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1. Link and Setoff Accounts

The Linking and Setoff functions are used for Debt Collection matters

Matters/Files belonging to a specific Client are linked and balances setoff to the Client’s
account at the end of the month

- The Client will receive a consolidated account showing amounts collected or
fees/costs owned to Firm

E.g. The Firm do Collections for a Bank
- Open a Main Account for the Bank
- Open Matters for each Handover

- Link all Matters to the Bank’s Main account

The process above includes the following steps:
- Create a Template account for the Client
- Open Main account for the Client
- Open files for Matters
- Link Matter files to Client’s Main account
- Setoff balances to Main account

- Invoice to Client
1.1 Create a Template /Account for the Client

Although the menu item refers to Open/Amend Client File, the file opened is better
described as a Template file

Use this function to create a Template for Client’s detail and use to Open the Client’s Main
account and Sub matters

Where to create the Template account:

3 Main Accounting - Pro - LEXPRO STELSELS - “BADMIN” - 299,

@ /&! ,A:‘ _j | N

Client Files Transactions  Reports/Searches Balances Cashbooks Firn
Open / Amend Accounts F5 File list by Type
h s R f Fil i
e D Open/Amend Client file Shift+ F12
New Matters/Accounts
List Chients

- - -~

Or use the Shortcut key: Shift + F12
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The screen to create the Template will open:

MEW CLIEMT DETAILS

Clignt Code: I:l Ok

- The Client Code is a unique code for each client to separate from other clients. The
Client Code will also be added to each of his sub matters (debtors) to be able to group
them together for the Linking and Setoff

- Although it can be any 6 characters, it is advisable to use the same Client Code and
Main Account number for each Client

o E.g. DR Alberts is your Client with Main Account as DRO00O
o Create the Client code for Dr Alberts as DRO0O00

o It will be easier to remember and control if both are the same numbers

- Type the Client Code and click OK

o The message will display that the Client does not exist.

Client Code; DR 0000 Ok

Client dogs not exist. Open’?

st b
Yes Mo E "" F
ir Clig
{ I [T =1 A e B T T D-u-u-u 1r

o Click Yes to Open
o Complete the remaining info

= This information will pull through on new handovers/debtors and the
more info completed here, the less will be needed when new
handovers/debtors are opened



MNEW CLIENT DETAILS

Client Code: DROO00 Ok
Clignt surnarnesnarme: |DH ALBERTS |

Firzt narnes:
Clignt imitials:

Flaintiff A pplicant:

Flaintiff's occupation:

Plaintiff's 1dno;
Client contact:
Client ref./d:
Our reference:
Telephone No:
Cell Mumber
Fax Nurmber:

Clignt'z email:
Client'z bank:

Bank account no:
Brahch code:
Account Holder:
Income Tax Mo:
Commission %
Interest rate;
Account bype:
Client's VAT no:

Client's Letterhead:

——w

Ciert Tile:| ]

|

| DR ALBERTS

| | Client Main Account:

| |
Client type:

| | For Clients anly

| | Payover agreement:

| | Mo agreement

| 012 BE9 6543 | Interest agreement:

| 082 598 4563 | Na agreement

| 012 563 B555 | GowsSection| |

| info@dralberts. co.za | Giroup Cade:;

Abza Bark ~ Save
: -
| | Delete
|

Interest Rate Changes

Replace Client detail in Main File

Clignt's main address

| 4062548855 |

List of Clients:
Mo Client Choice.

Lizt of Groups:

Plaintiff type:

Unknaown type

First &ction:

File: Type:

| Mo Choice

o

Get Capital from Litigation or Accounting?

Auto Post Col Con
Our client's language:
Fees: Diebit or Store: El
Add VAT to fess:

Manthly Statement? [

Payment date:

Hourly Fee tarift: R 0.

