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Preface

The Hansa Financials and HansaWorld ranges contain a number of powerful
accounting, CRM and ERP systems for the Windows, Macintosh, Linux,
PocketPC 2002 and AIX environments.

Hansa Financials and HansaWorld are practically identical, and they are
designed to make administration and accounting as easy and fast as possible.
The main difference between the two programs (concurrent and named users)
is described in Volume 1 of these manuals.

The programs are similar in operation regardless of platform. In the specific
areas where there are significant differences, these are described and
illustrated in full. In &l other casesillustrations are taken from the Windows
version.

This manual covers Hansa's Nominal Ledger and Multi-Currency features.
Prior to reading it, you should already be familiar with Hansa's Work Area
(its modules, registers, windows, menus and buttons) and the Customer and
Item registers. These are covered in Volume 1 of these manuals.

Text in square brackets - [OK], [Cancel] - refers to buttons on screen.



How these manuals are organised

Volume 1: Introduction

Introduction
Work Area

Installing Hansa, the basic ideas
Basic elements of Hansa: modules, registers, windows, menus,
functions, buttons

Hansa and your Business

Starting Work
Customers
Items

System Module

About Hansa's place in your business, integration between
ledgers, objects

Entering opening balances

Customers, customer categories and reports

Products and services, pricing

Settings and parameters. System-wide usage

Volume 2: Accounting Package

Volume2a  SalesLedger
Purchase L edger

Volume2b  Nominal Ledger
Currency

Volume 3: Logistics Package

SalesOrders
Purchase Orders
Stock

Volume 4: General Modules
Assets
Cash Book
Consolidation
Expenses
Assets
Quotations

Invoices, receipts, debtors
Purchase invoices, payments, creditors

The basic accounting module. Transactions and budgets
Multi-currency in all modules

Orders and deliveries. Invoices from orders
Purchase orders, goods receipts and purchase pricing
Ddliveries, goods receipts and stock movements

Asset accounting, depreciation, revaluation

Inward and outward cash transactions, receipts and payments
Multi-company reporting, subsidiaries and daughter companies
Payments to and from employees

Asset accounting, depreciation, revaluation

Sending quotations, call backs, reports

Volume 5: Specialised Modules

Contracts

Job Costing
Production
Service Orders

Periodic invoicing, contract renewals, contracts from invoices
Project management, time recording, budgets and quotations
Multi-level assemblies from components

Management of service stock, invoicing of repairs, warranties

Volume 6: Personal Registers

CRM

Mail

Contact and time management. Activities, the task manager
and the calendar: registering and reviewing appointments in
daily or monthly diary or calendar format. Contact Persons.
Customer letters and mailshots. Target time.

Internal mail, external mail (email), conferences, chat.
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Chapter 1: Nominal Ledger - Settings - Calculation Formulae

manner to income tax calculations. It functions by adding the following
figures together—

1% of the first 99.99 of any amount
5% of the next 99.99

10% of the next 299.99

20% of any remaining amount.

For example, applying the formula to the figure 5,000 produces 936.00
(1% from the first 99.99 = 1, 5% from the range 100-199.99 = 5.00, 10%
from the range 200-499.99 = 30.00 and 20% on the rest = 900.00).

It is recommended that the number ranges of the different rows of the
Formula (the From and To columns) are defined to two decimal places or
are aimost made to overlap. For example, ranges of 0-99.99 and 100-
199.99 (or even 0-100 and 100-200) will produce a more accurate result
than 0-100 and 101-200.
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Using a Calculation Formula in an Autotransaction

A Calculation Formula should be attached to the Debit or Credit fields of an
Autotransaction as follows. If it is attached to the Debit field of the
Autotransaction, the Formula will be applied to the value entered in the
previous row of the Transaction and the result placed in the Debit field of the
Transaction. If it is entered in the Credit field of the Autotransaction, the
result will be placed in the Credit field of the transaction.

In the illustration below, the code of the example Formula shown above has
been entered to the Debit field of an Autotransaction—

i Autotransaction: Inspect [ O %]
Em Hew I Duplicalel Cancell Save I

Code |CALCT Hame |.&pplicati0n of Calculation Formula | m

AT | Objects | Description | Debit | Credit | ¥-Cd
285 CaLct -

o] o] | o] o] o] ]«

-
=

-
jury

-
M

-
(7]

-
-h-

-
o

-
-]

-
)

-
-]

-
o

b
=

]
-

M
M
A
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Calculation Formulae in use

When a Transaction is entered, begin by entering the Account code for the
relevant expense category, and the amount. On the second row, enter the code
of the Autotransaction in the Account field.

i Transaction: New - O]

’T"T‘ Operations I\\wb\& i;\ New I Duplicalel Cancel | Save |

=

Mo. [E053 Trans.Date | 28/11/2000 Reference

Text
Account |Elhiecls |Descriplion |Base1 Debit |Base1 Credit |\I"—Cd
193 Sundry [ncome RO00.00 1 .
CALC|

Gl el Bl E2 1 E3 E2

Difference Base 1 -5000.00 Total 0.00 5000.00
Difference Baze 2 -8000.00 Total 0.00 2000.00

33



Hansa Financials and HansaWorld

Press Return. The Autotransaction is entered by Hansa, and the amounts are
recal culated as follows—

i Transaction: New =] E3

’TI’TI Dperations |\\t ‘3— !;\l New | Duplicatel Cancel | Save |
No. (053 Trans.Date | 28/11/2000 Reference

Text
Account |Elhiects |Desctiplion |Base1 Dehit |Base1 Credit |V—Cd
199 Sundry Income 5000.00 1 -
285 Commizssions Payable 936.00

=

Gl el Bl E2 1 E3 E2

Difference Base 1 -4064.00 Total 926.00 5000.00
Difference Basze 2 502,40 Total 1497.60 2000.00

Number Series - Simulations

Define Number Series for Simulation transactions - see the next section for
details of how to use this setting.

Number Series - Transactions

Each record in the Transaction register has its own unique identifying
number, based on a sequential series. When entering a new Transaction, the
next number in the series is used. If required, you can have a number of such
sequences running concurrently, perhaps representing different years or
different departments.

Use this setting to define these sequences, or Number Series The different
series should not overlap. In contrast to other registers, at least one Number
Series must be defined for the Transaction register before any records can be
entered.

34
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Once defined, Number Series can be allocated to individual users using the
Person register in the System module (* Ser Nos' card). In the Trans No field
on that screen, enter the first number of the appropriate sequence for each
user. If a particular user is not given a specific sequence, the first Number
Series in the list will be used. For a particular Transaction, any user can
change to any other Number Series using ‘ Paste Special’.

On double-clicking ‘Number Series - Transactions' in the * Settings’ list, the
following window appears—

& Number Series - Transactions: Inspect M=l E3
Save |
MNo. Date
From | To | From | To | Comment | N/L
1 |6000 £333 1/41/2002 J12/2002 Londaon Qffick GenTrans -

| 2 |e0000 E0333 14142002 NAz2s2002 Manchester b GenTrans

BEE 7333 14172003 31.12/2003 Londaon Qffick GenTrans

|4 |70000 70993 14142003 NA2s2002 Marichester » GenTrans

5]

| 6]

7]

| 8]

| 9]

10

E -

Enter each new Number Series on the first blank line and, when finished,
click the [Save] button in the Button Bar to save the changes. To close the
window without saving changes, click the close box.

N/L Accruals

In normal circumstances the full value of each Invoice row is posted to a
Sales or Purchase Account when the Nominal Ledger Transaction is
generated. However, this might not be appropriate if the Invoice is for a
service or contract that is spread over time. In this case, it might be
appropriate for the Invoice row value to be posted to the Sales or Purchase
Account gradually over the period of the service or contract, especialy if that
period crosses over into anew fiscal year.

