.00%
705.00 300.00 135.00%
1190.00 1437.50 -17.22%
0.00 35.00 -100.00%
185.00 260.00 -28.85%
345.00 0.00 100.00%
5563.58 G724 82 -1727%
2379.50 241962 122.33%
55015.21 5085218 8.19%
1785.00 2285.00 -21.88%
0.00 0.00 0.00%
0.00 0.00 0.00%
§1.00 481.40 -89.41%
2520.80 3028.00 -16.75%
4288 27 4272 97 0.36%
403589 223799 B0.47%
0.00 42500 -100.00%
0.00 0.00 0.00%
585.00 256563 -77.20%
891216 9501.59 -6.20%
0.00 0.00 0.00%
0.00 0.00 0.00%
0.00 0.00 0.00%
11570831 90927 .07 27 .25%

The report can also be saved. To view saved reports, go to the Reports menu and
select “Saved Reports”. In the dialog box that opens, double-click on the report
name to open it.
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Shipment List P&L Report

In the Shipment List, select a shipment and click the “Detail” button. Select

“Profit & Loss” panel from the dropdown menu.

T Lt Sshe Opwscer Menisasss  Supresm MigeysMateort Acoousisg  Papem Optcra Halp

@ @ = . & @, . 0% = S
L= M kaan Grzerd Pani Fired
- L=t e | Panels: [F'ru:uflt and Loss v]
B Tamkn B O Db L 1 s From - —
i il Guctaiom
ik lotn ARG
Haechanng AR Hawe Wbl L [ 225
Tl T : AN L g [ MEET 1B Mk saF
£ S Quick view of i e ok
archenning . N [ AT B HEedE Houw Aafy
@ Fuloag Crd Shlpmer'lt P&L. WAEIE Cunoma fan Loresg YWD HEwTE M P
W Fejlag Oyl (PAFEIE  Cuslomess Tos 3 Farva
# Wb R WARTE Magepsliors Lom . Agerd
& Wb P L [OAFTNE Cusboamss Toir] Laeig
& Comercaiiy Lis WANNE Siosage Do
8 Carye Pabsains W caded ] [ IOAGHIE biagaen D Loims
i Carge Pabiats L Wl Leaded HEOLE Oeser  HEOLE SN E  Stenagm Cavioree
A — i L oacied 1] [ I
¥ Cargo Mosmmant Lt L LI Embammts  Ooeer LT
@ Paskags Typm WL caded 5BLT s A
i Lowioma Wi D WEH [ FT T (ANVE  Commgras Tet 1
D) Wernboums bupacizr s T RIS Toaw. /NG sgmnd i Boasi -
=3 Ivvmsis Cirganicer Wiy Frr e HAWE i R (EANVETE  Fimels Buiden Gare
. s T Embagald  Ouas BLTEW G
= - - L8 ioner [T
I ;ﬂ 5hlprl'1Eﬂt List HAWTE ™ (% TG a
. uEATS o LR ] [T .Eg x
-] W Lo L eaded WA .\. [0 TG ¥
L] W Loaded MR ™ T R &

Detail

The Detail button and Panels enable you to quickly scroll through the list by
selecting one shipment in the list and using the down arrow key on your

keyboard to see the panel for other shipments.

Panels: [ Prafit and Loss

g

125-11114455
M ame Whabill ... Layout Descr
MaEWBI1E 1251111, Master Air Freight Se

Ajr Freight Service

3

HaMw/B 38
H.":".I"-"'-"I E: E: El
HewE 4D

HaMWB 38
H.":".I"-"'-"I E: E: El
HAwW/E 4D

Reports

Export...
History...

Choose Columns...

Conzi

Right-click a line for more options.

Right-click for
pop-up menu:

Expenze

By Account Mumber
By Apply to

By Description

By Layout

By Mame

By Wayhbill Mumber
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Balance Sheet

The Balance Sheet shows total assets, liabilities, and equity. It provides a snap-
shot of your business capital (how much it owns and how much it owes) as of a
certain date.

This report answers questions such as:
. “How much debt does the company have?”
. “How much money needs to be collected from customers?”

This report is cumulative; it will show the figures from the first day of your busi-
ness until the end date of the report.

If you sell inventory, the costing method you choose for your Magaya system
will affect the balance sheet. For details see the topic “Average Cost” in the
Knowledgebase:

http://knowledge.magaya.com/#/article/average_cost

To generate a balance sheet, select it from the Reports menu:

Options  Help

Financial Reports L Profit and Loss
Sales Reports 3 Profit and Loss Detail
Purchases Reports 3

Balance Sheet

L poe ' Balance Sheet Detail b\
Other Reports k
Multicurrency Reports ' Statement of Cash Flows

Saved Reports...
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Freight Shipping Company

Balance Sheet

As of December 31, 2013 (USD)

The following is an example of a summary Balance Sheet report:

Dieacripbon Total
ASSETS
Current Asaets
Checking/Saving Aszets N
Cash 578,
Peity Cash E£7.DD
Total Checking!Saving 13,943.00
Accounts Recebrabla
Accounis Recalvabie 30,443.00
Tokal Accounts Recehvable 20,443.00
hvim 5.653.00
Prepald Expanse 2,300.00
Total Other Cument Asasts 7.958.00
Total Current Asseis 5734400
Fixed Assets
Fumitura & Flxtures 4,530.00
A, Depr. Furmnilfure & Fldures -3,630.00
Total Fixed Assais T00.00
Oher Azsats
Total Other Asests 0.00
TOTAL ASSETS 58,044 00
LIABILITIES AND EQUITY
Liabiitties
Current Liabllites . T
Accounts Payable Liabilities
Accounts Payabls 13,258.00
Total Accounts Pay 13.253.00
Other Curment Liabliities
Accrued Expanses 4,955.00
Prepald Revenus 5,141.00
Total Other Current Liabliities 10,057.00
Credit Canis 0.00
Tokal Current Liabilities 23,355.00
Long Term Liablitlies
Long Term Dwebt 3,204.00
Total Long Term Liabilites: 3,.204.00
Total Liabililes 26,559.00
Eﬂ'-':%
Exquity
Owmers Equity - EqUIty 4,300.00
Total Other Equity 14,300.00
Retalned Eamings 6,207.00
Mt Incoms 10,569.00
Dieacripbon Total
Total Equity 31,485.00
TOTAL UABILITIES AND EQUITY 58,044 .00

Thursda
MNow 21, 201
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. The Assets section summarizes current and fixed assets such as Accounts
Receivable, bank accounts, cash, etc. If you own inventory items, they will

show here as assets.

. The Liabilities section summarizes current liabilities such as Accounts

Payable, loans, credit cards, etc.

. The Equity section shows the equity for the company (total assets minus
total liabilities). The Retained Earnings line is from the Net Income of the
previous years (it is money reinvested into the company). In Magaya soft-
ware, the closing of the year is done automatically. The Net Income line is

from the beginning of the current fiscal year up to the report end date.

In the Balance Sheet summary view, you can compare time periods to analyze

difference between months or between fiscal periods. Click the Configure

button and go to the Columns tab to set the report period.

HWC Cargo Compan/ Compare

Balance Sheet
As of June 30, 2011 (USD)

months

| Jun, 11

Jun, 14 |

Configure Report

Header Info | Columins | Fontz | Mumbers

% Change

3

F3%

Type of columns: | ([T |

Type of analysis: | Fresvious rear

v

[ ]Amount Change
Percent Change

0%
0%
0%

29%

36%
Q0%

OF.

H Cancel ][

Help
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A detailedBalance Sheet shows the transactions for the selected period for each
account:

Type qp__ Date g Humber g Hame 3 Account & Amount 4 Balance 4
ASSETS 10129016
Current Assets S8665.16
Checking Saving TT12.03
Bank &ccount TT12.03
Depasit Jun'rd 2008 Undeposited Funds GEE BD B3a0a3
Payment Jun'DiR 20098 456 wadecl At Gallery 3925.00 1240583
Check Jund g 15 Office Depot Supplies Expense 63.00 1214283
Diepasit Jund 25009 Small Business Admi 10000.00 2214283
Bill Payment Junf1E2008 16 British Alrwsys Accounts Payabie -2500.00 19642 83
- - 25.0D 1966T 83
atal Bark Accournt P =a: o0 15073 85
Total Checking Saving Bieabl -fue 15066 7
11354 74 10066 77
Accounts Receivable
Accounts Receivable 1135474 19066 77
Irwvnica JunDiszoos 51 Catenpillar Equip
[0 =] Jun'D1.2009 50 JB Wing Co S9a28.13
Irmice Junw'Dia0e . 49 Shimano FEZRAD
Payment JUn 2008 Shimano SErces 41020 100238 33
. The columns of the report show the transaction type, date and number,

the customer or vendor name, the accounts, the balance, and more.

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

o Each account will show a beginning balance that accumulates the activity
before the period. After that, you will see the transactions for the period
and then the ending balance as of the end date of the period.

If you sell inventory, and choose the Average Cost method of costing the items,
the average will appear in the Balance Sheet.

Balance Sheet
average cost example

Type ' Account Amount
Inventory Asset

Bill Accounts Payable 100.00

Bill Accounts Payable 110.00

Invaice Accounts Receivable -105.00

For more details on this costing method, see the topic “Average Cost” in the
Knowledgebase:

http://knowledge.magaya.com/#/article/average_cost
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Statement of Cash Flows

This report shows a summary of how much cash is coming in (actual received)
and going out of your business (amount paid out) over a period of time. The
following shows a sample of a cash flow report:

HWC Cargo Company
Statement of Cash Flows
June 1 - 16, 2000 (USD)
qp Total T3
OFPERATING ACTIVITIES
Net Income 1431.53
Adjustments to reconcile Net Income to net c...
Accounts Receivable 127427
Accounts Payable T25.00
Sales Tax Payable 000
Sales Tax Credit
Inventory Asset
Cash : SR
Employee Federal Incom] P Erating Activities
Federal Income Tax Pay
Federal Unemployment
Income Tax Payable oo
Medicare Tax Payable 0.00
Hotes Payable 0.00
Hotes Recelvable 0.00
Petty Cash 0.00
Salaries Payable 0.0o
State Unemployment Tax Payable 0.00
Vacation Pay Payable 0.00
Current Asset 0.00
Depraciation Expense 0.00
Accounts Receivable - VEB 0.00
Accounts Payable - VEB 0.00
Accounts Receivable - EUR 0.00
Accounts Payable - EUR 0.00
Miami-Dade Sales Tax 0.0o0
Small Business Administration 0.00
Met cash provided by Operating Activities 5430.07
INVESTING ACTIVITIES -

Equipment | Investi ng 0.00
Het cash provided by Investing Activities 0.0
FINANCING ACTIVITIES . -

Opening Balance Equity Flr'lar'll:lr'IH E
Capital Stock

Het cash provided by Financing Activities 0.00

Met cash increase for period 5430.07

Cash at beginning of period Cash I 15424 06

Cash at end of period 20854.13
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The summary of net income from operating activities for the time period
is listed first. This shows actual cash that has come in and what you have
spent. It does not show what you have invoiced customers, only what is
received (or spent).

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

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

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

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

Accou

nking

Reports

Financial Reports

Opkions

Sales Reparts

Help

Purchases Reports
Profit Reparks
Cther Reports
Mulkicurrency Reporks

Saved Reports, .,

s

Sales by Item Detail
Sales by Tkem Summary

Sales by Customer Detail
Sales by Custamer Surmmary

Sales by Agent Dekail
Sales by Agent Surmmary

All Sales Detail
all Sales Summary

Open Invoices
Open Invoices (By Date)

AfR. Aging Dekail

AfR. Aging Summary

AfR. Aging Dekail (By Dake)
AJR. Aging Summary (By Dake)

By Item: Shows the totals of sales by item and shows the Cost of Goods Sold

(COGS) for items you resell. View a summary or a detailed report. The detailed
report shows the invoices or other transactions associated with each item. The
following is part of a summary, highlighting the columns:

Tatal Dcean Freight Incoms

AL L0490 N LU B

{r Amount qp % of Sales qp Cost Of Goods Sold ¢ Gross Profit qp Gross Profit %
. \ [Swecim
-, Sales by tem Summary |
“‘Qll:'lmb!r 18, 2008 ugh June 18, II}JQIUSﬁ "
‘\ ik | Ameunt  gf | of Sales fpCovt OFf Goods Bekl 4 |Gross Frodit o Bross Profit 5

QU Fraigie W ome 1

Bar Fraaght Seracs AN | TN O LRki-Au 1] TN
T-atal Al l'-rr-luM s & e 4100 05 4.5% 2] oo LRE- =R ] P Ak
Coaan Franght Insome

Seeam Freight Servics AT N et ol o £ P
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The report of sales by item can be configured to display just the inventory items,
or just the non-inventory items, or both. Click the “Configure” button and
select the options from the Profit by Item tab.

Configure Repaort @
Header Info | Prafit by ltem | Fants | Mumbers

Include [tems

[rventony [tems
Mon-lmventory Items

[ k. ][ Cancel H Help ]

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

detailed report:
Customer Summary Report:
4p Amount 4p " of Total 4
Art Basel Gallery 75.00 1.0%
Art Supplies B600.00 B.2%
Bill's Storage Units 74,93 1.0%
Caterpillar Equipment 123060 16.8%
JB Wire Co. 1128.80 154%
Lima Sporting Goods 162.50 2.2%
Louisville Slugger Dealer 10.00 0.1%
Medeci Art Gallery 3825.00 52 3%
PVC Piping Co. 116.88 1.6%
Shimano S0.00 1.2%
Total T313.7T1 100.0%
Customer Detailed Report:
Typ#® ik Date 4 Humbsr g Mema g3 Fad g5 A ount qr Amaunt 4 Balancs g
Art Baiel Gallery
[ JUrFi V2008 53 P Apcourts Reca| 75 00 rs.D0
Total Art Basel Giallery TS 00 ™ O
A e N ot A X A -
e ANI2I008 54 Joen  Accounts Recel 007 74.83
Tolal Bars Storage Units 7d 53 Td 53
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NOTE: Customer Statements can be made from the Customer List: Right-click
the customer’s name and select “Statements” from the pop-up menu.

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

All Sales: View all the sales (in a summary or a detailed report). This report
looks similar to the customer report.

Compare Sales: The sales reports can be configured to show a comparison of a
customer by month, or other options. Here is an example:

Cusones | Sabes by Cusioner Sumnery |

Dates: | Cusiom o From: |10/ 120010 & Tac | 127312000 (% | @ ®

HWC Cargo Company

L gl
Sales by Customer Summary D6 2011
Cectober 1 through December 31, 2010 (USD)
o, 10 Oen, 18 % Chaiigg Deee. i i, 10 o Chinge Towsl % o Tastal
Trapical Laralscaping 166 00 150,00 sk 18026 165 00 -FI0rs 6.2 100 0%
Tatal AHEA0 RELRE [HC VEE AHeaa A S R BT

Click the “Configure” button on the bottom toolbar of the report to open the
“Configure Report” dialog box. Click the “Columns” tab and set the comparison
terms you want to see:

Configure Report
Header Info | Columnz |Fu:-nts Murmberz

Type of columns: | ([N - |

Type of analysis: | Fresvious Period w |

[ ]Amaunt Change
Parcent Change
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Open Invoices: Shows invoices that are open (not yet paid).

Open Invoices
February 15 thirough June 18, 2005 (LSD)
Typa Dt Homber  Mav Flulersncas Do Dt Agng At Dus Cvigginal Al Pasd
Al Basal Caliery
Faymant  Jun/142008 2T1.95 150000
Total At Basal Gabory T8
Bals Stomgs Units
ics Junfi3R008 54 Jurt2sn0n n TATH 7475 ang
Toolal Bilfs Sloeaga Linits 7475
Caerpillar Equipment
woics  ManDi2008 42 Warshouss Faceipt 24 Man31/2008 128 48380 S3E.B0 oo
oo Marilaroe 37 Camga Aslsass 4 Apll17HHE 125 BaTS LR o
wsice  AprTA/EO0R 45 Warehouse Faoeipt 24 May01.2008 95 41020 £10.20 ooa
Ierenica Mayp 02008 48 Warshouse Receipt 24 Klay 31000 a5 410.20 1020 ann
Iwnice JunDP008 51 Warshousa Fioosipt 24 Jul/2008 34 41020 £10.20 ooa
Total Cotepillar Equipment 182018
JB Wirm o
Irvamicay MarAE00E 41 Warshouss Recsint 22 Slar10008 14 2000 52000 Qo
b AprUAED0R 44 \Warehousa Fioosipt 22 May1.2008 85 52000 E20.00 ooa
Tootal JB Vs Co, 104000
. Shows the invoice date and number, how many days it is overdue, the

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

Aging A/R: View past due Accounts Receivable (money your customers owe to
your company) in a summary or a detailed report. In this summary, the time

period that the account is overdue is in columns across the top, showing what is
current, then what is between 1 and 30 days overdue, 31 to 60 days, etc. See the

example below:

Harma
Art Bassl Gallkery
Bil's Storage Units
Caberpllar Equipmant
JE Wira Co
Lima Sparting Goods

Magava
PG Piging G

Shimana

Total

Loidgavlle Siagger D ber

A/R Aging Summary
February 16 through June 16, 2009 (LS
B1-90

Cuirani

-2
[uki i}
[uki i}
D00
D00
oo
oo
oo
0.0

2718

1-30

0.00
7475
0.00
0,00
0,00
Q.00
.00
.00
0.00

T4.75

M -80

41030

000
000
410,20
0.0
152.50
10,00
ooa
11638
000

G88.58

=gl

000
0.00
560 75
1040 0
0.0
a0
36434
a0
6000

2464 08

Taotal

-271.15
74.75
182015
10.30,00
162,50
1000
434
11588
50,00

IFTT AT

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

(R Aging Dital
Diates:  Cusiom w | From: | angso0 « To: | BMEAX0E ~ & =
HWC Cargo Company
D0
AIR Aging Detail
February 16 through June 16, 2008 (USD)

Type dr Date 4 Humber 4 Hame 4y _Memo g Due Date g Aging 4 Ami Due 4
Current

Payment  Jund 1122009 Art Basel Galery 27113

Iaice Junf1272005 54 Bill's Starage Lints Jul 22009 T4.75
Tatal Current =196 40
1=30

Invaice JunDi2008 51 Caterpillar Equipm JUlD12009 7 410.20
Tatal 1 - 30 41020
31 -80

Invaice Agri212009 46 PV Piping Cov Mlay2 142009 48 116.8B

Invaice Apri2in2one 4y Louizville Slugger .. Mang™2 12009 43 10.00

Invaice Agri2ir2002 48 Lima Sporting Goo May2 142009 4 162.50

Invaice Apri2An2009 49 Lima Utility Co Manyg2 12009 43 S300.00

Immice Mang01420... 48 Caterpiltar Equipm.._. Mang™31./2009 L] 410.20
Tatal 31 - 60 G999 .58
&1 -390

Immice  Apr0AF2008 45 Caterpillar Equipm... Mang0 12009 ] 410.20

The Aging reports by date show late receivables (or payables) by a specific date
without including payments posted after the end date of the report. These
reports can be configured to use the transaction date or due date to calculate the
aging of each transaction.

If a customer has reached their credit limit (as set in their profile), you can put
their cargo “On Hold” in the Commidity List or in the WR List by
right-clicking.

154



Chapter 9

Purchase Reports

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

Bccountineg NNl

Cpkions  Help

Financial Reports
- Sales Reparts
Purchases by Ikem Detail
Purchases by Ikem Surmmary

Purchases Reports
Profit Reparts

Cther Reporks
Mulkicurrency Reports

Purchases by Carrier Detail
Purchases by Carrier Summary

Saved Reports, .,
P Purchases by Wendor Detail

Purchases by Wendar Summary

&l Purchases Detail
&l Purchases Surmmary

Inpaid Eills
IUnpaid Bills (B Date)

AJP Aging Detail

AP Aging Surmmary

AJP Aging Detail (By Date)
AP Aging Summary (By Dake)
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The Purchase Report by Itemshows what you have purchased, the amount, and
what percent that amount represents of your total purchases.

| Purchases by Item Summary

June 1 -17, 2009 (USD)
4y Amount 4 % of Purchases qj

Air Freight Cost

Air Freight Service Cost 242300 75.2%
Total Air Freight Cost 242500 75.2%
Ocean Freight Cost

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

| Purchases by Item Detail |
June 1 - 17, 2009 (USD)
Type dF Date 4p Number g Hame 4 Memo 4 Oty 4 Cost Price

Air Freight Cost

Alr Freight Service Cost
Eill Junies2ooe . 31 British Adrwiays  for Medici . 1.00 230000

Credit Junfzfzooe 32 British Alrwzys -1.00 500

Total A Freight Service Cost

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

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

Purchases by Carrier Summary
January 1 through June 17, 2009 (USD)
4 Amount g % of Total 4
Air Canada 480.00 6.0%
Anderson & Sons Trucking Co 18217 2.3%
British Airways 242500 30.8%
Crown Shipping 4870.00 51.2%
Total T957.17 100.0%
Purchases by Carrier Detail MR T003
January 1 through June 17, 2005 (USD)
Typ#® ik Date 4 Humbear 4 Meamo 4r Pald gqp Acoount 4 Amount 4 Balance 4
Air Canada
Bil sMarran2me 25 QpEn Accounts Paya 48000 43000
Tatal &r Canada 430.00 430.00
Andersoen & Sons Trucking Co
Bl MarOzaios 22 Faid Accounts Faya 82T 12T
Total Anderson & Sons Truckng Co 18217 13217
. In the summary report, the largest percent of purchases was from Crown

Shipping (61.2%) for this time period.

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

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

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

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

Unpaid Bills T
February 17 through June 17, 2002 (USD)
Type A Date 4p Mumber 4 Memo 4 References g Due Date g Aging ¢ Amt, Due 4
Air Canada

ain Marr312mng 25 Master # -663... AprAV2009 48 480000

Tatal Air Canada 480.00
British Alrways

Credit JunS122002 az 7500

I'otal 3rfish .Eur'xay's =75 00

. Bills and credits are included in the Unpaid Bills report.
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Comparative Reports: Purchasing summary reports can be configured to
compare time periods such as month by month or one quarter compared to
another. Click the “Configure” button on the bottom of the report view, and
select the “Columns” tab to set the elements.

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

AIP Aging Summary T 777009
Decamber 1%, 2002 through June 17, 2008 (USD)
g CUrTent qp 130 qp 3180 4 61-90 g >890 g Total g

Alr Canada 0.o0 D.oo 48000 0.00 o.oo 480.00
British Alrways -75.00 0.0 oo 0.00 no.on -75.00
Crown Shipping G000 B00.00 B0000 B70.00  1600.00 4870.00
Les Camions Vite 0.0 0.0 0.oo 75.00 0.o0 75.00
[Total 725.00 800.00 128000 845.00 1680:0.00 535000
. . O 7rz00y
AIP Aging Detail :

December 19, 2008 through June 17, 2008 [LUSD)

Type q Date 4 Humber g Hame 4¢_Memo qp Due Date g  Aging 4 Amt. Due
Current

il JuniDiszo0e 2@ Crown Shipping Julid 2009 BO0.00

Credit Junvi2zong 32 British Alirens -76.00
l'otal Current fpeapili]
1 =30

ail Apr21z009 8 P Piping Co Mang2172009 sl o.oo0

ail Aprziuzons @ Magaya | May2 172009 8 55.00

Bill Aprf21z008 30 ISLAND EXPRE.. W2 172003 6 2000.00

Bill May12009 27 Crown Eﬂlﬂpiﬂg May3 12009 (0 BO0.00
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Profit Reports Overview

Profit Report are available by Customer, by Salesperson, by Agent, and by Oper-

ations.

_ Options  Help

Sales Reports L
m Purchases Reports ]
4 Profit Reports L .
. Other Reports % 2 ;
Multicurrency Reports L

Saved Reports...

Profit Reports

Apr/ 1977016 10:45:44
Apr/19/2016 10:45:44
Apr/19/2016 10:45:44

Financial Reports b

- 1:9' - ﬁ:‘] - w

Print Find Delete

Profit by Customer

Profit by Customer Detail (Transactions)
Profit by Customer Detail (Charges)

Profit by Salesperson
Profit by Salesperson Detail (Transactions)
Profit by Salesperson Detail (Charges)

Profit by Agent
Profit by Agent Detail (Transactions)
Profit by Agent Detail (Charges)

Profit and Loss by Operations
Profit and Loss by Operations Detail
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You can create and customize any report. Click the “Configure” button in the
bottom toolbar to open the following dialog box:

Configure Report §|

Header Info | Profit by Entity | Fants || Mumbers

Inzluded Transactions Included Costs

Pickup Orders Agent profit share
Warehouse Receipts
Cargo Releazes
Shipments Soit by
Sales Orders

(&) Profit

) Enttity name

Sales perzon commissions

[ ] Show anly the entities who bring
80% of the prafit

[]Include invoices and billz

[ Include only liquidated operations

I k. H Cancel H Help ]

On the Header Info tab, edit the report title, subtitle, or dates as needed.

On the Profit by Entity tab, select which transactions to include. They are
all on by default. The Charges from the checked transactions are gathered
together for the report.

Other options: Select which costs to include (agent profit share, sales
persons commissions) or exclude. If the agent is part of your company but
in another division, you can exclude their costs and see the profit.
Uncheck the boxes to see the profit before these costs are taken out of the
profit.

The report can sort by profit or by entity name. If your database in larger,
you can set up the report to show only the entities that bring in 80% of the
profit, the most active companies that bring in the larger percent of your
profits.

To include invoices and bills in the report, check the box. If not, the report
will gather profits from operations transactions only. No invoices created
manually will be included.

To include only liquidated operations, check the box.
On the Fonts tab, select font type and properties.

On the Numbers tab, select options to display numbers.
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Customer Profit Reports

The Customer Profit Report allows you to know the margins that each customer
is contributing to the overall profit of the company.

The report displayed here sorts the customers (also called Clients) according to
profit amount. The customer who contributes the higher profits appears at the
top of the list:

HWC Cargo Company
Profit by Client

January 1 through April 30, 2011 (USD)

tomer Expense Income Profit Profit %" Cummulative ®
Jamaica Distribution Center 13,357.30 15,563 .34 2176.04 41 .54% 41 .54%
Miatmi Distribution Center 312701 2122352 1,99:5.31 35.09% 79,649
Art Bazel Gallery 0.0o E75.00 E75.00 12.89% 02529
Tropical Land=scaping 37125 1,003.93 G532 65 12.05% 104 60%
Ed's Crane Service 102.00 160.00 55,00 1.11% 105.71%
Caribbean Airlines 0.0o 25.00 25.00 0.48% 106199
Mexican Furniture Co. 0.00 0.00 0.00 0.00% 106.19%
Atlartic Surplus 23050 21450 -16.00 -0.31% 105559
Bogota Bike Shop 30800 n.0a -305.00 -5.858% 100.00%
al 17,526.06 22, 764.09 5.238.03

You can customize the sort order with the Configuration button.

Double-click on a Customer name, and the dialog box for their profile opens.
Double-click on any number in the list to see the details; they will open in a new
tab, preserving your first report and the list so you can see them all.

When analyzing the profitability of Sales Orders, the other cost charges on
related Purchase Orders are considered.

Prorating of Costs:

The Magaya system prorates the costs for the Houses and shows them in the
profit report Expense column. Even though the Shipment Profit screen does not
show the costs, the system prorates them for the report. The Expense in the
report is all the costs such as the freight, documentation, etc., that are pro-rated
across the entire shipment. (The Profit screen is available from the Profit button
on the Shipment Toolbar.)

NOTE: To see a Customer Statement of just one customer, go to the Customer
List, right-click their name and select “Statement.”
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Salesperson Profit Report

This report allows you to know the margins that each salesperson is contrib-

uting to the overall profit of the company. This screenshot shows the detailed
view of the transactions for the salespeople. The other tabs here are the sales-
person list and the summary profit report for the sales people.

=

Wk crwie

115200
EI75.00
00000
X
220544
B2 2T
20005 44
22000544
2.206.00
IS
rk T
pk ]
A TAT BS

545000
3 B

120000
3204 55
162478

500
00
220544

AR
4856071

Prols

240 74
5075 00
1,154 B4
FAL B ]
2,485 28
3732 48
119528
1,085 20
1,064 58

¥ 58

40 56

]

B3

0,538 37
ngn R

12000

726 56

335 77

735 00
1,985 0
1,495 28

61 MTST

Lol ey 1% Prodl By Salesperian X | Froft by Sslssperson Defabed (Teansaction) = |
L TS| it e b chates * % 1SAE To. 1232ME =
Trans LOGISTICS
Profit by Salesperson Detailed (Transaction)
September 1 through December 31, 2016

Trams = Sabs Comini. ' 0thes Enpe..
Shigement HBOL113 13 505 54
Thigetant 4545 uly 1,200 00
Shprant HBOL11E IR 1 0 10
Sriprmart 21,96 L]
Erapement =40k [ L]
gt T4 000
Shigerwrt 1.8 100000
Shipment LA L 1,000 00
Frepment 1AE 100000
Shiprtant HAWET 28 Dy 158824
Shiprmant HAKNEN 1T [l 158800
Shapmant FLSEN 26 (] 1,5960.08
Shapenesnt HAWET 15 0uy 3506 58
‘Shigenasnt HAWET T2 -1.108 44 1248912
Shgerart HAWEN T e 00
Sheprmesnk HAGET 24 i) 000
Sraperesnt FAGYE X0 Uy 247800
Shigrrant HAONET Quly 133899
Shigrant 233373 Quly 100 00
Shipment HEBOL11S 1.6 1 00 00
Eripmant HBOL11T 148 1,000 00
Total 51.%1 FRLFMASA
Tatal 5151 IMLTOTN

158, 59849

To learn about commissions for sale people, see:

http://knowledge.magaya.com/#/article/sales_commissions
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Agent Profit Report

The Agent Profit Report allows shows the margins that each forwarding agent
is contributing to the overall profit of the company. We can see a summary, the
details of the transactions, or the charges.

Forsearding Sogents | Profit by Agert | Proft by Agent Detailed (Charge) |

Dates: | Last pear to date w From: 1/ 1206 = To: 123072006 - .-:j? »

HWC Cargo Company
Proft by Agent Detailed (Charge)

January 1 through December 30, 2016 (USD)

Charge Agent profit...' Other Expenses Income Profit

Sam Houston
Shipment 12-5647388

A Wayhil fee _ 25.00 25.00
Air Freight Service €—| Double-click on a charge jarszo 9,576.20
Agent profit share to wiew it | 000 -B5 .00
Total __901.20 9,836.20

Chinn e monnd LA LAIDE 3%

For details on agent participation, see:

http://knowledge.magaya.com/#/article/agent_participation

Profit & Loss by Operations

This is a unique report only available in Magaya software. It lets you see the
profitability of your business from a different angle. When you use the
accounting features in Magaya with operations, each operations transaction will
have several accounting transactions such as bills and invoices related to it.
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This report will list each operations transaction for the time period with the
associated income, expense, and profit coming from the related accounting
transactions. Here is an example of a Profit and Loss report by operations:

HWC Cargo Company

Profit and Loss by Operations
June 1 through December 31, 2016 (USD)

[ mcome 4 | Expense g [ Protit

Operations
Pickup Orders
27 3825.00 0.00 3825.00
Total Pickup Orders 3825.00 0.00 3825.00
|Warehouse Receipts | 0.00 0.00 0.00
Cargo Releases
3 25.00 0.00 25.00
4 114.75 0.00 11475
3] 75.00 0.00 75.00
Total Cargo Releases 21475 0.00 21475
Shipments
Shipment20 - Master # BolL7155 - Booking|... 364 .34 32717 37T
3 - Master # -663473 - Booking # BMN343 600.00 450.00 120.00
Total Shipments 964 34 B80T AT 15717
Total Operations 5004 .09 a7 A7 4196.92
Miscellaneous
Other Incomes 74 .93 0.00 T4.93
Other Expenses 0.00 T288.00 -72BB.00

. The date range of the report is displayed on the top. This is the date of the
operations, not of the accounting transactions. For example the report will
show invoices for the operation transactions whether they fall into this
period or not.