FPostal address:

[PoBox 156

[ MONTANA

EEE

Street address

[ 800 Zambesi ave

| Montana

[ o158

take a note: | Send mantlhly invoices after setoff journals

00000000

- Complete relevant info for the Client

- Click Save

The name of the Client will now display in the list of Clients

Lizt of Chents:
Mo Client Choice, w
Ha Client Cheace, "~

LR O000 = DE ALBERTS

The Client’s Template has been created and can be used to open his sub matters

- You also need to open the Client’s Main Account, as only the template exists



1.2 Open a Main Account for the Client

As explained earlier, only the Template has been created for the Client, and a F5 file must
also be created

This will be the Client’s Main account to receive Invoices

Press F5 or Open/Amend Accounts

Type the same number as the Client Code, E.g. DRO000 and click OK

Arcount number: Ok AL
Client surname/name nponoo - ac
Title |rit: |

First Party: L
Secand Party:

Mew Account. Open’? 1
Client's address 1

Client's address 2

Client's address 3: Yes Mo

Client's reference:

! L investment ||
- The message will display that this is a new Account

- Click Yes to Open

- Select the Client in the list of Important Clients:

OPEN / AMEND ACCOUNTS

. - Imparant Clianls:
BAeccunt nismbes | LMK |N:I:imll:i = I—
Chenl suename/name; Ma Client Choice. -
" ; LDRDOO0 = DH ALBERT S
Tihe: Inik: | ¥
- : £ )
Fuzt Paity:

- The program will now import the details for the Client from the Template



OPEM / AMEMND ACCOUNTS

Account nurber: Ok Ig;ggﬂaﬂn
Client surname/name:| DR ALBERTS | Address:
Title.Init: | | | Clienit's m
First Pty (DR ALBERTS |  Photos,]
Second Party: | |
Client's address 1: | Po Box 156 |
Client's address 2: | MOMTANE | Save
Client's address 3 | 0159 | End
Client's reference: | | =
Investment

Cliert contact: | | |—
Client's email: | infal@dralberts. co.2a | e
Telephone No: [ 012 569 6543 | Transactions
Cellphone Mo: | 082 £38 4569 | File Motes
Fax Number: | 012 569 B555 |

| Documents,

Case description: |

Client code: DRO0a0

Uszer's Code: GO *LEXPRO * Lexpro w

L |

Photos, Images

- Complete the additional information that wasn’t saved on the Template

Casze description: | b ain Account | P#nntsgw:ﬂr:gsés ‘
Client code:

Uszer's Code: GO * LEXPRO * Lexpro ~

Group: [MY o

Income account: ZF0010 = JOHM DOE il

b ain Amont; R Interest rate; 1025 | %
2nd Amount; 3] Client Main Account: | DROOO0

Interest date: Client's VAT no: | 4062543855 |
Inztruction date; |
Client Authonized Electionic Paymentz? [ | MEW ACCOLMNT
————rr T PL VI o

o The case description can be Main account
o The Client code and Client Main account will be inserted automatically

o Complete the Group and Income Account



This is the Client’s Main account for Invoices and therefore there won’t be any Parties,
Claim Amounts, etc.

Click Save

1.3 Open Matters/Debtor Files

The firm will now receive new instructions from the Client

The debtor files/matters should be opened to have the same Client code as the Client

Files will be normally be opened in the Litigation/Debt collection program and exported to
the Accounting program

If your firm doesn’t use the Lexpro Litigation/Debt Collection program, files can be opened
directly in Accounting

To open this files, use the same method as in 1.2

Type the file number for the new file and click OK
It is advisable to use the same range of file numbers as the Client’s Main account
E.g. the Client’s main account and code is DRO00O

o Open all his matters starting with DR

o E.g. DRO0O1 for the first new file, etc.

The system will give the message that this is a new account

M ew Aocount, Open’?

Yes Mo

Click Yes to Open
Select the client’s name from the list of Important clients:

Important Clients:
DRO0O0 * DR ALBERTS [

] Addresses and Phone Mos:
The client’s information will be imported to the new matter

Make sure that the Client code also imported:



Clignt code:

DRO00O

Complete the additional information

Second Party:

Client's address 1:
Client's addrezs 2;
Clent's address 3:

Client's reference:

Client contact:
Client's email:
Telephone Mo:
Cellphone Mo
Fax Mumber:
Case description;

Client code:
lzer's Code:
[Eroup:

Income account;

b ain ArmoLint;