For example, you receive an Invoice for a service contract for one year to the
value of 120. You do not want the Purchase Account to be debited with the
120 at once: instead it is to be debited with 10 per month over the year (the
contract period). When entering such an Invoice, enter the Code of an N/L
Accrual record on flip C (flip B in the case of a Sales Invoice). Recordsin the
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36

N/L Accrua setting are used to define the rules governing the accrual
process. When the Invoice is approved, the resulting Nominal Ledger
Transaction will post its value to the Accrual Account specified in the N/L
Accrual record, not to the Purchase Account. A record is also created in the
Simulation register containing the appropriate number of sets of balancing
postings (twelve in the example, one per month), each crediting the Accrual
Account and debiting the Purchase Account with one twelfth of the total
amount (10 in the example). One Nominal Ledger Transaction per month is
then created from these balancing postings using the ‘ Generate N/L Accrual
Transactions' Maintenance function (described later in this section). This
process transfers the value of the Invoice row from the Accrual Account to
the Purchase Account at the rate of 10 per month.

The N/L Accruals setting

To enter anew N/L Accrual record or to edit an existing one, first open the
‘Settings' list by clicking the [Settings] button in the Master Control panel or
by selecting ‘ Settings' from the File menu. Double-click ‘N/L Accruals' in
the list. The ‘N/L Accruals: Browse' window is displayed, showing all N/L
Accrual records previously entered. Double-click arecord in the list to edit it,
or add a new record by clicking the [New] button in the Button Bar. When
the record is complete, save it by clicking the [Save] button in the Button Bar
or by clicking the close box and choosing to save changes. To close it without
saving changes, click the close box.



Code

Description

Prel. Account

Chapter 1: Nominal Ledger - Settings - N/L Accruals

EE New I Duplicatel Cancel I Save I
Code |12M0P Prel. Account 321 m
Description |12 equal monthly payments [PL)
Months |Da}ls |Ealculalion |VAT
10 232 -~
21 833
3|2 833
43 833
54 232
6|5 833
7|6 833
8|7 833
9|3 833
109 232
11|10 833
12|11 =
13
14
15
16
17
18
19
20
21 -

Enter a unique Code by which the N/L Accrual record
will be identified. The Code should be one that has not
aready been used for an Autotransaction.

Enter a name for the N/L Accrua record, to be shown in

the ‘N/L Accruals: Browse' window and the ‘Paste

Special’ list.

Paste Special Account register, Nominal
L edger/System module

Specify here an Accrual Account, which will usually be
aBaance Sheet Account.

When this N/L Accrual record is used in a Sales Invoice
row, this Account will be credited with the value of the
Invoice row (excluding VAT). Use of the ‘Generate N/L
Accrual Transactions' Maintenance function will then
gradually move the value out of this Account into the
Sales Account.

When this N/L Accrual record is used in a Purchase
Invoice row, this Account will be debited with the value
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of the Invoice row (excluding VAT). Again, use of the
‘Generate N/L Accrual Transactions' Maintenance
function will then gradually move the value out of this
Account into the Purchase Account.

Use the grid to define the formula used when creating the record in the
Simulation register. Shown below is a sample Simulation, created from a
Purchase Invoice using the N/L Accrual record illustrated above. Each row in
the N/L Accrual record creates two rows in the Simulation (in this example
debiting the Purchase Account and crediting the Accrua Account).

’T"TI Operations I B :‘& New I Duplicalel Cancel I Save I
==L
Ho. |B Tranz.Date | 15/10/2002 Reference m
Text |503 UK Trading Compary Ltd. GBF PANY. 3030
AJC | Trans Date | Objects | Description | Dehit | Credit |\I"-Cd

_1 40 Stock Valuation 10.00 1 ﬂ

_2 a1 Accmals from PL 1000 1 ﬂ
3740 15/11/2002 Stack Yaluation 10.00 1
481 1541172002 el fam PL 10,00 1
| &|m0 15/12/2002 Stock Valuation 10.00 1
6821 15/12/2002 Accmals from PL 10,00 1
7740 154142003 Stack Valustion 10,00 1
8|2 15/1/2003 Acomals from PL 10,00 1
9|70 15/2/2003 Stack Valuation 10,00 1
IREE] 15/2/2003 Acenals fram PL 10,00 1
11| 740 15/3/2003 Stack Valuation 10,00 1
IR 15/3/2003 Acemuals fram FL 10,00 1
13740 15/442003 Stack Valuation 10,00 1
14 15/442003 Acenals fram FL 10,00 1
|15 | 740 15/5/2003 Stack Valuation 10,00 1
| 16]s21 15/5/2003 Acemals fram PL 10.00 1
17 |740 15/6/2003 Stack Valustion 10,00 1
18 |21 15/6/2003 Asomals from PL 10,00 1
19740 15/7/2003 Stack Valuation 10,00 1
208 15/7/2003 Acemals fram PL 10,00 1

Difference 120.00] 120.00|

38

Months, Days

These two columns are used to calculate the Transaction
Date of each balancing set of debit and credit postingsin
the Simulation. This will become the Date of the
Nominal Ledger Transaction when one is created from
the pair of postings using the ‘Generate N/L Accrual
Transactions' Maintenance function.

If a Transaction Dateisto be a certain number of months
after the Invoice Date, specify that number of monthsin
the Months column. The day in the month will be the



Calculation

VAT

Chapter 1: Nominal Ledger - Settings - N/L Accruals

same as that of the Invoice Date. If you enter “0”, the
Transaction Date will be the same as the Invoice Date.

If each Transaction Date is to be a certain number of
days after the Invoice Date, specify that number of days
in the Days column.

If values are entered in both the Months and Days fields,
the Transaction Date will be calculated using both (i.e.
Invoice Date + Months + Days).

Specify here the percentage of the Invoice value that is
to be the value of the corresponding set of debit and
credit postings in the Simulation.

On the final row of the grid, = can be entered to signify
that the value of the corresponding set of postingsin the
Simulation is to be the remaining Invoice amount. This
ensures that nothing islost when reducing the percentage
to two decimal places.

If you enter a VAT Code here, it will be copied to the
corresponding set of debit and credit postings in the
Simulation (and, from there, to the Transaction). It will
not affect the calculation, but will be used for reporting
(e.g. VAT Return).

If you leave this field empty, the VAT Code will be
taken from the Invoice or Purchase Invoice row.
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The ‘Generate N/L Accrual Transactions’ Maintenance function

Once a month, the ‘Generate N/L Accrual Transactions' Maintenance
function can be used to create Transactions from any pair of balancing debit
and credit postings in Accrual Simulations whose Transaction Date has
passed. This will allow the Invoice amounts to be moved gradually from the
Accrual Account to the Sales or Purchase Account as appropriate.

To use this function, first open the ‘Maintenance’ list by selecting
‘Maintenance’ from the File menu. Double-click ‘Generate N/L Accrual
Transactions' in thelist. The following dialogue box appears—

i@ Specify Generate N/L Accrual Transactions M=l

Run

Simulation Period |1/1/2002:31/12/2002 |
Simulations
N/L Accruals Until

Simulation Period Paste Special Reporting Periods setting,
System module

Enter a report period: al records in the Simulation
register whose Transaction Date (shown in the header)
falls within this period will be considered by the
function.

Simulations Range Reporting Numeric

Use this field to ensure the function refers to a particular
record in the Simulation register (or range of
Simulations).

N/L Accruals Until
Paste Special Current Date

Enter a date: al rows in the selected Simulations whose
Transaction Date is earlier than this date will be
converted into Transactions, providing their Status (flip
B) is “Active’. The Transaction Date in the Simulation
header will be used if there are any Simulation rows that
do not have their own Transaction Date.

If no date is entered to this field, Transactions will be
created for all rows in the selected Simulations, again
providing their Statusis“Active’.
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Click the [Run] button in the Button Bar to run the function. It may take a
few moments, depending on the number of Transactions to be created. When
it has finished, you will be returned to the ‘ Maintenance’ list window.