. The operations are on the left and the transaction numbers are listed
under each type of operation. The income, expense, and profit columns
show the amounts for each transaction and the totals.

To filter the report by operation type, click the “Configure” button and
select the types of operations you want to see such as Pickup Orders, etc.

. The detailed report by operations shows all the accounting transactions
that are related to each operation transaction:
Type 4y___ Date 4p_Number qp Hame A Income 4 Expense
Shipments
Shipment <COc¢ean Shipment 6= Master £ 123 456 - Booking # 8877
Bill Dec/04/2008 1 Tropical Landscaping 0.00 4000.00
Irvoice Decfld4/2008 1 Cartegena Constru... 5000.00 0.00
IFreaice Dec/04/2008 2 Caterpillar Equipment 4000.00 0.0a
Irwvolce Dec/04/2008 3 Tropical Landscaping B000.00 0.00
Credit Memo Dec/4/2008 4 Cartegena Constru... 0.00 3000.00
Total Shipment <0cean Shiprment 6= Master # 123 456 - Booking # 8977 1:5000.00 T000.00
. The Income, Expenses, and Profit are also shown in columns with totals
at the bottom.
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. The customer name (or vendor), number, and associated account (such as
Accounts Receivable or Accounts Payable) are displayed.

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

tion.

Other Reports

Other Reports show transaction details, trial balance, details of checks, invoices

and bills, daily journal, sales tax and more.

Sccounting Options  Help

Financial Reports 2
Lo o Sales Report s
Irint ales Reports

Purchases Reparts L

Profit Repaorts *
From: 1/ 1 Other Reports 2

Multicurrency Reports [

Sawved Reports..

January |
Date Num
Jan/14/2014 2344
harD4/2013 148
Jul24/201 3 149

May/16/2014

g

(25

Email R

Transaction Detail for all accounts
Trial Balance
General Ledger

Daily Journal

Check Detail
Irvoice Detail
Bill Detail
Payrment Detail

Sales Tax Liahility
Sales Tax Liahility Detail

Purchases Tax

Purchases Tax Detail

Transaction Detail: To see transactions details for a specific account in the
Chart of Accounts, select the account and use the Actions button. To see trans-
action details for all accounts in the Chart of Accounts, use the Reports menu

from the top toolbar.
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Trial Balance: A list of the accounts showing the balance for each. The total for
the Debit column should equal the total in the Credit column. This report is
used by accountants to match credits and debits:

Trial Balance
As of January 18, 2017(USD)
1p Debit 40 Credit gy
Equipment 1625.00 0.00
Current Asset 2000.00 0.00
FPetty Cash 125.00 0.0o
Cash 0.0o 10000.00
Depreciation Expense 0.00 2000.00
Undeposited Funds 1500.00 0.00
Bank Account 19667 .83 0.00
Accounts Fayable 0.00 4743450
Accounts Receivable 98325.86 0.00
Agent Liguidation Income 0.00 5300.00
Ground Freight Income 0.00 210,00
Ocean Freight Income 0.00 533.72
Air Freight Income 0.00 4100.00
Documentation 0.00 110.00

General Ledger: This report displays all general ledger accounts balance and
transaction detail by account during the selected time frame.

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

. [}
Check Detail '
January 1 through June 17, 20028 (USD)
Type 4 Date  gpHumber 45 Mame ' Merme i Account g Amount g Balance g

Bill Fayment MarQ32003 12 Anderson & So.. delivery tes Bank Account

gill ward0Z200E 22 Andersun & Son. . Masle # Bol. Accowols Py 18217 13217

gill JEcAaiaos s Anderson & Son. . Master & TTT.. Accouts Paya ., g2.20 Z84 .57
Tuolal 264 57 264 57
Bill Fayment Apr21:2393 13 Magaya Bank Account

Bill A eine 2y WA Masler# 122, Accowils Paya G300 §3.00
|| ol o] o]

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

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

Payment Detail: See the list of payments and invoices paid, including taxes,
retentions, and more.
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Daily Journal: This report shows all transactions in a selected date range.

Daily Journal R
Jume 1 -7, 2009 (USD)

Trans & Typsa i Date qp Mumbar g, &ccount Mamagy  Mama gy Hame i Debif g Cradet g
I reace And AN =1 Arvrrs Heee Cialerpallar Eips L LR [INEN]
1 mmce Jund s 21 HeEmaces shorage "o b at lar Equ 11l A0
2 e JunddisFand =0 AreOus Rece Ohsire 2o ace 2r 0.00
4o a0 n HeErares HRrALRs JHWE Do rnr wa Al
4ormce dund 1A su HEALES HETALES JEIE o [N CLIRRA
1 e Junddi1za02 44 ArCOUs RECs Shmzanc oooac .00
1 e dunddFana 44 GEALES ELRIH ] Shranc oo an.o0
EI=1| Junddza0s I8 Accodrs Fayz.. Croedew Shipaing oor g0.0
4 il Jundd1za0z Z0 Deezn Fregrt .. costofrezsr . Coosdey Shipoing aooac 0.00
5 Deurn=pt Liogadenns ALl Bers Shrasnc onr a0

Sales Tax Liability: Summary or detailed report. This shows the tax authority
name, the tax rate, the amount of sales that period, the amount of the sales tax
collected during that period and the previous period, and the sales tax liability.

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

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

Multicurrency Reports

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

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

Access the reports from the Reports menu:

Accounting Options  Help

Financial Reparts » [ 2
> . ¥l I . @ .
Print sales Reports "l Send  Email Task
Purchases Reparts »
Profit Reports »
- g Other Reports L - A - S
dd  Edit Dy : :
bulticurrency Reports L}’ Realized Gains and Losses
Unrealized Gains and Losses
Saved Reports..,

nmw( Cargo G

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

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

The columns in the Realized Report show:

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

—  The transaction number

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

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

- The Realized Amount column shows that actual paid amount
- The Exchange Rate column shows you the rate of the currency

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

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

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

- The account name for each currency

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

- The Balance column shows the amount in your home currency

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

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

- The Gain/Loss column shows the amount gained or loss in your
home currency
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Multi-currency statements per customer: Right-click customer name in the
Customer List. The statement displays each currency on a page.

Shipment Reports

For reports on your shipments, go to the Shipment List (in the Warehousing
folder), and click the Actions button. Select the report you need.

"B Page One Shipment List |
- Magaya Metwork =
o Toske =W pates: [Last manth to date ']
i@ Quotations Statusz Name
=
-{E Lﬂmh _ W Received 14
-|=] Purchasing W In Transit 13
-[E] Salesl W Received B
-i[¥ Bookings W Delivered 7
- Warehousing W Received g
..... @® Pickup Orders W Loaded tBL12
..... @ Pickup Order List W Loaded Wwh-33
..... [# Warehouse Receipts W Loaded Wh-3
lllll 7 W R-33
..... @ Cd Fi-33
..... @ c{ For Shipment Reports, go to the Pshr
----- :: ‘1 Shipment List > Actions button
..... C3
o]
..... & -
BL29
..... Pac
Locations & Loaded o
'fi Warehouse Inspector ii Loaded e
..... il
] Loaded SACAE
..... =2 Inventory Organizer g Hc::e?ved 4538
..... ? In\.rentcur_-,rlltem DE‘!:I.mtll?n ii Loaded SAwB:
..... * Commaodity Classificatio W Loaded HAWB
[ =9 shipment List | W Loaded MBL11
() Work Load W Loaded HEOL:
-] In Transit W Loaded HBUL:
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Other shipping reports can be created in the shipment screen by clicking
buttons such as Profit.

&€ 6B . B B | &

Master Houses Docurn, Profit Liquidaticon

General | Entities | Routing |

Click to view “schmerts | Notes | Waybill Ne

O 4 Outgoing W Lo reparts menu

Then click the Actions button to see reports for the Profit screen.

2 Magaya Demo (Latest Version 2) - Magaya Explorer
File Edit Sales Operations Maintenance Shipment Magaya Network Accounting Repor

L -_"lh LY = = i

& © | B B | & & @ = _ .
Back Purchase Sell Pickup  Receive  Release Air O

+ J§= Maintenance + | Chipmentl I Profit for Shipment "Shipment3” (USD) I

+-42 Rates = = =
i@ Accounting Name Waybil N, Layout Descrption Lpply
=& Outgoing Shipments Shipments 8101111, Shaight Ground Freight ... FedE:
U g 2016 Shipmerita 8101111, Staight Ground Freight . beami
= Shipmentd 8101111...  Straight Air Freight Servi...  AMEF

_ proentd 81041111, Straight Air Freight Service  Miami
Shipment

Profit Reports
&

o N

:, ::LE? Reports [:::,‘ K By Account Number
| -d SBL28 Export... By Apply to
| @i SAWB30 Histary.. By Description
| E-dp SBL31 ] Choose Columns... By Layout
[ st MAWB23
H o . Mame
| iy SBL33 ] 8 @ i
1 | m b Actions|| Close Help _ By Waybill Number

To create a report for a shipment liquidation, click the Liquidation button on

the Shipment Toolbar, and then click the Actions button in the liquidation
screen.

See also:

http://knowledge.magaya.com/#/article/profit_loss_report
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Cash Basis Reports

Cash Basis Reporting Overview

Cash Basis Reporting only includes payments that were made and checks that

were written. Therefore, only these invoices, bills and checks will be included in
a Cash Basis Report. In an accrual basis report, the balance sheet would include
the AR and AP amounts.

By default, the system uses the Accrual Basis accounting method.

This topic explains how to configure your Magaya system to use the cash basis
method, how to convert an individual report into a cash basis report, and how
the system handles prorating and partial payments.

In addition to the Balance Sheet which can be created on a cash basis, the
following reports can also be cash basis:

. Profit and Loss (P&L) Summary and Detail
. Transaction Detail for all accounts (Under Reports > Other)
. Trial Balance

. General Ledger
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Configure for Cash Basis

To configure your system to function on a cash basis, go to Configuration >
Accounting > Reports

Configuration |

@ i Accounting

Accaunting Main | Document Mumb s| Reparts st Taxes J

Main Reports Default Settings

f:_-'."u‘
ﬁ _| Cash Basis

Altarnatic ] B
Charge ... | Indude Journal Entries
1 @ Accrual Basis
Fizcal Printer

Select “Cash Basis.” Also determine if you want to include journal entries. The
Journal Entries option is off by default. If you select it, the AP and AR will be
included. If you leave Journal Entries unchecked, the AP and AR will be zero in
the cash basis balance sheet. If the journal entries are included, they will affect
accounts exactly as they do in accrual basis accounting.

This configuration is system-wide. It will affect the balance sheet, P&L reports,
the trial balance report, general ledger report, and the Transaction Detail for all
accounts.

Cash Basis Balance Sheet

To create a cash basis Balance Sheet, go to Reports > Financial Reports >
Balance Sheet (summary or detail view).

Cpticns  Help

Financial Reports » Profit and Loss
Sales Reports » Prefit and Loss Detail
Purchases Reports »

Balance Sheet

Profit Reports g Balance Sheet Detail %

Cther Reports »

Multicurrency Reports " Staternent of Cash Flows

Saved Reports...
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Cash Basis Reports

Even if your system is set to function on an accrual basis, you can still view the
balance sheet on a cash basis by changing the configuration of this report.

The type of report (accrual or cash basis) is stated on the top of the report.

Chart o o coants Bl i et

Dabwa: | Cpion - L TR TR S Y T

=

Magaya Demo (Latest Version)

Balance Sheet
As of July 18, 2016 (USD)

Manday

TR T

Tastal
ABBETS
Currentissets
Checking/Sasing
Bank Accournt 1,500000
Bank &cocount - EUR 18.29
Total Checking/Saving 158071
Accounts Receivable
Accounts Recsl abls 22 66BAT
Cuentas por cobrar - USD 1,148,000 44
Accounts Receh able - COP 8034

To configure an individual report, click the “Configure” button in the toolbar

on the bottom of the report and select the “Financial” tab.

Configure Report /_....._\\

-

[l

| Header Info I Culumn“Wurﬁs | Numbers|

Report Type Options
(") Cash Basis

@ Accrual Basis

Include Joumal Entries

Show ARSAP Accounts

| ok || cance ||

Help

Select the settings you prefer. Click “OK” to save to configuration.

] oF Spomrts Jumucs Sreet

Dales. | Cisiean - Fram I 1720E = T IABANE » 8 N " .

Magaya Demo (Latest Version)

(17
Balance Sheet L
As of July 18, 2016 (USD) Cash Basis
Tovtal
ASSETS
Current Assets
Checking/Saving
Bank Account 1.599.00
Bank Account - EUR 1629
Todal Chesking'Saving 1.580.71
Orthar Current Assefs
lindanraiad Funds 145
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To save the report, click the “Save” button in the bottom toolbar and name the
report. All saved reports are accessible from the “Reports” menu in the top of
your Magaya Explorer.

To learn more about balance sheets in Magaya, see the folliowing Knowledge-
base article:

http://knowledge.magaya.com/#/article/balance_sheet

Prorated and Partial Payments in Cash Basis Reports

The system prorates amounts: If you receive partial payment, the payment will
be applied across all pending charges (if not applied to an invoice). The invoices
and bills show the date of the first payment applied to them as their date.

If you receive an advanced payment, the amount is moved to an account called
"Unapplied Customer Payments."

Any invoice can affect multiple income accounts, and any bill can affect
multiple expense and/or cost of goods sold account. When a partial payment is
received (or made), the total of the invoice or bill must be shown as the amount
paid. The ratio of the distributed new total is as close as possible to the original
ratio.
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10. Advanced Accounting Features
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Introduction:

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

Configuration: Set up of some accounting options

Costing Methods: Average cost and specific identification

Sales Taxes: How to define sales taxes in the tax table and how to use them
Approving/Disputing invoices

Journal Entries: How to create journal entries

Adjustments

Multicurrencies: How to work with multiple currencies

The relationship between operations and accounting procedures

Accounts Receivable special procedures (bounced checks, etc.)
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Setting Accounting Roles

Roles can grant (or deny) permissions to employees. The system contains many
roles, including ones related to accounting tasks.

Employees Permiszions for "AP Clerk" |

Fiole:M ame Fiaole:Description
Adjust Accounting for [Rventan Allow employes bo make adjuztments to the acoou
Systern Raole | A |

Type of role ko assign to this emploves/group:

Marme

Process Liquidation
Query Cosk Rates
Cuery Seling Rates
Read Only Shipments
Reset Lead Times
Fun Financial Reporks
Run Screening Process
Set Salespersons commissions

]

Showe Transaction Charges |
Wiew all Emplovees Tasks -

P X EH|S

Set roles by right-clicking an employee name > Roles. In the list, click the Add
button. Select roles from the dialog box.
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Accounting Configuration

Introduction to Configuring Accounting in Magaya

This article covers the configuration options in your Magaya system.

Many accounting features are set up or changed in the Maintenance folder
under Configuration > Accounting:

Accounting
bain  Document Humbers | Reports | Cost | Taxes | Integrations | Credit Limit | kMizc
[¥] Accounting will be dosed on or before 5/31/2016 @~

[| Restrict access to closed accounting period

|| Restrict access to previous fiscal vears

Password: AL LLL Confirmation:  seesss
Default payment terms For Met 180 -
Defaulk Payment Type For Clients: Prepaid -
Home Currency: S0 United States Dollar 115D

(V] &pply exchange rate as per bransaction's dake

Ilse Multicurrency Currency List. ..

Ise Reversed Exchange Rate

Automatically select account in entity's preferred currency in accounting kransackions

First month in your Fiscal vear: IJanuar':.-' - |

Configure liquidation opkions | Cukgaoing. .. H Incoming. .. |

Configure defaulk accounts Accounts. ..

These settings are configured by an administrator or manager with admin rights
in the Magaya system.

Here is a brief overview of the accounting-related options that can be config-
ured from this menu:
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. Setting document numbers such as consecutive numbers in accounting
documents such as invoices and bills

. Configure how to export or import data between QuickBooks and your
Magaya system

. How your system manages Credit Limits for customers

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

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

Main Accounting Configuration Tab

The following settings are configured on the main tab of this menu:
Close Accounting Date:

Click the checkbox “Accounting will be closed on or before” to activate the date
option to set the closing date of your accounting. Select a date using the calendar
dropdown. As a result, users will not be able to enter or modify any transaction
done before this date. Update this date as needed after each period.

If you want to restrict access to the closed accounting period or to previous fiscal
years, check the appropriate box.

You can also require a password to access editing of accounting transactions
from previous years, before the date set in the calendar dropdown above. This
password will also be required to undo a bank reconciliation.

Accounting
bMain  Document Numbers | Reports | Cost | Tares | |nteqrations | Credit Limit | Mism
| Accounting will be closed on or before 5/31/2016 [El~

|| Restrick access ko closed accounting period
Restrick access ko previous fiscal vears

Password: Caonfirmation:

Select Default Payment Terms:
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Use this option to set payment terms system-wide for all customers. The system
will use this in invoices and calculate the due date automatically.

Accounting

b ainy Du:u:umentNumI:uers| Hepu:urts| Cost | Ta:-:es| Integratinns| Credit Limit | Migo

[] Accounting will be closed on or befo

Restrick access bo cosed accou

Reskrick access to previous fisc

Set system-wide
Fayment Terms
for all customers

Password;
Default payment terms For Met 150 !{
Hame Currency: Drescripkion Due Days Ciscount Pe,.. =
1% 10 Met 30 30 1,00
Apply exchange rate as per transs
. REL 0 E ) 1% 10 Met a0 &0 1,00
IJse Mulkicurrency 2% 10 Met 30 30 2,00 -
5 E
[ ] use Reversed Exchange Rate cieclDEkE0 B 200
5% 15 Met a0
[ Automatically seleck account in Due on receipt EI 0.00
First month in wour fiscal vear: Met 10 10 oo
Configure liquidation options sl 120 00
MNet 15 15 0.0a
Configure default accounts Met 180 120 000 -

PR RE| S

To set payment terms per customer, set them in the Customer’s profile. For
details, see Chapter 6 in the Magaya Software Accounting Manual. See also:

http://knowledge.magaya.com/#/article/maintenance_folder

Note: The system will carry over your settings any time you update your Magaya

system to the newest version of Magaya software.

Set the default payment type, either prepaid or collect, to apply systemwide.
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Additional configurations on the Main tab:

Accounting

b airn Du:u:umentNumI:uers| Hepu:urts| Cost | Ta:-ces| Integrations | Credit Limit | kizc

[¥] Accounting will be closed on or before 5/31/2016 [E~

[ Restrict access ko closed accounting petiod

|| Restrict access to previous fiscal vears

Password: seenee Confirmation:  eessss
Default payment terms Far Met 180 -
Default Payment Type For Clients: Prepaid -
Horne Currency: S0 United States Dollar LISC

Iz Mulkicurrency Currency List. .,

Ilse Reversed Exchange Rate

Autarnatically select account in entity's preferred curkency in accounking transackions

First monkh in wour Fiscal year: IJanuar-;.f vl

Zonfigure liquidation options I Cukgoing. .. l[ Incoming... |

Configure defaulk accounts Accounts., ..

Currency Options:

Select your home currency. Note: This option is active only if there are no
existing accounting transactions. It is recommended that home currency be set
up in the Startup Wizard. To update a currency rate, click the button on open
the currency list. For information on working with multiple currencies, see the
section “Multicurrencies.” In that topic, also find details on how to apply an
exchange reate per the transaction date.

Automatically select account in entity’s preferred currency in accounting trans-
actions: Check this option if you want your system to allow you to define a
preferred currency for an entity such as a customer or vendor. By setting this,
all charges and transactions created for that entity will use the entity's currency.
The user will be able to change the currency per charge if needed. This applies
to charges created manually or automated charges.
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This will apply to the field "Apply to" in Invoices; to the "Vendor field" for Bills;
to the "Customer"” field for Payments; and to the "Pay to the order of" field for
Checks.

B Accounting Transaction

Apply to

Account | Accounts Receivable ABE-EpettTE lioods Inc.

Transaction Date:  1/22/2015 kg Billing Address:

SCLIE R v S

In Shipment liquidations, the accounting transactions for the agent will be in
their preferred currency (if you set it). Commissions for salespersons can also
be defined with a preferred currency.

First, turn on the option in the Configuration menu. Then open the profile for
the entity, and click on the Payment Terms tab.

P —
General I Address I Biling Address I Other Addreszes I Euntactsl Eharges@

Payment Terms

Termns: Met 30 -
The cammon twpe of payment iz
|ncatermes: -

Prefemed Curency: JSD United States Dollar ']

The Credit Limit BRL Brazilian Real
@ Liedit Limit fs CHF Swiss Franc

Parert Eritity: CNY Chinese Yuan
Invoice periodically IPY Japanese Yen ﬂ -

Reverse Exchange Rate:

If you work with currencies that convert to very small amounts, you may want
to work with the reverse rate. Check the box for this option, and your Magaya

system will calculate the rate for you. Leave unchecked for the direct exchange
rate.

Fiscal Year:

This sets the starting month for the fiscal year. If you used the Accounting
Wizard to set up your Magaya software, the date displays here. The system will
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use this month as the beginning of the new fiscal year to automatically calculate
the retained earnings of the previous year.

Configure Liquidation Options:

These liquidation options can be set for outgoing and incoming shipments
separately. This setting is global and will apply system wide.

There are settings to select the accounts and Items & Services you want to use

when liquidating shipments.

Additional settings include how you want to calculate the profit for sales people
and for agents. Check the box and enter the percent. These settings will apply to

all shipments created.

General Configuration

Bank Account:

Account Receivable:
Account Papable:

S alesperson Commizzion ltem:
Agent Profit Income [tem:

Agent Profit Expenze [kem:

Shiprient Configuratian

Prafit Calzulation Order:

Configure Liquidation [Cutgoing Shiprments]

Bank Account
Accounts Receivable
Accounts Payable
Sales Cornmiszion
Agent profit share

Agent profit share

Calculate zalesman cammission befare agent

@ Calculate all commiszions at the zame time

| Uze a destination agent far callections
o | Show detail in generated transactions
| Group Charges

Generate Agent's Commizsions az Expenzes

[Aenerate ane tranzaction per entity per conzalidation

Split tared and non-tased transactions
Agent shipment participation 000

S alezman shipment participation .00

-

=

[ ate far kanzachons: | Taday

[ ] 4 ]| Cancel | | Help |

All these settings are explained in the Shipments and Liquidations topics in the
Magaya Cargo System Operations Manual. It also explains how to make changes

for an individual shipment.
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Configure Default Accounts:

To set default accounts for the following transactions, click the “Accounts”
button. In the dialog box, make selections.

i "

Default Accounts

Default &R account For invoices o ccounts Receivable

Defaulk AfP account For bills Accounts Pavable -
Default bank account For writing checks Bank af America -
Defaulk bank account For deposits Bank of America -
Cuskarmers discounts accounk Custamers Discounks -
Wendors discounts account Wendors Discounts -

QK ] [ Cancel ] [ Help

Save your settings.

Accounting Document Numbers Configuration

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

Accounting

Mait D-:ucumentNuml:uers| Fiepl:urts| Cost | Ta:-:esl Integratiuns| Credit Limit| Misc{

Ise consecukive numbers Far
Irvoice | Credit Memo Set...

[Use different numbers For different accounts

Bill J Credit Set,..
Check. Set...
Journal Entry Set...
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You can add prefixes and suffixes to the numbers: Click the “Set” button. In the
dialog box that opens, enter the information you want to display for the specific
accounting document.

i o

Dacument Mumber

Murnbers Farmat
]

Frefis: |

Cancel
Suiffim:

Help

FHH g

Start number gt 198

The created numbers have the following format;
[Frefis]Murmber[S ukfix]

[] Do nat allow duplicated numbers

Save your settings.

Note: To set document numbers for operations and sales documents such as
Warehouse Receipts, Sales Orders and Bookings, please see the Configuration
setting for Document Numbers.

Accounting Reports Configuration

Select cash basis or accrual accounting reporting. The accrual method is selected
by default.

Configuration |

@ i Accounting

Accounting Main | Dacument Mumb s| Reparts st Taxes J

Main Reports Default Settings

.-;:H‘
E _ | Cash Basis

Automatic ] .
Charge ... | Indude Journal Entries
1 @) Accrual Basis
Fizcal Printer

For more on cash basis reports, see the following Knowledgebase article:

http://knowledge.magaya.com/#/article/cash_basis_reports
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Cost Configuration

The Cost tab contains settings for inventory costing methods and landed costs.

Accounting

b ain | Dn:n::umentNumhers| Hepn:nrts| Cost Ta:-:es| Integratinnsl Credit Limit| Mz

Default Costing Method: I.ﬂ.verage Cosk - |

| This company uses Landed Cost
when a charge is not applied by weight, volume or pieces:
Prarate charges by cosk

@ Prorate charges by pieces

This setting affects the invoicing, the accounts for Inventory Assets, for Cost of
Goods Sold, and the balance sheet. This is an advanced accounting function. We
recommend that you ensure you understand how this will change your
accounting system before making any changes here.

Default Costing Method:

Select the default inventory costing method your company uses: by specific
identification or by average cost for new items added to your system. This
setting is global for your whole Magaya system. Individual costing methods can
be set on each inventory item definition if you want to set only at the item level,
not apply one method system-wide.

«  Specific Identification: When items are sold according to the Specific
Identification cost method, creating an Invoice for the items will cause the
system to remove the exact amount that was assigned to the Asset account.

. Average Cost: When items are sold according to the Average Cost
method, creating an Invoice for the items will cause the system to remove
an average amount from the Assets account and transfer it to the Cost of
Goods Sold Account. This averages out the costs of the items bought at
different prices perhaps at different times or from different suppliers.

For details on costing methods, please see the section “Average Cost” in the
Magaya Software Accounting Manual. See also:

http://knowledge.magaya.com/#/article/average_cost

Landed Cost:

186



Accounting Configuration Chapter 10

The Landed Cost setting generates asset adjustments for the additional charges
found in Purchase Orders (PO) when the PO’s are billed. When you check this
option, also decide how to prorate the charges, by cost or by pieces. Save.

Next, go to the “Items & Services” list.

- Select the service charge such as Inland Freight Cost, and double-click to open
it.

- On the tab “Landed Cost,” check the box to include this non-inventory charge
in Landed Cost. (Note: This tab only appears when configured to activate it.)

In "ltems & Services"

ILFGT-IMC Inland F_reight Ground Freight Income  Other
ILFGT-COST Inland Freight Cost Ground Freight Cosgt Other
INS-CO Tterns and Services @ ther

Definition | &utomatic creation | Landed Cost | M otes |

| Include thiz non-inventary charge in Landed Cost

What will happen: When a PO is created with this Inland Freight charge, the
charge will be distributed across the items in the list. See the PO dialog box to
view how the costs are prorated. Tip: Right-click in the Commodities screen of
the PO to choose the columns if needed to view them.

When a PO with charges for landed costs is billed, the Bill for the other charges
will also contain an asset adjustment.

This will also affect your Balance Sheet and Trial Balance in your Magaya
system.

For details on landed costs, please see the section “Landed Cost Management”
in the Magaya Software Accounting Manual. See also:

http://knowledge.magaya.com/#/article/landed_costs
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Tax Configuration

Configure how your Magaya system will handle taxes such as those that apply
when you sell freight, a service or inventory items and those that you pay to a
tax authority.

Accounting

b ain Dl:ul:umentNuml:uers| Fiepl:urtsl Cost | Ta:-:es| Integrations | Credit Limit | Mizce

Tax Settings

| Keep tax for purchases as credit
| Enable cascading taxes

W |Enable tax withhalding

Round taxes up by default

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

. Enable cascading taxes: Used to create taxes that depend on other taxes.
For details, see the section “Tax Dependencies.”

. Enable tax withholding: Used to withhold (or retain) taxes automatically
from the income

. Round taxes up by default: Used to round up the tax amount
Learn how to use sales taxes:

http://knowledge.magaya.com/#/article/sales_taxes

Accounting Integration Configuration

You can exchange accounting data between your Magaya system and Quick-
books. First, configure your system and prepare your data. Also see the section
“Import Invoices” in the Magaya Software Accounting Manual. Also see the
Knowledgebase:
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http://knowledge.magaya.com/#/article/import_invoices

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

Accounting

T D-:ucumentNuml:uer$| Hep-:urts| Cost | Ta:-:es| Integrations | Credit Limit | Miso

CuickBoaoksiE

[ ]indude Account Definitions when exporting to QuickBooks®

[]indude Customers and Vendors when exporting to QuidkBooks®

[ Jinventory Charge Definitions as Inventory Item when exporting to QuickBooks®

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

To include customers and vendors when exporting from Magaya to Quick-
Books, check the box. This will create the name in QuickBooks. Again, verify
that the entity names are the same in both Magaya and QuickBooks. This
options is disabled if you have multicurrencies turned on in your Magaya

system. If you have the entity name in QuickBooks already, you will not need to
check this box.

Check the box if you want to use Inventory Charge Definitions, not Inventory
Item Definitions, when exporting to QuickBooks. If unchecked, it will export
the Inventory Item Definition name, not the “Items & Services” account associ-
ated with it.

Extra Info: Magaya software can also integrate with other programs such as for
managing purchase orders. If you need this functionality, please discuss the
Magaya API with your Logistics Management Advisor.
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Credit Limit Configuration

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

Accounting

t ain | Dn:n::umentNumI:nersl Hepn:nrts| Cost | Ta:-:es| Integratians” Credit Lirnit .

] only validate “Client to Bill* entity

If dient is over the credit limit

|:| Do not receive more cargo

] Do not accept more bookings {online also)

[ ]Do not release the cargo

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

A column can be added to lists to see if a customer has reached their credit limit.
Click the Actions button in a list such as the Customer List.

The amount of the credit limit can be set in the Customer profile on the
Payment Terms (Pmt Terms) tab. Learn more in this Knowledgebase article:

http://knowledge.magaya.com/#/article/payments
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Miscellaneous Accounting Configurations

This screen include various settings:

Accounting

b ain | Dl:n:umentNuml:uers| Fiepl:urt$| Cost | Ta:-:es| Integrations | Credit Limit| Miscellan

Other settings

Invoice customers periodically |D._-, not apply - |

[7] allow to add expense items on invoices

|| Excdude new invoices from tracking

J Automatically generate recurrent transactions

|| Override division of generated accounting transaction with the division of the source operation.
|| Indude payments on dient statements

IUse account numbers to search in lookup fields instead of account names

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

options:
. Do not apply
. Weekly (Fridays)

. Monthly (this option enables you to set up to five dates in a month to
invoice customers):

Cther settings

Inwoice customers periodically |r-.-'|.;.|-,|;|-,|-:,a - | days | 1 - | |? - | | 15 - | [«::-: vﬂ
&llow ko add expense items on invoices I:': :
Exclude new invoices Fram tracking Hg
Automatically generate recurrent transactions 4

5
Orwverride division of generated accaunting transaction with the division of the source operat 5
7 -

The option you set here becomes the default in the system. To change a setting
for a specific customer, go to that customer’s profile and make the change on the
“Pmt Terms” tab.