Znd Amount;

| WAN DER MERWE

AL oo

| Po Box 156 |
[MONTANE | Save
(053 | End
| | Inve stme
| | Mo Investr
| infal@dralberts.co.za |
| 012 569 E543 | Transacti
| 032 535 4569 | File Mot
| 012 569 E555 |

- Documer
| Debt Collection | Photos, Im
799 * BADMIN * v

[ [ e
ZFO010 = JOHN DOE
R Interest rate: %

Clignt tain Account: | DRODO0

o Second Party/Debtor’s name

o Case description

o Group

o Income account

o Main Amount which is the Claim amount

Click Save

This amount is important in order for the correct amounts to transfer
to the client, when doing the setoff function

Follow this procedure for all new matters



1.4 Link Matters to Main Account

After all new debtor files are opened, they need to be linked to the Client’s account with a
unique link number

The Linking is necessary for the Setoff function to work

Where to Link:

I

Transactions  Reports/Searches

Trust transactions

N

Cashbooks Fil

Business transactions
I Trust/Business Transfers

Isels

. -

Transactions Requested

ate

Electronic Payments
List Repeat transactions
Text File Imports/Exports >

Reconciliation of postings F8
Postings by date Ctri+F4
Matching Postings Ctrl+F5
Transaction types Ctrl+Fé

" Trust cashbook postings CtrieF7
Business cashbook postings Ctrl+F8

N Correspondent accounts Ctrl+F9
Same amounts paid

Investments and Blocking >
Linked Accounts > Linking Accounts
- Conveyancing Accounts > Unlink Accounts
Automatic linking
Automatic Link Report

Fix Transactions
Fix Cashbook entries
. Reverse Setoffs List of linked Accounts

Select the Linking Accounts function to open the screen:

LINK ACCOUNTS TO A NUMBER

Link ONE of Client Name or Client Code or First Party:
‘ Client's Name; O| [ | Mo Client Chaice. v

Client code: (O] l:l

13t Party's name: ()| |
Click your choice abowe.
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Select the Client’s name from the List of Clients on the right

Link ONE of Client Name or Client Code or First Party:
Clisnt's Mame: (| DR ALBERTS

Client code: (®) | DROOOO

1t Pany's name: ()| |
Click vour choice above.

| DRO000 DR ALBERTS ~

- The client’s name and Code will display

- All files with the same Client Code will link

Excludes 1 File type: | Ma Choice

Insert client code in Client accounts?

Client code: DRO000 Debt collection:
Debt collection matters: ()
Mon debt collection matters: i)
All rmatters:

First account: Aa0000 ®

Last account: 23339 Mumber which links accounts:

|moome account; Mo Choice - Income Accounts w Link rurmber:

Group: Mo Choice bain Accaount: | DRO000

Complete the following information:

- Make sure that the Client Code is inserted

Type the First and Last account
o You can leave the default first and last account

= All files with the same Client Code will be linked, regardless of the file
number

Choose All matters under Debt Collection options

o This is to ensure that matters that wasn’t opened as Debt Collection matters
by mistake, will also link

Allocate a Link number to this specific Client files

o Start with Link number 1 and use the next available number for the next
Client’s files to be linked

= j.e. All Dr Albert’s files will now be linked to Link number 1
= another client’s files will be linked to Link number 2
= etc

- Type the Main account number (normally the same as the Client Code)

- Click OK

11



A message will display that the files are linked and it the number of files linked

DR ALBERTS

Mow Linked: 8, Already Linked: 0

(8]

- The number next to Now Linked should be a good indication as to whether or not the
correct amount of files was linked

List of Linked accounts

- To see a list of files that has been linked:

Conveyancing Accounts »
Fix Transactions
Fix Cashbook entries
Reverse Setcffs
_— Cerl+F12

- Choose the First to Last Link number and the First and Last Account number and click

OK

LIST OF LINKED ACCOUNTS

et L et Income account: | Mo Choice - Income Accounts ~

Last Link number: 9333 Giroup: | -

First accourt: AADDOD Inactive Files? [

Last accaolnt: 29935 Show Blocked Accounts? []

Clisi's Name: | [ ok | End | Mee | Print | TextFile |
Account Client Parties Maindcc..  Link Mo huriber