An example Transaction is illustrated below. This was created from the
Simulation illustrated earlier in this section.

& Transaction: Inspect - O]

’T"T‘ Operations I\\wb\& i;\ New I Duplicalel Cancel | Save |

=

Mo. [EOS7 Trans.Date |15/10/2002 Reference

Text |503 UK Trading Company Ltd, GBP P/IMY 3030
Account | Objects | Description | Base 1 Debit | Base 1 Credit |\I"—Cd
1 |740 Stock Valuation 10.00 1 -
2 (821 Acciuals from PL 10.00 1

o
Gl el Bl E2 1 E3 E2

Difference Base 1 0.00 Total 10.00 10,00
Difference Baze 2 0.00 Total 158,87 15.87
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When a Transaction is created from each pair of postings, the Status of these
postings (shown on flip B of the Simulation) is changed from “Active” to
“Transferred”, preventing the creation of another Transaction the next time
the function is used.

’T"TI Operations |;'\-_ 23 1‘& New I Duplicalel Cancel I Save I
‘=1
Ho. |B Tranz.Date | 15/10/2002 Reference m
Text |503 UK Trading Compary Ltd. GBP P/, 3030
AJC | Trans Date | Objects | Status |Dehit | Credit |\I"-Cd

| 1|74 Transfered 10.00 1T alal
_2 a1 Transfemed 1000 1 ﬂ

3740 15/11/2002 Transtened 10,00 1
A 151142002 Trarsferred 10,00 1
| &|m0 15/12/2002 Transferred 10,00 1

6821 15/12/2002 Transfered 10,00 1
7740 154142003 Active 10,00 1
8|2 15/1/2003 Active 10,00 1
9|70 15/2/2003 Ative 10.00 1
IREE] 15/2/2003 Ative 10,00 1
11| 740 15/3/2003 Ative 10.00 1
IR 15/3/2003 Ative 10,00 1
13740 15/442003 Ative 10.00 1
14 15/442003 Ative 10,00 1
|15 | 740 15/5/2003 tive 10.00 1
| 16]s21 15/5/2003 Active 10.00 1

17 |740 15/6/2003 Active 10,00 1
18 |21 15/6/2003 Active 10,00 1
19740 15/7/2003 Active 10,00 1
208 15/7/2003 Ative 10001 =
Difference Total | 120.00] 120.00|

Note that this function should be used with care as it is more powerful than
its name suggests: it will create Transactions from all Simulations in the
selection, not just those representing Accruals. Therefore, it can be used as a
general function to create Transactions from Simulations. Take care to enter a
date in the N/L Accruals Until field in the dialogue box: otherwise
Transactions will be created for al rows for al Simulations in the selection.
If you would like to see the details of the Transactions before they are
created, produce an N/L Accrual Transactions report before using this
function.
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This setting allows you to make sure that you will always choose an Object
belonging to a certain Object Type when entering a Transaction using
specified Accounts. This feature serves as a handy reminder always to use
Objects. It does not prevent the use of Objects not in the specified Object

Type.

i Object Type Control: Inspect M= &3
Save |

This setting is valid in the Sales and
Purchase Ledgers as well as in the
Nominal Ledger.

Demand Dbject of certain Type with the following Accounts

Type | Accounts

PERS  100:193.200:233 -~
DEPT  100:193.200:233

PRODS  100:193,200:233

CUST 100193

SUPP  200:293

Enter and edit the fields in the usual way. (Don’'t forget the ‘ Paste Special’

feature!l)

Type

Accounts

Paste Special Object Types setting, Nominal
Ledger

Enter the Object Type whose members you want to be
required whenever a particular Account is used.

Paste Special Account register, Nominal
L edger/System module

Enter the Accounts for which the use of particular
Objects is required. A range of Account numbers is
entered by separating the first and the last number in the
range with a colon. Single Account numbers are
separated by commas (e.g. 1000:2000, 3011, 3013,
3200:3499.)

Click [Save] when you are done. Click the [Cancel] button if you wish to
close the setting without saving any changes.
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If you forget to enter an Object belonging to the required Object Type, the
following alert will be shown when you try to save the Transaction or
Invoice—

e Object of certain type required;: COST

Click [OK] to close the message, and then enter an Object belonging to the
reguested Object Type.

Assisted Object Entry

If you are using Object Type Control, the Assisted Object Entry feature will
help you choose the correct Objects when entering Transactions and
Simulations, as follows—

1. InaTransaction or Simulation, use an Account that has been quoted at
least once in the Object Type Control setting. In the example Object
Type Control setting illustrated earlier in this section, this means any
Account between 100 and 299.

2. From the Object field, activate the ‘ Paste Special’ feature using Ctrl-
Enter or 38-Enter as usual. Instead of the usual ‘Paste Specia’ list, the
‘ Assisted Object Entry’ window opens.

i Assisted Dbject Entry =l
Account 200
Required Objects

Person Objects

Department Objects

Product Types

Supplier Objects

In this example, Account 200 has been used in a Transaction. The
illustration of the Object Type Control setting earlier in this section
shows that Account 200 requires Objects belonging to four different
Object Types. As a result, the * Assisted Object Entry’ window has four
fields, one for each required Object Type.
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3. Using ‘Paste Special’ in the usual way, enter an Object belonging to each

Type in the appropriate field. Use the Extras field if you want to add
another Object belonging to afifth Type.

i Assisted Dbject Entry [_ (O] =]
Account 200
Required 0Objects

Perzon Objects
Department Objects [DEFT1

Product Types |AUDIO
Supplier Objects |ACC

4. Close the ‘Assisted Object Entry’ window by pressing the Shift-Enter

key combination. The Objects will al be pasted into the Transaction—

IT"TI Operations I \\ N "‘.'\ z. E\ MNew I Duplicalel Cancel I Save I
Text | |
Account | Objects | Description |Base 1 Debit |Base 1 Credit [V-Cd
1 (200 ACCALDIODEPTFF Purchaszes Type 1 1 - ﬂ
2 a)
3
4] <
5| o)
5 E
: ]
8 G
: 5
10
1
12
13
14
15
16
17
18
19 -
Difference Baze 1 l:l Total | | |
Difference Base 2 l:l Total | | |
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Object Types

This setting is used to define the different Object categories you are going to
use in the accounting. Objects are discussed in greater detail in the Objects
section of the ‘System Module' chapter in Volume 1: Object Types are a
means by which Objects of a similar nature can be grouped together.

When entering a Nominal Ledger Transaction, only one Object of a particular
Object Type can be used in a Transaction row. Also, only one Object of a
particular Object Type can be specified in a Sub System record (e.g. an
Invoice). If there is an attempt to use more than one Object of the same
Object Type, the following warning appears—

Q Iultiple objects of the same type: UMITE

Creating an Object Type

Double-click ‘Object Types' in the *Settings' list. A list of existing Object
Types appears. Click [New] in the Button Bar to enter a new record.

i Object Type: Inspect Hi=]
|II|II Hew I Duplicatel Cancel I Save I
Code |FRODS Comment |Pr0duct Types | m
Start Str.
Length

Enter the text. The code field will show only uppercase letters. (Lower-case
letters are automatically converted to uppercase.) You can move between
fields with the arrow keys or with Enter. Use a name that identifies the Object
Type as clearly as possible.

If aseries of charactersis specified in the Start String field, the Object Codes
of all Objects belonging to this Type will have to begin with those characters.

The Length is used to satisfy certain reporting requirements in Estonia.

Confirm the entry by clicking [Save], or, if modifying an existing record,
restore the old data by closing the window or by clicking [Cancel]. Close the
window with the close box.
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Deleting an Object Type
1. Double-click ‘Object Types intheSettings' list.

The *Object Types: Browse' window opens.