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

Expense Items on Invoices: The option to “Allow to add expense items on
invoices” will include expenses in a customer’s invoice. This is not recom-

mended according to many accounting best practices. This option is off by
default.

Other Settings:
- To exclude new invoices from being viewed online, check the box.

- To enable the system to automatically generate recurrent transactions, check
the box.

- Override the division of generated accounting transactions with the division
of the source operation. This is designed to be used by companies that have
more than one division so that the source (originating organization/parent
company) will be able to see accounting transactions that are created by a divi-
sion. It also enables those accounting transactions to be visible in reports.

- Use account numbers to search instead of names: Check this option if you
want to be able to search by account number in any search field (also called a
“lookup field”) in the system instead of searching by the account name.

Additional Financial-related Configurations

Magaya software includes additional configuration options related to other
financial aspects of running your business. The configuration of these options
is explained in the Knowledgebase and in the Magaya Software Customization
Manual. Here are some of the features available, depending on which Magaya
software your company is using and if you sell inventory:

«  Automatic Charge Generation: to include charges automatically in trans-
actions (see also Chapter 11 of the Magaya Software Accounting Manual)

. Fiscal Printer: for use in Panama

. Sales: for sales orders and inventory commissions

o  Purchasing: for billing purchase orders

. Online Payments: to enable your customers to pay online

. Payment Terms: to define payment terms for customers and vendors
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. XML Transformations: used for converting invoices, etc. from another
system
. JavaScript: create your own code for custom transactions such as calcu-

lating rates

Tip: Set up some System Alerts to notify you when certain events occur such as
when an online payment is received from a customer. Explore the Configura-
tion options to determine which ones suit your operations so you get the most
from your Magaya software. See the user manuals and other training materials
for steps. Find the resources on Page One, the welcome screen in your Magaya
software.
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Average Cost

The cost of an inventory item can be defined as “specific” or as “average.”
Magaya software enables configuring your system for either costing method. It
can be set system-wide or per item.

The Average Cost method calculates the average cost for inventory items (in
contrast to a specific identification method). The Magaya system calculates the
average of all the inventory items you have purchased. Every time you sell an
item, the system will add the amount to your "Cost of Goods Sold" account and
deduct from the Inventory Account for that item.

This topic explains average cost, a method that is helpful when assessing the
profit of selling your inventory. Sections in this topic include:

How to configure average cost system-wide and per item
How to create a resale item as an “average cost” method item
Purchase items and create bills

Sell items and invoice them

See the purchases and sales on the Balance Sheet

Configure Average Cost System-wide

Go to Maintenance > Configuration > Accounting.

Click the “Cost” tab.
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The first item is used to select the costing method. This example shows
“average.”

Accounting

b ain | Document Humbers || Cozt | Integrations | Credit Limit| Miscellanenus|

Defaulk Costing Method: |.ﬁ.verage sk - |

This company uses Landed Cost
When a charge is not applied by weight, volurme or pieces:
Prorate charges by cost

Prarate charges by pieces

By selecting this configuration option, this costing method will apply
system-wide. (If you want to set the costing method per item, see the section
“Average Cost per Item.”)

Configure Average Cost per Iltem

This section explains how to define the costing method of an item at the Inven-
tory Item Definition level, not system-wide.

The costing method of regular inventory items and resale inventory items can
be defined. For a regular inventory item, select the costing method on the
Accounting tab of the Inventory Item Definition dialog box.

rInuentDr'_-,fItem Definitians @1
| General| Accounting | EE| | Hazardous I Images | Cateqories | Motes |
Unitary Walue:  0.00 s

Purchaze [tem: -

Sales [tem: -
Iventary Type: | FIFD - First In First Out -
Costing Method: |.ﬁ.verage Cost - |

| Commissions. ..
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For a resale item, select the costing method on the dialog box:

Fesalable Inventorny Ikern Wizardl (]
Irventory [b=m Definiton
Part Mumber: | Mesdel:
Daseriphion: Package: -
Eesp inwentory by serisl numbers L x W e H: 0,060 .00 .00 n
Sawe serial numbers when lams go out Walume: .00 ft*
Has variable weight Wieight: 0,00 b

Aszzocisted [bems and Services

Purchase Price: o LI5S0 - Sales Pricer o ||_|5u 1-]
Manufacturer: - Cleat: -

Ganerated Ibems and Sardcas

Code Cascription Acolnt
Cosk Ibem: [rvwenkory Cost -
Sales [hem: [rveenkory Income -
Irvenibory Socounk:  Irvenkory Asset - Irreertory Type: | FOFO - First In First Out -
Costing Method: Average Cost -

' || comcel || Hew |

Additional Configuration

Extra Info: If you want your Magaya system to create bills before items are
received, set this option in Configuration > Purchasing:

Purchasing

Allow ko create bills for purchase orders without commodities,

[ ] allow to create bills For purchase orders only after all inventary is received.

Ensure the box is unchecked to allow the system to create bills for POs only after
all inventory is received. In contrast, if this box is checked, then you will not be
able to make bills until after receiving the items.
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Choose Columns: Go to the Inventory Item Definitions List and choose the
following columns to see the Total Purchase Cost and Average Purchase Cost.

o

2 Column Settings

M ame Type i
G) skU's Text

'@ Total Purchaze Cost [IUSD] Decimal

-:' I} Ayverage Purchase Cost [USD] Decimal

[ B Inactive Yez/Mo

[ () Cost Decimal

] EJ K.eep by zerial Yes/Mo

The totals in these columns will changes as items are purchased and sold.

Extra Info: The system can switch between costing methods and display the
average instantly when the method is changed. See the section “Changing
Costing Methods” before making changes to ensure you fully understand how
this will affect your system and the accounting.

Sell Items and Create Invoices

In this section, we look at how to use the items created with the average cost
method by placing the items in a Sales Order (SO) and creating an invoice.

Note: When you purchased the items, the system records the purchase price of
the items, regardless of the costing method used (average or specific method).

1. Create the SO and add the items to the Commodity tab.

2. Create the invoice from the Actions button. See the Adjustments tab of the
invoice to see how the average amount is removed from the asset account and
transferred to the account for the cost of goods sold. This invoice Adjustment
tab example shows the average is $105 for items purchased at $100 and $110.
The two lines show the asset account and the cost account.

Average cost adjustments shown on the invoice

# | Accounting Transaction

Invaice | Adustments | Events | Aftachments I M ates I Internal Mates | Eustn:nn'||

Internal Type Account Mame Aot [ Amount Applied to
|nventomdzeettdjustmentlnvaice  Inventary Azset 106.00 SO 10500 ABC Sparting
[ventomdzsettdjustmentleaice Irventon Cost 106.00 150 10500 ABC Sporting
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The Inventory Item Definitions List and the Balance Sheet reflect the new totals.

To see the Balance Sheet, click “Reports” from the menu at the top of your
Magaya Explorer screen.

Options  Help

Financial Reports 3 Profit and Loss

Sales Reports » Profit and Loss Detail

Purchases Reports ' Profit and Loss by Operations
Profit Reports g Profit and Loss by Operations Detail
Other Reports »

bulticurrency Reports 2 BlElres et

Balance Sheet Detail
Saved Reports...

Staterment of Cash Flows

The amounts are shown in the Balance Sheet’s Inventory Assets section,
including the bill for each vendor and the invoice for the customer:

Balance Sheet
average cost example

Type ' Account Amount
Inventory Asset

Bill Accounts Payable 100.00

Bill Accounts Payable 110.00

Invaice Accounts Receivable -105.00

Specific Identification

An alternative costing method is “Specific Identification,” which is used to keep
track of the exact cost of each item of inventory that is purchased and sold for
each specific item. The exact cost is subtracted from your inventory assets
account for the item sold. This will be displayed on the Adjustments tab of the
invoice.

Your Magaya system can be configured to the costing method of “Specific Iden-
tification” in the Configuration > Accounting menu to apply the setting
system-wide.
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To apply the costing method per item, go to the Inventory Item Definition
dialog box, and select the method on the Accounting tab (or in the wizard for a
resale item).

If your system is set to FIFO, the system will fill an order by taking the first item
and record the price for that specific item.

Changing Costing Methods

Changing the costing method affects the invoicing, the accounts for Inventory
Assets, for Cost of Goods Sold, and the balance sheet. This is an advanced
accounting function. We recommend that you ensure you understand how this
will change your accounting system before changing from Average Cost to
Specific Identification and visa versa.

If an “Average Cost” item is invoiced, there may be a balance left in the asset
account when changing that item to “Specific Identification.” To correct the
balance, create a Journal Entry to transfer the balance left in the asset account to
the item’s cost of goods sold account. For details on creating journal entries, see
the section “Journal Entries” in Chapter 10 “Advanced Accounting Features” in
the Magaya Software Accounting Manual.
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Landed Cost Management

Landed Costs are all the costs of items such as transportation costs, duties and
taxes, in addition to the cost of the item itself.

Configure Your Magaya System for Landed Costs

Go to Maintenance > Configuration > Accounting. Click the “Cost” tab.

Accounting

Main | DncumenlNumbers| Fiepclrts| Cast TaHes| Integratinns| Credit Limit| Mize

Default Costing Method: |.ﬁ.verage Cost b |

| This company uses Landed Cost
‘When a charge is not applied by weight, volume or pieces:
Prorate charges by cost

@) Prorate charges by pieces

Click the checkbox to activate the Landed Cost options. When you check this
option, also decide how to prorate the charges, by cost or by pieces.

The Landed Cost setting automatically prorates the costs and creates the asset

adjustments for additional charges found in Purchase Orders (PO) when the bill
is created from the PO. If you bill a third party, instead of the main vendor, the
landed costs are also updated. If items are added or removed, the system updates
the landed costs.

Save the configuration.

Landed Costs in “Items & Services”

To use landed costs, you must tell the system which item in the Items & Services
list will calculate landed costs:

. Go to the “Ttems & Services” list.
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. Select the service charge such as Inland Freight Cost, and double-click to
open it.

. On the tab “Landed Cost,” check the box to include this non-inventory
charge in Landed Cost. (Note: This tab only appears when configured to
activate it.)

In "ltems & Services"

ILFGT-IMC Inland Freight Ground Freight Income  Other
ILFGT-COST Inland Freight Cost Ground Freight Cost Other
INS-CO Ttems and Services @ ther

| Drefinition | Atomatic creation | Landed Caost | Motes |

Include this non-inventany charge in Landed Cost

What will happen: When a PO is created with this Inland Freight charge, the
charge will be distributed (prorated) across the items in the list. See the PO
dialog box to view how the costs are prorated. Tip: Right-click in the Commod-
ities screen of the PO to choose the columns if needed to view them. The column
“Other Costs” means costs non-inventory costs.

General | Commodities | Charges | Events | Attachments | Notes | Intemal Notes

Cumency: UsD Exchange Rate: 1.00 usD
Fart Mumber Guartity Price Amount  Cther Costs Landed Cost Add
F3 10.00 10.00000 10000 + 2500 = 125.00 Brovwvse
P3 10,00 10.00000 100.00 25.00 125.00
Dielet
£ »

Total Amount: UsSD ¥
car| [ el

Remember: Only costs that are defined as Landed will be included as Landed. Be
sure the services or items in your Items & Services list are marked as Landed.

When a PO with charges for landed costs is billed, the Bill for the other charges
will also contain an asset adjustment. The charges for landed costs will be added
to the inventory asset account. When selling, the landed cost charges will be

deducted from the inventory asset account (in addition to the inventory items).

View the details in the Inventory Item Definitions List (choose the columns for
average landed cost, total landed cost, and average additional cost).
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This will also affect your Balance Sheet and Trial Balance in your Magaya
system.
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Sales Taxes

Introduction to Sales Taxes

Sales taxes can be found in the Tax Table in the Magaya Explorer Chart of
Accounts under the Actions button.

Note: For handling taxes (VAT) in other countries, see the examples in the
“Additional Resources” section below.

We recommend that you evaluate the configuration options in your Magaya
system to handle taxes specifically for your business before you begin adding
taxes to the Tax Table. The Magaya Configuration menu contains the following

options:
Configuration |
— it Accounting
! b ain Document Humbers | Cost | | Integrations
Accounting | | | == 2 L
Tax Settings
gt
E‘E Keep tax for purchases as credit
Automatic Enable cascading taxes
Charge ... :
[T ]Enable tax withholding
E [T Round kaxes up by default
Fizcal Printer

For details on these configuration options, please see the “Accounting Config-
uration” section of Chapter 10 in the Magaya Software Accounting Manual.

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

If you work with an entity that is tax exempt, check the Tax Exempt option in
their profile on the “Pmt. Terms” tab (Payment Terms).

Follow the steps below to add a new tax item.

203



Sales Taxes Chapter 10

Steps to Add a Sales Tax Item

1) Go to the Chart of Accounts.

2) Click on the Actions button and select “Tax Table List.” A list opens. (Note:
The list will be blank if you have not added any items.)

Chart of Accounts | Tax Table List < |

M ame Code Twpe  Lapout Rate Autharity Mame
kiami-Diade Tax T1 Tax Simple 700 Miami- Dade County
FParnama Hazar printer rate 1 PR Tas Simple 800 Panamanian Government
Colombian Tax [t Tax Simple 15.00 Colombian Government
Colormbian Taw [t Tax Simple 16.00  Calambian Govemment
Flarida State Tax FLZ Tax Simple B.00  Florida State Dept. of Reve

3) Click the “Add” button and select “Tax” to add a tax, or select “Tax Group”
to add a tax group. A dialog box opens:

B Tax @
General | Dependencies

b4 ain Infarmnation

Code: T Is Active
Drescription:; kdiami-D ade T ax

T ax Authority: kiami- Dade County

Fate: 7 b4

Amount Fange

Miniirnum; 0 UsD
b awimnuam; 0 sD
Accounts
Azzet: Sales Tax Credit
Liability: Sales Tax Payable
[ k. ] [ Cancel ] [ Help ]
. Enter a code for the tax item. It can be any combination of letters and/or
numbers.
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Enter a description of the tax item, for example “Miami Dade County
Sales Tax.”

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

Enter the percent for the tax such as 15%. (Enter the number only, not the
percent symbol.)

Set a minimum and/or maximum as needed. Use this to pay taxes only
within the range you define here. For example, if a certain tax is collected
only on the first $5,000 then check the box for the “Maximum” field and
enter 5000.

Use the default Asset and Liability accounts or change them as needed.
Remember: The Asset account is used for Bills, and the Liability account
is for Invoices (except for withholding/retention tax transactions, which is
the reverse).

On the “Dependencies” tab, add any taxes that depend on this tax. This
means the amount of the tax depends on the other taxes included here.
The rate is applied on top of the sum of the rate of the dependency. See the
section “Tax Dependencies” for more.

Click the OK button when you are done.

The tax is added to the Tax Table and ready to use.

How to Include Taxes in Items & Services:

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

dropdown.
. R
Iterms and Services [ =2 | allar
allar
Definitian |.-'1'-.ut|:|mati|: creatian I Landed Caost | Mates | ollar
ollar
Dezcrption:  Pallet Lumber Code  Mame Rate
Florida State Tax
Code: PALLUMEER

Iva  Colombian Tax 16.00
Account Other [ncomes PrM Pénarna Hasar printer rabe 1 5,00
T1 Miarni-Dade Tax 7.00

Pice: 000 $-| 7 X |2 E| 2

[C]1tiz a resale item aollar
Create related rezale iterm autamatically allar
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How to Use Sales Taxes in Invoices and Bills:

When you select the tax in an invoice or bill, the tax amount will be calculated
based on the tax percentage of the tax item and will be added to the total. The
amount of the charges will be listed, and the tax amount will be shown sepa-
rately. Then a total that includes the charges and the tax will display. This is the
freight charges screen from an invoice:

Income Freight Charge (Ground)

Freight Charge | Motes

Freight Service
Clazz:

| Ground Freight Service W |
|

Description: |

Apply te: |Tr-:||:|i|:a| Landscaping ///JF v| +{3 Hatez.
Paid as: |F'repaiu:| " | Tax Code: |_ " |

Currency: | s w |

Show in documents

Mo, of  Gross Grozs Chargeable R ate Charge [Tatal Amount
Piece: ‘wheght (lB]  Molume [B] Paeightb]

425 932500 |[15146.63 |157670.94 |200 »|  USD 850.00

[ (1] l[ Cancel ][ Help ]

Create a Withholding Tax (Retention)

Withholding taxes are common in certain countries. When it is configured and
used in invoices, the withholding tax amount is subtracted from the invoice
total because the buyer withholds it from the seller and then pays it to the
government tax authority.
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First, configure your Magaya system to enable withholding by checking the box
in the Configuration > Accounting menu on the “Taxes” tab:

Accounting

b ain Dl:ul:umentNuml:uers| Fiepl:urtsl Cost | Ta:-:es| Integratil:un$| Credit Limit | Migo

Tax Settings

Keep tax for purchases as credit
Enable cascading kaxes

Enable tax withhaolding

[ Round taxes up by default

Go to the Chart of Accounts. Click the Actions button and select “Tax Table
List.” A list opens.

Click the “Add” button and select “Tax Withholding.”

Tax...

Tax Group...

Tax Withholding.., L\\%

.=
|7 X |V ¥
Add Filter
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Create the withholding tax by filling in the fields: Start with the Description field
or the code.

P "

7| Tax Withhalding ==

General | Dependencies

b ain [nformation

Code: R-Ia-hd [z Active
Dreszcription:; Tax withholding kesico

T aw Authority: Servicio de Administracion Tributaria [SAT) -
Rate: BE.EY 4

Armnount B ange

[ Minimum: 0 sD
[T] b airnorn; o0 uso
Accounts
[] szzet: Salez Tax Credi
[ Liabiliy: Sales Tax Payable
[ ] 4 ] I Cancel I I Help

Select the tax authority (or create it via the dropdown menu).
Enter the rate (percent). Do not enter the % symbol in the field; enter numbers.

The minimum/maximum fields are optional.

Group Taxes

When you need to apply more than one tax to an item in a transaction, it’s a
good idea to group those taxes into one group. Then you can add the group tax
to the transaction, and the system will calculate the total of all the taxes in the
group. This will enable you to pay separate tax authorities for each tax within
the group. Single taxes can be used in many different groups. When you update
one of the taxes in a group, then the update will be applied everywhere that tax
is used. You can also apply the group to a specific item or service in your list of
Items Services.
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To group taxes together, click the “Add” button in the Tax Table List, and select

“Tax Group.”
Tax...
Tax Group.., L}
|7 X|9 &%
Add Filter Actions

Enter a code name and a description for the tax group. The other fields on the
General tab are not needed for the group.

P =)

B Tax Group @
General Dependenciesl

kd ainy Infarmation

Code: Group 1 % |2 Active
Dezcrption: T axes for Colombia

T ax Authariky:

Fiate: 1] X

Arnount R ange

ke itvirniar; 0 15D
b airrirn: 1] UsD
Accounts
Azzet: Sales Taw Credit
Liability: Sales Tax Payable
k. ] [ Cancel ] [ Help

209



Sales Taxes Chapter 10

On the Dependencies tab, add the taxes to the list.
# | Tax Group @
Dependencies

Thiz tax dependent an ather tases
Mame Code Type  Layout Fate Autharity MName
Colombian Tax [V, Tax Simple 16.00 Colombian Government
City tax CTZ20 Tax Simple 20.00  Colombian Gowvernment
1 [ m = b
[ Add ] [ Remowve ]

[ ] ][ Cancel ][ Ip ]

These individual taxes will be added together to create the total for this group.
Click OK to save.

Tax Dependencies

The Magaya system enables you to define taxes as dependent on other taxes. The
single taxes will be multiplied together. This is also called cascading taxes.

First configure your Magaya system to enable cascading taxes. If not, then the
“Dependencies” tab will not be activated in the Tax dialog box. It will only be
available in the Tax Group dialog box.

Steps:

1. Open an existing tax or create a new one.
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2. On the “Dependencies” tab, check the box “This tax dependent on other
taxes.”

A Tax
Dependencies

T hiz tax dependent on ather taxes

-

Code Type  Laypout Rate Authority Mame

1. Check this box.

2. Click "Add"

4 1] \‘:h 3

[ ‘.:-'-.dd J[ Remove ]

[ Ok, ][ Cancel ][ Help ]
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3. Click the “Add” button to open a dialog box with all the single taxes listed.

-‘ Taxes @
MHame Code Type  Layout F at Ok
[ tdiami-Dade T ax T1 Tax Simple Fal Cancel
[] Panama Hazar printerr...  Phb Tax Simple A0
[ Colombian T ax ) Tax Simple 160 Select Al
[] Florida State Tax FLZ Tax Simple 6.0
City tax CT20 Tex| Simple 20g| LSS

[Infilter

Help

4 T k

3 of 7 elements

4. Click “OK” to save the tax in the Dependencies list.

Add any other taxes as needed, and click “OK” when done. Now this tax is ready
to use.

Change a Tax Rate

The Magaya system has a wizard to enable you to update (or change) a tax. Ifa
tax is used in a group, and you update the tax, the update will apply to all groups
where that tax is included and any item or service that use that tax.

The updated tax will only be applied to newly created transactions. It will not
change existing invoices or other transactions already using the tax.
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Note: If a tax has been used in a transaction, the tax cannot be deleted from the
system. It will be saved in the system for older invoices, etc.

Chart of &coounts | Tax Table List x|
M ame Code Tepe  Lapout Fate Authority Mame
Miari-Dade Tax T1 Tax Simple 700 Miami- Dade Cour
Parama Hazar printerrate 1 PHM Tax Simple R.O0  Panamanian Gowve
Colombian T ax [, Tax Simple 15.00  Calambian Goverr
Colombian T ax ', Tax Simple 16.00  Colombian Goverr
|Florida State Tax FL2  Tax Simple .00  Florida State Dept

Update Tax., p

g
Export...
Choose Columns...

A dialog box opens. Begin on the first screen and follow the prompts:

Update Tax

Tax Information
Ipdate tax fieldz with new information,

b ain Infarmation

Code: MOT &2

D ezcription: b arpland state tax

T ax Authority: b aryland State Department of Revenue
Rate: 55 4

Amount Bange

==

kirirnum: 0 sD
7] Mairnum: s000) UsD
Accounts
Bgzet: Sales Tax Credit
Liability: Sales Tax Payable
< Back |[ et > ] | Caricel | | Help
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Next, add any dependent taxes, if applicable.

Update Tax @
Tax Dependencies
Update tax dependencies with new information,
[] Thiz tax dependent on other taxes
M ame Code Type  Lavout Rate  Authority Mame
4 I | 3
Add Remove
< Back ][ Mext » ] [ Cancel ] [ Help
Next,
Update Tax @

Affected Taxes/Groups

The following tawes will alzo require an update. Please note that affected [tems
and Services will alzo be updated.

M ame Code Type  Layout Fate Authority Mame
Maryland state taw MOTAX  Taw Simple 400 Mamland State Departrent

¢ Back, ][ Save > ][ Cancel H Help
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In the next screen, the process is complete when the green bar is full.

Update Tax

Updating Taxes
Saving affected taxes, pleaze wailt for the process to complete.

Frogress:

Click “Finish” to save.

The previous tax is now deactivated. A tax can only be updated once. The new
tax is active and ready to use.

Additional Resources

For example of handling tax retention (i.e., withholding tax; Value Added Taxes
(VAT) or IVA (Impuestos por Valor)), see the following articles for examples
from the following countries:

VAT Example for Ecuador:

http://knowledge.magaya.com/#/article/ VAT _example_Ecuador
VAT Example for Colombia:
http://knowledge.magaya.com/#/article/tax_example_Colombia
VAT Example for Mexico:
http://knowledge.magaya.com/#/article/tax_example_Mexico
VAT Example for Canada:

http://knowledge.magaya.com/#/article/tax_example_Canada
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VAT Example: Ecuador

Introduction

Tax Example

Value Added Taxes (VAT) are often used in Latin American countries. The
VAT is also called IVA (Impuestos por Valor). Another common practice is
withholding tax, called "Retention.” The following example illustrates how to
create the tax items in Magaya to calculate these taxes so they are saved in your
Magaya system when you need to pay them.

First, configure your Magaya system to enable withholding by checking the box
in the Configuration > Accounting menu on the “Taxes” tab:

Accounting

b ain Du:u:umentNumbers| Hepnrtsl Cost | Ta:-:es| Integratinns| Credit Limit | Migo

Tax Settings

| Keep tax For purchases as credit
| Enable cascading taxes

W |Enable tax withholding

Round taxes up by defaulk

Overview of the example of withholding tax in Educador: For an invoice total-
ling $100, the IVA is 12%. There is a withholding of income of 2% and a with-
holding of VAT at 70%.

Prepare to create these tax functions in your Magaya system: This tax is
payable to the Ecuador department of revenue called Servicio de Rentas
Internas (SRI). You can create the entity now if you don’t have it in your Magaya
system yet by using the menu in the dropdown box of the tax dialog box. You
will also need to enter a Code for each tax below. This example shows Ecuador
to illustrate the process. Change the tax names for your real tax.

Note: All sales taxes are created in the Chart of Accounts > Actions button > Tax
Table.
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To perform this example calculation in Magaya, create these three types of
taxes and one group:

1)  Createataxbyentering "VAT Ecuador"” in the Description field. Select the
Tax Authority the Ecuador department of revenue called Servicio de
Rentas Internas (SRI). Click OK to save and close.

B Tax

-

=

General | Dependencies Step 1

b air Information

Code; VaT-EC lz Active
Drescription: WAT Ecuadar

Tax Authority: SRl Ecuador -
Rate: 12 x
Amount Bange

[ Minimum: 0 5D

[T b asirnuann; o0 uso
Accounts

[] Aszet: Sales Tax Credit

[ Liability: Sales Tax Pavable

[ k. ] [ Cancel ] [ Help ]

2)  a) Create a tax withholding item by clicking the “Add” button and
selecting “Tax Withholding.”

Ell::jv

Add

Tax...
Tax Group...
Tax Withholding... m
A
Ty Ty al o [
o g /? ul

Filter

Name it "VAT Withholding EC" and enter 70% for the rate.
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Enter a description and code.

- 'y

7| Tax\Withhalding [==]

Step 2a
General | Dependencies g

b ain |nfarmation

Code: WAT-ECAwWithhald Iz Active
Drezcription: WAT wWithholding EC

Tax Authonty: SRl Ecuadar -
Rate: 0 4

Arnount RBange

[ Minimum: 0 15D
[T b airnuann; o0 uso
Accounts
[ &zget; Sales Tax Credit
[ Liability: Sales Tax Payable
[ k. ] [ Cancel ] [ Help ]

b) On the Dependencies tab for this tax, check the box "This tax dependent
on other taxes".
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Click "Add" to add the "VAT Ecuador” item you created in Step 1.

P )

5| TaxWithhalding @

Dependencies Step 2b
Thiz tax dependent on other|

M arne Code Type  Layout Rate  Authority M ame
WAT Ecuador WAT-EC  Tan Simple 12.00 SRl Ecuadaor

4 {11 I

[ &dd J[ Remove ]

[ k. H Cancel ][ Help ]

Click OK to save and close.
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3)

Create another withholding Tax called "Ecuador - Income Tax" and enter
2% for the rate. Click OK to save and close.

i

-

7 | TaxWithholding @
General | Dapenenied] Step 3

Main Information

Code: Inc-tax-EC Iz Active
Drezcription: Ecuador - Income Tax

Tax Authority: SRl Ecuador -
Rate: 2 4
Amount Bange

[ Minirnwm: 0 5D

[] b amirmum:; 1] 5D
Accounts

[] Aszet: Sales Tax Credit

[ Liability: Sales Tax Payable

k. ] [ Cancel ] [ Help
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4)  a) Create a Tax Group called "Ecuador Tax Group."

- )

B Tax Group @
General | Dependencies Step 4a

k ain Infarmation

Code: Tax Group EC |z Active
Dezcription: Ecuador Tax Group

Tax Authority:

Rate: 1] b4

Amount Bange

Finirun: o LUsD
b amirrvarn: 1 5D
Aocounts
Azzat: Sales Tax Credit
Liability: Sales Tax Payable
k. ] [ Cancel ] [ Help ]
e

221



Chapter 10

VAT Example: Ecuador

b) On the Dependencies tab, add all the taxes created in Steps 1 - 3.

P -

| Tax Group @
D ependencies Sterj 4b
Thiz tax dependent on ather taxes

M ame Code Rate  Authonty Mame Twpe L:
WaT Ecuador WAT-EC 1200 SRl Ecuador Tax Si
Ecuador - Incaome Tax  Inc-tas-EC 200 SRl Ecuador Tax Si
VAT wWithholding EC - WaAT-ECA... V000 SRl Ecuador Tax .
4 1l | 3

[ Add ] [ Rermove ]

k. ] [ Cancel ] [ Help ]

Click OK to save and close.
How it Works:

The Magaya system calculates the taxes for the example invoice of $100 by
applying all the taxes in the Tax Group as follows:

. The VAT Ecuador tax is calcuated as $100 x 12% = $12
o  The VAT Withholding EC is calcuated as $12 x 70% = $8.40
o The Ecuador - Income Tax withholding is calcuated as $100 x 2% = $2

Result: The compounded tax is calculated.
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Tax Example: Colombia

This topic shows an example of handling taxes and withholding taxes in Magaya
software for Colombia.

Note: All sales taxes are created in the Chart of Accounts > Actions button > Tax
Table.

First, configure your Magaya system to enable withholding by checking the box
in the Configuration > Accounting menu on the “Taxes” tab:

Accounting

b ain Du:u:umentNumbers| Hepnrtsl Cost | Ta:-:es| Integratinns| Credit Limit | Migo

Tax Settings

Keep tax for purchases as credit
Enable cascading kaxes

Enable tax withholding
[T1Round kaxes up by default
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1. Create a list of taxes, and create the Sales Tax (example 16%).
" Tax =
Genersl | Dependencies
Main Information
Code: A |z Active
Drescrption: Sales tax Colombia Ve,
T ax Authority: Colombian G overnment
Hate: h F
Amount Range
Firurnurm; Usp
SET LsD
Accounts
Azset Sales Tax Credit
Liability: Sales Tax Payable
0K || Cancel |[ Hep |

2. Then create the retention/withholding tax (example 15%); the 15% depends
on the sales tax, so it is added on the Dependencies tab of the first tax dialog box.

Tax...
Tax Group...
Tax Withholding... l}

ED:‘T

Add

Filter

3. Regional taxes can also be created.
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4. Create a group for each tax region. By creating a group for each region, you
add only those taxes that apply to that region.

Chart of Accounts | Tax Table List )
" Regional Tax Group: |
ame f-'-Ll_'_ ; N T P—
Colombia
Tawxes for Bogota B Tax Group
Flarida Sales T awes
D denci
Sales tax - Colombia W, cpendenaes
Sales tax - Mexico This tax dependent on other taxes
Local zales kaw
Local zales taw Mame Code Rate
Veties i izsico Sales tax - Colombia [V, VAL 16.00
Taxes for Medelin Sales tax withholding - Colombia ~ RetelVA 15.00

kiami Dade Sales Tax
kiami Dade Sales Tax

Ret. ISR - Mexico [Retencion de i

Sales taw withhalding - Mexico
ReteFuente - Colombia
RetelCA Bogota - Calambiana
Sales taw withhalding - Colambia

ReteFuente - Colombia

ReteFuente 400
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When you create an invoice for an item that has a tax or tax group applied to it,
the invoice shows the amount of tax withheld (retained).