- This report displays all files linked to the Main Account

12



1.5 Setoff Accounts

With the setoff function, balances from Debtor accounts are transferred to the Client’s Main
account

Eg.DR0O0O01 receives a R100 payment
Collection commission of R11.40 is debited against the file
DRO001 has a trust credit of R86.60 left

With the Setoff function, R86.60 will transfer to DRO00O (Client’s main account) and R11.40
will stay on DRO0O01 to be transferred from Trust to Business with the next Trust transfer

Where to find the function:

Investments and Blocking > | ’
Linked Accounts b Linking Accounts
Conveyancing Accounts > Unlink Accounts

Fix Transactions Aetonmate g

Fix Cashbook entries Automatic Link Report

Reverse Setoffs List of linked Accounts

List of link Numbers Ctrle F12

Accounts: Linkstatus

Setoff Debit/Credit Balances

L SOSE S Sy R

Remember to first do the Linking of accounts and new accounts opened

Setoff function:

Click the Setoff Debit/Credit Balances to open the screen:

Firzt Link rumber;

I

A prior backup recommended.

Laszt Link nurnber: - [ Sets off total balance.

| Stored Fees are not changed.

Ending date: 1210:2M7
Main &ccount: DR 0000

Debiteer Invorderingsfooi teen Hoofrekening? [

Credit balances: Mo setolf if Creditor has been paid in full ] !

Debit balances:

® OO

Drebit & Credit:

End Trial Run Post

13



Backup:

It is important to do a Backup before the Setoff function

| A pnor backup recommended.

| Setz off total balance.

| Stored Fees are not changed.

If the setoff function didn’t work correctly, the backup can be restored
-ACCOUNT SETOFF BY LINK MUMEER

First Link number: 1
| A prior backup recommended.
Last Link number: [ Sets off tatal balance.

| Stored Fees are not changed.

Ending date: 1210-2M7
b ain Account: DROO0D

Debitesr |rvorderingsfoni teen Hoofrekening? [

Credit balances: Mo setaff if Creditor has been paid in full[]

Q
Debit balances: )

- Complete the range of Link numbers to setoff
o You can choose individually, e.g. Only Link no. 1
=  Type both the First and Last Link number as 1
= The Main Account for the Specific Link number will display
OR

o You can choose the whole range of Link numbers to do the Setoff for all Linked
accounts:

ACCOUMNT SETOFF BY LINE MUMBER

Firgt Link. number: I—

Last Link number: I—

Ending date: 12-10-2M7

b ain Account:

= No Main Account will display, as it will Setoff to various Main
Accounts

14
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Type the ending date

o Balances up to the ending date will Setoff

Select the type of balances to setoff:
o Only Credit balances
o Only Debit balances
o Both Debit and Credit balances

Credit balances: )
Debit balances: )
Drebit & Credit; ()

Note: Setoffs can be done to different Accounts
o Eg. Credit balances can setoff to one Account number
o Debit balances can be setoff to another Account number

o This is setup when files are linked eg.

Hurnber which links accounts:

Link, number:

t ain Accaunt; |:|
Credit Account: | DROOOT
Debit Account; | DRODOZ

Ok End

o For this type of setoff, select the Debit balances first, do the setoff again and
select Credit Balances

o If you only use one Main account, select Debit & Credit balances

Mo setaff if Creditor has been paid in full[_]

Mark this option to prevent a setoff/payment to the client when debtor’s claim
amount has been paid in full

The trust credit will stay on the debtor’s file and will be available to use for Costs and
fees

o Before selecting this option, make sure that all debtor files has a main claim
and balance in their file details/F5



- If you want to do a Trial Run first, to see if the Setoff is correct, you can click on the

Trial Run
button

- The Setoff transactions that will take place, will open in a Excell spreadsheet

c:/pglexpro/PROEFZ99.C5V

Succesfull
Open Spreadsheet?