2. Find the Object Type you are interested in, using the Search field at the
bottom of the window if necessary.

3. Pressthe Enter key (or double-click theline).

The Object Type is shown in a window with the title ‘Object Types:
Inspect’.

4. Select ‘Delete’ from the Records menu. The Object Type is removed
permanently. The window changes to show the previous Object Typein
thelist.

5. Close the window with the close box. The list of Object Typesis shown
again.

I You cannot undo a deletion of an
. Object Type.

Presentation of Balances

Internally, Hansa interprets a Credit entry as a value that is subtracted from
an account balance, while a Debit entry is added. Assets and costs are
therefore stored as positive values, while liabilities, equity and incomes are
negative.

These internal calculation and storage methods are often impractical when it
comes to displaying balances in reports on the screen or on paper. Therefore,
Hansa has a default setting for displaying balances, whereby some values are
inverted, e.g. liabilities and equity are shown as positive values. There are,
however, many different accounting conventions in this world, and you are
therefore given the option to change the default settings. Y ou may have your
own standard, or you may wish to exchange data with other accounting
systems using conventions other than Hansa' s default method.

It is not unusual for the board, the bank, auditors, and tax authorities to
request different presentations of the company’s figures. With Hansa's
flexible method for presentation, you can solve this easily by changing the
settings of Presentation of Balances. This can be done any time, e.g. between
printing two reports of the same kind.
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Open the ‘Presentation of Balances’ window by double-clicking
‘Presentation of Balances' in the * Settings’ list.

i Presentation of Balances: Inspect |- (O] x|
Save |

Reverse sign of amounts in:

1 - Balance Sheet and Profit & Loss
2 - Ledger and Balances. Budget and Rev Budget
3 - Monthly Balance Export

1 2 3

Assets [ [ [0
Liability OO
E quity [ |
Income Imi |
Expenses [ [ [

As you can see, the window contains a set of check boxes. The five rows
indicate different classes of accounts, and the three columns contain the
different circumstances where the numbers are to be presented.

A checked box indicates that the field will be presented with the sign
opposite to the internal representation. An empty box means that Hansa's
internal sign will be used. Internally, Hansa regards all debits as positive
numbers, and all credits as negative numbers.

The default setting is that values for Assets, Liabilities and Equity follow the
internal values, while Revenues and Costs are presented with the opposite
sign.

Check the boxes in the window to select your settings.

Confirm your changes by clicking [Save] or revert to the previously saved
setting by clicking [Cancel].

Rate Gain/Loss

Please refer to the ‘Multi-Currency’ chapter for full details of this setting.

Report Settings

The appearance and format of some Nominal Ledger reports can be changed
to suit your specific requirements. This is known as changing the report’s
definition. The reports for which this facility is available are the Balance
Sheet, Key Financial Ratios, Profit & Loss Report and VAT Report.
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To change a report definition, first select ‘ Settings' from the File menu and
double-click ‘Report Settings' in the subsequent list. Then, highlight a report
name in the list on the left-hand side of the ‘ Report Settings' window and
click the [Definition] button. The subsequent definitions window is described
in the section covering the particular report later in this chapter.

& Report Settings M=
A/C Reconciliation -
Analwtical Balahce Definition I
Analytical B alance [Fizcal purposes)
Balance Sheet Page Setup I
Basze Cumency Rate Change
Budget Journal Remove Page Selupl
Correction List
Corresponding Accounts Select Printer I

Creditors Account Report

Currency A/C Rate Change

Draily Balances

Debtors Account R eport

Forward Balance Jourmal

F.ey Financial R atioz

Liquidity Forecast

Multicurency Accounts R ate Difference =

The [Definition] button can only be used with the four reports named above.
The remaining three buttons can be used with all reports, in al modules. If
you change to another module using the Modules menu in the usual way, the
list of reports on the left-hand side of the ‘Report Settings’ window will
change appropriately. Highlight areport in the list and then click a button, as
described below.

When you have finished working with the ‘ Report Settings' window, close it
by clicking the close box.

Select Printer If you are using a Macintosh, the [Select Printer] button
can be used to re-direct the output from the highlighted
report to the modem port, where you can connect a serial
(PC) printer (e.g. adot matrix printer for printing on pre-
printed stock of pin-feed paper).

Page Setup, Remove Page Setup

The [Page Setup] button allows you to set the page size,
number of copies and other printer options for the
highlighted report. These settings will be used whenever
the report is printed. Windows users can also use this
function to choose the printer on which the report is to
be printed. Click the [Remove Page Setup] button to
revert to standard.
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Sub Systems

The integration between Hansa's different modules means that Nominal
Ledger Transactions can be generated automatically from other ledgers and
modules (‘ Sub Systems'). For example, approving an Invoice in the Sales
Ledger can cause the automatic generation of a Nominal Ledger Transaction
debiting a Debtor Account and crediting a Sales Account and, if appropriate,
aVAT Account.

This setting controls when such automatic generation of Transactionsisto be
activated, and from which sub systems. Double-click ‘Sub Systems' in the
‘Settings' list to open the following window—

i@ Transactions from Sub Systems: Inspect M= E3
Save I
11213
Invoices From Date |1/3/2002
Receipts From Date |1/3/2002
Purchase Invoices From Date |1/3/2002
Payments From Date |1/3/2002
Expenszes From Date |1/3/2002
[ Perzonnel Payments From Date
Goods Receipls From Date |1/3/2002
Deliveries From Date |1/3/2002
Stock Movements From Date
Stock Depreciations From Date
Productions From Date
Returned Goods From Date I:I

Check boxes containing a tick represent those Sub Systems from which
Nominal Ledger Transactions will be generated. Use the date field to indicate
the date from which Transactions are to be generated. Further Sub Systems
are shown on cards 2 and 3.

Once you have specified that a particular Sub System is to generate Nominal
Ledger Transactions, you can make an exception for Sub System records that
fall within a particular number sequence. For example, if it isthe general case
that Invoices will generate Nominal Ledger Transactions when they are
approved, you can choose to not have Transactions created for Invoices
whose Number falls within a particular range. This is done using the
appropriate Number Series setting for the Sub System in question (Number
Series - Invoices) in the example. Please refer to the section describing the
appropriate Number Series setting for details.
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This function is particularly useful at the transfer to Hansa from another
accounting system, when it is necessary to enter opening balances to Hansa.
If an overall opening balance has been entered to the Debtor Account for
example, any Invoices transferred from the old system and entered as Sales
Ledger opening balances should not generate Transactions posting to that
Account aswell.

It is therefore recommended that the check boxes be switched on according to
your requirements, and for each a date entered which is later than the
Transaction Date used for al your opening balance transactions. This will
ensure that these will not be posted to the Nominal Ledger, and that there is
no danger of forgetting to switch the check boxes on when new transactions
are entered.

If you do not wish to use the feature whereby Nominal Ledger Transactions
are generated automatically, or if you forget to turn it on, there is a Nominal
Ledger report, N/L Transfer Sub Systems, which can be used to print alist of
all Sub System transactions. This can be used as a basis for the manual entry
of equivalent Nominal Ledger Transactions. This report is described later in
this chapter. There is also a Maintenance function in the System module,
‘Create N/L Transactions' which can be used to create such Nominal Ledger
Transactions in batches.

Tax Reports

You can use this setting together with the Tax Calculations report and the
Tax Report document to design and produce custom reports. The basic steps
in this process are—

1. Usethe Tax Reports setting to define the calculation formulae that are to
be used in your report.

2. Usethe Tax Calculations report to test your formulae and to check the
results.

3. Usethe Form register in the System module to design a Form to be used
by the Tax Report document.

4. Use the Tax Report document to print a report for sending to the tax
authorities.

These steps are now described in detail.
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The Tax Reports Setting

This setting is used to define the tax calculation formulae that will make up
your custom reports. Each record in this setting contains a complete report
definition.