Invoice | Events | Attachmerts | Notes | intemal Notes |

Number: 22 foply o
Accourt: Accounts Receivable - Demo Buyer
Trensaction Date:  4/21/2014 G- Biling Address:
: 14536 SW Bth Street
Fayweck Toms: [Nt 20 v Miami, FL 33174
s Dute: [ T791720% - UNITED STATES

I Charges Accounts |

Status Description Prepaid Cluartity Price Amount Tax Code
©70pen  Documentation Yas 1.00 100.00 10000 BC-TAX

Tax withheld/retained

4| m b
Pad as: | Prepad x| Amouri: USD 100.00
Exchange Rate: | 1.00 usD Retention: USD737 Tax: | USD16.00

Total Amourt: USD 108.63
Amount Due: USD 108.63

The Adjustments tab of the Invoices shows the details:

I ' Accounting Transaction Adjustments tab of the Invoice:

| Invoice | Adjustments | Events | Attachments I Motes I Intemal Nntes|

Intemal Type Accourt Mame Amournt (USD) Amount  Applied to

TaxLinelnvoice Sales Tax Payable 16.00 LSO 000 Tax Collectc
Retertionlinelnvoice  Sales Tax Credit 0.97 SO 000 Tax Collectc
Retertionlinelnvoice  Sales Tax Credit 400 USD 0.000 Tax Collectc
Retertionlinelnvoice  Sales Tax Credit 2.40 USD 0.00 Tax Collecte

Note: There is a Spanish-language template to display the retentions. The
template is available in the Spanish version of Magaya software and in the
English version. To get the Spanish template in the English version, you must
select the option during the installation of the software or during the update to
Magaya software version 9.7.

Note: Retention is also applied when Bills are created.
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See the results in the Sales tax report.

Accounting | Reports | Options Help

=

Print

&

Add

Financial Reports * P ] 2
e Renon | L= = . @ -
ales hepors Send  Email Task R
Purchases Reports L
Profit Reports 2 .
rh""’l Other Reports k Transaction Detail for all accounts
Ed
Multicurrency Reports r Trial Balance
i General Ledger
Daily Journal
Check Detail
Tax Report: Invoice Detail
Bill Detail
Sales Tax Liability

Sales Tax Liability Detail

Purchases Tax

Purchases Tax Detail

The Sales Tax Liability report shows the retention amounts as negative

numbers.

Chart ofdccounts. | Tax Table List

Tax fuhonty 'Tax Code
Tax Collector

Tkl for T Cooollecior

Salen T Liabiity 0 | Saies Tao Liabily =

- Fromc 47 /0014 = L R e L B

Magaya Developmant

Sales Tax Liability
Agrd 1 . 21, 2014

A-C Salas bax - Colormbia
ReleFuenis RelsFuenle - Calombia
Redeld Bales tax withholding - Colombia

18.000
4000

Retentions shown as negalive

b

Tax Aate' Sales Thi-

15.000 A00.00
" 00,00

L Sales Tax Report for Colombia
Won
A 1. T
Sale Tax This ' Sale Tax Previ. Current Sale T.
10000 1600 Q.00 1600
10000 -400 Q.00 -4.00
240 (1] 2.40
L] Q.00 .60
050 o1 950

The Purchase Report will also show retention as negative numbers.
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When you pay your taxes, the Payment screen shows what is due (ensure the
box is checked to view balances due). Select the transactions to pay.

| Sales Tax Payment | Aiachments | Intemal Notes |

Bank Account: Bank Account - Mumber: 2
s - Date: 42172014 @~
Memo:
] Shaw Due Edmcah
Paid Mame Code Balance Cresdit Amt. Due Amt. Paid
[0 Mo Sales tax - Colombia WAL 16.00 0.0a 16.00 0.00
O Mo Retefuente - Colombia Ret... 0.00 4.00 400 0.00
O Mo Salestax withholding... Ret.. 0.00 240 240 0.00
O Ho ITBMSZ TH2 070 0.00 0.7 D.00

To Pay Sales Tax to Tax Collector

Bank Account Balance: USD 0.00 Total Due: UsD 10.30
Total Paid: UsD 0.00
Dhiscourt 0.00

Check Amourt: UsD 0.00
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Tax Example: Mexico

This topic shows an example of handling taxes and withholding taxes in Magaya
software for Mexico. Note: All sales taxes are created in the Chart of Accounts >
Actions button > Tax Table.

First, configure your Magaya system to enable withholding by checking the box
in the Configuration > Accounting menu on the “Taxes” tab:

Accounting

b air Du:u:umentNumI:uers| Fiepu:-rtsl Cost | Ta:-:es| |ntegratiu:uns| Credit Limit | Mizc

Tax Settings

Keep tax for purchases as credit
Enable cascading kaxes

Enable tax withholding

[ Round taxes up by default

1. Create the sales tax.

B Tax L!

| General | Dependencies | Example Sales Tax for Mexico
Main Information
Code: VA-M ls Active
Description: Sales tax - Mexico
Tax Authority: Tax Collector -
Rate: 16 %
Amount Range
[] Mirimum: 0 5D
[C] Mapdmum: 1 uso
Accounts
[7] Aeset: Sales Tax Credi
[ Liabilty: Sales Tax Payable
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2. Create the withholding tax by clicking the “Add” button and selecting the
“Tax Withholding” option.

Tawx...

Tax Group...

Tax Withhaolding... m

.=
(7 X|9 ¥
Add Filter

Enter a description, a code, and the rate. Two-thirds of the tax is withheld =
66.67%. Select the tax authority.

P "

7| Tax Withhalding ==

General | Dependencies

b ain [nformation

Code: R-s-bd |z Active
Dreszcription:; Tax withholding kesico

T & Aathoriby: Servicio de Adminiztracion Tributaria [SAT) -
Rate: BE.ET b4

Amount Fange

[ Minimum: 0 UsD
[T] b & o0 uso
Accounts
[ Azzet: Sales Tax Credit
(] Liability: Sales Tax Payable
k. ] [ Cancel ] [ Help
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On the Dependencies tab, add the sales tax.

Dependency for Withholding tax:
Tax Withhol Mexico

General Deperlf\?ncies |

This ta dependent on other taxes

Mame Code
Sales tax - Mexico [ A-M

Create the tax group and add the taxes needed. By creating a group for each
region, you can add only those taxes that apply to that region. Then add the

applicable taxes to the groups.

B ' Tax Group

Dependencies

Tax Group: Mexico

This tax dependent on other taxes

-

Mame Code
Sales tax - Mexico IV A-M
Sales tax withholding - Mexico R-IVA-M

Ret. I5R - Mexico (Retencion de impuesto sobre la renta)  R-ISR

s

Rate

16.00
66.67
10.00
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When you create an invoice for an item that has a tax or tax group applied to it,
the invoice shows the amount of tax withheld (retained). Note: Retention is also
applied when Bills are created.

invoice | Events | Attachments | Notes | Intemal Notes

Numiber: |23 Fophy o
Accourt: Accourts Recsivable -
Transaction Date:  4/21/2014 H= Billing Address: [
Payment Terms: Met 30 -
Due Date:  5/21/2014 B~

I Charges  Accounts
Stafus Descrption Prepaid Cuantity Price Amourt Tax Code
¢ ¥0pen  Inland Freight fes 1.00 100.00 10000 M-TAX

Invoice: Mexico retention

o il ¥

Paid as: Prepaid - Amourt: USD 100.00
Exchange Rate: | 1.00 uso Tax: | USD 16.00
Total Amourt: USD 95.33
Amourt Due: USD 95.33

The Adjustments tab of the invoice shows the details.

Adjustments tab of Invoice Example: Mexico

Invoice | Adjustments | Everts | Attachments | Motes | Intemal Nntesl

Imtemal Type Accourt Mame Amourt (USD) Amount  Applied to
TaxLinelnvoice Sales Tax Payable 16.00 USD 000 Tax Collect
Retertionlinelnvoice  Sales Tax Credit L} 10.00 USD 000 Tax Collect

Sales Tax Credit USD 0.00 | Tax Callect

Note: There is a Spanish-language template to display the retentions. The
template is available in the Spanish version of Magaya software and in the
English version. To get the Spanish template in the English version, you must
select the option during the installation of the software or during the update to
Magaya software version 9.7.
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See the results in the Sales tax report.

Accounting | Reports | Options Help

= Financial Reports r ¥, 2
"‘j‘ - L’_ﬁg ﬁ - R.:[;’ -

Print Sales Reports  Isend  Email Task :
Purchases Reports L
S5 Profit Reports 2 .
Gt I-"-’l Other Reports k Transaction Detail for all accounts
Add  Ed
Multicurrency Reports r Trial Balance

i General Ledger

Daily Journal

Check Detail

Tax Report: Invoice Detail
Bill Detail

Salesﬁ;x Liability
Sales Tax Liability Detail

Purchases Tax

Purchases Tax Detail
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Tax Example: Canada

This topic shows examples of handling taxes for Canada in your Magaya system.
There are three types of taxes for Canadian businesses:

. Goods & Services Tax (GST)

. Provincial Sales Tax (PST)

. Harmonized Sales Tax (HST): This is used in provinces that combine the
GST and the PST into a single Value Added Sales Tax. In the Magaya
system, this tax is handled the same as any other sales tax.

There are two possible scenarios when applying a GST/PST structure while

invoicing:
. Simple tax calculation
. Compound tax calculation

Let’s see how to handle each scenario in your Magaya system. Note: All sales
taxes are created in the Chart of Accounts > Actions button > Tax Table.

Simple Tax Example

For an invoice total $1000.
GST of 5% = $50
PST of 7% = $70
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Steps:
1)  Create a Provincial Sales Tax (PST) of 7%

B Tax @
General | Dependencies

kd ain Infarmation

Code: FST I5 Active
Dezcrption: Provincial Sales Tax

T & Authority: Canada Revenue Agency -
Rate: fa ¥4

Armount B ange

[ Minimum: 0 sD

[T] b airnorn; o0 uso
Accounts

[ fzzet: Sales Tax Credit

(] Liability: Sales Tax Payable

k. ] [ Cancel ] [ Help
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2)  Create a Goods & Services Tax (GST) of 5%

T (23]
General | Dependencies

k ain |nfarmnation

Code: GST Iz Active
Description: Goods & Services Tax

T ax Authority: Canada Revenue Agency -
Rate: L -4

Armount Bange

[ Minimum: 0 5D

[ t aximnunm: 0 so
Accounts

[ &zget; Sales Tax Credit

[ Liability: Sales Tax Payable

[ ] 4 ][ Cancel ][ Help ]

3)  Create a Tax Group named “Canada Simple Tax Group” that includes the
PST and the GST

| Tax Group

Dependencies

Thiz tax dependent on other tases

M ame Code Rate Autharity MName

Goods & Services Taxw GST H.00 Canada Revenue Agency
Frovincial Sales Tas  PST 7.00 Canada Revenue Agency
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Compound Tax Example

For an invoice total $1000.
The PST of 7% = $70

The GST is calculated based on the PST and the original invoice amount, which
is $1070 for this example. Therefore the GST = $53.50
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Steps:
1)  Create a compound Provincial Sales Tax (PST) of 7% named PST CMPD

L (3]
General | Dependencies

k ain Infarmation

.

Code: F5ST CHPD Iz Active
Drescription; Provincial Sales Tax Compound

T &= Autharity: Canada Revenue Agency -
Rate: f 4

Amount Bange

[] Minimurm: 0 5D
[] b airnumn: 0 uso
Accounts
[ Azzet: Sales Tax Credit
(] Liabilty: Sales Tax Payable
k. ] [ Cancel ] [ Help
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2)  Create a second Provincial Sales Tax (PST) of 7% named PST Base

o [
General | Dependencies

k ain Infarmation

.

Code: PST CMFD Iz Active
Drescription; Provincial Sales Tax Compound

T ax Awthority: Canada Revenue Agency -
Rate: f 4

Amount B ange

[] Mdimirnumn: 0 usD
[ Masimum: n so
Accounts
[[] szzet: Sales Taw Credit
[T Liabilty: Sales Tax Payable
k. ] [ Cancel ] [ Help
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3) Create a compound Goods & Services Tax (GST CMPD) of 5%

B Tax @
 General | Dependenciss|
b ain [nfarmnation
Code: GST CMFD I5 Active
Dezcrption: Goods & Services compound tax
T & Authority: Canada Revenue Agency -
Rate: 5 4
Armount B ange
[ Minimum: 0 sD
[T] b airnorn; o0 uso
Accounts
[ fzzet: Sales Tax Credit
(] Liability: Sales Tax Payable
[ k. ] [ Cancel ] [ Help ]

4)  Create a Tax Group named Canada Compound Tax Group that includes
the PST CMPD, the PST Base and the GST CMPD.

How the Magaya system calculates the compound tax:

Using the PST Base tax that we created, the system will apply the 7% tax to the
base of the invoice ($1000 x 7% = $70)

Using the GST tax that we created, the system will apply the 5% tax to the base

of the invoice ($1000 x 5

% = $50)

Using the PST CPMD tax we created, the system will apply the 7% to the 5%
GST tax (5% x 7% = .0035%). This gets multiplied to the $1000. The result is

$3.50.

In Summary:
Invoice Base = $1000
PST Base = $70
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GST = $50
PST CMPD = $3.50
Total $1123.50

241



Chapter 10 Approve/Dispute Invoices

Approve/Dispute Invoices

This topic explains how to set up the option for your customers to approve or
dispute invoices.

Configure: Approve or Dispute Invoices

To approve or dispute invoices, first configure this option in your Magaya
system per customer:

. Go to Maintenance > Customers and right-click on the customer’s name
in the list. From the pop-up menu select “Allow Tracking.” A dialog box
opens.

. Click the Tracking tab in the Web Track User dialog box. Click the option
“Approve/Dispute Invoices” to make a checkmark appear in the box.

Web Track User

General | Tracking | Restrictions
Specify the tracking permizsions for thig uzer:

Feature

| Approve/Dizpute Invoices |
Cueny Rates
[] Send Orline Booking Requests
Send Online S ales Orders
Send Online Shipping Orders

Click “OK” to save the setting for this customer.

Configure per Contact: If a customer has more than one contact person, add
their name, email, and information into the Contacts List, and send them an
Invitation to use LiveTrack.

Invite the customer or contact to use LiveTrack: If you have not sent a
customer the link to LiveTrack, do it by right-clicking their name from the
Customer List and selecting “Send invitation email.” The customer must have a
valid email address in their profile.

For more details on setting up LiveTrack for your customers, their passwords
and more, see the Knowledgebase article:

http://knowledge.magaya.com/#/article/livetrack_setup
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How your Customers Approve or Dispute an Invoice Online

You can give your customers permissions to approve or dispute invoices online.
They just need to log into LiveTrack, and go to the Invoices list.

Note: Customers will see only the transactions that you have given permission
to access LiveTrack.

Right-click an invoice to see the pop-up menu of choices, including the option
to approve or dispute an invoice.

Due Date Status Total Amount Paid Pay Online

07/22/2015 W Open 50

Choose Columns.._.

07/22/2015
_ _ _ Export...

07/22/20 Right-click for options:

Find...
12/07/2014

Pay Mow...
12/07/2014 W Open Approve
04/03/2013 - Paid 25 Dispute. ..
10/31/2012 W Open 304
12/04/2010 ) Paid 186 186.00 Paid

For details on how to give your customers the option to pay their invoices
online, see the Getting Started article in the Knowledgebase:

http://knowledge.magaya.com/#/article/online_payments_getting_started

Approve or Dispute in your Magaya System

To approve or dispute an invoice in your Magaya system, go to the Invoices List.
Click the Actions button (alternate: right-click on an invoice in the list), and
select “Approve/Dispute Transaction.”
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Enter the reason in the dialog box.

X

Approve/Dispute Transaction

() approve () Dispute
Zamments

add naote here

[ oK, l [ Cancel

The comment appears in the Events tab for the transaction.

This option is helpful if you are on the phone with a customer or they send you
an email to approve or dispute an invoice, and you need to make the change in
their invoice.
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Journal Entries

Introduction to Journal Entries

Journal Entries are used to track non-routine transactions such as depreciation
or sale of an asset. When you create Journal Entries in Magaya Explorer, they
are saved in a list that you can sort and filter.

Steps: Create a Journal Entry

1. Go to the Chart of Accounts and click the “Actions” button.
Cther Reporks

E quiprnent

Employee Federal Incame T ax Favable

Cazh

Capital Stock,

Advertizing Expenze
Other Expenzes

Other Incomes
Techniology Expenze
[tilities Expense
Telephone Expenze
Supplies Expenze

Fent Expenze
Profeszsional Fees Expenzes
Printing and Reproduction
Postage and Deliveny

| irehzes and Permits

Ty
I:: ::I o

Add

k

Fieed Aszets Reporks v | 16250
Other Current Liabilitie 0.0
Other Current Azsets -10000.0
E quity 0.0
Expenze 0o
Expenze 0.0
e Replace Account..,. i
E 0.0
E:E:EE: General Journal Entries 0o
Expense Divisions 00
Expenze Tax Table 0o
Expenze 0.0
Expenze Choose Caolumns. .. 00
Expense Import... 0.0
Expenze Export... 0.0
Fenenze nn

“ j 3 T

Fili:er Actions

2. Select “General Journal Entries”. A list opens.
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3. Click on the Add button. A dialog box opens.

X]

Journal Entry

| General Jourmal Entry |.-'1‘-.tta|:hments Internal Mates
D ate: | 7 BS2013 W | Entry Mar ||:||:|1 |
b erno: |Depreciatinn af truck, |
Detail [USD]
Account Mame Debit  Credit  Description  Ertity EurrEhC_'r|
Current Azaet 2000.00 0.00 usD
Depreciation Expen: g op 200000 uso
£ >
[ ] l [ Cancel ] [ Help ]

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

4. In the dialog box, follow these steps:

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

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

Journal Entry

General Journal Entry |
Date: | £A10/2009 v |
M erno: |
Detail [USD)
Account Mame Dehit Credit  Description
Inventon Aszet + | <000.00 0.00
Qoo 200000

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

The “Description” column is used to add a description (optional). This is
a text field.
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o The “Entity” is a customer, vendor, etc. that is related to this journal entry.
Click on the field to activate the dropdown menu. This information will
appear when you list the transactions for this entity or customer.

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

Journal Entry

General Journal Entry

[ ate: 74 82009 L Entrp Mo

Memo: | Opening Balance for Southern WH Property Divizian:
Detail [US0]
Account Mame Debit Credit | Dezcription E ritity Currency
Southern wH Property 000 2500000 Opening Balanc... s
Opening Balance Equity 2R000.00 0.00  Opening Balanc... 15D

| Accountz Papable - ELIR .00 .00 ELIR

. “Exchange Rate” is used to enter the exchange rate if you create this

journal entry in another currency. This is the exchange rate between the
currency you have selected and the home currency that your Magaya
system is set up with.

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

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

=

Dates:| Al +w |From: To: = %
Mumbes Date Mamo Dabat [USD] Cradt [USD]
0ol 0542842009 D epreciation of truck 2000.00 2000.00

Actions for Journal Entries:

In the General Journal Entries list, click the Actions button to make a copy of a
journal entry, create reports, print an entry or a batch, choose columns, or

import or export data.

Other options for journal entries:
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Reverse a journal entry (useful when changing credits by debits and vice
versa)

Display total of debits and credits in the screen of the journal entry

Set up consecutive numbers for journal entries in the Maintenance >
Configuration > Accounting menu

Select the template when printing a journal entry

To view more details about a journal entry, select it and click the “Detail”
button.
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Adjustments

Adjustments

The Adjustments tab reflects transactions that keep your accounts in balance.
The information on the Adjustments tab is Read Only.

It also shows the cost of inventory (asset), and then when you sell it, the sale will
show in the Adjustments tab as a deduction from the assets and it is converted
to the cost of goods sold.

For example, when you purchase an item for your inventory, you create a PO.
From that PO, you create a Bill. When a customer purchases that item, you
create a SO and an Invoice for the customer. The cost and income will show on
the Adjustments tab of the invoice.

Accounting Transaction

Invoice | Adiustments |Event$ Attachments | Haotes | Internal Motes

Internal Type Account Hame | Amount [USD] Date Applied o
Irventomdszetdduztmentlnvoice  Inventory Aszet 45000 0742642017 Barcelo Cap
Inventomdezetddiustmentinvaice  Inventaory Cost 45000 0742642017 Barcelo Carp

Another use of the Adjustments tab is to show adjusted gains and losses for
currency exchanges. If you are using multiple currencies, you will see the differ-
ence between the rate on the day your created the invoice and the rate on the day
the customer paid the invoice. When you receive the payment and update the
exchange rate in the Payment dialog box, the Adjustment tab will show the
difference in rates.

Accounting Transaction

Custamer F'a_ument| Adjustments |.-’-'-.ttau:hments Internal Mates

Intermal Type Account Mame AmoLink
Paprnentddiuzstline |Undeposited Fundz ELIR 55.00
Faprentddjuzstline Exchange Gaing and Lozses 150 -4.04
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When you change the rate in the dialog box, the system will ask you if you want
to save the change (so it will be reflected for all transactions using that currency
that you create after this one).

Magaya Explorer X

\_:;:/ You have changed the exchange rate For "Eura”, Waould wou like to save this rake?,

s l [ [ [u] ]

If you add an adjustment to an accounting transaction on the Accounts tab of a
transaction dialog box, it will appear on the “Adjustments” tab of that transac-
tion such as the invoice dialog box. This one shows the bank fee for a NSF:

Invoice | Adiustments |Event3 Attachments | Mates || Internal Maotes

Internal Tope | Account Hame Amount [USD] Date
Irvoiceline Bank Fee Income 30,00 0740042011

250



Chapter 10 Multiple Currencies

Multiple Currencies

The Magaya system includes a list of common currencies that you can edit and
add new currencies not included by default.

How to Set up Multiple Currencies in your Magaya System

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

You can set up multicurrencies two ways in Magaya Explorer: 1) in the Startup
Wizard or 2) in the Maintenance > Configuration > Accounting screen:

Configuration |

D - Accounting

Document b airy Document Mumbers | Cost | T aves | Integrations | Credit
Murnbers
,ii “‘? [] Accourting will be dlosed on or before 111712008
e = Restrict access bo closed accounting period

Restrict access to previous fiscal years

I':.’E* ﬁ Password; Confirmation:

Automatic Default payment terms For ket 180
Charge ...
Harme Currency: 1130 United States Dollar
E Apply exchange rate as per transaction's date
Figcal Printer Use Mulkicurrency Currency List. ..,

[T Use reversed Exchange Rate

g [] autamatically select account in enkity's preferred currency in accodnti,
Denied Parby ] ] ] I d
Screering First month in wour Fiscal vear: January -

m Configure liquidation options I Cubgoing. .. I l Incoming. ..
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Home Currency: IMPORTANT! This option is active only if there are no
existing accounting transactions. It is recommended that home currency be set
up in the Startup Wizard; steps for using the wizard are explained in the Magaya
Cargo System Operations Manual.

Apply exchange rate as per transaction’s date: Check this option to enable the
system to save a history of past rates for currencies. This will enable you to select
a currency by setting the date of a transaction to match a past currency rate from
a past corresponding date. If you only want your system to have one rate per
currency, do not check this box.

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

Reverse Exchange Rate: If you work with currencies that convert to very small
amounts, you may want to work with the reverse rate. Check the box for this
option, and your Magaya system will calculate the rate for you. Leave unchecked
for the direct exchange rate.

Automatically select account in entity’s preferred currency in accounting
transactions: Check this option if you want your system to allow you to define
a preferred currency for an entity such as a customer or vendor. By setting this,
all charges and transactions created for that entity will use the entity's currency.
The user will be able to change the currency per charge if needed. This applies
to charges created manually or automated charges.

This will apply to the field "Apply to" in Invoices; to the "Vendor field" for Bills;
to the "Customer” field for Payments; and to the "Pay to the order of" field for
Checks.

"Apply to:"

B Accounting Transaction

Murnber:

Aocount: [Account: Receivable

Transaction Date:  1/22/2015 @ Billing Address: Change...

340 Peachtres Street e

Fayment Tems: Het 30 M Aanta, G4, 30306

In Shipment liquidations, the accounting transactions for the agent will be in
their preferred currency (if you set it). Commissions for salespersons can also
be defined with a preferred currency.
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First, turn on the option in the Configuration menu. Then open the profile for
the entity, and click on the Payment Terms tab.

.

Payment Terms

Terms:

|ncatermes:

Prefemed Curency:

Met 30

The common tepe of payment iz

-

-

Gereral | Address | Biling Address | Other Addresses | Contacts| Eharges@

15D United States Dallar

)

The Credit Limit iz

Parent E ntiky:

Invoice periodically

How to Activate Currencies

BRL Brazilian Real
CHF Swiss Franc
Y Chinese Yuan

JPY Japanese Yen t!

To activate specific currencies that are included by default in your Magaya
system, go to Maintenance folder > Configuration > Accounting.

Click the “Currency List” button. The Currency List opens:

Configuration Currency List

M ame

M United States Dollar
M Swisz Franc

M Mexican Peso

M Japarese en

M Eum

M Chineze fuan

M Eraziian Real

O “enezuelan Bolivar
O ThaiBaht

O Taiwan Dollar

O Swedizh Krona

[ SriLanka Rupee
O South Faorean 'Won
O South African A and
[ Singapore Daollar

Code

UshD
CHF
Pk
JPY
EUR
Ch
BRL
“ER
THE
TwD
SEK
LER
ERWw
28R
SGD

A ate

1.00
0.95
13.09
107.21
0.7a
8.24
a.00
1.920.00
32.51
3316
¥.60
37.65
1.155.00
6.58
1.69

Reverze Rate

1.00
1.05
0.0g
0.0
1.28
012
0.33
0.0
0.03
0.03
013
0.m
0.00
015
0.59

Account Mame

Exchange Gainzs and Loszes
Exchange Gaing and Losses
Exchange Gaing and Losszes
Exchange Gaing and Loszes
Exchange Gaing and Loszes
Exchange Gains and Lozses
Exchange Gains and Lozses
Exchange Gains and Lozses
Exchange Gains and Lozses
Exchange Gainzs and Loszes
Eschange Gainz and Loszes
Exchange Gainz and Lozzes
Exchange Gainzs and Loszes
Exchange Gainzs and Lozzes
Exchange Gaing and Losszes
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Double-click a currency to open it:

r

Currency

Laszt Update:

GainLoss Account

Mame: Swisz Franc
Code: CHF
Syrbal: |

Exchange Rate: 95

3118/2014

CHFAUSD

: | Exchange Gains and Lozzes

2

G Thiz curency is au:tix-'e)

ok ]|

Cancel | |

Help |

Check the box “This currency is active” to activate the currency so it can be used.

Click OK to save and close the dialog box. A checkmark will appear in the
Currency List, indicating that currency is active. The system will automatically
create an A/R, A/P, and bank account for the activated currency.

Changing a currency rate to apply to a previous date: If you have configured
your Magaya system to save the history of currencies, then you can enter a rate
and assign it to a previous date. Right-click the currency and select “Enter
previous exchange rate.”

Configuration

| currency List

M ame

Code

M United States Dollar— USD

Fate Feverse Rate

Account Mame

Exchange Gainzg and Lozzes

1.00 1.00

I Swizz Franc
M Mexican Pezo
M Japanesze ven
M Euro

M Chineze vuan

Erter Prewvious Exchange Rate... I}

Export..,

Choose Columns..,

Yange Gains and Losses |

ange Gains and Lozzes
ange Gains and Lozzes
ange Gains and Lozzes
ange Fains and Lozzes

M Erazilian Feal

O “enezuelan Bolivar

[0 ThaiBaht
O Taiwan Dallar
O Swedizh Krona

orrc LI
VEB 1.320.00
THE 395
TwD 3316
SEK V.50

L P T}
0.aa
0.03
0.03
013

Frniange Gains and Lozzes
Exchange Gaing and Lozzes
Exchange Gainzg and Lozzes
Exchange Gainz and Lozzes
Exchange Gainz and Lozzes
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A dialog box opens. Change the date by clicking the numbers themselves or the
calendar icon. Change the currency rate. Click OK to save the new rate.

i

Exchange rate for ELIR

Curency Eura
D ate 9/19/2014
Fate 0.3z

El-

=

(.73 az of September 17, 2014

[ Ok H Cancel ]

-

The system saves the old rate in the Detail panel of the Currency List.

Configuration Currency List

Y arne Code
A Urited States Dollar - USD
A Swiss Franc CHF
A Mexican Peso bl
# Japanese ‘Yen JPY
# Eumo EUR
A Chinese Yuan CHY
# Erazilian Real BRL
1 “enezuelan Bolivar WEB
1 ThaiBaht THBE
1 Taiwan Dollar TwD

Rate

1.00
0.95
13.09
107.21
0.7a
824
2.00
1.920.00
3951
3316

Decim

| oS T N T L T L T L T . N N T L T LN L

Panels: IEHchange Fate Hiztary

] Euro

Exchange Rate Effective Date
naz 09/419/2014
07a 09417/2014

La

A
Fas
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How to Add a New Currency to the Currency List

o Inthe Currency List, click the “Add” button to open a new dialog box.

Configuration | Currency List |
MHame Code Fate FReverse Rate Account Mame
M United States Dollar— USD 1.00 1.00 Exchange Gains .
M Swizz| ing .
M Mexic Currency @ ing .
o Japan ins .
& Euo Name: | inz .
& Chine Code: i .
& Erazil ing .
O “ened Symbal: i .
O Thai B inz .
O Taiwa Exchange Rate: .00 AUsD e
O SWEE'H Last Update:  9/19/2014 ins .
O Snla ing .
O South| Gain/loss Account: | Exchange Gaing and Losses *| linz.
O South 5 ing .
O Singaf inz .
O Manwg Thiz currency iz active inz .
O Mew inz .
O Malay [ k. ] | Cancel | | Help | e
O Indian'mopes 1E]n] L) T ERCTENgE Trains .

«  Enter the currency name and code. The symbol is optional.

. Enter the current exchange rate and today’s date.

. Click on the checkbox “This currency is active.”

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

How to Manage Exchange Rates

Depending on how you configure your Magaya system, there are two ways to
manage exchange rates: Change the current one, or change a past one.
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To change the exchange rate of a currency for today’s date, double-click the
currency. A dialog box opens:

Currency @

Mame: Japanese v'en

.

Code: Py
Symbaol:
Exchange Rate: 108,94 JPYAUSD

Last Update: 941852014

Gain/Loss Account: | Exchange Gaing and Lozses - |

2

o | This curmency ig active

[ k. ]| Cancel || Help |

o  Enter the updated exchange rate in the “Exchange Rate” field.

. Today’s date is displayed by default. The date field is not active in this
dialog box.

. Click OK to save the changes.

The system updates the current rate and saves the history of the previous rate in
the Detail panel.

To change a currency rate for a past date:

Right-click the currency and select “Enter previous exchange rate.”