—~ 1

o Click Yes to open the Spreadsheet

The setoff journals to take place will display in the spreadsheet:

A B T D E F G H
20171012 1 1 12-10-17 DROOOO o 0 0
DROOOL 12-10-17 12-10-17 Sinl DRO0OO: credit acc. Sinl 90 0 TIS oo
DROCOOD 12-10-17 12-10-17 Sinl DRO0O1: VAN DER MERWE Sinl ] 20 TS 00
DROOO2 12-10-17 12-10-17 Sinl DRO0O0O: debit acc Sinl ] 680 BIS oo
DROGOOD 12-10-17 12-10-17 Sinl DRO00Z: KOEKEMOER : Sinl 630 0 BIS ]
DROOOA 12-10-17 12-10-17 Sinl DRO0O0O: krediteer rek. Sinl 3600 0 TIS ]
DROOOOD 12-10-17 12-10-17 Sinl DROOO4: Sinl o 3600 TJS oo
DRO200 12-10-17 12-10-17 SInl DROOOO: krediteer rek. Sinl 2500 0 TIS oo
DROOOOD 12-10-17 12-10-17 Sinl DRO200: Sinl o 2500 TIS ]
DRO200 12-10-17 12-10-17 SInl DROOOO: krediteer rek. Sinl 1300 0 TIS oo
DROOOOD 12-10-17 12-10-17 Sinl DRO300: Sinl ] 1800 TIS oo

12-10-17  12-10-17 Total Sinl 680 7990 0

- This is only useful if you’re not sure how the function works or if it will setoff correctly

o Youdon’t need to do a Trial Run, and can click on Post directly

- Click POST to Post the Setoff

End Trial Run Post

- The program will display the amount of Linked accounts

|5 THE MUMBER CORRECT?

Murnber of Link accounts: 8

Yes Mo

- Click Yes if the number of Linked accounts are correct

o Click No if not, and correct the problem first, eg. new files are not Linked
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- The message will display if you are sure to post

o Click YES

- The transactions will post and the number of Journals will show:

Transaction Postings

Murnber 5

The Setoff function is completed

You can use the F4 shortcut key to see the transactions that took place on the different files:

The Main account (DR000O0) received payments and debits from all the matters:

FIVE COLUMNS

Account number: DROo00 Starting date: | 01-10-2017 Start with MIL Balance? [#] |.&LL TRANSACTIONS
Bank Number: IIl Ending date: | 12-10-2017 Include Stored Fees?[[] Trust: 7] Bus:fA [ 9

Client's Mame: DR ALBERTS * Group: MW = Tel 012 569 6543 * Client ref:
Parties: DR ALBERTS- * Re: MainAccount * Accounting: Active, Litigation: Does nok exist!
Income account ZF0010 * Bus Bal R-680.00 = TstBal R8.886.00 * File type: Mo Choice * Capital RO.00

|

There iz no 5.78 Investment. I :
Amount Blocked./imvested: FI0.00” File date: 11-10-2017 s L Ok | End || Mo | (Create PDF | TextFile |
Date Description Refer Bus-Dr Bus-Cr Tst-Dr Tst-Cr Balance Invoice

The Debtor’s balance was setoff to the Main Account

FIVE COLUMMS

Account number:; DRO00Z Starting date: | 01-09-2017 Start with NIL Balance? [+ |ALL TRANSACTIONS v |
Biank Mumber: IIl Ending date: | 12-10-2017 Include Stored Fees? [] Trust: 7] Bus:[ [ 6

Client's Mame: DR ALBERTS * Group: [NV * Tel 0125696543 * Client ref:
Parties: DR ALBERTS-KOEKEMOER = Re: Debt Collection * Accounting: Active, Litigation: Does not exist!
Income account: ZFO010 * Bus Bal RO.00 * TstBal RO.O0 * File type: Mo Choice * Capital R3,500.00

There iz no 5.78 Investment. T -
fimount Blocked.Arvested: RO.00 " Fie date: 03-05-2017 [z | End | Mo |Create PDF | Text File |
Date Description Refer Bus-Dr Bus-Cr Tst-Dr Tst-Cr Balance Invoice
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2. Correspondent Accounts

Use this method to capture transactions on Correspondent matters

There are 2 types of scenarios regarding correspondents. Each scenario has a different
method to capture transactions

- Our Firm gives instruction to a Correspondent

- Our Firm receives instruction from a Correspondent

2.1 Our Firm gives Instruction

In cases where our Firm doesn’t have jurisdiction to handle a certain matter, we can appoint
a Correspondent (Attorney), who has jurisdiction, to handle the matter for us