To enter anew Tax Report definition or to edit an existing one, first open the
‘Settings' list by clicking the [Settings] button in the Master Control panel or
by selecting ‘ Settings' from the File menu. Double-click ‘ Tax Reports' in the
list. The ‘ Tax Reports. Browse' window is displayed, showing all Tax Report
definitions previously entered. Double-click a record in the list to edit it, or
add a new record by clicking the [New] button in the Button Bar. When the
record is complete, save it by clicking the [Save] button in the Button Bar or
by clicking the close box and choosing to save changes. To close it without
saving changes, click the close box.

EE ’\\Hk\‘& Hew I Duplicalel Cancel I Save I
Code m Mame |EHampIe | m
Code |F0lmula |Commenl

1 |SALES TO[100:199.801 #D2.C) Sales -

2| TaxFrd Taw Percent

3 | TAxS » #SALES*HTAXPERC/100 Tax Sum

4

L

1

¥

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22 -

Code The unique code identifying this Tax Report record (i.e.
this set of report definitions).
Name Enter a name for the Tax Report record as it will be

shown in the ‘Tax Records:. Browse’ window and the
‘Paste Specid’ list
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Enter the report definitions (formulae) in the grid. Do not include any spaces

in the formul ae.

Code

Formula

Comment

A unique Code identifying each row.

This Code can be used to refer to the row in other
formulae, when it must be preceded by the # character
(#SALES and #TAXPERC in row 3 of the illustration
are examples, referring to rows 1 and 2 respectively). #
isat-3 on the UK Macintosh keyboard.

The formula used to calcul ate the value of this row.

The name of this row of the report, to be shown in the
Tax Calculations report.

Several commands are available for use in the Formula field. They are not

case sensitive.

TO(Account Code,Date 1,Date 2, Type)

This command returns the net change between Date 1
and Date 2 for the specified Account.

Use the Type parameter as follows—

returns the net change resulting from credit
postings to the specified Account

returns the net change resulting from debit
postings to the specified Account

returns the overall net change (Debit - Credit)

Some examples of the use of this command are as
follows—

T0O(100,01/01/2002,31/12/2002,C)

Returns the sum of the credit postings to Account
100 for the year 2002.

TO(100:1999,01/01/2002,31/12/2002,A)

Returns the sum of the net changes in Accounts
100 to 1999 for the year 2002. The Accounts used
are determined using an alpha sort, rather than a
numeric one. Thus Account 1000001 will be
included in the example range, while Account
200 will not.
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-TO(100:1999,01/01/2002,31/12/2002,A)

As the previous example, but the sign of the fina
figure is changed. Thisis useful when displaying
figures for sales, which are stored as negative
figuresin Hansa. Prefixing the TO command with
a minus sign will cause sales to be displayed as
positive figures in the report.

OTO(Object Code,Account Code,Date 1,Date 2,Type)

This command is similar to TO, but in calculating the
net change during the period for the specified Account,
only postings with the specified Object Code are taken
into account.

The reference to the Object Code is case sensitive. For
example—

OTO(A,100,01/01/2002,31/12/2002,C)

Returns the sum of the credit postings with
Object A to Account 100 for the year 2002.
Credit postings with Object a will not be
included.

TO2(Account Code 1,Account Code 2,Date 1,Date 2)

This command returns the net change between two
Accounts (i.e. between two corresponding Accounts)
between Date 1 and Date 2. For example—

T02(750,100,01/01/2002,31/12/2002)

Returns the sum of the postings during the year
2002 where Account 750 is the debit Account and
100 is the corresponding credit Account.

T02(750,100:1999,01/01/2002,31/12/2002)

Returns the sum of the postings during the year
2002 where Account 750 is the debit Account and
any Account between 100 and 1999 is the
corresponding credit Account.
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OTO2(Object Code,Account Code 1,Account Code 2,Date 1,Date 2)

This command is similar to TO2, but in calculating the
net change between the corresponding Accounts, only
double-sided postings where the specified Object Code
is used on both sides are taken into account.

The reference to the Object Code is case sensitive.
BAL (Account Code,Date, Type)

This command returns the balance for the specified
Account on the specified Date. It therefore differs from
the TO command in that balances brought forward from
previous periods are taken into account.

The command can return the sum of the balances of a
range of Accounts in the same manner as the TO
command: please refer to the description of the TO
command above for examples.

OBAL (Object Code,Account Code,Date, Type)

This command is similar to BAL, but in calculating the
balance for the specified Account on the specified date,
only postings with the specified Object Code are taken
into account.

ABS(expression) This command returns the absolute (positive) value of the
expression. The expression can be a hard-coded number
or aformula using one of the Tax Report commands. For

example—
ABS(-1) Returns 1
ABS(1) Returns 1

ABS(TO(100: 1999,01/01/2002,31/12/2002,A))

Returns the sum of the net changes in the income
Accounts 100 to 1999 for the year 2002,
expressed as a positive figure. Balances for
income Accounts are stored as negative figuresin
Hansa.
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SIGN(expression) Thiscommand returns the following—

1 if the value of the expression is positive
-1 if the value of the expression is negative
0 the value of the expression is zero

The expression can be a hard-coded number or aformula
using one of the Tax Report commands. For example—

SIGN(TO(100:1999,01/01/2002,31/12/2002,A))

Returns -1 since the balances of income Accounts
are negative

SIGN(ABS(TO(100:1999,01/01/2002,31/12/2002,A)))

Returns 1, since the ABS command expresses the
balances of income Accounts as positive figures

ROUND(expression,number of decimal places)

This command returns the value of the expression
rounded to the specified number of decimal places. The
expression can be a hard-coded number or a formula
using one of the Tax Report commands. For example—

ROUND(1234.24,0)

Returns 1234
ROUND(1234.24,1)

Returns 1234.2
ROUND(1234.24,-2)

Returns 1200
ROUND(T O(100:1999,01/01/2002,31/12/2002,A),2)

Returns the sum of the net changes in the income
Accounts 100 to 1999 for the year 2002, rounded
to two decimal places.
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| F(expression, return 1, return 2) This command returns the
following—
return1 if the value of the expression is positive or zero
return 2 if the value of the expression is negative

The expression, return 1 and return 2 can al be hard-
coded numbers or formulae using one of the Tax Report
commands. For example—

I F(BAL (100,31/12/2002,A),1,-1)

Returns 1 if BAL(100,31/12/2002,A) is positive
or -1if it isnegative

Dates Where a date is to be included in a formula, it can be
hard-coded as in the examples above, or you can use one
of the following variables—

#D1 The first date of the report period, as entered in
the report or document specification window

#D2 The last date of the report period, as entered in
the report or document specification window

#D3 The Previous Date, as entered in the report or
document specification window

It is recommended that you use these variables, to ensure
that your formulae can be used at any time without
maodification.

For example, to print the closing balance for Account
100 for the report period 1/1/2002:31/12/2002, you
could hard-code the date in the formula as follows—

BAL(100,01/12/2002,A)

Alternatively, you could take the date from the report
period, as follows—

BAL(100,#D2,A)
Unexpected Results

If a Tax Report record produces unexpected results and
you are certain that the formulae are correct, the
probable cause is that you are using the comma as the
Decimal or Date Separator in the Date and Numeric
Formats setting in the System module. As shown above,
the comma is also used to separate the parameters in the
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formula commands. If you wish to continue using the
comma as the Decimal or Date Separator, please refer to
your local Hansa representative for a solution.

The Tax Calculations Report

The Tax Calculations report can be used to test your formulae and to check
the results. As you add or change formulae in a record in the Tax Report
setting, you can recalculate this report to see the consequences of the changes

immediately.