Configuration | Currency List |

Mame Code Rate FReverse Rate Account Name

M United States Dollar ~ USD 1.00 1.00 Exchange Gains and Loszes
» Yange Gains and Lozses |

I 5wiss Franc e -

M Mexican Pezo Enter Frevious Exchange Rate,, I} ange [Fains and Losses
M Japanese ‘ren Export.. ange [Fains and Losses
M Euo ange Fains and Losses
M Chineze Yuan Choose Columns.., ange Fains and Losses
M Braziian Feal s g ) T Ercnange Gains and Loszes
O “enezuelan Bolivar VEB 1.920.00 0.00 Exchange Gains and Loszes
[0 ThaiBaht THE 39.51 103 Exchange Gains and Loszes
O Taiwan Doallar Tw'D 3316 003 Exchange Gains and Loszes
O Swedizh Krona SEK F.E0 113 Exchange Gains and Loszes
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Enter the information in the dialog box:

e 1

Exchange rate for ELIR @
Currency Euro
Date 9192014 [+  0.78 as of September 17, 2014
Rate naz
[ ak ] | Cancel

Change a Currency Rate for a Specific Transaction:

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

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

Note: Currencies cannot be changed for transactions that have already been
liquidated and the accounting transactions were generated.
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How to Create an Operations Transaction
Currency

in a Different

When you are working in an operations transactions such as Pickup Orders,
Warehouse Receipts, Shipment, etc., an individual charge can be set to any

currency activated in your Magaya system:

i

Incamne Freight Charge (Ocean)

Freight Charge | Motes

.

(=]

FrEIgEfﬂi:_MCE Ocean Freight Service
Deszcription: |
Apply to: Santoz Auto Plant

Pai | 1

ERL

Code Mame I
CHF g Swiss Franc

-

Currency:

-+ (Faiee.)

-

7

aw Code;

pply by: [Weight

e | <M Chinese Yuan e Charge  |Taotal Amount
Pieces ELIR. Eura
Py ] Y
5 aparese Ten PR BRL 2045452
MM Mezxican Peso
5o Inited States Dallar
'-J]| 7 i | & |E|| e\ ] [ Caricel ] [ Help ]

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

The currency for ALLthe charges in a shipment can be defined by using the
Actions button. The currency of the shipment is used as the currency of the
Invoice or Credit Memo generated for the agent in the liquidation.

To learn more about liquidating shipments in Magaya, please see Chapter 14 of

the Magaya Cargo System User Manual.
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How to Create an Accounting Transaction in a Different

Currency

There are different ways to select a different currency or to change the rate of
one currency in a transaction:

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

invoice:

B Accounting Transaction

| imvoce: | Evenls | Atschments | Notes | Intemal Notes | Custom

Mumber 170 Apply la
—3 Account Account: Receivable - BRL - Wiz Diglibulion Carter -
Tranzaction Dale | nName Type Aocount Mumber
Accounts Recatvable Aocounts Racelvable -

Payment Teomns

fccounts Recervable - BRL

Aocounts Receivable

Due Datec | Accounits Receivable - CHF 9 Accounts Receivable
Divvisiort Accourits Recsmvable - CRY =
Beeourts Riecsivable - ELR Select the AR for the
Becounts Recatable - 1PY Currenw:
Charges Accow] Accounts Recahvabls - M

Aocounts Recatvable - TWD
Small Business Administration
4 Posted  Siceag 3|

| Skahuz Dascr

i EHEH £

Aocounts Racelvable
Aocounts Receivable

[ - Amaunl: BRL 200
Ewchange Rate: 200 ALAISD ‘withhaldng BRLOO0D  Tae ERL 0.00
Total Amourt: BAL 200
Amourk [ue: BRL 200
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When you select a different currency account for the transaction (such as from
the Euro to the Brazilian Real), the system asks you how you want the changes
applied:

A Sccounting Transaction

If you select a different currency

Inwaice | Events | Attachments | No| account here, this dialog box opens: |

Murber; 176 I Applyto
Account; | Accounts Feceivable - ERL - ABL Sporting G
Transaction Date:| op 2 ge Tnvoice Accaount ‘u’ @
Paprment Terms: E
Y'ou are attempting to change the curency of thiz transaction. :
Due Date:
. From:  Accounts Receivable - CHF in CHF
Divizion:
To Accounts Receivable - BRL in BRL
Charges  Accoul
Fleaze, zelect one of the following options: 3
Status Descy o
@) | uzed a wrong account bo create this invoice and now | am
Open  Pallet zelecting the comect one. Pleaze, just change the currency
denomination and exchange rate. Do not change my charges
armaunt.
I'm changing the account and the currency for this transaction.
Pleaze, change my charge amount o the new curency using the
exchange rate entered below.
]
CHFAJSD BRL/AJSD i
Faid as: [ Exchange Rates: 095 =.00
Exchange Rate:
2k, ] | Cancel | | Help

Select the option you want:

“I used a wrong account to create this invoice and now I am selecting the
correct one...” This will change the currency denomination and exchange
rate but not the charges amount.

“I'm changing the account and currency for this transaction . . .” This
changes the charge amount to the new currency by using the exchange
rate you enter in this dialog box. (Selecting this option activates the
exchange rate fields.)

Click “OK” to save and close.
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Type in a different number for the same currency: You can also change the

exchange rate of that currency by typing directly in the dialog box in the field
“Exchange Rate.”

The system asks if you want to change the rate only for this transaction or also
update the Currency List.

® | Accaunting Transaction
Invwoice | Evarie | Attachments | Motes | Inbeinal Notes | Custom
Mumber 176 fertrla
Bccourt  Accounts Recevable - CHF - ABC Sposting Goods Inc -
Transacton Date  8/13/2014 I Biling Addiess: (L honge
Paymeark Teams  Met 30 - _E:E.E:Eﬁmgﬁgul i
Duiz Dale: 10/13/2014 B~ Sl

Dirvision

[Eharg; Accounts |

Status Descrphion Frepad [Jusanhity Frice Amount  Tax Code . Mli
Open  Paleliang Fee ‘es 1.00 50.00 50.00 Edi
Flamcve

If you change this field . . . :
T : Aok CHF 50,00

Exchange Rate:  1.95 v CHFAUSD I""""hm"j"? CHFOOO  Tax  CHF OO0

Total Aot CHF 50000
CHF 50,00
... thenthe system asks
i | [ Conost ] [sb ]
Magaya Explorer '& £3

L

. Wou hawe changed the exchange rate for "Brazilian Real” for this
W transaction. Click "Yes" to also update the Currency Listwith this new
tate, Click "Mao" to save the change for this transaction anly.

ves || Mo

In the dialog box, click the option you want:
o  To change the rate for this transaction only, click No.

. To change the rate both here and in the Currency List, click Yes. (This will

update the Currency List automatically, and you will not have to go to that
list to update it.)
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Change the rate by changing the date: If your Magaya system is configured to
apply a currency based on the date of a transaction, you can select the date in the
transaction, and the system will automatically use the currency from that date.

o

& | Accounting Transaction

Invoice | Events | Attachments | Notes | Intemal Notes | Custom |

As you change the date here,

Apply ta

Ed's Crane Servict

O

Billing Addresz:
Miarni FL LUMITED

Tranzaction Date: | 3/29/2014
1 March, 2014 r
Sun Mon Tue Wed Thu Fri
23 24 2% 2% 27 2B
2 3 4 5 6 7
g 10 11 12 13 14
16 17 18 I 20 21
23 24 2% 2% 27 2B
i A1 1 2 3 4
[ | Today: 9/19/2014

4 FPosted Ground Freight .. Yes

the system displays the currency
for that date here:

Z
Faid az [Prepaid/

2]

d

Ewxchange Rate:

Fickup Order...

ERL/AJSD

[luantiby Frice Amount Ta
25.00 10.00 2R0.00
Amont; E
Withhalding: ERL 0.00 Tax:
Total Armount: E
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Multicurrency Reports

Multicurrencies can be viewed in different reports in your Magaya system.
When you are viewing a financial report such as a P&L report, you can change
the currency of that report by using the Actions button:

Chart of Accounts Proft and Loss |
Dates: | Custom - From: &/ 1/204 = Too S04 ~ D X
HWC Cargo Company

Profit and Loss
September 1-26, 2014 (USD)

Total
Income
Documentation 110,06
Freight Income
Ground Freight Income 7317
Total Freight Income Erazilian Real (BRL) 7
Chinese Yuan (CHY)
Change Report Currency b A
Euro (ELIR) n
Choose Columnsa..,
lapanese Yen (JPY)
Export... .
bexican Peso (hdxM)
set Default Colurnns Swiss Franc (CHF)
Total Freight Cost v United States Dallar (LS00 "
Insurance Lost b7.00
Total Cost Of Goods Sold 20850
N4 |l wT |
FiI.ter : Al.:tivl:uns Close

The currency will change and the totals will be updated automatically in the new
currency.
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To see a report of gains and losses due to working in multicurrencies, go to the
top toolbar in Magaya Explorer and selecting the Reports menu. The reports
available show realized and unrealized gains and losses.

Sccounting Options  Help

e Financial Reparts 3 [ -
S ) ] « & .
Print Sales Reports | send  Email Task
Purchases Reparts k
Profit Reports 3
i g Other Reports 3 - K - S y
dd  Edit Dy _ _
Fulticurrency Reports L\: Realized Gains and Losses
Unrealized Gains and Losses
Saved Reports..,

nmw( Cargo G

To view payments by currency, by click the Actions button in the Payments List
and selecting Reports. Then choose “By currency”.

See the section “Multicurrency Reports” on in the “Accounting Reports” in
Chapter 9 of the Magaya Software Accounting Manualfor more details.
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Relationship Between Accounting & Operations

Magaya Explorer links operations transactions with accounting functions in the

following ways:

1) Charges can be entered as you add operations transactions to your
Magaya system.

The system uses the Items and Services that you defined in the Items and
Services list (under the Accounting folder) to fill in the charge dropdown

in the charge screen.

Warehouse Receipt

Statuz

(§) Open

£

—~ Tatals -

Espense:

Income Charge

General Shipperftunsigneﬂ Supplier | Carier | Commodities | Charges | Events || Attachm

 Standard Change | Notes |

3

Charge2) Handiing Fee HANANC + | o
Description: Flonda State T axes FLOSTATAXES
Apply ta: - |inland Freight ILFGT-IMC
Paid as [hzurance Fee [NS-ME
" |Pallet Lumber FPaLLUMEER
Currency:  |Palletizing Fee PalLL-IMC
Show in documents
i-E!Entity . LIH F'EE‘-‘ Amaunt -
-
1946516 | |Ib | 040 w| | USD77ERDS| | |
3
[ k. l [ Cancel ] [ Help ] -

USD |

== 1 ) o gy

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

Cargo Release El
General | Inland Cares | Commodibes | Chaiges | Events | POD | Attachments | Notes | Internal Notes
Statuz | Descripbion Frepsid  OQuanlity  Price Amount  Taxl
S0 Dorafemmeecot Yo a0 100
i v, AT

Click the "Generate"

button to liquidate

<
Totals
i # Genetale.
Expanzs: Ircome: Praifit; o % G |

USD 467 50 USD 58426.70 USD 57959.20

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

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

. X 2. R R.$. &

Find Metwork, Send Erail Task Refresh
? 8 = G . ¥ e | @ . ¢ >
Edit Delete  Find  Filker Actions Zoom

Ocean Shlpme Yerify Packing List...g

24 Miracle Mile, Coral Gables, FL UN Exclude from Tracking
Add ko job,

go R

Set/Reset In Transik

Select Template, .,

History... m
| Felease By [llene Tawlar
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4)  Each accounting transaction (Invoices and Bills) has a list of operations

transactions related to it. For most of the Invoices and Bills, there is only
one related transaction. The exception is for Periodic Invoices which will
often have more than one related transaction. Then you will see a
“History” button.

In this screenshot, this Invoice is related a Shipment. To view the details
of the Shipment, click on the Shipment button. To go to the Shipment,
click on the arrow button.

Accounting Transaction E|

| Invaice | Events | Attachments | Motes || Intemal Maotes | Custom |
Number: |[Ei] |~ Applyto

Account: Accounts Feceivable Houstan Warehousing Co v.
Tranzaction Date: | 11,18/2013 b Eillirg
: : Addess: | Change
Payment Temns: | 2% 10 Met B0 i ;
1 56 Highway 25
Due Date: | 1,17/2014 ~ | Sugatland T UMITED STATES
Division: =

Charges .ﬁ-n:l:so-.-ﬂsE
. Shatus Dezcnphan Prepad [uankity Price Amount Ta:-:Eu:u:I.

&5 Posted  Air'Wapbil fee  Yes oo 2500 0.00
e,

This Shipment button
opens the shipment dialog
baox for the shipment

related to this Imvoice

Femove

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

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

This topic explains how to perform the following accounting procedures, some
of which are manual. Newer procedures may have replaced these, but these are
still published for those who still need them:

1)  Process a discount for a customer
2)  Handle bounced checks
3)  Process wire transfer fees

4)  Make petty cash deposits
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Processing Discounts Manually

How to add a discount manually to an invoice:

1)  Begin by creating the invoice as you normally would by filling in the fields

and adding the charges.
2)  Inthe Invoice dialog box, click the “Accounts” tab (next to the “Charges”
tab).
Accounting Transaction [Z
Adjustrents | Events | Attachments || Mates | Internal Motes
Murber (115 Apply to
hecount: | Accourts Fecsivable 3 Jamnaica Digtribution Center w
Tranzaction Date: | 5/ 52011 W Billing Address:
Due Date: | £/ d/2011 3 Fingzton.Jahd sl T,
Divigion: W
Charges || Accounts |
Account Mame Amount | Description E nkity Add...

-1.000.00  Digcount
e Edit...

[Select the accountj Remaove

Paid as: | Prepaid v Amount: USD 1466236 Tax UsD 0.0

Exchange Fate: LSO Total Amount: USD 14662.36

) Amount Due: USD 146E2.36
Shipment. .. ] =

3)
4)

Click the Add button. Select a discount expense account.

In the line, click the column “Account Name,” and select the expense
account for discounts. Note: In Magaya software 9.3 and higher, the
system includes a default “Discount Account.”

In the “Amount” column, click the space and enter a minus sign and the
number; for example, to offer a $1,000.00 discount, enter -1000.00 in the
column.

The Description and Entity columns are optional.
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The total will be updated automatically. Click the Close or OK button to save.

Note: You can set payment terms for a customer for a customer in their profile.
For details, see the section “Set Customer Payment Terms” in the Magaya Soft-
ware Accounting Manual.

Learn how to set prices by item, category, client and more in the following
Knowledgebase article on Pricing:

http://knowledge.magaya.com/#/article/price_management_tool

Handling Bounced Checks

Handling bounced checks in your Magaya system requires two transactions:
One records the bank fee, and another creates a new invoice.

Scenario: You have already received the payment, but the check bounced due to
non-sufficient funds (NSF).

1) Create a Check to Expense:

When you receive the bounced check from the bank, make a “Check to
Expense” to record the bank fee.

Make the check payable to the bank for the NSF fee amount ($20.00).

Ed

Accounting Transaction

Check | Attackments | Internal Motes

Bank Account: |Bank Account w Murnber; |Charge
Pay to the order of: | Bank of &merica w Date: | 7/26/2017 W
tema; |ForMSF Amount [USD); |20.00
Diwvigion: A
Detail (USD)
Account Mame Amount | Descripion | Entity Add

Barnk Service Ch 20000 Far MSF
ank Service Lharges or
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2) Now create another Invoice: Click the “Accounts” tab of the Invoice dialog
box as shown here:

Charges | Im‘

Account Mame Amount | Description E nitity
Bark Account 1.500.00  Freight charges [rvoice 1755
Bank Service Fes 2500 Far MSF

Include the amount that you will charge your customer to cover the fee that the
bank charged you ($25.00), and the amount that the customer paid in the check
that bounced ($1,500.00) that needs to be subtracted from the bank.

The “Bank Service Fee” is the income account in the Chart of Accounts for bank
service charges such as this bounced check fee of 20.00. This example shows a
fee of $5.00 added for processing.

Processing Wire Transfer Fees

When you receive a payment via wire transfer, the customer sends the full
amount, but the bank charges you a fee for the wire transfer. There are two
options to process this:

1) The payment that you receive will show the fee; or,

2) process the payment in full and create a Check to Expense for the wire
transfer fee.
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The choice depends on how your bank charges you. The following example
shows how to process option 1:

1)  Inthe Payment dialog box, click the invoices that you want to apply the
payment to.

Accounting Transaction

Customes Payment | Adustments | Attachments | Intemal Notes |

AR Accourt: B

Check Number. 123
Customet; | Bizcapna Bike Shop w Dater | 7/25/2011 %
[ Depesitie: | Bank Account @l Art. Received (USD} | 2200.00
»|
Iema: [#] St open invcazes
Drivisian: |
Accounts Curency: UISD
| Pad Typa Ciwser Dater Numbar  Ong. Amé. Amt Due  Amt Pad Reteances | Mame
| & ‘ez_ Irwoice DB/24/2011 116 2200000 000 220000 SalesOder.. Biucayne Bik|

| | 1. Select invoices
| € |

Toreceive a partial payment, please chck over the <Amit Pad> colurmn.

Exchange R ate: usD

Ewsting Credits: USD 000

Suggested Discounts USD 0.00 Amourt Due | Amount Pad
Apphed Dizcounts: USD 0.00 Totals UsSD 000 | USD 2175.00

(o (comen ] [riow ]

Note: Click the checkbox to show open invoices.

2)  Click the “Accounts” tab (next to the Invoices tab).
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3)  Click the “Add” button, and add the information on the line:
Account Name (Bank Service Charges), Amount (this is the wire transfer
fee that the bank charged you; this example shows -25.00), and a descrip-
tion (this is optional, but this example shows “Wire Transfer Fee”.
Accounting Transaction El

Customer P ayment Adjustments | Attachments | Intemal Motes |

&/R Account ﬁu:::::-unts Feceivable w Check Nurmrber. | 123 [
Customer: | Biscayne Bike Shop v Date: | 7/25/2011 + |
Deposit to: | Bark Account v &, Recenved (USDE | 2175.00

2. Click "Accounts" [ Show open invoices

Inmces| Accounts Cugrency: USD

Account Mame Amourt  Descaiphion Ertity

[ Bark Service Charges -25.00  Wie Transfer Fee |

T Delete
Minus -25.00 ' -
Amount Paid is

updated
T receive a partial payment, please ciick over the cAmt, Paid» column
Excharge Fate: _ usp Amount Due Amourt Paid
Esizting Credits: USD 000 Tatals: UsD 000 Ush 27500
[ ok [ cace ][ Hep |

The total amount received must equal the amount paid ($2200.00 minus

the fee of $25.00 = $2175.00).
Click OK to save.

Petty Cash Deposits

Use the Petty Cash account in your Magaya system to keep track of petty cash.
This can be done when making deposits from customers who pays you cash by
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depositing some of the cash in the Bank Account and assigning a small amount
to the Petty Cash account.

1)  Goto Deposits, and select “Deposit Payment”. In the dialog box, select the

payments that you want to deposit.

De posit ﬁl
Deposit | Adjustments | Attachments | Intemal Mobes |
Bark Account: (R Dot | P/26/2011 B8
Flema:
[] Show &l undeposit funds
I Paprments | ﬁccuuntsl Cumrency: USD
Depozited Eritity Date Amourk MNumiber Dmnr;_
& Yes \Jamaica Distrbuton C..  01./31420M1 B 45081 567
ESeIect payments to deposit '
) Urdeposit Depost
Exchange Rate: 1 uso Tatals: LSO 0.00 USD 45081
o] (oo ) o0 )
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2)  Click the “Accounts” tab (next to the Payments tab).

Deposit [z
Deposit |.-'1'-.tta-:hments || Internal Nu:utes|

Bank sccount: | B aplke Account w Date: | 7/26/2011 %

bl i | |

Show all undeposit funds

Payrnents || Accounts | Currency: ISD

Account Marme Armount | Description | Entity Add

= 50,00

Petty Cash
[Indeposit Depozit

Eschange Fate: |:| UsD Totalx USD 000 | USD 640081
Fwscavari | o J [Ccareel J[_te ]

3)  Click the Add button, and add the information: Select the Petty Cash
account, and enter the amount ($-50.00).

If you do not enter a minus sign, the amount of the petty cash will not be
deducted from the Deposit total. This example shows the total deposited
in the bank account is $6400.81 because we subtracted the $50.00 that you
keep in petty cash.
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11: Automated Accounting
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Automated Accounting

Introduction to Automated Accounting

Magaya Explorer provides options to automate the creation of accounting
transactions. This process is divided into two steps: 1) First, create the transac-
tion, and 2) tell the system how to calculate the prices.

1) Automated creation of accounting transactions is done with the following

features:

. Automatic creation of charges in operations and when working with
routes

. Recurring accounting transactions

. Periodic invoices

2) Calculate the prices or fees for the created transactions with the following

features:

. Tariffs

. Rates for carriers and clients (i.e., your customers)
. Manage contracts

Automated Creation of Charges

Magaya Explorer enables you to add charges and make them appear automati-
cally in operations transactions. If you set up charges and tell the system to add
them to transactions automatically, then the charges will appear each time that
type of transaction or document is created. The charges are also carried over
from one transaction to another when you convert one into another. For
example, charges added to a Pickup Order or Warehouse Receipt are carried
over into a Shipment when the transaction is converted. The created charges
will also be used later in the liquidation to create accounting transactions.

Existing charges in your Magaya system can be automated, or you can create
new ones and automate them.

Set Up:
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Go to Maintenance > Configuration > Automatic Charge Generation. Verify
the checkbox is checked to allow automatic generation of charges. The setting is
on by default and set to use the current date. Modify the date setting as needed.

Configuration |
i Automatic Charge Generation
E » Enable automatic charge generation
Automatic = ) .
Charge . @ Use the current date and time for charge generation
) Use the transaction departure date for charge generation
E [ add the time offset of the route segment to the generation date
Fizcal Printer Quotations from Query rates

Create charges with automatic update

To set up automation on existing charges, follow these steps:
1)  Go to the Accounting folder in Magaya Explorer > Items and Services.

2)  Selectan item that you want to automate, for example, the Cartage Fee. In
this example we will add a charge to each containerized ocean export ship-
ment for taking the container to the port. Double-click on "Cartage Fee"
(or select it and click the Edit button).

3)  The “Items and Services” dialog box for the Cartage Fee opens:

BB Puge One beemz: ainil Services |
i Magaya Metwork
{8 Task:

£ lhems and Services

£ Quotations Code Diescoplion fccourt M ame Type
tH{E Jobs B BurkeiSuchsgeCost  OcsanFreghtCost  Othes Freight
i Purchasing Caiicom lae Docaimentalion Dkt
f-a) Sales CTGLO0S Cartage Coat | 3 ) Costof Sewvices i
48 .Bnnklngs . | R F, i |
£ Wary CERVELDS 3-C fems and Serces J—
5] Mai CERVELOSHN T —
£ Rate GIOOWEP-HC i frerbay
-+ Accounting QOOWEP-COY Topse: | Db gl TeCods -
dy Chart of Aceaunts | CTSHIRTNC Danciption: Cartuge Fae
| %) Trerris and Services | CTSHIRT-COS tole [CORE
Bl [meaices CORMISSION
=] Invoice List N5 FORW.CO RECEE [Eanieas =
e Bills COURIER-COS Prce 000 Tek. x|
S Bill List COURIERHHC i mvede s
-.7’ F'H!,'I'hfﬁl‘i CRT-COST Crmate ilatud szale tarn oty
¥ Payment List EE;EI:EDH.FEE Evperse llewr Cytnge Cost -
. g:ij::im CUSBROACOS
- ISCOUNT
“d Checks ooC
1 Check List
- BD_LEVEO4NC
0 &1 Outgeing Shipments BED LE7S0CO9 Cuercy | USD Lised Slaken Diols hal
w4 Incaring Shiprents ELE_E-D'CF' nackee
1 Miscellaneaus EQREMT . " Y
Hn_lll.“F' [ C
EQURENTAL [— e Het
EQUREMWFEE Ecuipmant rerital fes Equpemert Aertalin..  Othee
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Click the “Automatic Creation” tab and follow these steps:

[Items and Senvices @

u | Definition | Automatic creation | Landed Cost | Motes |
S\ E nable Automatic creation far;
[]'warehouze Feceipts MwH) [] Pickup Orders [PK)
[ Quatation [3T] [] Cargo Releazes [CR)
[7] Sales Orders (507
Ewport Shipments Import Shipments
[j [ &ir M aster Shipments [SME) [ &ir baster Shipments (A1)
[ &ir House Shipments [SHE] [] &ir House Shipments [4HI]

i

Ocean Master Shipments [OME] [ Ocean Master Shipments [ORI]
[] Ozean House Shipments [OHE] [] Ocean House Shipments [OHI)

[ Giround Master Shipments [GME] hd taster Shipments (Gl
[] Ground Houze Shipments [GHE] 3 hd Houze Shiprments [GHI]

[ Dz mot show in documents todes of Transportatiar... ]

Pricrity zorting order [1 iz highest, 0 ig no priarity]

[] The price for this charge depends an ather charges in the transaction

Dependency level |1

[ k. ] [ Cancel ] [ Help

Activate the checkboxes by clicking on the box next to “Enable Automatic
creation for:” and a checkmark will appear in the box (1).

Check Ocean House Shipment (OHE) under the Export Shipments list (2).
Click on the “Modes of Transportation” button (3):

. In the screen that opens, uncheck the box to "Apply this charge to all the
modes of transportation available (1). Then uncheck the other boxes
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"Vessel" and "Barge" so only the “Vessel, Containerized” option is checked

(2):

Spplicable Modes of Transportation @

-

Select fram the Iis_t below the modes of transportation that you want this

modes, or ...

[&pply to all customers)

[] &pply thiz charge to all the modes of transportation available

D'escription b ethod
[ Wesszel Ccean
Wezzel, Containerzed Ocean
[] Barge Ocean
.. or, select
the modes
[ 0k, ] I Cancel I l Help I

Click OK in the Appliable (applicable) Modes of Transportation dialog
box to return to the Items and Services dialog box. (Using the Modes of
Transportation button is optional, but for this example we used it because
we want only the “Vessel, Containerized” mode.)

To allow the charges to appear in the operations documentation that is
viewable to customers, leave the checkbox blank for “Do not Show in
Documents.” If you do not want the charges to appear in the operations
documents, check the box.

If the price for this charge depends on other charges, click this checkbox.
For example, if you include an insurance charge in a transaction, that
charge depends on the freight and value of the cargo (which will be calcu-
lated first). The Priority setting only applies to how the charge will be
displayed in documents, LiveTrack and Transaction Tracking. See more
details on these functions in the chapter “Items & Services.”

Click the OK button when done.
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Result: When you are done, the Items and Services list will show which transac-
tions have charges that will be automatically created.

Code Dezcription Account Mame Automatic Creation
LUC-BL Bill of Lading Documen...  Documentabion
BKS-INC Bunker Surcharge Ocean Freight Inc...
BKS-COST Bunker Surcharge Cost Ocean Freight Cost
CARFEE Caricom fee Documentation
CTG-COST Cartage Cost Cost of Services
CTG-INC Cartage Fee Services OHE
CERVELOS3-... Cervelo 53 Cost [Fventony Cogt
CERVELOS3... Cervelo 53 income |Fventory Income
CRT-COST Crating Cozt Cozt of Services
CRT-IMNC Crating Fee Services
CUSBROAFEE  Customn Broker Fee Cusztornz Broker in...

In this example, when an Ocean House Export (OHE) shipment is created and
"vessel containerized" is selected as the mode of transportation, a charge for
Cartage Service will be added to that house shipment. (Charges created auto-
matically will always be added after you selected the "client to bill" for that trans-
action.)

The price of the created charge will be calculated based on the tariff or rate set
for that charge. See the section on Tariffs for details.

Note: In addition to adding the Automatic Creation functionality to an existing
Item or Service, you can also add a new Item or Service and automate charges
for it. For example you may want to automate an Express Shipment Surcharge
for high-priority shipments. Then, each time you create a high-priority ship-

ment, the surcharge will be added. Use the Add button in the Items and Services
list to add a new item and automate the charge, following the same steps above.

Any automated charges you create will be added to online shipping orders as
applicable when your customers create Pickup Orders, Cargo Releases, or Ship-
ments in Magaya LiveTrack.

Note: If you want charges to be automated in online sales orders, enable the
charges you want from the Items & Service list, and then activate this option in
the Configuration > Online Sales Orders > “Generate charges automatically for
online sales orders.” Then customers will see the charges online.
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Automate Charges per Customer

You can also automate or override charges per customer on the Charges tab of
the Customer profile dialog box. For example, you can add an income item that
applies to this customer.

Income for this service far this customer:

| General | Address | Billing Address | Other Addresses | Contacts | Rates | Charges | Pmt Term:

1)

2)
3)

4)

Charge Frice Currency

Custom Charge

Custom Charge | Automatic Creation|

Charge: | FEREEAGENEEE

w
Price: 26.00 15D Set Tariff... J

Yendaor

Open the Customer profile dialog box, go to the “Charges” tab, and click
(‘Add.))

Select the charge. You can select income or expense charges.

Enter a fixed price or set a tariff. (For help setting a tariff, see the section
“Customize a Tariff.”)

Optional, depending on the type of accounting transaction you are
creating: Select the vendor to apply the cost to, if this is an expense for you.
This option is useful when you perform work for a customer and incur
expenses that you need to pay to a vendor.

If you do not want the charge to appear in documents, check the box.

If the calculation of this charge depends on other charges in the transaction,
check the box.

If you want to make this charge automatically appear in certain transactions,
click the tab “Automatic Creation” and select the transaction.

Click “OK” to save the charge and again to save it for the customer profile.
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Creating Charges from Routes

In Magaya software version 9.0 and higher, there is a feature that enables you to
create routes and add charges for them. The routes management feature creates
segments and routes for multimodal shipments.

e You can add costcharges for routes, and those charges will appear auto-
matically on the Master of a shipment that you create using the route.

o When you add salescharges to a route, that charge will appear on the
House section of a shipment transaction.

If a shipment does not have a route selected, your Magaya system will create
charges will use the automatic creation of charges setting.
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Recurrent Accounting

Introduction to Recurrent Accounting

In Magaya Explorer you can set up recurring accounting transactions for:

. Invoices
o Bills
. Checks

For example, you can create a recurring invoice for your regular customers such
as suppliers who store goods in your warehouse. The recurrent invoice charges
them every month for storage. A wizard walks you through the setup so you do
not have to create the invoice each month or other time period you set.

Set Up Configuration:

Go to Maintenance > Configuration > Accounting > on the Miscellaneous and
check the option “Automatically generate recurrent transactions.”

Accounting

b4 ain | Du:u:umentNumI:uers| Cost | Ta:-:es| |ntegratiu:uns| Credit Limit| Mizcelaneous

Cther settings

Inwvnoice cuskomers periodically |D.;. nat apply - |

Allow ko add expense ikems on invoices

Exchude new invoices From tracking

| Aukomatically generate recurrent transactions

Cwerride division of generated accounting kransaction with the division of the source operation,

Create a Recurring Invoice

To create a recurring invoice template in Magaya Explorer, follow these steps:

1) Go to the Invoice List.
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2) Click the Actions button and select “Recurrent Invoices:”

T © = .. 8. » . ®

. Back Sir DCean around Printk Fird
[+ ;_2 Magawa Mebwork, D i
ates: Al
= ._1::_] Tasks Cargo Repoarts L4
FR ) 9
* 1%' Quatations Num Type A Sales Reports e |
+ 15 JDbSI 72 Inwoice 5| Export to QuickBooksiE,.. 01
E= lﬂ Bl:ll:lkll'lgs ?3 |r'l"v'l:liCE J[ Expl:lrt ko PEEC"ITI"EE@... EH
[#-#55 Warehousing 72 lnvoice A T A— 11
e E Mainkenance 70 Inwoice S ) 31
[E & Accounting 71 Invoice J§  PrintBatch.. 31
67 Invoi 5 a1
& Chart of Accounts £a IE:E:EE I Receive Payment, ., H
%] Ttems and Services £9  Irwoice O 5end To Online Payment System.., 1
+ '-Lj Rates BE  Irnwoice %]  Exclude From Tracking 30
=] Invoices BS  lrwoice M 26
E B4 Imvoice  H ApprovelDispute Transackion 2C
o Eills B3 lnwoice LY oid Transaction 25
4 Eill List B2 Invoice V| save as Recurrent.., &
- B1 lbvoice W SR T
¥ Payments £l [ Recurrent Invaices
¥ Payment Lisk RS rwaoice T Open Transackions k i
b Deposits 88 Invoice P ch col 2B
o Deposit List 57 Inwvoice T QR =MD 18
== Checks BE  lnvoice A& Importo, 18
=] Check List 55 Invoice Af  Export... 'If
-8 outgoing Shipments 54 lrvoice Bl History... R 12
[+ ﬂﬂ Incoming Shiprmenks S =
[+ -Lj Miscellaneous v [ x ] P fy ™
E:]:' L_‘ﬁ? 7 - -]
¢ 3 add  Edit  Delete Filker Actions
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When the list of recurrent invoices opens, click the “Add” button:

Dates: |f-‘«ll v| From: | | To:
Type Mumber | Appled to Date Account Mame
Ihvoice 126 Caterpillar Equipment  121/2008  Accounts Rece
Ihvoice 125 JB Wire Co. 121052008 Accounts Rece
|Fvenice Bell Helmets 12/09/2008  Accounts Rece
| rvoice Shimano 12/09/20028  Accountz Rece
<

fdd

¢

Filker

Actions

A dialog box opens the Recurrent Transaction Wizard. This wizard will create
a template for a new recurring invoice. All future invoices for this customer will

be built on this.

Every month when the system automatically generates the next recurring
invoice for the customer, this template will be used. The date and charge

amounts will be updated each month to reflect the new charges, while the other
elements of the template such as the customer’s address will be the same. You

will not have to re-enter the information. If you need to change something such
as the address in the future, you can edit the recurrent invoice by using the Edit

button.
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The first screen in the Recurrent Transaction Wizard contains the following:

Recurrent Transaction \Wizard faxcs

Recunent Transaction Details
Enter the detail: of what pou weank to be irvoiced with thiz recument ranzaction. Whan pou relate this ransaction
to the cango in tha warshouss, pou should use a Tanff to calcuate the night prices
Mumber. Apply to
Account Accourts Recarvable - i
Trarzaction Dale  B/257°2015 O Bilng Addrass | Changea...
Paymezrl Terms  Net 180 - g
Dizian - ’
Charges  Accounts
Shabus Chazcoption Prepaid Quantity Prce Amourt  Tax Code Add., ]
Edi. |
Remove ]
Fl in 2
Paid az: Prepaid - Amaunt SO 0.00
Ewchangs Rate:  1.00 ush ‘withhakding UsD 0o Tax: S0 000
Tatal Amaunt UsD 0.00
Amourt Due UsD 0.00
e [N | [ Cancd | [ Hep
. Enter the transaction number in the “Number” field. This is the number

of this template, not the number of the invoice. The invoice number will
be generated at the moment that the invoice is automatically generated.

. Click on the “Apply to” dropdown menu to select the customer that will
receive the recurrent invoice. The address displays automatically. To
change it for this transaction, click the Change button. The date is filled in

automatically.

. Select the Account this transaction will refer to such as Accounts Receiv-
able.

. The Transaction Date is set automatically to today’s date. Change it as

needed. This is the date that you created this template.
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Click the “Add” button in the wizard screen to add a charge. A dialog box
opens:

P -

Charge Information @
Type: Starage Fee bt
Description:
Tax Code: -
[Iiantity | it Price Aot
1.00 pound 010 UsD 0.0
[ k. ] [ Cancel ] [ Help ]

- a) Select the type of charge such as Storage Fee (whic is an Income
item).

- b) Enter a description (optional).

- ¢) The quantity, units (such as pounds), and the price will be calcu-
lated by the system automatically each time the invoice is generated.
A price can be added if you want to have a set charge not based on
the cargo on hand.

- d) Click the OK button to save this charge and return to the wizard
screen.

Set the “Paid as” option to either Prepaid or Collect based on the terms of
the agreement for this recurring invoice.

Paid ag: ‘F‘repaid v’
Eschange Rate: C

ollect

Click the “Next” button to go to the next screen in the wizard.
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The next screen in the wizard enables you to set the frequency of the invoice.

Recurrent Transaction Wizard

Aecunent Transaclion Sellings
Hese pou can et e stat and end dabes of the recurent iranzaction az well az how often you would like & to be

penerated. You could aleo apply this iansachon to the cango in the warshouwsa for charges such as "Shorage
Fes", "Inzwance Fes"_ etc.

Start Date: 712ms B
End Date: B/24/2016 | Newver Ends
Generate: b athly - | day | 15 - |

Charge in Advance

| Apply to "On Hand" carga in the Warehouze

[f o gelect thiz option, charges will be calculated bazed on the tariffz applied to the 'On Hand'
warehouse receipts

Arnount of days before start biling each warehousze receipt:. 7 days.
| Generate a separated charge per ling item
Calculate charges bazed on the smallest packing unit [Ex. boses inside pallets]

Digable recuring tranzaction

<Back | Finish | | Cancel [ Hel

. Select the start date. Today’s date is filled in automatically. Change it as
needed. This is the date that the system will begin generating these
invoices. You may create the invoice template to begin invoicing the
customer starting next week, for example. Next week’s date will be used in
the invoice. You can also set up retroactive recurrent invoices by using a

past date.
. Set the end date, or check “Never Ends” if the service is continuous.
. Generate: Select the frequency that you want to generate the invoice: If

you select Monthly, also select the day of the month (1-31) If you select the
31st, the system will default to the 30th for months that do not have 31
days. If you select Weekly, the invoice will be generated on Fridays.

. You can charge the customer in advance by clicking on the checkbox. If
not, uncheck the box (it is unchecked by default). When charging monthly
in advance, the customer is paying for that whole month in advance.

. The checkbox for “On Hand” cargo in the warehouse is used for fees. The
box is unchecked by default. Checking the box activates the fields below it.

Use this option to calculate the fee on the invoice based on the amount of
cargo on hand for the client. The price will be calculated based on the tariff
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you set up; in this example it is for storage. See the section on “Tariffs and
Rates” for details.

If you want to give a customer some free days before charging for services
such as storage to encourage quick movement of cargo, add the number of
days in the days field “Amount of days before.”

Other options are:

Generate a separate charge per line item. The number of charge lines in
the resulting invoice will be the same as the number of cargo lines in the
related warehouse receipt. This is useful to itemize oversized cargo.

Calculate charges based on the smallest packing unit. (If unchecked, the
price will be calculated by pallet.) If the cargo is repacked in pallets, the
price will be calculated based on the items inside the pallet.

You can also disable the recurring transaction by clicking in the Disable
box.

Click the “Finish” button.

Result: The recurring invoice template is added to the list of Recurrent Invoices.
On the first of the month (or preset day), a new invoice will be created for that
customer. The invoice appears in the Invoices List.

If you are using the PayCargo service, you can send the invoice to that service so
the customer can pay it online; or you can give the customer Magaya LiveTrack
permissions to pay the invoice themselves online. For details on setting up this
service, please see the Magaya Software Communications Manual.

Note: You can also save an existing invoice as recurring by clicking on the
Actions button when you are in the document view of the invoice:

Rl Edt Saks Opeemions Manienancs Shpment  FlguvsMeteork  Aocoonting  Beports (pooes Helg

> O = . 4. 8. * . . ?2.&2 2.-@- & M
Pk [} Chman o o Prink Firsd Wbk Sered sl Twk Aptresh  Foaeer
1 _‘-. -:-.;,.:-:l.-—'ur- . i #“ W M 3 F M & 7 ] F 3 i
u: = Fet Frewcon Meck Last  fdd  Ecé Cumistn  frd Pk Acbiorn Toom ophora
2 A Guststons
% o Eestreg _ H Receive Payment, .,
s Warshausing o )
& i Mertneanc s tesl Send To Online Pavment Syskem, .,
= Wl Fcrmnting .
P — Exclude From Tracking i
£ Terw arcd Sardces
T marwlard Chart Raten ||
Yoid Transackion -
% Save as Recurre
i [E= Save as Recurrent..
S Bl Lt

——— Caterpiliar Equipment

B Pt s
& Deposts 23 S5W &h St
o Deposk s Clewiston, FL j

i LraTED STATES History...

Select Template. ..

The wizard opens. Fill in the fields as explained above. (You can also save an
existing invoice as recurring when you are in the Invoices List. Right-click on
the invoice and select “Save as Recurrent” from the pop-up menu.)
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Create a Recurring Bill

To create a recurring bill:
1) Go to the Bill List in the Accounting folder.

2) Click the Actions button and select Recurrent Bills:

Zarga Reports L4
21 Bill Crown Shipping Purchases Reparts 9
20 Bill Crown Shipping
19 il Cervelo Bicycles Export bo QuickBooks®, ..
18 I:_reu:lit Sea Star Line Export o PeachTres®. ..
17 Bill Tab Cargo
16 Bill Anderson & Sons Trucking Co )
15 Bil Air France Prink Batch. ..
14 Bill Les Camions Yite
12 Bill LaM Cargo
11 Credit ATLAS AIR, IMC.
10 Credit ATLAS AIR, IMC.
9 Eil ATLAS AR, IMC. m
3 Bill Landlord for office "
v Bill Ed's Crane Service Gpen Transactions
E Eil Cuztom Broker & Chonse Colurmns. .
5 Bill Bill's Starage Unitz Import
1 Bill kagapa
13 il Crown Shippinag_ Export...
£
- o ol o 3 . T
w @ X V. W |
add Edit Delete Filker Actions

The list of recurrent bills opens. If you have not created any recurring bills yet,
the list will be blank.

In the Recurrent Bills list, click the Add button. A dialog box opens the Recur-
rent Transaction Wizard. This is the same wizard used to make a recurring
invoice. See the section on recurring invoices for details.

You can also create a Recurring Bill from an existing bill: Go to the document
view of the bill and click on the Actions button. The same Recurrent Transac-
tion Wizard opens. Follow the steps above.

Create a Recurring Check

Recurring checks can be created to pay for expenses that you have on a regular
basis such as paying rent or insurance every month.

To create a recurring check:

292



Chapter 11

Recurrent Accounting

1) Go to the Checks List, click on the Actions button. Select “Recurrent Checks”.

¥4 Carrier Rabes
Invoices

|5 Inweice List

S Bils

< Bl List

¥ Payments

¥ Payment List

5 Deposits

G Depost List

7l Checks
- ETY
¥ & tubgoing Shipments
# & Incoming Shipmeres
¥ 1) Miscellaneous

[Ef

= ok Gk de (TN

= N
Add

Landlord for office

At Bazel Gallany

Ed'z Lrame Senace

Cusstom Brokes &

Bilf'z Stoeage Linits

L4

4
i

12/05/2008
12/05/2008
120657
12405/
12406/

Recurrent Checks

500000 Bank A
100000 Bank At
Other Reports R
Reports L

o ko document
‘Woid Check.
Print Bakch...

Choose Calumns, ..

Export...

Histary...
-_/’ I - .
Filter Ackions

A new list opens. If you have existing recurrent checks in the system, they will
be displayed in the list. If you do not have any, the list will be blank.
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2) Click the Add button to add a new recurring check. A “Recurrent Transaction
Wizard” dialog box opens.

Recurrent Transaction Wizard E'
Recurrent Tranzaction Details
Enter the detailz of what you want to pay with this recurrent transaction.
Select the right wendor and account,

Bark Account; Eianl::. Account Mumber;
Piﬁ;ézrtgﬁ |Insuranu:e Yendor v| Date:
Memo: | | Amount (USD]
Divvigion: | vlﬂ
Detail [USD)
Azcount Mame Arnount | Dezcription Ertity Add
Inzurance Cost £7.00

| | v N O-i-tc

Exchange Fate: |:| Total USD £7.00

Current Balance: usD 19803.00

[ M et = H Cancel ][ Help ]

. Select the bank account you want to use to pay this recurring check.
. Select who to pay this check to for the “Pay to the order of” dropdown.
. Optional: Enter a memo (note) if needed. Select a Division if applicable.

. Click the “Add” button. A line in the Detail table will be highlighted. Click
in each field to enter information or use the dropdowns as they become
active.

The total will be calculated.

. Click the “Next” button. The next page of the wizard enables you to set the
frequency of the recurring check. The fields on this screen are the same as
for creating a recurring invoice.

You can also create a recurring check from the document view such as right
after you write a “Check to Expense” type of check. (The other types of checks
cannot be made into recurring checks.) Click on the Actions button. Select
“Save as Recurrent.” The same wizard dialog box will open.
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Actions for Recurrent Transactions

In the Recurrent Invoices list (and the Recurrent Bills list), click on the Actions
button to access the following options:

Generate Recurrent Transactions...

Update On Hand Cargo tao bill...

Choose Columns..,

< Export...
E[::I m..:/w 3 { q.\;ﬁ ) > _.H--.j - ﬁ
add Filter actions Close
. Generate Recurrent Transactions: If there are transactions due to be

generated, they will be generated when you click the button. Otherwise, a
note will state that there are no transactions to generate at this time. When
you log into the Magaya system, you will receive a notice if there are any
transactions to be generated (if you have accounting permissions). You
can click “Yes” to generate them or “No” to generate them at another time.

. Update On Hand Cargo to bill: A note pops up to notify you that the
update is in progress. This will link a new recurrent transaction with ware-
house receipts previously received for the customer. This is normally done
automatically, but this manual option is available.

. Choose Columns: As with any list, you can choose the columns and their
arrangement.
. Export: You can export the list from your Magaya system.
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Periodic Invoices

A Periodic Invoice will gather all the charges for a customer and place them on
one invoice during a week or month.

Steps

1) First, to enable this function for your Magaya system, go to the Maintenance
folder > Configuration menu and select the Accounting section.

In the Accounting configuration options, select the time frequency of the
periodic invoices. Use the dropdown menu to choose Weekly (Fridays) or

Monthly (select up to five dates during the month).

- i Hantanance ] Accounting
CArmiers Diocurment [ Bl Cancht I_ Set ] e

= Forvearding Agents pprn

-_11 inarehouse Providers

& Customers ; .

. | Chexck; Set

B Verdors %2 = -

S Salespersons Ascourtng

-3 = L]

';i, Conkacks DuckBooks

B Employees _ [ Irechade Aiccount Defiritions when exporting fo QuickBooks®
| Ports ';P

Counkries ==
.. Configuration Froum Filing |F ch=nt is cver e credit bmit
B Roenteg

# $] Cutigoing Shipments . .
# 5] Incoming Shipments Select to invaice
periodically

Firzt manth in your i

LIS Cushomg - -
Syshema Inwoice cuslomers penodicaly
Wil [ Keep sale Lz lor puichases sl

Save your settings.
2) To set up Periodic Invoices for specific customers:

Go to the Maintenance folder and click on “Customers”.

= [Partenance]
.g Carriers

§ Forwarding Agents

& warehouse Providers

i
Cuskomers
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. Select the customer that you want to create a periodic invoice for
(double-click on the name to open the Customer dialog box).

. Go to the Payment Terms (“Pmt Terms”) tab:

E

Customers

eral | Addresz | Billing Address | Other Addrezses | Rates Eharges.ﬁ.ttachmen 4

FPayrment Terms

Tranzactions are due after 30 daysz.
The common bppe of payment iz Prepaid b
The Credit Limit iz 0.00 5D
Farent Entity: L
|rrvoice periodically |ze default w
Mewver apply
T54 Compliance Wieekly
hd anthly

Thig entity iz a known shipper
K.nown shipper expiration date: 120 12Nz »

t anage Online Payment Accounts

[ (] H Cancel ][ Help ]

Note: The only items on this tab that will be discussed here are the ones related
to periodic invoicing. (The TSA known shipper is covered in the Magaya Cargo
System Operations Manual.)

You can select how often you want to invoice by clicking the dropdown menu
“Invoice periodically™:

o Use default: This will use the default you preset in the Maintenance >
Configuration menu that applies to all customers.

. Never apply: Use this to turn this feature off.

. Weekly: This customer will be invoiced every week. All the operations
charges during the week will be added to an invoice each Friday.
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o Monthly: When you select this option, additional fields appear so you can
set up to five separate dates to generate invoices. This customer will be
invoiced on the dates you select.

|Fvoice penodically P anthly w | odays |1 w | |7 v (15 w | |21 w Ev

When you are done, click the OK button to save.

Periodic Billing for Vendors

The system provides the option to group all the bills generated for a vendor in a
period (week, month).

To enable this option, go to the Payment Terms (Pmt. Terms) tab of the Vendor
profile.

For example, set up the monthly billing period for a vendor such as an insurance
broker so that every time a new insurance certificate is created, the system adds
the cost charge of the insurance to this monthly bill.

This guarantees that the bill created matches the monthly insurance invoice
generated by the broker for the same month. If this is not done, you will have as
many bills as insurance declarations submitted during the month to match one
invoice.
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Tariffs and Rates: Introduction

Introduction to Tariffs and Rates

Tariffs and Rates can be set up in Magaya Explorer to calculate prices for trans-

actions. The difference between Tariffs and Rates is:

Tariffs are prices you set for services that you offer. The price depends on
the measurement, value, and storage time of the cargo.

Rates are calculated based on the measurement information plus the
mode of transportation, and the origin and destination information for
the cargo.

How to use Tariffs and Rates: Tariffs are most often used for charges that are
static such as storage, insurance, etc. Rates are for freight charges.

How the system will process the tariffs and rates:

1)

2)

3)

First the system will look in the Customer profile for the rate that is based
on origin, destination, mode of transport, and cargo measurements. If
there isn’t a customer rate, then:

The system will look for a tarift (which is on the Charges tab of the
Customer profile) based on cargo measurements, time, and value. If the
system does not find one, then:

The system will check the Standard Client Rates based on origin, destina-
tion, mode of transport, and cargo measurements. If the system does not
find one, then:
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4)  The system will check for a tariff in Items and Services based on cargo
measurements, time, and value.

Customized Standard
Rate Tariff p— Rate Tariff
k Origin » Measurements) + Origin = Measurements
= Destination + Tirme = Destination = Time
+ Method of » Cargo Value » Method of » Cargo Value
Transport Transport
k Measurements| + Measurements|
Apply to a Specific Client Apply to all Clients
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Tariffs: Introduction

Tariffs are prices you set for services you offer such as refrigerated storage. The
price depends on the measurement (pieces, weight, and volume) value of the
cargo, and the time it is in storage. Let’s see how to set up tariffs in Items and

Services under the Accounting folder.

The Tariff button is available on each Items and Services dialog box.

&+ & Magaya Nebaork
® 2 Tasks
£ Quotations

& Irvecices
% Irvecice List
. Eils
‘S Bl List
¥ Payments
¥ Payment List
5 Deposits
O Deposit List
=i Checks
=l Check List
# £ Outgoing Shipments
# §] Incoming Shipmerks
& ] Miscallaneous

Code Descaphan Account Hame
RPEANC Aepacking Fea Sarvicas
HaM-LCOST Hamdbing Cost Cozt of Sepdces
HANANC Handling Fes Sarvicaz
S5TO-COST Storage Cost Cost of Serices
STOJNC Storage Fes Sarvicaz
WikT-Ey il
ELEC
TELE
EQ-RE Dehrden  Budomatc creation | Moles Fu
[ OFoR Tips v twcss| X
DOC-s5! Descriphion  Siolage Foe
DEIE-Bi =
DOC& Cade | STOAME
DpocC
SEC-C1] Aot | Servicer
SECAM
e o L q
IS [FlN i o el e
BES-C1] ] Conate ielated resple domm aubimatcaly
BES-IM jme
FSI:I:[ E spinei [ 5":.-# Cost -
FECAM
ILFGT t
ILFGT- e
FGTP4]
FGTPY
GRAMFA Cumency. | LISD Linded States Dolls - I
GRMFG [ raciive e
[ ok )| cCoce || Hep |
A Freighl Sernce Lt Freight [ncome

O pening Balance [ncame

x 7.

[Doelete Filer

D penirg B alance I,

" 4 5
Actions

Tw
Other
Oithear
Other
Other
Okt
Other
Other
Otk
Other
Otk
Other
Otker
Otk
Other
Oither
Otk
Other
Oitkezr
Otk
Other
Otk
Otk
Otk
Otk
Otk
Fieigh
Fieigh
FieigH
FieigH
FieigH
FieigH
FieigH
FieigH
Otk
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How to Set Up Tariffs

Follow the steps below to set up tariffs in your Magaya Explorer.

1)  Inthe Items & Services folder, open an item or a service and click on the
Tariff button. A dialog box opens:

Tariff

Apply by: [ weight ~| | Poundil] -
[] Uze Groszs Weight instead of Chargeable ‘Weight

Prices in USD

kin: 0.00 Maw: 0.00
Fate per: [Llnit = 1.00 [u]
Mare than Fate T ariff detailz
1.00 0.00000 add
[ Ok ] [ Cancel ] [ Help ]

=

The tariff will be calculated in the currency that is selected in the Items and
Services screen. The screenshot above shows “Prices in USD”.

Select the option you want in the “Apply by” field:

Tariff (%]

weight

Prices in Us|Cieces

w | | Pound(lb) w

Min.:  [%olume .00
Time
Wal . ;
Mare than E:Igslated T ariff details
1.00 0.50000 Add
100.00 .35000

Femove

Weight: This gives you the option to select the weight units (pounds, kilo-
grams, ton, ounce, or Troy ounce).

Min/Max: In the Tariff dialog box, you have the option of entering a
minimum and maximum price: Enter the amount in the fields “Min.” and
“Max.” as needed.

Rate per unit: Set the unit as needed. For example 50 cents for every 2
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pounds (Ib).

When charging by weight, the Tariff screen lets you charge a rate that
varies based on the weight (range).

Example: For shipments that weigh more than 1 pound but less than 50
pounds, the rate might be 1.00 per pound. For a shipment weighing 51 to
100 pounds, the rate might be 0.75 per pound.

Click on the Add button. This activates the cells in the table.

Tariff 3

Apply by: | IR v | | Poundilb) |
Prices in USD
Mir.: M g
Rate per: | Unit v 1o b
Mare than Fate T ariff details
1.00 1.00000 ([ add

0. 75000 —
—

[ Ok ] [ Cancel ] [ Help ]

Click in the table cells to enter information. Click the OK button to save.
Note: These table cells can be used for entering tariffs by weight, pieces,
volume, time and value.

Pieces: When setting the tariff by Pieces, the weight unit dropdown is not
available because it is not needed.

Apply by: | F

Volume: This gives you the option to set the units by Cubic meters, Cubic
inches, Cubic centimeters, or by Liter.

Tariff X

Apply by | Volume | | Cubic foot(fF] v
- - Cubic meter[r?)
Fizes i LED Cubic inchiir?

kin.: | 30.00 b an.: )
[s

I:_ul:ui-: Centime
Rate per: |Llnit vl Ither[l] .
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Time: This gives you the option to charge by time (Hours, Minutes,
Seconds, Days, Weeks, or Months).

The Time is calculated based on the time the cargo arrived (based on the
Warehouse Receipt time), and the time the cargo left the warehouse (via
Cargo Release or Shipment).

Tariff E3
#pply by | Tirne hd | Hours[hours) w |
Prices in USD E‘II?CDHEIES[S:E]C]

inukes[min
kin.: | 30.00 Max: ||Hours(hours
R ate per: | Unit - | wheekz[weeks]

fonthzmonthsz]
[ bare tHhan B abe | T ariff details

Value: The value is used to charge based on the value of the merchandise
and it can be used to calculate the amount of the insurance on the cargo.
When selecting “Value”, the unit dropdown is not available.

Tariff |

Apply by: w |

Calculated: This gives you the option to calculate the tariff based on a
script or a formula:

Tariff x|

Apply by: | Calculated w | Script b
Prices in USD

Scrpt
Tupe the formula here: Fercent

Walidate. ..

[ Ok ] [ Cancel ] [ Help ]

The “Formula” option gives you buttons for Variables, Operators, and Validate.

The following example shows how to calculate a storage charge of 0.02 per day
per pound.

First, click the Variables button to set the variables for Time (T) to “Days” and
set Weight (W) to “Pounds”.

304



Chapter 11 Tariffs

The Variables screen shows a list of variables names and codes. These are the
variables you will use in the script or formula and the measurement units that
they will come in.

Variables E'
M arne Yariable Meazurernent Unit
Fieces P
Chargeable “\eight W | Filogram(F.g]
Gross ‘wWeight G Filogram(K.g]
Yiolurne Y | Cubic meter(r) w |
Value &
Tirne T | Huours[hours) w |
Wolume YWeight L | Yalume KilolWi.g) A |
[ 1] l [ Cancel ] [ Help ]

Enter the formula in the blank field using the Variables and Operators:

Tariff x|

Apply by: | Calculated w | | Farmula w |
Frices in USD

Type the farmula here:

T=w=0.03

Walidate. ..

[ 0k l [ Cancel ] [ Help ]

Click the “Operators” button to insert operator symbols to multiply, divide, etc.

Click the OK button when you are done. You will be returned to the Tariff
dialog box.
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To create a formula that rounds the days and pounds up to the next integer
(whole number), use the “ceiling” function:

Tariff

X]

Apply by | Calculated

W | | Formula

v|

Prices in USD

Type the farmula here:

caill T Fesilia0.03

Yariables...

Operators

Walidate. ..

| ok

| |

Cancel ] [

Help

]

To validate the formula, click the Validate button and enter numbers to test it.

The option to calculate by “Script” shows a screen with a button for variables
(weight, volume, etc.), a button to edit code, and a validation button.

Click the “Edit Code” button to open a screen to type in JavaScript code. This
screen is used to type the body of the JavaScript function to calculate the price.
The function brackets are already included in the header and the closing bracket
is included at the bottom of the screen. The “return” statement is required to

pass the calculated price back to the Magaya system.

This code example shows the storage charge that rounds up to the next number:

Script Code
Function ) {

return math.ceil (M ¥ math.ceil (T) *0.02

X

Ik ] [ Cancel

] [ Help

In the script code screen, you can call functions by name if you have functions
already created in the Maintenance > Configuration > JavaScript Code library.
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This is covered in detail in the “Configuration Menu” chapter of the Magaya
Software Customizatin Manual. Validate the code to check for errors. Save it.

Tariff by Percent:
To calculate by percent, select the “Percent” option.

W

Apply by |Ealculated v| Farrnula

Prices in USD Farmula

Script
Type the formula here; W

Enter a minimum and maximum (optional), enter the percent amount such as
5% and how to apply it: to the cost, income or profit.

This percent option can calculate a percent for a commission. If it is used in
House Shipment, it will only calculate the commission for that House, not the
cost of Master prorated.

Tariff [X]

Applw by |Ealu:ulateu:| V| |F'er|:ent V|
Prices in USD
kir. b &
Apply: |5.00 %ofthe |Cost v
Cost
|ncome
Prafit
[ (] l [ Cancel ] [ Help ]

Click OK to save and close this screen and the previous one.

Note: The percent option was introduced in Magaya software version 9.8. It was
designed to make it easeir to set the percent of a tariff. If your system has existing
tariffs that calculate a percent with a formula or script, your system will
continue to use those.

Result: Now the tarift is ready for use in transactions.
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How to Customize a Tariff

You can customize a tariff for a specific client (customer).
1)  Go to the Maintenance folder > Customers.

2)  Select the customer and open their profile. Then click on the Charges tab.

Fie Edt Sales Operations Mainkenance Shipment MagayaMetwork Accounbing Reports Ophtions  Help

O © 2.9 .@8.0H . <. X

Back Ar Ocean Ground Prink Find
+ & Magaya Metwork .
* 'I_EJ Tasks Cuslomers
- E Cuotabions
] General | Addess | Biling Addess | Other Addreses | Confacts | Flabgs Prif Teams | 4 *
@ i Jabs
# -ﬂ Bookings Cherge Price  Automatic Creation Curerey
& ¥ Warehousing

i Carriers
B Forwarding fger]
‘Warehouse Proy

& Wendors
€ Salespersons
& contacts
Q Emplovess
1 Ports
-‘ Countries
"4 Configuration
WG Accounting (] 1s biling cusiomes [(mae. | [ Es. | [ Do |
# L Dutgoing Shipments
+- 87 Incoming Shipments (

5 Miscalanecus [ & Boston Scientiic 3055574000

0% [ Cocl |[ Hep |
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3)  Click on the Add button.

Customers X

Gereral | Address | Biling Addiess | Diher Addiesses | Contacts | Rates | Chaiges | Pt Tems | 4 ®
Cherge Frce  Automalic Cresticn Cumency
Click "Add"

[k biling customer | add. || Ede. || Dol |

[ ok [ Comed |[ Hew |

In the dialog box that opens, set up the custom tariff.

Custom Charge [E|

Custorn Charge | Autamatic Creation |

crece |

Wendor:

[ Do not show in documents

[] The price for this charge depends on other charges in the transaction

[ k. H Cancel H Help ]

o Select the Charge that you want to customize from the dropdown.

. Enter a price or click the Tariff button. (If you select a freight charge,
the Price field will change to a note “Freight Charges Use Rates.”)

Custom Charge E|

Custom Charge | Automatic Creation|

Y Freight Service ~ |
Frice: [Freight Charges use R ates) Set Tariff... J
Wendar:
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«  Ifyouwant to automate this charge, click “Automatic Creation” tab.
Select the transactions to automate.

. Click OK when done.

That tarift will now apply to that customer for the transactions you specified.
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Rates

Rates Overview

Rates are used to calculate prices for services related to the movement of cargo.
They are calculated based on the measurement information plus the mode of
transportation, and the origin and destination information for the cargo.

The different types of rates are: standard rates for all your customers (clients),
rates from your carriers, and customized rates applied to individual customers:

. Carrier Rates: These are your purchasing rates for freight services, how
much you pay the carrier.

. Standard Client Rates: These are your standard rates for all customers.
You can make these available on Magaya LiveTrack for your customers to
view.
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Client Rates: This groups all the rates for all your customers (clients) in
one place. You can customize multiple and single rates for customers

using a wizard that is available in the Client Rates folder.

Entering Rates

Carrier Rates

T

Carriers give you rates

You set rates for your customers \

Client Rates

Customers pay you
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The Rates folder also contains contracts. See the sections on contracts for
details. The next section will focus on setting up carrier rates.