On double-clicking ‘Tax Calculations’ in the ‘Reports’ list in the Nominal
Ledger, the * Specify Tax Calculations' window opens—

& Specify Tax Calculations =] E3

Run

Display ¥alues in with Exchange Rate of Last day in Penod

Period |1/1/2002:31,/12/2002
Previous Date
Report |EXAMPLE

Period

Previous Date

Report

Media
@ Screen C Print Queue
O Printer i Clipboard
C File Print Dialog
Paste Special Reporting Periods setting,

System module
Specify the period to be covered by the report.

To refer to the first date of this period in your formulae,
use the expression #D1.

To refer to the last date of this period in your formulae,
use the expression #D2.

Paste Special Current Date

Enter any comparison date, as required by the formulae
in your record in the Tax Report setting. To refer to this
date of this period in your formulae, use the expression
#D3.

Paste Special Tax Reports setting, Nominal
Ledger

Specify the record in the Tax Report setting that contains
the formulae that you wish to test.
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Display Valuesin Paste Special Currency register, System
module

Specify the Currency that is to be used in the report.
Leave the field empty to use the home Currency (Base
Currency 1).

When the specification window is complete, click the [Save] button in the
Button Bar. The resulting report contains a separate line for each row in the
record in the Tax Reports setting—

B Tax report calculation EXAMPLE [ (O] =]
Operations | \\ ; = | | Search I
-.‘ﬂ
SALES 467259 Sales TCO{100:199,#01,4#D2,C) ﬂ
TA&XPERC 400  Tax Percent 4
TAHESUM 18690 Tax Sum HSLLES*HT AXPERCI00
hd

The calculated result of the formulais shown in the second column, while the
formulaitsalf is shown in the fourth column.
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Designing a Form to be used with the Tax Report Document

The Tax Report document prints the results of your formulae, using the
correct formatting. Design the Form used by this document in the usual way
(as described in the * System Module’ chapter in Volume 1 of these manuals)
with these exceptions—

1. When creating a new Form, select ‘Properties’ from the Operations
menu. Enter an appropriate Code and Comment (name), but leave the
Document Type blank—

&8 Form Properties =1
Code |TA><_FEEPDF|T_EG | [ Printer dialog

Comment |Tax report examnple |

Document Type | |

Matnx Rows On

Single Page |0 Middle Pages (0
First Page |0 Last Page |0
1] % I Cancel I

2. A particular Form should be linked to a single record in the Tax Reports
setting. This link will be established using the ‘Define Document’
function, described in the next section. Each field in the Form will relate
to a particular row in the Tax Report record. When adding fields to the
Form, leave the Fieldname blank. Instead, enter the Code of the row in
the Tax Report record as the Field Argument—

60

= Field M=
Fieldname |
Field Argument |SALES |
L 163 Justification
Top B3]  OlLeht
Right 265 g Right
Bottom a6 Centre
Style |FIELD_T Clipping
Vertical Spacing | g gﬂ
n
Escape Sequence
Word Wrap
Format |0 ® Off
E|:|:m|:l-‘ld:e from page C On, flow down
o C On. flow u
[ Middle [
[ Last
O Singie oK I Cancel I
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3. Since a particular Form is linked to a single record in the Tax Reports
setting, you should design a new Form for each record in that setting.

When the design of the Form is complete, click the [Save] button in the
Button Bar to save it. Then, change to the Nominal Ledger and open the
‘Documents’ window using the ‘Documents’ item on the File menu or by
clicking the [Documents] button in the Master Control panel. Highlight ‘ Tax
Report’ in the list and select ‘ Define Document’ from the Operations menu.

Save I
Tax Report |me

1 |EXAMPLE Téx_REPORT_EG -~
2]
3]
4|
| 5]
| 6]
7]
il

9] -

Use this window to link arecord in the Tax Reports setting to a Form. Enter
the Code of a Tax Report record in the first column, and its associated Form
in the second. Y ou can use ‘ Paste Special’ in both cases if necessary. Asyou
create further Tax Report records and design the Forms to go with them, list
them in the document definition window—

Save I
Tax Report |me
1 |EXAMFLE Tax_REPORT_EG -
| 7 |EXaMPLEZ Tax_REPORT_EGZ2
| 3 |EXaMPLE3 Tax_REPORT_EG3
| 4 |ExaMPLE4 Tax_REPORT_EG4
5]
6|
7
8|
g -

Click [Save] to save the Tax Report document definition.
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The Tax Report Document

When the time comes to print the Tax Report document, this can be done in
the usual way, by double-clicking ‘Tax Report’ in the ‘Documents’ list
window. The * Specify Tax Report’” window appears—

& Specify Tax Report H=] 3

Period [1/1/2002: 31 A12/2002 |
Previous Date | |
Report [ExXAMPLE |

] Preview
Media
O Screen O Print Queue
@ Printer @] Clipboard
O File [ Print Dialog

This window should be used in the same way as the ‘Specify Tax
Calculations' window described above. Specify the Tax Report record to be
printed in the Report field: the correct Form for that Tax Report record will
be printed, providing you have completed the document definition window as
described above. Click the [Run] button in the Button Bar to print the
document. If you have checked the Preview box, it will be printed to
screen—

B Preview: Tax Reports EXAMPLE =] E3
Page: 111
[
Tax Report Example [
Sales 447259
Tax 18690
=

Transaction Settings

This setting contains some miscellaneous options controlling the behaviour of
various aspects of the Transaction screen.
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& Tranzaction Settings: Inspect M= E3
Save I

[ Wam On Unusual Amount

] Warn On Overwrite of Autotransaction
Uze Preliminary Trangactions

[ Check Comesponding A/C Rules

[T Sort Dbjects on Transactions

[T Calculate Rate Differences

Enter & Return
Skips Dbject
Skips Description

Object on all rows I:l

Warn on Unusual Amount

When defining Accounts using the Account register
(available in the Nominal Ledger and in the System
module), it should be specified whether each Account
will normally be used on the credit side of a transaction,
the debit side or both. In the case of Accounts which are
normally used on one side only (for example, debit), a
warning can be made to appear if an attempt is made, in
the example, to credit the Account when entering a
Transaction. The warning will not prevent the posting
from taking place. If you would like this warning to
appear, switch this option on.

Warn on Overwrite of Autotransaction

Check this box if you want Hansa to issue a warning if
you try to alter anything, for example an Account
number, when you use an Autotransaction.

Use Preliminary Transactions

This option allows Nominal Ledger Transactions to
remain fully editable even after they have been saved. If
this feature is being used, its scope can be restricted
using the Not Prel TR field in the Locking setting in the
System module. If a date has been specified in thisfield,
only Transactions whose Transaction Date is later than
this date will be modifiable (i.e. they will be
‘Preliminary’ Transactions); Transactions whose
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Transaction Date is on or before that date will not be
modifiable (i.e. they will be of ‘actual’ status).

When you print reports for a month which is not locked,
the report heading will state that the report contains
Preliminary Transactions.

Months must be locked chronologically. It is not
possible to close transactions for June while May is still
open. (When a month is locked for Preliminary
Transactions it is, however, still open for normal
Transaction entry.)

Check Corresponding A/C Rules

64

Hansa contains a feature whereby the Accounts used on
each side (debit/credit) of a Transaction can be subject to
certain rules (corresponding rules). Switch this option on
if you would like Hansa to prevent the entry of
Transactions that do not comply with these rules.

The corresponding rules are a means of ensuring that
Transactions are entered clearly, where it can easily be
seen which credit posting is balancing which debit
posting. The following examples illustrate compliance
with these rules—

Eg Account  Debit Credit
1 110 1000

750 1000 OK
2 110 1000

750 800

831 200 OK
3 110 1000

120 200

750 1000

831 200 Wrong
4 110 1000

750 1000

120 200

831 200 OK
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If the option is being used and it is necessary to enter a
Transaction where the correspondence is not clear (i.e.
one which you will not be able save), you will need to
establish correspondence manually using the Corr. field
on flip F of the Transaction screen. Please refer to the
section below describing this screen for full details.