‘ Page One Carrier Rates

'@ Magaya Network
- Tasks

ol ;
-8 Quotations Status Carrier

recal
-i[%) Jobs G Current AMERLIET IMTEI

|2 :ulrchasmg W Curent AMERICAN AIRL
-] Sales

...:1f_1 Bookings
-5 Warehousing

E_J,_ Dates: [Last manth to date

§=| Maintenance

40 &) Rates

----- Standard Client Rates
..... E Client Rates

..... E Carrier Rates

..... L}:I Client Contracts

----- {4 Carrier Contracts

..... Route Segments

..... :'T_L " Routes

-4 Accounting

Rates can be used in Pickup Orders if you set the “Place” field on the Shipper tab
or the Consignee tab. See the Pickup Orders topic for details:

http://knowledge.magaya.com/#/article/create_pickup_order
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Carrier Rates

Overview to entering new rates from your carriers: The article explains how to
add a single rate from a carrier and how to enter multiple rates from the carriers
you use for air, ocean and ground transport.

To learn how to import a list of rates, see the Knowledgebase article, "Getting
Started: Importing Data using the Import Wizard:"

http://knowledge.magaya.com/#/article/import_wizard_tips

Enter Carrier Rates

Carrier Rates are your purchasing rates for freight services (how much you pay
the carrier). For each carrier that you use, enter the rate information they give
you in your Magaya system. This rate will be used as the Cost in freight charges.

To set up the carrier rates, follow these steps.

. Open the Rates folder, and click Carrier Rates.

. Click the Add button and select the type of rate you want to enter: A single

rate or multiple ones:

g Magaya Metwork
---'.J__lj] Tasks
#-{@ Quotations

-2 Jobs

| Purchasing
I_| Sales
& Bookings

-5 Warehousing
-§=) Maintenance

Carrier Ratezs

=< Rates

----- i2| Standard Client Rates
----- g7 Client Rates

----- i Carrier Rates

..... |4 Client Contracts
-4 Carrier Contracts

..... i, Route Segments

-4 Accounting

el
n

i Dates: [Last motith o date

Statuz Carrier

W Curent AMERWET INTEI
W Current AMERICAMN AIRL
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This example will illustrate how to add a single rate. Multiple rates is explained
in the section “Add Rates to a Carrier Contract.” The single rate will apply to
one carrier for one transport mode and only for one origin/destination.

In Magaya software there are many options for creating rates:

Create Rates by:

+«Weight

+Plece

+ Container

+Volume

« Origin and destination

+ Made of transport

« Commeodity type
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A dialog box opens. The following example shows an ocean rate:

Rate le

General |Eu:untrau:t Motes

Carrier; | Tropizal Shipping

Freight Service Class: | Dcean Freight Service Cost v |
Description/Comrnodity: |Electru:|ni|:$ v|
Origir: |Miami v| Drestination: |Freepu:urt, Grand B V|

b ethiod: |"v"essel, Containenzed v| Tranzit Time: D days

Apply by | Container b |

bdin.: L ER
Flate per: |Llnit V| 1.00 b

Container R ate Add

20 Ft. Standard Cantainer 200.000
40 Ft. Standard Container 1200000

Prices in USD

(wscamie | o< J [ conoel J[_Fep ]

On the General tab, select the carrier (or add it if it is not in the list).

Select the freight class service. This pulls from the Items and Services of
type “Freight” and “Other Freight”.

Enter a description (optional). Use this for Commodities that you want to
classify by type such as electronics. To enter a new commodity, click on
the plus sign in the dropdown menu, enter the information and click OK.
Commodity Types can also be entered in Maintenance > Configuration >
Commodity Types. The Commodity Type can also be specified when you
are entering Inventory Item Definitions: Select the Commodity field on
the General tab.

Select the origin and destination cities for this rate (from the ports list).

Select the method (mode of transportation) such as “Vessel, Container-
ized”.
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Transit Time: Enter the number of days of the voyage. (This information
can be added to the Query Rates screen.)

Select how to apply the rate: This example uses “Container”. When you
make this selection, the screen will change depending on what you select.

Minimum and Maximum prices: Set this option as needed.

Rate per: Set the rate per unit or per range. Rates per Unit such as pounds
will multiply the rate by the unit.

If the unit is 1 pound and the price is $1 per pound for weights between 1
and 50 pounds, to ship 35 pounds will be calculated as 1 x 35 to equal $35.

If the price is 0.80 per pound for shipments weighing between 51 and 100
pounds, the price for a 70-pound shipment will be calculated as 0.80 x 70
= $56. The price for 90 pounds will be calculated as 0.80 x 90 = $72.

If you set the unit to equal 100 pounds, and the price of $10 per each unit,
then shipping 400 pounds will be calculated as 4 units of 100, which will
cost $40.

Pricez in 5D
bir.: | 5.00 haw.: |0.00
Fate per: | Lnit w | [1.00 b
b are than R ate Add
1.00 1.00000
101.00 0.70000

Select Rate per Range: Enter the ranges such as 1 to 20 cubic feet, then 21
to 50 cubic feet, etc. For example, a range is set for $10 for any measure-
ment between 1 to 20 cubic feet; your shipment is 15 cubic feet, the price
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is calculated at $10. If a shipment is 11 cubic feet, the price is still $10
because it is in the range of 1 through 20.

Pricez in 5D

Min: [125.00  |Max: (000 |

Rate per: | Range e |

b are than R ate Add

1.00 10,00000
21,00 3.00000

Rates per range are useful for Roll On Roll Off (RORO) rates. To set a
RORO rate, apply the rate by volume (cubic feet) and select Rate per
Range and enter your numbers.

. Click the Add button to add a rate. This will activate a line in the Prices
table. Select a container (this example shows a 20-foot and a 40-foot stan-
dard container) in the Prices table, and enter the rate for each in the fields.
You can add as many as you need.

If you have a contract with a carrier, click on the Contract tab:

Rate [g|
General | Contract |N|:|tes

Effective Date: [ 1728200 v

Evpiration Date: | [7] 1/28/2011 v |

Cortract Mumber: | PE-COLONT |

Amendment Mumber: | 18 |

[ (] H Cancel ][ Help ]

. Enter the date the contract expires. When the contract expires, the rate
will no longer be used.

. Enter the contract number.
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If you want to add any notes, click on the Notes tab and enter them.
Click the OK button when done.

Result: The rate now displays in the Carrier Rates list and is available to use for
costs in shipments.

Note: You can also set up carrier rates in the Maintenance folder by selecting the
carrier (if they are in the list already). To create a new carrier profile, click on
the Add button and select the type of carrier:

[k L"1 DILUED 1

& wWarehousing

[=-§=| Maintenance

2 A Canada

= A France

& Almacenar

@ Anderzon & Song Trucking Co
e ATLAS AIR, IMC.

Farwarding Agents

2 warehouse Providers

g Cuskomers L‘-’L .":".HES .":".if_, |r‘||:.
€, vendors 22 British Ainways
€ Salespersons . Carbbean Airlines
.; Employees 1‘:’ Air Carrier. ..
1 Ports . & Qcean Carrier.,..
,\‘ CIIILII'!trIES . - Land Carrier, ., (305
“ Configuration ¢

& Accounting

fej Zutgoing Shipments
ﬁ’;ﬂ Incoming Shipments
- Miscellaneous

() X .

add Edit Delete Filker

b

To edit an existing Carrier rate, double-click on it (or select it and click on the
Edit button).

In the dialog box that opens, click the Rates tab. To edit a rate, click on the “Edit”
button. To add a new rate, click on the “Add” button.

Carriers E|

General | Address || Biling Address | Other Addresses Ajrlinalge,s Prrt Tetrg | AL 4 #
Dezcriphon Charge Origin Destinationn | Method Modes of Transp...  Af
4 >
e —
((_add. |} Edt. || Delete |
""--.______...-r""
l Ok, ] [ Cancel ] [ Help ]

This opens the same dialog box explained above.

You can also edit the rates for an existing carrier by right-clicking on the carrier
name in the Carrier List and select “Rates” from the pop-up menu. In the screen
that opens, click on the Add button. Use the wizard to enter the information.
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Actions in the Carrier Rates List

Click on the Actions button in the Carrier Rates list to access the following
options:

Other Reports r
Reports 4

Create Standard Rate. ..
Create Customer Rate. ..
Modify Rates. .,

Zhoose Columns. ..
Imnport...
Export...

+ @ ¥ V. ¥ ||&

add Edit Delete Filker Actions

o Reports: Use this to create a report of all carrier rates.
. Other Reports: Use this to create reports by carrier, charge, origin, etc.

Reports can be sent to carriers by clicking on the Email button in the top
toolbar across the top of Magaya Explorer.

. Create Standard Rate: Use this to create a selling rate based on the rates
your carrier gives you.

Select a rate in the list and click on this option. A dialog box opens. Select
a markup type (percent or flat) and enter an optional markup value (how
much you will add to the price). For discounts, enter a minus sign and the
number. Click the OK button. The Rate dialog box opens. Verify the rate
and click OK.

Create Standard Rate §|

Reszell Freight Clazs: Air Freight Service

Markup Type: ||REEEL

[ 0k, ] [ Cancel ] [ Help
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Create a Customer Rate: Use this to create an individual rate to apply to
one specific customer. Click on a rate in the list and select this option. A
dialog box opens.

Select the markup type (percent or flat), enter the markup value
(optional), and select the customer this rate applies to. Click the OK
button. The Rate dialog box opens, showing you the amount the system
just calculated. Verify the rate and click OK. For discounts, enter a minus
sign and the number in the Markup Value field.

Create Customer. Rate §|

Freight Clasz: Air Freight Service

Markup Type: | RS

Markup Value: |0

Customer: LT

[ 0F. l [ Cancel ] [ Help ]

Modify Rates: Use this to change rates. See details in the section “Modify
Rates for Your Customers”.

Query Rates: Use this to perform a query on carrier rates. Enter the infor-
mation you need for the query in the dialog box that opens. See details on
how to use this screen in the topic “Query Rates:”

http://knowledge.magaya.com/#/article/query_rates
Choose Columns: Rearrange, add, or remove columns from the list view.

Import or Export data in XML or CSV formats in or out of your Magaya
database.

321



Chapter 11 Query Rates

Query Rates

How to Query Rates

Use the “Query Rates” button to open the query screen when you need to look
up rates for carriers or to query selling rates. The button can be found on the
Rates dialog box for Standard Client Rates and Client Rates. The query dialog
box is also available from the Actions button in Quotations and in the Rates
folder for Carrier Rates, Standard Rates, and Client Rates.

Query Carrier Rates E
Canier. | - (Opicns) Queay Date: BAB2NI ~
Freight Sesvica Class: l-..| Mathod w
Ongirc v Dreshination: b
Cumercy: | USD Uriled States Daler v Dther Charges:
Cango Infeamation
Piacas: |1 [] Containerized
‘wieight | 0L00 Paundlb) hd Commodity Type: w
Yakime: |0.00 Cubic foctllF] %
Prices in ISD
Diasciiplion GE] Amourt Eritiy Commoditg Miniwum  Maximum
Results List:
Right-click to choose columns
Total Amournt: UsD .00
[ Chse | [ Hep |

To query carrier rates, go to the Carrier Rates folder. To query selling rates, go
to the Client Rates folder or the Standard Rates folder. The fields in the Selling
Rates query dialog box are the same as in the Query Carrier Rates dialog box.

When the Query Rates dialog box is opened from the Actions button, it can
remain open while you move to other screens in your Magaya system. When
you close the screen, the information you entered will remain available to reuse
or change.
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Add multiple types of freight service class by clicking the button with the three
dots that is next to the Freight Service Class dropdown. In the dialog box, check
the types to include in the query.

Carrier: * | [Optional)
Freight Service Class: w J
Origir: L"
Currency: | USD Urited States Dallar w

The date field canbe used to query future rates.

If you want to query other rates or charges such as documentation, you can add
them to the query by using the “Select” button for “Other Charges” and see all
the rates. The query of other charges pulls from the information in your
Accounting folder in your Magaya system.

w J b ethod: w
L Destination: L
ar w Other Charges:
" Products and Services list g|
Code Drezcription Account Ma
[] EQUREMTAL E quipment rental cost Equipment B
[] CUSEROACD... Customs Broker Cost Cuztom Brak,
[] PALL-COST Palletizing Cost Cost of Servi ]
[] CTG-CcosT Cartage Cost Cost of Servi : B
[] cRT-COST Crating Cosgt Cozt of Servi
[] rRPE-COST Repacking Cost Cost of Servi
[] HAN-COST Handling Cost Cozt of Servi
[] sTO-COST Storage Cost Cost of Servi
[] waT-ExP Wiater Expense [tilities Expe
[] ELEC-ExP Electricity Expenze [tilities Expe
[] TEL-E=F Telephone Expenze Telephaone E
[] EQ-RENT E quipment Rent Equipment B
[] wH-RENT Warehouze Rent Rent Expens
[] OFC-REWT Office Rent Rent Expens %
< >
22 of 83 elements

Select the origin and destination information and method (mode) of transport.
These fields are required.

323



Chapter 11 Query Rates
Enter as much information about the cargo as needed.
Cargo Information
Fieces: 1 [ Containerized Commodity Type:
Wwieight: |0.00 Poundilb] b b
Volume: | 0.00 Cubic footfft]
[ Find

Click “Find” to generate a list of rates that match the criteria you enter.

Pricez in 5D
Dezcription Fate | Amount | Entity
M Ocean Freight Service Cost 125.00000 1268.00 SUD HAMBURGACOLUMEUS LIME
[0 Ocean Freight Service Cost 145.00000 145.00  Croven Shipping

The best rate will be checkmarked in the results list. You can add columns to the
list by right-clicking on a result. In the “Choose Columns” dialog box, click the
“Add Columns” button to access more choices such as the Transit Time under
Rates.

Create a Quotation from the Query:

To create a Quotation from the selling rate dialog box, click the “Create Quota-
tion” button.

When creating a Quote from the Carriers Query rate screen, you can specify if
you want to include the expense charge in the quote’s Charges. You also have
the option to choose to summarize the income charges in an “All in One”
charge. This will add whatever fee you select in the dropdown.

%]

Modify Rate for Quotation

Customer:

All ln One Price:

ABC Sparting Goads [ne. w
karkup Type: | Percent b
karkup Yalue: |20

Include expense charges in quatatian

v

OF.

l [ Cancel ] [ Help
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The Quotation dialog box will open with all the rate query information filled in
automatically. Make any changes or add information in the dialog box to create
the document. Email or print the document.
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Standard Client Rates

Standard Client Rates are the rates you charge all your customers.

Steps to Set Up Standard Client Rates

To set up Standard Client Rates:
1) Go to the Rates folder and click “Standard Client Rates”.

2) Click the Add button and select Single or Multiple Rates from the pop-up
menu:

File Edit Sales Operations Maintenance Shipment  Magawa Metwork  Accounting  Re

QO © = . & . 8. » .

Back, Air Qcean Ground Prink
F Page Lne Dates: |Al | From:
+- % Magaya Metwork
E- -L"t_]l Tasks Status Charge Dezcription
+ 'l% Quatations 'ii Currert Ocean Freight Service  Ocean Freight
* lﬂ ans_ W Current  Air Freight Service
: E’Z sﬁ:rl:ﬁising li‘iEurrent Air Freight Service
+ Maintenance
—|-4 =) Rates

i-| Standard Client Rates
i7 Client Rates

4 Carrier Rates

L;{I Client Contracts

;;{] Cartier Cantracks

"l_ Route Segments

o3

Y Routes

+-§ Accounting

+ ﬂ] Cukgoing Shipments
+ ﬂ’;] Incoming Shipments

-1 Miscellaneous

Single Rate. .. Ig

97| @ X 7.

Add Edit Delete Filter
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This example shows you how to enter a single rate. For details on Multiple
Rates, see the section “Client Contracts.” When you use the “Single Rate”
option, the system will create one rate for a service such as priority freight or a
tuel surcharge that will apply for all customers who send freight to the origin
and destination you assign in the Rate dialog box. Let’s look at the Rate dialog
box.

A dialog box opens with three tabs:

Rate E

General |D:untrau:t hates

Freight Service Clazs: |.-“-‘n.ir Freight Service V|
DezcnptionsCammmmodity: |EIeu:tru:unic:$ V|
Origir: |h-1iami v| Destination: |B|:|g|:|ta v|
M ethod: |.-'1'«ir V| Transit Tirne: IZI days
Apply b |'w'eight v| |F'u:|und[ll:|] V|

[ Usze Gross Wweight instead of Chargeabls ‘weight
Prices in USD

Fiate per: |Llnit V| 1.00 Ib

Mare than Rate Add

1.00 0.90100

100,00 069950
1.100.00 058300

[ Queny Carrier Rates... ]

[wacavatie | ok J [ concel J[ tHep |

. On the General tab, select the Freight Service Class from the dropdown
menu such as “Air Freight Service”.

. Enter a description (optional). Use this for Commodities that you want to
classify by type such as electronics. To enter a new commodity, click on
the plus sign in the dropdown menu, enter the information and click OK.
Commodity Types can also be entered in Maintenance > Configuration >
Commodity Types. The Commodity Type can also be specified when you
are entering Inventory Item Definitions: Select the Commodity field on
the General tab.

. Select the origin and destination cities for this rate.
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. Select the method (mode of transportation) such as Air.

. Transit Time: Enter the number of days of the voyage. (This information
can be added to the Query Rates screen.)

. Select how you will apply the rate: by the piece, by weight, volume,
container, or by a calculated rate. When you make this selection, the drop-
down menu next to it will change depending on what you select. You can
set the units for weight such as pounds and for volume such as cubic feet.
For more details, see the section on “Tariffs”.

. Use Gross Weight instead of Volumetric Weight in air and ground rates.
(Previous versions of Magaya software before v8.5 required a formula for

this.)
. Enter a minimum and/or a maximum rate as needed.

. Click the Add button to add a rate. This will activate the next line in the
rate table. Click on the table cell under “More than” and “Rate” to edit the
table cells. The example shows the first table cell with a rate of 2.50 for one
pound or more. The next table cell shows 2.00 for weight over 100 pounds.

. To query arate, click on the “Query Carrier Rates” button. This will query
previously created Carrier Rates. This is useful when you are creating your
standard client rate; you can look up your purchasing rates for compar-
ison. See the section “Query Rates” for details.

If you have a contract with the client, click on the Contract tab in the Rate dialog
box and enter the dates and contract number.

If you want to add any notes, click on the Notes tab and enter them.
Click the OK button when done.

Result: The rate now displays in the list and is available to use in shipments.
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Actions in the Standard Client Rates List

Click on the Actions button to access the following options:

Other Reports k
Reports 4

Modify Rates. ..
Query Rates, .,

Choose Columnns. ..

Import. ..
Export. ..
<+
EE:I J.l"'\-:‘,'} \/ ‘j 4 - B, ™
Lo ) - iy [
add Filter actions

. Reports: Create a report of all Standard Client Rates
. Other Reports: Create reports by description, charge, destination, etc.

Reports can be sent to customers by clicking on the Email button in the
top toolbar across the top of Magaya Explorer.

. To create a Customer Rate, click on a rate in the list and select the option
“Create Customer Rate” from the Actions button. This sets a rate that
applies to one customer. A dialog box opens:

Create Customer. Rate §|

Freight Clasz: Air Freight Service

Markup Type: | RS

Markup Value: |0

Customer: LT

[ 0F. l [ Cancel ] [ Help ]

Select the markup type (percent or flat), enter the markup value, and select
the customer that this rate applies to. Click the OK button. The Rate dialog
box opens. Verify the rate and click OK. This will apply the markup to that
one customer.

. Modify Rates: Use this to change rates. See details in the section “Modify
Rates for Your Customers”. The rate modification will apply to all clients.
If you want to modify a rate for only one client, use the Actions button in
Client Rates.
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. Query Rates: See the section “Query Rates”.

. Choose Columns: Use this to rearrange columns and add or delete
columns in the rates list.

. Import or Export data in XML or CSV formats in and out of your Magaya
database.
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Custom Rates

Create Customized Rates

You can customize a rate for a client by using a wizard or by opening the Rates
dialog box in the Customer’s profile. The rate can be based on the standard one
created for all customers and then changed for a specific customer. This custom
rate will override any standard rate you set up in your Magaya system for that
customer.

The wizard is available from two places in Magaya Explorer: Right-click on the
customer name in the Customer List and select “Rates” from the pop-up menu.
In the list that opens, click on the Add button to use the wizard.

You can also access the wizard by selecting “Client Rates” under the Rates
subfolder in Accounting:

+-#5 Warehousing

+-§=] Mainkenance

=I-1 =) Rates
=-| Standard Client Rates
i2 Client Rates
4 Carrier Rates
Lﬁl Client Contracts
L) Carrier Cantracts
"1, Route Segments
:‘}_ Routes

+-4g Accounting

For details on using the wizard, see the section “Modify Rates for Your
Customers.”

The following example shows you how to customize a rate by using the Rates
dialog box in the Customer’s profile:

1)  Go to the Maintenance folder.

2)  Click on Customers.
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3) Inthe Customer profile dialog box, click on the Rates tab.

Fie Edt Sales Operations Mainkenance Shipment MagayaMetwork Accounbing Reports Ophtions  Help

O © = .o. 8.1 .. X

:  Back Ar Ocean Ground Prink Find

=& Magaya Metwork Mame Phare Eai

@ {5 Tasks c

+ {il-l Quotations Customers

@ Y Jabs

20" Bookings General | Addvess || Bling Address | Other Addresses | Contaclz | Fatbes | Ohaeges | (4 ¥

& ¥ Warshousing I o L N il

Descripion  Charge Ongn  Destnation  Method  Modes o Apg
i Carriers
B Forwarding fger]

o Warehouse Pro
o Cusbomers
& Wendors

€ Salespersons
& contacts
E‘ Emplovess
1 Ports £ ¥
l’ Countries
“ Configuration [ Add. || Edit. |[ Deete |
1 §E Accourting :
@ & Outgeing Shipments [ aK ] [ Cancel ] [ Help ]
#-§7 Incoming Shipments W BocorebieShon

@ Miscelanecus & Boston Scientiic 305-597-4000
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Click on the Add button in the Rates tab. A dialog box opens.

Rate [X|

General | Contract || Maotes |

Freight Service Clazs: | Diean Freight Service

Drezcription/Cornrmodity: |

Origir: |Miami v| Drestination: |Maracail:n:| V|
b ethod: |"v"essel v| TransitTime:D daps
Apply by: | Container v|
Frices in USD

Mir.: b an.:
Fiate per: |Llnit V| 1.00 Ib

M ore than Fate Add
1.00 4.00

100,00 350

[ Query Carrier Rates. . ]

[ Qk. ][ Cancel ][ Help

On the General tab, select the carrier.

Select the freight class service. This pulls from the Items and Services
of type “Freight” and “Other Freight”.

Enter a description (optional). Use this for Commodities that you
want to classify by type such as electronics. To enter a new
commodity, click on the plus sign in the dropdown menu, enter the
information and click OK. Commodity Types can also be entered in
Maintenance > Configuration > Commodity Types. The
Commodity Type can also be specified when you are entering Inven-
tory Item Definitions: Select the Commodity field on the General
tab.

Select the origin and destination cities for this rate (from the ports
list).
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5)

6)
7)

Select the method (mode of transportation) such as “Vessel,
Containerized”.

Transit Time: Enter the number of days of the voyage. (This infor-
mation can be added to the Query Rates screen.)

Select how you will apply the rate. The screen will change depending
on what you select.

Click the Add button to add a rate. This will activate a line in the
Prices table. Enter information for each in the fields such as weight
and rate. For example, you can charge by weight to calculate the
prices. If cargo weighs more 50 pounds, type on 50 and the rate. Add
the next one as 100 pounds and the rate. You can add as many as you
need. This rate shows a container, the type of container and its rate.
See the section on “Tariffs” for more details on using this table.

Click on the Contracts tab if you have a contract number and expiration

Rate &l

General | Contract | baotes

Expiration Date: | w

Contract Mumber:

Click on the Notes tab to enter any notes as needed.

Click the OK button to save settings when you are done.

Result: This customized rate is now ready to be used. Your customers with
access to Magaya LiveTrack can view the rates online.
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Carrier Contracts

Managing Contracts

When you get a contract from a carrier or you want to create a contract with a
customer, you can enter the rates for those contracts in your Magaya system and
update them in groups.

Then the rates are available to use in shipments and other transactions, saving
time since they do not need to be entered each time.

The contracts feature is an easy way to create rates and group them in your
Magaya system. You can find the contracts in the Accounting folder:

+ -5 Warehousing
+ t;r| Mairkenance
=4 = Rates
55| Standard Client Rates
i2 Client Rates
i1 Carrier Rates
Lﬁl Client Contracts
| Carrier Contracts
1 Route Segrments
:‘}_ Routes

+-%§ Accounking

The Carrier Contracts is the place in the Magaya system that handles your
purchasing rates (your cost to purchase carrier services). This is where you enter
the rates that the carrier gives you.
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The Client Contracts are used to handle the client rates, which are used to
calculate the selling prices.

Managing Contracts
e e — [
- ..._..—0-"'"'-
Carrier Contracts Client Contracts
Manages Purchasing Rates I Manages Selling Rates |
To Calculate To Calculate
Purchasing Prices Selling Prices
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Add a New Carrier Contract

When you get a new contract from a carrier for the first time, use this method
to enter the contract into your Magaya system. After you enter the contract
details, then enter the rate information for that carrier.

1)  Go to the Accounting folder.

2)  Expand the Rates subfolder and select “Carrier Contracts”. The screen has
three sections: Contracts, Amendments, and Rates:

Comiract Dades: Thiz peat o date w From: | 1) 1/A00 |» To:| 27 aomn w| &

Contracts e F B W i Amendments for Confract <SUM1232= & F RV
Humber Entity Efimctive [1. Humber Effective [..  Contract Emplopes Hotes
SupE SUD HAMEBURGTD m/sa2mn SUDMZ3 ms/aa2mn - supnE Afeminc glon

INITLAL MARAND  SUDiiE Admnetiator
Contracts 'i—p| Amendments i
€ ¥
Rates for Amendment <SUDH1E3s L R B R
Stalus Caimi Chaign Dhsiciiplion
W Cument SUD HAMBURGCOL, W hcean Freight Service Coat Eleckonics I
Rates h

3)  Startin the Contracts section: click on the Plus sign. In the dialog box that
opens, enter the following:

Contract r>_<|

m| Attachments | Motes |
MNumber: |SLID1122 |
Effective Date: | 1/26/2010 v
Expirstion Date: | 1/26/2011 v|
Carier: | SUD HAMBURG/COLUMBUIS LINE v|
Contact: Henrik Riass v|
Emplopee: | Administrator v|
Division: | v|
| ok || cancel |[ Hep |
. The contract number.
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4)

. The date the contract will become effective.

. The date the contract will expire (the default is one year from today).

. Select the carrier.

. Select the contact - the person who is your contact person. Click on
the dropdown to access the Contacts list and make your selection.
This field is optional.

o  The Employee is the person who is adding the contract into the
system. This will be filled in by the system.

. The Division is optional.

To include a copy of the contract as an Attachment here, scan it and attach
by clicking on the Attachments tab and clicking on the Add button.
Details on attaching via a scanner are explained in the Magaya Cargo
System Operations Manual.

Add any notes as needed on the Notes tab.
Click OK.

The contract is added in the list.

When a new contract is added into the system, the system will create a default
amendment called "Initial" and place it in the Amendments list.

To view the original amendment, double-click on “Initial” in the Amendments
list to open the dialog box.

Contract Dates: This year bo date w From: | {1/ 1/2010 To: | 1/2
Contracts o @ 38 F & Amendments for Contract =<SUD1
Mumber == Entity Effective Date | Espiration .|| Mumber Effective Date = Contrar

[sUD1122 SUD HA.. M/A28/2010 o1/28/2001)|| [IMiTiaL  o1/28/2010 suDid

/.

[Double-click fo vi ew]

Rates for Amendment =<INITIAL=

Status Carrier Charge
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The Number field is "Initial". This Initial amendment is the original contract,
with the same effective date as the original contract and all the details.

Contract Amendment X
“General | Attachments | Notes |
Murnber. | I |
Effective Date: | 1/28/2010 v|
Erplopes: | Administrator v|
| ok || cacel || Hep |

Now that the carrier contract information is entered in your Magaya system,
you can enter the rates for this contract.
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Add Rates to a Carrier Contract

After you add a contract into your Magaya system, select it to add rates to it.

Comiract Dafes Thiz peat o date w From: | 1) 1/A00 |» To:| 27 aomn w| &

Contracts e F B W i Amendments for Confract <SUM1232= TN Sl
Murmber Entiy Efective [ Murmizsy Effsctive [..  Cortract Emplopes ohes
SupE SUD HAMEBURGTD m/sa2mn SUDMZ3 ms/aa2mn - supnE Afeminc glon

INITIAL m/A2mn Subiiz Admnetiaton
Contracts > Amendments
< ¥
Rates for Amendment <SUDH1E3s g7 Ve
Shalus Caii Chaig Chetziplinn
W Cument SUD HAMBURGACOL, Whcean Freight Service Cost Elechonics I
Rates

1)  Inthe Rates section, click on arrow on the Plus sign and select from the
pop-up menu:

T N “

Rates for Amendment =<IMITIAL= ‘::];' - @ f M

Multiple Rates...
Single Rate. ..

Status Carrier Charge on Date Origin

Use the “Multiple Rates” option to create carrier rates in batches for many
ports of origin and destination.

Use the “Single Rate” option to open the rates dialog box to enter one rate
for one origin/destination. This is explained in the section “Set Up Carrier
Rates”.

The following example explains how to enter multiple rates.
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The wizard that opens contains the following fields:

Add Multiple Rates Wizard

General information
Enter the required information ko creake the new rakes

Catrier: MAERSK LINES, IMC,

Effective Dakte: | |

Expiration Date: ||:| w |

How wiould you like ko create rates?
{:} Enter wour own rates
() Copy From similar entities rates

Select source entity:

[ Mext » l [ Cancel ] I Help I

The carrier name and Effective Date are filled in the first screen of the
wizard based on the contract you are working on. These fields are

Read-Only. To edit them, go to the Contract itself. You can add an expi-
ration date.

Select how you want to create rates:

. Enter your own rates: With this option, you enter the rates and the
origin and destination from the contract, and the system will create
the rates for you for all the origins and destinations you enter. For
example, if a carrier sends you one rate for a 20-foot container for a
group of ports, use this option.

. Copy from similar entities rates: Use this option to make amend-
ments, for example by origin and destination or by percentage. (This
option is shown in the section “Amend Rates based on GRI”.) The
advantage of this option is you will not have to recreate the rates
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from scratch; it works with the existing data you have previously
entered for this carrier.

When this option is selected, another field appears for you to enter
the details: Select the type of modification (by percentage or flat rate
increase or decrease), and enter the value (the number such as 10 for
10%).

Madify copied rates

Madification Type:

Click the Next button in the wizard to go to the next screen. Select the
ports by clicking on the Add button to open the Ports list. Click on the
port names and click the OK button. Do this for origin and destination
ports:

|Increase a percentage A

Add Multiple Rates Wizard X
Select ports

Select the origin and destination ports that will be used to generate
all the possible combinations of rates,

Ports of Qrigin: Ports of Destination:

Code Mame Method Code Mame Method

Code Mame Methed -
] MaR Maracabo Oeman bic Mal
[Occs Caracas it Mail [E]
[ TR& Tampa Deman A Mal [¥ -
O air Filtsbaurgh Air

-
[] PEG Pittzbarng Ocaan
[J oAL Orlands Fioad dir
[ msP IinrmapoizSt Paul Apt Air Mail Help
[ MMk MiamiLakes

[ WA Manetta
[ A Miami

Deman Foad i M

[ LGE Lot Baach Al
[ LGEs L& Guardia fptMew Yok At
[ Lax Los Angedes Ocaan &i Mal bl
< »
58 of 50 elements
‘ bd ‘ bd
[ < Back, ][ Mext = ] [ Zancel ] [ Help
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Click Next to go to the Common Rates screen. In this screen, click on the

Add button to open the Rates dialog box.

Rate le
m| Contract | Motes
Freight Service Class: | Pricrity Freight Service Cost w |
Dezcription/Commodity: | v|
Method: |"v"essel V| TransitTime:D days
&pply by |Weight v| |F'u:uunu:|[ll:|] V|
Prices in USD
kir.: bl &
Rate per: |Llnit v| |'I.EIEI | b
b are than R ate Add
1.00 1.00000
50.00 [.80000
S00.oo 070000
[ (] l [ Cancel ] [ Help ]

Select the Freight Service Class. This example shows Priority Freight
Service Cost.

The Description/Commodity is optional.
Select a Method of transportation for this rate.

Select how you want to apply this rate, for example by weight (in
pounds). Click on the dropdowns for other options.

Transit Time: Enter the number of days of the voyage. (This infor-
mation can be added to the Query Rates screen.)

Enter a Minimum and Maximum amount (optional).

Select a rate by unit or range. Rates per range are useful for Roll On
Roll Off (RORO) rates. To seta RORO rate, apply the rate by volume
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6)

(cubic feet) and click Rate per Range. Then enter the ranges such as

1 to 30 cubic feet, then 31 to 50 cubic feet, etc

. Click on the Add button to enter rates amount per weights.

. Click the OK button to save the rate information.

Click Next. The system will generate rates for each port based on the infor-

mation you entered and display the results:

Add Multiple Rates Wizard

Generation of rates

These are the rates thak were generated based on your previous input,

You can remove or edit any of them,

Generated Rates;

Skatus
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current

%]

harge Description Crigin Destinati
Priority Freight Miami Tokyo
Priority Freight Miami Zolon

Priority Freight Miami Grand Tu
Priority Freight Pittsburg Tokyo
Priority Freight Pittsburg Colon

Priority Freight Pittsburg arand Tu
Priority Freight Port Eve... Tokwo
Priority Freight Port Eve...  Colon

Priority Freight Port Eve... Grand Tu
Priority Freight Tampa Tokyo
Priority Freight Tampa Colon

Priority Freight Tampa arand Tu
Priority Freight Maracaibo  Tokwo
Priority Freight Maracaibo  Colon

Priority Freight Maracaibo  Grand Tu

>

15 of 15 elements

[ < Back, ” Mext = l [ Zancel Help

If you want to make an exception for one of the ports shown, select it and
click “Edit”. To exclude that port from this rate, select the line and click
“Remove”.

Click Next. The system will show you the rates that will be expired and
replaced with the new ones you just added. If you do not have similar

rates, this screen will be blank. To exclude a rate from expiring, select it

and click “Remove”. Otherwise the system will expire any listed in this
screen as of the day before the effective date for the new rate.
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7)  Click Next to go to the last screen in the wizard. Here you can save and
finish, or save and add another rate:

«  Click Save: The system tells you the processing is completed.

Add Multiple Rates Wizard X]

Completing the wizard

You have successfully completed this wizard, Read the instructions
on this screen before proceeding.

Please, make sure that the information vou have entered is correct, Click on Save when you
are ready For the system to commit the changes to the database,

Save

Finish Cancel ] [ Help
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. Or click Restart: If you want to add additional rates that use some
information that is similar to the rates you just entered, click the
Restart button.

Add Multiple Rates Wizard X]

Completing the wizard

You have successfully completed this wizard.
Read the instructions on this screen before proceeding,

Please, make sure that the information wou have entered is correct, Click on Save
when you are ready For the system to commit the changes to the database,

The process has finished successhully

OO O OO O OO OO D )

Please, if vou will be processing similar information and want ko keep your input
click on Restart,

By clicking Restart, the wizard will return to the screen with the
origin and destination ports.

8)  Click Finish. The wizard closes, and the new rates are displayed in the list.

Extra Info: The same expiration rate can be used when copying a rate. This is
useful when creating sales rates from the cost rates.

If a carrier offers a discount, you can use a negative number.
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Amend Rates

Learn how to make changes to rates in your Magaya system when you get a rate
increase from a carrier. Also learn how to change a rate per customer.

This article explains how to modify existing rates by using the wizard explained
below. You can overwrite existing rates by just importing new ones via the
Import Wizard. The wizard will expire old rates and add new ones. See the
Knowledgebase article about the import wizard for more:

http://knowledge.magaya.com/#/article/import_wizard_tips

Amend Rates based on GRI

When you receive a General Rate Increase (GRI) from a carrier, you can enter
the updates in your Magaya system and apply the rate increase to multiple ports
at one time, instead of one at a time.

Make sure you select the correct amendment that you want to make changes to.
1)  Inthe Amendments screen, click the plus sign. A dialog box opens.
2)  Enter the Amendment Number and Effective Date.

b From: | 1/ 1/2010 |+ Tor| 2/ 42010~ | @ ¥

# 7 %' Amendments for Contract <SUD1122= ae |7 8 P

Mumber Effective ... = Contract Emplabes i al (=%
SUDT123 /282000 SUDT122

Contract Amendment g|

flective O...
f2852010 dminiztrator

5 dminiztrator

General | Attachments | Motes

MHumber: |

Effective D ate: 20 422010 " L R G S
Dezcription

Employes: llerne Taylor bl

3)  Click OK. The dialog box closes, and the new amendment appears in the
Amendments list. It will show the contract number and the amendment
number.
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5)

6)

7)

Select the new Amendment to highlight it.

Go to the Rates section of the screen and click on the plus sign. Be sure you
are in the correct amendment before you start to add new rates.

This example illustrates how to enter a 10% rate increase for a group of
ports that have increased by the same amount.

Amendments for Contract <SUD1122= o & ¥ Y u
MHumber Effective Date = Contract Employee Motes A
INITIAL 0172842010 SD1122 Adriniztratar M

[SUD1123 01/28/2010 SUD1122 Adriniztratar M4

1. Select the amendmentj

£ >

v ]

Rates for Amendment =SUD1123= AP A

E'I:"j -
Statuz . Carier Charge Descriptiu:un[ 2 Click Add

From the Add button pop-up menu in the Rates section, select “Multiple
Rates”.

In the wizard, select "Copy from entities rates" for this carrier. If you want
to use another carrier, select it from the dropdown “Select source entity”.
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In the additional fields that appear, enter the details of the transformed
rates (such as percent and value of 10).

Add Multiple Rates Wizard X

General information
Enker the required information to create the new rates

Carrier: SUD HAMBUR G/COLUMBUS LINE

Effective Date:

How would you like to create rates?

{:} Enter wour own rates

——® (%) Copy From similar entities rates

Select source entity: | w |

Modify copied rates

Modification Type: |Increase a percentage b |

< Back Mext = ][ Zancel ] [ Help
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8)  Click Next. The Filter screen will appear. Here you can specify exactly
which rates you want to transform. Filter the rates to find the rates that
you want to apply the change to by specifying the following:

Add Multiple Rates Wizard X]
Filter rates

Specify what conditions must be mek in order ko process only the desired rates.
If a field is left blank it means all rates will match,

Skatus: | Zurrent W |
Service Class; |Ocean Freight Service Cost w |
Commodity Type: | L |
Pethod:

Mode of Transportation: |'-.-'EsselJ Conkainerized w |
Applied By: |F‘au:kage w |

Package Tvpe: ;.T_-'|:| Ft. standard Container

[ < Back, ” Mext = ][ Zancel ] [ Help ]

When you set these criteria, the system will search in your Magaya data-
base for any rates that match these criteria and already exist. If you leave a
field blank in this screen, the system will apply the transformation to the
criteria in that field.
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Make changes such as removing ports that you do not want to apply the
new rate to, and click the Next button.

Add Multiple Rates Wizard

Select ports

Select the origin and destination ports that will be used ko filker the desired rates,

Ports of Origin:

%]

Ports of Destination:

Code Marne Method Code Marne Method
M mMIa Miarni Ocean Fo: M Tvo Tokyo Ocean &ir
M FBG Pittsburg Qcean M onx Zolon Qcean Mai
M PEF Port Everglades  Qcean M coT Grand Turk  Ocean Air
M TPa Tampa Qcean Air M LIM Lira Ocean &ir
= MaRr Maracaibo Ocean Al
< | 3 |@ | >

< Back ][ Mext = ] [ Zancel ] [ Help
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In the next screen, “Found rates” the system will display the rates for the
ports you selected. Click the Next button.

Add Multiple Rates Wizard X]

Found rates
These are the rates that match the previously specified search criteria,

Found rates:

Skatus Charge ] Descripkion Crigin Destination

IiilCurrenI: Ocean Freight Serv,..  Electronics Tampa Lirna

| #

»

1 aof 1 elements

[ < Back, ” Mext = ][ Zancel ] [ Help ]

11)

12)

The system generates the new rates, applying the 10% increase to them all
for you. It will split rates if you have two container sizes (20- and 40-foot)
in the existing rate. For example, if you get an increase for a 20-foot
container but not for a 40-foot container, the system will split the rates and
show them all to you in this screen. Review the information and click
Next.

The system will show you the rates that will be expired and replaced with
the new ones you just added. The old rate will expire right before the new
one takes effect. Review the date and time information and click Next.
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13) Click Save.

Add Multiple Rates Wizard

Completing the wizard

You have successfully completed this wizard, Read the instructions
on this screen before proceeding.

Please, make sure that the information vou have entered is correct, Click on Save when you
are ready For the system to commit the changes to the database,

Save

Finish [ Cancel ] [ Help ]

When you click the Save button, the system tells you the processing is
completed.

If you want to add additional rates that use some information that is
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similar to the rates you just entered, then click the Restart button.

Add Multiple Rates Wizard X]

Completing the wizard

You have successfully completed this wizard.
Read the instructions on this screen before proceeding.

Please, make sure that the information wou have entered is correct, Click on Save
when you are ready For the system to commit the changes to the database,

The process has finished successhully

OO O OO O OO OO D )

Please, if vou will be processing similar information and want ko keep your input
click on Restart,

If you click on the Restart button, the wizard will return to the first screen
and show all your information on each screen so you can make changes.

14) Click Finish. The wizard closes, and the new rates are displayed in the list.

Modify a Standard Rate

When carriers raise their rates, you update the GRI and then apply the increase
to your customers. If you do not want all your customers to have the same
increase, you can give a customer a discount.

For this example, let’s say you already entered the GRI and applied it to all the
customers via the Standard Client Rates. To give a customer a discount, follow
these steps:

1)  Go to Client Contracts.

2)  Add a new amendment for the customer.
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4)

Use the Multiple Rates wizard: click the option to “Transform from
existing standard client rates”. Enter the amount of the change (for
example, by weight and by percent). For this example, let’s modify the
ocean freight for our customer, Jamaica Distribution Center, and only
raise it by 20% instead of 30%.

a. For the field “Transformation Type,” select “Decrease a percentage”.
b. For the field “Value,” enter 10.

c. Specify the conditions such as “Ocean Freight Service Cost” and “Vessel,
Containerized”, etc. according to the GRI.

Complete the wizard by specifying ports, reviewing the rates generated by
the wizard, and save the changes.

The discounted rate for that customer is saved. When a shipment is
created for this customer, the system pulls the rate from this discounted
rate.

For a PDF of this procedure, see the Magaya.com Training page, Tech Tip
for June 2012.
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Modify Rates for Your Customers

To make a change to the rate you charge your customers, follow these steps.

1)

2)

3)

4)

J+ Client: Atlantic Surplus !

% Chaose the kype of modification to be applied:

Go to Client Rates > click on the Actions button > select Modify Rates. A
wizard opens. In the first screen of the wizard, do the following:

1. Select the client (customer) that you want to change the rate for.

2. Choose the type of modification: a) To change the expiration date, or b)
to modify the rates. If you are modifying the rates for the customer, select
how you to modify them - what type and the value.

Modify Rates Wizarnd §|

General information
specify the type of modification vou would like to apply ko the rates

a) () Expire rates on this date
ar
B} (&) Modify rates

Modification Type: Increase & percentage W

Walue: 3 o,

[ Mext = l [ Zancel ] [ Help ]

Filter the rates in the next screen by service class, method of transport, and
other criteria that apply. Click the Next button.

Select the ports from the list and go to the next screen to see the rates the
system found.

In the last screen click the Save button to save and finish the wizard. If you
want to make other changes with similar criteria, click on the Restart
button.
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Note: This wizard works the same for Carrier Rates and for Client Rates.

When you customize the Standard Client Rates, the first screen in the wizard
does not have a client to select because the modification you make will apply to

all clients.

Modify Rates Wizard

General information

(") Expire rates on this date

{*) Modify rates

Modification Tvpe:

Walue:

< Back,

hoose the modification to be applied:

specify the type of modification wou would like to apply to the rates

To modify all

Standard Client Rates

|Increase a percentage

%]

"
1o %,
Mext = l [ Zancel ] [ Help
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Client Contracts

Magaya software includes a wizard to help manage contracts you offer your
customers.

Client Contracts: Add Contracts and Rates

Use the wizard screens to manage contracts you create for your clients. The
wizard works the same way as the wizard for adding carrier contracts and
carrier rates.

Ho o Mo Wbk

Tasks Confrct Dwiex | Thir ymas b2 als * Pom| Q00 = Te 1AL | = X
5 w:,u::mc-'\r:- Confructz & ¥ M7 5 amemdeeniz for Contract «XH31= & F XV
# (M Bookings Mo rbn Hed e Etmctrn [ LConbad Ermplee Hod
i- Warshausing ™A Epre iy Farng. Emgann T, mawamn - T Ver T aghor
# [ Msnbanance
S i Ancaniing
& Chart of Ancranis
&) e ardd Sardices
il st
¥ e Chank R i »
f Chart Aates I
&1 Carier Aatus ubax for Amendmen <SHITIAL> & -
] Chent Coniracts
e S Cusliwe: Chasgs Coroiplion it
Irweioss Wlusn Eavasskds Farm Proaty Fsght S arvica ("]
Irvoica Lisk W Cuserd £ sl Favel Pty Freaghl St =]
g il W Camand £ zranslda Famu Preaty Fasght Sarace M
g DLt

First, add the contract for the client.

The contract for the client is added. Now you can add rates for that client.
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Select the amendment and click on the Add button in the “Rates for Amend-
ment” part of the Client Contracts screen. A wizard opens. This example shows
you how to enter your own Multiple Rates.

Add Multiple Rates Wizard

General information
Enter the required information to create the new rates

Client: Esmeralda Farms

Effective Date:

Expiration Date: | w

How would you like to create rates?
{} Enter wour own rates
() Copy From similar entities rates
Select source entiby:
{} Copy From carrier rates

Select source carrier;

(") Copy From standard client rates

[ Mext = ] [ Zancel ] [ Help ]

1)  Enter the information in the first screen of the wizard for this client:

. Enter your own rates: With this option, you enter the rates from the
contract, the origin and destination, and the system will create the
rates for you for all the origins and destinations. For example, if a
carrier sends you the same rate for a 20-foot container for a group of
ports, use this option. This example will show this option.

. Copy from similar entities rates: Use this option to make amend-
ments, for example by origin and destination or by percentage. You
will not have to recreate the rates from scratch. It works with the
existing data you have previously entered. When this option is
selected, another field appears for you to enter the details: Select the
type of modification (by percentage or flat rate increase or decrease),
and enter the value (the number such as 10 for 10%).

Select source entity: Use a similar rate that you created for a different
customer.

. Copy from carrier rates: Select the carrier that you want to use that
has similar rates so you can copy those rates here and make changes.
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2)

3)

4)

5)

6)

7)

. Copy from standard client rates: This will use the Standard Client
Rates you set up earlier. Then you can make changes to the standard
rates.

Click Next to select the ports. (You will see the filter screen if you are
transforming from existing rates.)

. Click the Add button to open the Ports list. Click on the port names
and click the OK button. Do this for the origin and destination. Click
Next to go to the next screen in the wizard.

Click the Add button to enter the common rates for the ports you selected
in the previous screen.

Click Next to go to the next screen. This screen will show you the rates that
were generated by the system. You can edit a rate here if needed. Click
Next.

If there are any rates similar to the ones created, the system will set the
expiration dates for them based on the effective date. Click Next.

Click the Save button if you are done.

Add Multiple Rates Wizard

X

Please, make sure that the information vou have entered is correct, Click on Save when you
are ready For the system to commit the changes to the database,

Completing the wizard

You have successfully completed this wizard, Read the instructions
on this screen before proceeding.

Save

[ Cancel ] [ Help ]

The rate information is saved. The following note will appear: “The
process has finished successfully.” Click the Finish button if you are done.

Click on the Restart button if you want to add more rates and use some of
the same information. The wizard will return to the first screen and show
all your information on each screen so you can make changes.
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Salesperson’s Commissions

Introduction to Commissions for Sales

In your Magaya system, you can add salesperson’s profiles and include commis-
sion participation rates for each salesperson when they sell or freight or inven-
tory. The system enables you to enter profiles for sales people who are
employees or outside contractors/vendors:

. If a salesperson is an outside vendor, enter their details in the Salesperson
profile.
. If a salesperson is an employee, enter their details in the Employee profile

and a Salesperson profile. The Employee profile includes the User login
and password fields.

Commissions can be set individually for each salesperson or system-wide to
apply to all sales people. To set a percent commission system-wide to apply to
all salespeople for liquidations of shipments, go to Maintenance > Configura-
tion > Accounting and click “Configure Liquidation Options” button for
Outgoing or Incoming. Set the percent in the dialog box.

This article explains how to add a new salesperson to your Magaya system, set
their commission for freight and for inventory items, how to see a report of
commissions, and how to activate LiveTrack access for a salesperson so they can
place orders online for their customer using LiveTrack.

Add a New Salesperson

To add a new salesperson to your system, follow these steps:
1)  Go to Maintenance > Salespersons.
2)  Click the Add button.

In the dialog box that opens, you can enter details on any tab. On the
General tab, enter their email, phone number, which division they work
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for it applicable, their address, billing address if different, and other
personal information as needed.

The Identification number can be a DUNS, EIN, SSN (Social Security
Number), a Foreign or Other type of number.

o

B'| Salespersons i3

' General -Addrsss [ Eling.ﬁ.dd‘uss] DH‘lurAddlssm] Conlacls [ Participation | Pt Terms | Peig 4 |+

MName: Alex Durilap EI
Enity ID:

Fhone 555-443-3000

Fax

Emait adunlapEhwccango.com

Website:

Account Mumber:
Contact First Mame:

Contact Lazt Mame:

Ideniification Mumbsr, 7765 Other v
Dinsaon -
Magapa Metwork, 10 0 T Inactive
Cscava e | | s rrre—

Freight Commission

Individual sales people can have their commissions calculated in Magaya
Explorer for any freight they sell. Set the commission amount in their profile,
and the amount will be automatically added to transactions such as shipments.

To add a freight commission (“participation”) for a salesperson, open their
profile in Maintenance > Salespersons.
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Click the Participation tab and perform the following steps:

1)  Click the “Add” button and select “Freight Participation”.

X Salespersons .
| General | Addresz | Billing | Other Addreszes | Enntactsq F'aftiﬁil:'a'ii':'ﬂj Prat T ermz | Pera * | F
Custamer [nventany [terms and Services
Yes 1
Yes 1
e 4
Bizcayne Bike Shop Mo 1

Freight Participation...

Irventory Participation..,

4 !
| add. || Edi. || Deste |

Note: The freight and inventory options are available in the Magaya
Supply Chain Solution and Magaya Distribution System.

2)  Inthe “Participation per Customer” screen, select a customer to associate
with the commission. This means each transaction that includes this

363



Salesperson’s Commissions Chapter 11

customer will generate a commission for this salesperson based on the
amount set here.

-~ "

Participation per Custormer

General | Notes

Client:  Biscayne Bike Shop -

R

Apply to Yalue  |nvent

Charge 1. Select the

customer

e of lncome 200 Mo

2. Click "Add"

4 L

| Edit. || Deete |

[ (] ][ Cancel ][ Help ]

3)  Click the “Add” button. Select either a charge or a shipment.

An example of a Charge is “Ground Freight Service”.

i o

Participation @
Charge: Ground Freight Service -
Type: Percentage of Income T]
Walue: 200
[ k., ] [ Cancel ] [ Help ]

To choose how you want to calculate the commission, click the “Type”
dropdown and choose the type of commission. This example shows
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percentage of profit, but you can also select a flat rate, or set the amount
to calculate by volume, weight, or pieces).

Enter the value such as “5” for five percent of the profit.

An example of a shipment is a percent of a type of shipment such as an

ocean export. Percents can be set individually per type of shipment.

Shiprment Participation

Type: [F'eru:entage aof Profit

)

Walue: 10,00
Air Ocean round
[rport 0 0 [
Export [ [l

-

(]

OF. ][ Cancel ]

Click OK in each dialog box to save.

When a salesperson sells freight, the commission is generated in the shipment

transaction in the Liquidation screen.

View Columns for Participation:

Click the “Actions” button to see the list of columns you can add to the Liqui-
dation screen. Select the columns for the salesman name, participation, and

profit.

Shipment115 Liguidation far Shipment "Shipmert118" (S0

Whaphbill M...  Customer

Dezcrption

Salesman Mame

Salesman

I

12348677 5 Col il

12345677 olumn Settings

12345677
M ame Type Source
@ Standard
@ Cuztormer Text Standard
() Description Text Standard
@ Salezman Mame Text Standard
@ Salezman Participation Text Standard
(£) 5 alesman Profit Decimal Standard
[] () Cost PP, Decimal Standard
() Cozt Col, Decimal Standard
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The commission can also be changed in the Liquidation screen by
double-clicking on the line.

When you click the “Generate” button in the Liquidation screen, a dialog box
opens listing all the accounting transactions for the shipment, including the Bill
for the salesperson’s commission.

B Confirm Accounting Generation

The following trangactions were generated, please vernify them and click on OF. to add the trar
click on Cancel to abort the operation and fix the problem.

Type Murnber | Applied to D ate Account Mame
Bill 105 OLD DOMIMION FREI ayable
Invoice 132 Steal'orks Fabricatnr{ﬂi Il for salesperson eceivable
l[woice 133 JB “wire Cio. ecevable
Bill 106 Safmarine Shipping Co. T12232m ounts Favable

| Eil 107 Ben Lipton 12723200117 Accounts F'a_l,lal:-le|

The bill and other transactions are saved in the Magaya accounting folder.

To see how the commissions are generated in shipments, see the topic “Liqui-
dation” in the Knowledgebase:

http://knowledge.magaya.com/#/article/liquidation

When a salesperson has participation in the profit in a shipment, the sales-
person can view the shipment in LiveTrack. This applies to the Magaya Cargo
System.

Inventory Commissions

In the Magaya Commerce System and Magaya Supply Chain Solution, salesper-
sons commissions for inventory sales can be set per item, per category, or
system-wide.

Configure General Inventory Commissions System-wide:
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To configure a general commission that applies to all inventory sales and to all
salespersons system-wide, follow these steps.

1)
2)

3)

Go to Maintenance > Configuration > Sales

Click the “Commissions” button.

Sales

[¥] Allow to create sales orders with backordereditems

Nber e ordars sales Cammission @

[]when the orders bype

[ Fulfill arders using
Tvpe: | Percentage of Profit 'vl

[ allaw ko create s3
[ Do not release itg Yalues: 5,00

Do ot releasy
[ Autamatically allo

[¥] automatically allo [ ] ] I Cancel I I Help I
[F] only reserve)allotere—ererrerrrere————e—————
[ Filter part numbers by seller when working with\es Orders

r Canmmissions. . . |

Enker general commissions for inventary sales

Locations allowedTo

‘ Location Type
In the dialog box, select the Type and Value of the inventory commission.
This will be applied to all inventory items sold by any sales person. For
example, to add a commission of 5% of the profit, enter “5”. (Do not type
in “0.05” for 5%. Type “5”. Do not type the percent symbol in the field.)

Click OK and Save.

Inventory Commission per Item:

To add a commission to an item, you can add it from the Salesperson profile or
go to the Inventory Items Definitions list, open (or create) an item.

On the Accounting tab, click the “Commissions” button.
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A dialog box opens (it’s the same dialog box regardless if you access it from the
salesperson’s profile or from the Inventory Item Definition). Select the type and
set the value for the commission in the dialog box.

-~

(X Inventory Itern Definitions

General | Accounting | EEI I Hazardous | Images | Categories I Criteria | Substitutes | Not

Unitary VYalue: 0.00 UsD

Purchase ttem: 52 Asro Bike Cost

Sales kem: 52 Aero Bike

Inventory Type: | FIFO - First In First Out

Costing Method: [Speciﬂc Identification

[ Commissions... ]
Replenishment
Minimum Stock: | 38l ommission @
Prefemed Vendar:
When reaches its Type: [F‘ercentage af Prafit ']
Alert Employee:; - Flat alue
! G M'ercentage of Profit
(] Mert Cliert by Percentage of [ncome
7 Place a purch Calculated Amount
Quartity to Orde:
Codes
NCM Code: [ ] ] [ Cancel ] [ Help ]

Choose from Flat Value, Percentage of Profit, Percentage of Income, or a Calcu-
lated Amount. If you want to create the commission to be based on income of
the charge, you can do it regardless of the cost. As a result, the company does
not disclose the profit made.

Inventory Commission per Category:

To add a commission to a whole category of items that are sold online in the
Online Sales Orders of Magaya LiveTrack, (for users of the Magaya Supply
Chain Solution), go to the Inventory Organizer in the Warehousing folder.
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Open (or create) a category, and select the type and set the value for the commis-
sion in the dialog box.

Invertory Organizer

Categories

| = Categories a Inventory Ikem Definitions

= =3 all Categories

= Athleti

=2 | andscaping
[=-=3 Sporting Goods Athletic Shoes

M ame Farent MHumber of Subcateqaories

| Sportz Equipment Sporting Go... 0 |
v, Sporting Go... 0

General |

-

Parent Categary:

| Sporting Goods | [ Change. .. ]

Category Mame:

| Sparts Equiprnent |

Description:
Click Commissions
button
[ Commnissions. . ] []1nternal Use

[ (0] 4 H Cancel H Help ]

When a customer purchases an item online, the commission amount is added

to the transaction.
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When a salesperson sells inventory, the commission can be generated from the
Sales Order by clicking on the Actions button (after creating the Invoice). The
system creates a Bill payable to the salesperson.

[

Dptions

- -

Actions Zoom

-

Attachrments

Exclude from Tracking

Cancel Sales Order Sales Order

Create Invoice..,

L 4
Generate Commissions.., L} meer |
Create Cargo Release.., ate
Create Shiprment 3
Select Ternplate... JerEd
History... Iyer Ref. #
| Bill To:

Reports

Reports can be created in your Magaya system to view all commissions:
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In the Salesperson’s List or Agent’s, go to: Actions > Reports

Other Reparts L
Reports * Sales Detail @ <%am Houston »
Staternents 2 Sales by Agent Detail

il T Sales by Bgent Summary

Rernowve Tracking Open Invoices @ <3am Houston
Send invitation Ernail.., Aging Detail 1 <5am Houston »
WebTrack User List Transaction Detail 1 «%am Houston =

Configure Tracking by Tran . Prafit by Agent Detail (Transactions) <Sam Houstan =

Transactions Listing Profit by Agent Detail (Charges): <Sam Houston
Dpen Transactions

Rates

Contracts

On Hand Cargo to bill
Magaya Express Link *
Cenied Party Screening 2

Chaoose Calumns...

Irmpoart...
Export...
4 113
g, [ ] - g |
¢ ? [
E::::I L"'/9 % \e) - 4 | =3
Add Edit Delete Filter Actions Dretail

Additional reports are available from the Reports menu on the top toolbar of
your Magaya Explorer. Select “Profit Reports” to see profit by salesperson or
agent.

The “Sales Reports” menu option also includes other accounting reports that
show commissions such as the “Sales Reports by Item” report. Also see the
Chart of Accounts to make a report from the Actions button to see accounts by
Type Code (the commissions are grouped under Expenses).

371



Salesperson’s Commissions Chapter 11

Enable a Salesperson to Submit Orders on behalf of Customers

To give a sales person at your company the ability to place orders for their
customers, such as when visiting with them, follow these steps:

In Magaya Explorer:
First, add the salesperson, or edit an existing salesperson’s profile.

Next, right-click the salesperson’s name in the list. From the pop-up menu,
choose “Allow Tracking.”

Create (or click Autogenerate) a password (passwords: minimum 6 characters.
usernames: 6-15 characters). Ensure the box is checked to enable LiveTrack
access.

On the Tracking tab, check the permissions to activate. The permission to view
sales orders is on by default.

Salespersons |

€. Salespersons

M amne Phone

o

B LiveTrack User

Tracking | Restrictions

Specify the tracking permissions for this user:

Feature

W Approve Sales Orders
+ Can Send Attachments

¥ Ca
ﬂ:: ¥ Send Online Sales Orders

Wiew Boolangs

Wiew Cargo Releases
View Inventony kems
Wiew Quotations
Yiew Sales Orders
View Shipments

kkkkkﬂ.{

Click OK save.

To view the list of salespersons who have LiveTrack access, choose the column
“LiveTrack User” from the Actions button.

In LiveTrack:

In LiveTrack, the salesperson logs in and clicks the “Add” button in the Sales
Orders screen to place a new sales order. The Buyer field displays the sales-
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person’s name. (It can be changed if needed to click the arrow to select the
customer name from the dropdown. These entities shown in the list are related,
i.e., the salesperson has created another transaction for them previously.)

Step 1 of 4: Contact Info

Buyer: Jeff Smith Q Same Shipping

Shipping Info

Address Type:

In step 2, the salesperson can search for items, can type in the quantity, or can
upload a file into LiveTrack. To upload a list, click the “Upload” button. Use a
CSV or text file with 2 columns: Part Number and the Quantity. If format is an
Excel spreadsheet, it must be saved as CSV. Don't leave the Quantity field blank;
add zero if unknown. If the Magaya database doesn't have the item defined
already, it will upload it from the import file.

Browse: | Select an order to upload H

Upload a CSV or TXT file with two columns: Part Number and Quantity.
If uploading a Microsoft Excel file, first save it as CSV.
The Quantity column must contain a number. If unsure, enter 0 (zero).

Complete the online sales order as usual. See the Knowledgebase article for
steps:

How to Place Sales Orders Online in LiveTrack
http://knowledge.magaya.com/#/article/customers_place_sales_orders

When the sales order arrives in your Magaya system, go to the Sales Order list,
right-click it to make a Cargo Release.

If a Cargo Release or Shipment is loaded with items from a Sales Order that was
assigned to the salesperson, then the salesperson will be able to track that status
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of those releases and shipments in LiveTrack (Magaya Distribution System or
Supply Chain Solution required).

Related Resources

You can also set agent participation in your Magaya system. See the following
Knowledgebase article:

http://knowledge.magaya.com/#/article/agent_participation
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