Sort Objectson Transactions

Use this option if you would like the Objects specified in
a Transaction row to be sorted. This will take place
when you have entered them and moved to the next
field.

Calculate Rate Differences

Enter and Return

VAT Codes

Please refer to the description below of flip E of the
Transaction record for details about this check box.

When pressing the Return or Enter key, you can
determine whether the cursor is to skip over the Object
and Description fields in each row of the Transaction
screen using these check boxes. If so, you can still move
the cursor into those fields using the mouse or the Tab
key if necessary.

In order to comply with VAT regulations it is necessary to differentiate
between domestic, EU and external trade. To solve this, Hansa makes use of
VAT Codes, whereby any number of VAT Codes with different accounting
specifications can be defined.

VAT Codes can be assigned to Customers, Suppliers and also to individual
Sales and Purchase Accounts. The VAT Codes help Hansa to use the correct
VAT percentage, to control the Nominal Ledger accounting and to provide
VAT statistics. The standard VAT Codes used in the UK are supplied with

the program.
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To edit the VAT Codes, double-click ‘' VAT Codes' in the * Settings' list. The
following window appears—

& YAT Codes: Inspect =] E3
Save |
Code| Excl % ||nc| 4 |Elul|:| A:’C| 0/P ASC ||n|:| AT |HP AJC |Desctiplion
i 230 231 Zero Rate [5) - ﬁ
1 830 83 Std Rate (5] ﬂ
2 830 831 Expart [3) H
3 830 83 EUl Expartz (5]

LI-RE--RI SRR - AL R R LR R

To edit aVAT Code, smply click in the field to be changed and overtype the
existing entry. To add a new VAT Code record, scroll down to the first blank
line. Theinformation required for each VAT Code record is as follows—

Flip A
Code

Excl %

Incl %

Outp A/C
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Each VAT Code record should be identified by a unique
Code.

Specify the percentage to be applied to a figure that
excludes VAT in order to calculate the VAT amount.

Specify the percentage to be applied to a figure that
includes VAT in order to calculate the VAT amount.

Paste Special Account register, Nominal
L edger/System module

Specify here the VAT Outputs Account to be credited
whenever this VAT Codeis used.

In any Nominal Ledger Transaction resulting from
Purchase Invoices from the EU Zone, VAT is debited to
the Input Account of the selected VAT Code and
credited to the Output Account. Therefore, it is
recommended that a dedicated VAT Code be used for
VAT on EU Acquisitions, with an Output Account that
isnot used in any other VAT Code.



O/P AIC

Inp A/C

I/PAIC

Description
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Paste Special Account register, Nominal
L edger/System module

This field is only used if the Book Receipt VAT option
on card 1 of the Account Usage S/L setting is on. This
will be the case for users of the Cash VAT schemein the
UK.

If this field contains a value, the Outp A/C will be
treated as a preliminary VAT Output Account, to be
credited whenever an Invoice is approved. However,
when the Invoice is paid, the VAT is moved from the
Outp A/C to the O/P A/C. This therefore becomes the
fina VAT Output Account.

If you are using this feature, don't forget to alter the
definition of the VAT Report so that it uses this Account
and not the Outp Account.

Paste Special Account register, Nominal
L edger/System module

Specify here the VAT Inputs Account to be debited
whenever this VAT Code is used.

Paste Special Account register, Nominal
L edger/System module

This field is only used if the Book Payment VAT option
on card 1 of the Account Usage P/L setting is on. This
will be the case for usersin Latvia and for users of the
Cash VAT scheme in the UK.

If this field contains a value, the Inp A/C will be treated
as a preliminary VAT Input Account, to be debited
whenever a Purchase Invoice is approved. However,
when the Purchase Invoice is paid, the VAT is moved
from the Inp A/C to the I/P A/C. This therefore becomes
thefinal VAT Input Account.

If you are using this feature, don't forget to alter the
definition of the VAT Report so that it uses this Account
and not the Inp Account.

The description entered here will appear in the ‘Paste
Specia’ list, so should be detailed enough to ensure the
correct VAT Code is always chosen.
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Flip B
& YAT Codes: Inspect =] E3
Save |
Code| Excl % ||nc| 4 |Tax 4 |Tax AJC |Flea| Sales |Desctiplion
1|0 0.00 - Zero Rate [5) - ﬁ
2|1 17.60 Std Rate (5] ﬂ
3|2 n0ao Export [5] H
4|3 0.00 EU Exparts [S)
5
6
7
8
9 -

Tax 1%, Tax LA/C

Real Sales

These two fields will be useful in situations where it is
necessary to apply a second tax such as an
environmental tax to Sales Invoices. The taxable
percentage should be entered to the Tax 1 % field and
the Account to be credited by the tax amount should be
entered in the Tax 1 A/C field, using ‘Paste Specia’ if
necessary.

The tax will be applied when entering Quotations,
Orders and Invoices for Customers assigned a VAT
Code record that has been defined as including the extra
tax provision. The tax amount will be calculated from
the transaction total including VAT, and will be shown
in the Tax Sum field on the ‘Del.’ card of the Quotation
and on the ‘Del. Terms' card of the Order, and in the
Ext. Tax field in the footer area of the Invoice.

Paste Special Choices of possible entries

The options attached to this field are used for specific
reporting requirements as follows—

This option should be chosen when the VAT
Code isto have no special properties.

Exclude from Official Reports

Choose this option if rowswith thisVAT Codein
Invoices and Purchase Invoices are to be
excluded from the VAT Customer Salesand VAT
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Supplier Purchases reports respectively. These
reports are designed for use in Portugal.

No VAT This option is used by the Sales Book and
Purchase Book reports, designed for use in
Russia. Please refer to your local Hansa
representative for more information.

Flip C
Save I
Code| Excl X |Incl 4 |Elut|:| AJC Eml.| Inp A/C Corr_ |Descliplion
1|0 0.00 Zero Rate [5) - ﬂ
2101 17.50 Std Rate [5] ﬂ
3|2 0.00 Export [5) H
4|3 0.00 EL Exports [S]
5
b
Fi
8
9 -
Outp A/C Corr., Inp A/C Corr.
Paste Special Account register, Nominal
Ledger/System module

These fields must contain values if you will be using the
VAT Correction feature in the Sales and Purchase
Ledgers. Please refer to the description of this feature
elsewherein this Volume for details.
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The Transaction Register

In a company, all accounting events are entered as Transactions. Depending
on the nature of the Transaction, this can be done directly to the Transaction
register or remotely from the Sales and Purchase Ledgers or the Stock
module.

In Hansa, you can decide which Transactions are be entered directly and
which are to be created remotely from other Ledgers (or * Sub Systems’). This
is done using the Sub Systems setting described earlier in this chapter.

Typically, Transactions representing Sales and Purchase Invoices, Receipts
and Payments will be generated remotely from the Sales and Purchase
Ledgers. Other types of transactions will be entered directly to the
Transaction register: these might include bank transfers, overhead costs,
salaries etc.

Before you start entering Transactions, you must ensure that you have
defined the current financial (accounting) year, using the Fiscal Y ears setting
in the System module. Y ou should aso have defined a basic journal number
series for Transactions using the Number Series - Transactions setting in the
Nominal Ledger.

In the Nominal Ledger, select ‘Transactions from the Registers menu, or
click the [Transactions] button in the Master Control panel. The
‘Transactions: Browse' window is opened, showing a list of Transactions
aready entered.

B Transactions: Browse H=
Hew Duplicalel Search |

No. [Trans.Date  |Text |Reference

2002 6049 20411 /2002 Purchase 17.5% WaT ﬂ

2002 5051 304112002 Receipt against Invoice 960009

2002.6052 30411 /2002

20026053 3041172002 Purchase: Office Material

2002 6054 30/11/2002

2002.6055 3041142002 Purchaze: Office Material

20026056 30411 /2002

S/INY. 950157 BA12/2002 (005 Moscow Trading Co, GEF

PURCH.5022 13M12/2002 504 E ztanian Export, GBP

2002.6053 15/12/2002 B03 UK Trading Company Ltd, GERP P -*

Transactions that have been entered directly to the Transaction register are
shown with their Transaction Numbers preceded by the financial year: the
Transactions numbered 2002.6049 to 2002.6059 in the illustration are
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examples of this. The characters representing the financial year are taken
from the Fiscal Years setting in the System module. Transactions that have
been created from a Sub System are shown with their Transaction Numbers
preceded by a code depending on their nature. In their case, the Transaction
Numbers themselves are determined in the Sub System in which they were
created. For example, Transactions generated from Sales Invoices have a
Transaction Number that is the same as their Invoice Number, and are shown
in the browse window with a prefix of S/INV.

I In Hansa you may separate
Transaction Date and Registration
. Date. Thisis particularly important in

relation to your external reporting,
e.g. the VAT reporting, and your
internal accounting, where you may
wish Transactions to go into the
correct month.

In the Text column you can see the short explanatory text that was entered for
each Transaction. For those Transactions created from Sub Systems, the Text
column usually shows details of the Customer or Supplier involved and, if
appropriate, the Currency and Exchange Rate used.

Asin other lists you may sort the Transactions by the contents of the different
columns. The current sort column is shown with its heading underlined. You
can also scroll the list with the scroll bars. Finally, you can search for a
record by entering a keyword in the field at the bottom left corner. Hansa will
search for the first record matching the keyword in the same column as the
selected sorting order.

There are four things you can do with your Transactions—

¢ Enter Transactions
e Inspect Transactions
¢ Make corrections

¢ Print the Transactions

71



Hansa Financials and HansaWorld

Entering a Transaction

To enter a Transaction, first open the Transaction register using the
‘Transactions' item on the Registers menu or the [Transactions] button in the
Master Control panel.

Then, click [New] in the Button Bar or use the Ctrl-N (Windows and Linux)
or 3-N (Macintosh) keyboard shortcut. Alternatively, highlight a Transaction
similar to the one you want to enter and click [Duplicate] on the Button Bar.

The ‘Transaction: New’ window is opened, empty if you clicked [New] or
containing a duplicate of the highlighted Transaction.

& Transaction: Inspect M=
4 | PI Operations I:\ N '_\\"- t\ New I Duplicalel Cancel I Save I

No. [£043 Trans.Date [20/11/2002 Reference| |

Text [Purchase 17.5% VAT |

Account |Dhiecls |Description |Base1 Dehit |Base1 Credit |\I"-Cd
3558 Advertizing 123.40 1 -
a1 WAT Inputs Receivable 21.60

700 Bank Current Account 145.00

=

[ [m[=lol=[=

-
=

[y
jury

oy
]

-
(1)

-
™

[y
(L]

— | | —
o~ ;|

-
w
4

Difference Base 1 0.00 Total 14500 145.00
Difference Baze 2 0.00 Taotal 22016 220,16

In the following list you will find short descriptions of each of the fieldsin
the above picture.

Header

No Paste Special Select from another Number
Series

Transaction Number. When creating a new Transaction,
Hansa will enter the next unused number from the
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Reference

Text

Footer

Difference

Total
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current number sequence (set on the ‘Ser Nos' card of
the user’s Person record) or from the Number Series -
Transactions setting. You may change this number, but
not to one that has already been used. If you are working
in a multi-user environment, the Transaction Number is
assigned when the Transaction is saved.

Paste Special Current Date

The date of the Transaction does not have to coincide
with the date when the Transaction was recorded. The
last used Transaction Date is offered as a default.

An optional reference field whose contents are shown in
the ‘ Transactions: Browse' window.

A short description of the Transaction.

Any difference between the sums of Debited and
Credited amounts is shown here: the two sums must be
the same before the Transaction can be saved. A
balancing entry shows a zero balance.

These two fields show the sums of Debits and Credits
for this Transaction.

The remainder of the screen contains the rows of the Transaction, where you
should list the postings to the individual Accounts. These must balance (the
debits must equal the credits) before the Transaction can be saved.

The Transaction row matrix is divided into seven horizontal flips. When you
click aflip tab (marked A-G), the two or three right-hand columns of the grid

are replaced.

D|mM|m|D|o|m| =

To add rows to a Transaction, click in any field in the first blank row and
enter appropriate text. To remove a row, click on the row number on the left
of the row and press the Backspace key. To insert a row, click on the row
number where the insertion is to be made and press Return.
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Flip A

Account Paste Special Account register, Nominal
L edger/System module

Specify here the Account used by the Transaction row.

You can also enter the Code of an Autotransaction to
this field. Autotransactions are used to automate the
entry of frequently used Transactions, not only reducing
labour but also ensuring the correct Accounts are used
every time. Autotransactions are fully described towards
the beginning of this chapter.

Object Paste Special Object register, Nominal
L edger/System module

Up to 20 Objects, separated by commas, can be assigned
to this Transaction row. You might define separate
Objects to represent different departments, cost centres
or product types. This provides a flexible method of
analysis that can be used in Nominal Ledger reports. Full
details can be found in the description of the Object
register in the * System Module’ chapter in Volume 1 of
this manual .

You can use a check box in the Transaction Settings
setting to have the cursor skip over this field when you
press Return or Enter if you don’'t use Objects.

Description A default Description is brought in from the Account
record. It can be modified for this Transaction if
necessary. As with Objects, you can have the cursor skip
over thisfield when you press Return or Enter.

Base 1 Debit, Base 1 Credit

For each row, specify a debit or credit amount. Use
figures in Base Currency 1 as specified in the Base
Currency setting in the System module or in your home
Currency if you are not using the Dual-Base Currency
system. The debits total must equal the credits total
before the Transaction can be saved: each Transaction
must therefore have at least two rows. If you have the
Transaction setting Warn On Unusual Amount switched
on and a particular Account can only have amounts
posted to one side (debit or credit) you will be warned if

74



Chapter 1: Nominal Ledger - Registers - Transactions

you attempt to post a figure to the other side. Note that
this warning will not be enforced and can be overridden.

V-Cd Paste Special VAT Codes setting, Nominal
Ledger

You can mark each row in a Transaction with a VAT
Code. The code may be entered automatically with the
Account humber, or manually. No calculation ensues:
the field is for reporting purposes only. Nevertheless,
care should be taken to ensure the correct VAT Code (if
any) is entered, since it will affect the accuracy of your
VAT Return. Please refer to the section later in this
chapter describing the VAT Return report for full
details.

Flips B-D: Multi Currency accounting

If you are using the Dual-Base Currency system, values in Base Currency 2
should be entered on flip B. The Dual-Base system will be useful for
companies that have offices in two countries that need to report in both
Currencies, for companies operating in countries where there is a second
Currency (usually the US Dollar or Euro) in common use in addition to the
national one, and for companies in the Euro zone who retain their old
national Currency for comparison purposes.

If the Transaction is one which uses a simple conversion from a foreign tom
the home Currency, the foreign Currency together with values in that
Currency should be entered on flip C.

All exchange rates are entered on Flip D.

For full details of these features, please refer to the ‘Multi-Currency’ chapter
later in this manual.

In the case of Transactions solely in the home Currency where the Dual-Base
or simple conversion systems are not being used, flips B-D can be ignored.

Flip E

Flip E can be used to pay off Sales and Purchase Invoices. On one row of the
Transaction, specify the Bank Account to be debited (in the case of a Sales
Invoice) or credited (in the case of a Purchase Invoice). On the next line,
specify the Debtor or Creditor Account as appropriate and, on flip E, specify
the Invoice(s) being paid as described below.

Invoices and Purchase Invoices paid off in this manner will no longer be
treated as open, but records in the Receipt or Payment registers will not be
created.
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