The following procedure will take place:
- Open a file for our Client
- Send instruction to the Correspondent
- Open a Z-account for the Correspondent
- Receive an Invoice from the Correspondent

o Capture and post the transactions reflecting on the Invoice

2.1.1 Open afile for our Client

Use the F5 Open/Amend account function to open the file
OPEM f AMEMND ACCOUNTS

Account number: ABO000 Ok

Cliett surname.-’name:| EOTHA

Title.Init: | | |

First Party: [BOTHA, |
Second Party: | DU PLESSIS |
Client's address 1: | Posbus 100 |

Client's addresz 2. | Bellville | | Sav
Client's addiess 3 [ 7530 | Enc
Client's reference: | ! Investr

18



2.1.2 Open a Z Account for the Correspondent

Open a Z account for each Correspondent used, e.g.

| OPEN / AMEND Z ACCOUNTS

Acocount number: Zk.000m Ok [ ACTIVE ACCOUNT
Accountrame: [ CHZ ATTORNEYS |
Address line 1: Main Types: Sub Types:

Address line 2:
Address line 3:

B. EXPEMDITURE

C. CAPITAL EMPLOYED
D. FIXED ASSET

E. CURREMNT A55ET

|
| A, INCOME A, Current Liabiliies: General — ~
|
|

First Party: | |G, FI<ED LIABILITY

| H. NO CHOICE/COMTROL
|. TRUST TR&MSFERS

Second Party:

Reference: |

Description:

2.1.3 Capture the correspondent’s Invoice

The firm receives an invoice from the Correspondent, e.g.

CNZ Attorneys
01-08-17|Instruction 250.00
24-08-17|Payment 3800.00
25-08-17|Fees 500.00
31-08-17|Payment to Correspondent 5050.00

Totals 0.00 0.00

Capture the Invoice using the following transactions:

- Payment received from the Correspondent: R5050.00

Post a Trust receipt on the Correspondent’s Z account for the amount received
POSTING OF TRUST RECEIPTS

Aconunt number: [ ZKan01 [ ok || End | NoChoice-ZAocounts Al v | Save

| CHZ ATTORMEYS = /
| Acc: ZK0001 == T.Bal RO.OD *= B. Bal: RO.00 = Block: RO.OD

Posting date: 12102m7 | | EFRIEAANG 1 Past total = Hil? [] Payment method:

o - Irveestment Inberest Posting? [ Cash: O

Drescription: | TKws Payment received Cheque: O

_ SMS Thark vouto Clent?[] | P @
Receipt no: EO00000001 || Search Receipts | | S (TPAIEE

Bank Transfer ()

Amont: R 5.050.00 |[Bank Numbel: 1. ABSA BAME T * E543217896 * E54° ~ Payment by Client? ] | Postal Order: O

Total Posted: A 5050.00 Ok Bank statement? [ Post SearchAcno 3earch Mames
Account Date Descriptiaon Riefer Amount Total
ZK0001 [ 12102017 | TKw Paymert received | EFT | 5050.00 | 5,050.00 |
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The system will ask you if you are sure to post a Trust transaction on a Z account

ZEDDM

Sure pou want bo post Tzt transaction on £ account’?

Yes Mo

This is one of the exceptions when to post Trust transactions on Z accounts

- Click Yes
- Payment received by the Correspondent from the Client:

Do a Trust journal to capture the payment received by the Correspondent, between the
Correspondent account and the Client’s account

POSTING OF TRUST JOURMNALS

Account number: | AROO0N Ok End - || Save

|BOTHA * BOTHA /DU PLESSIS
| fcc: ABOOOD = T, Bal: R5,050.00 == B. Bal: RO.00 ** Block: RO.00

Posting date: 1210217 Dezcription: | Tdnl Amount Collected | Transaction Type:

&ny Conection: ()
Ref : Zroom AFRIEAAHS
FISIEnCE _ ! i i Enoneous Posting ()
Diehit: R VAT Code: C=Client, N=Mo VT Client Transaction? [ ] Payment Received()
Credit = Payment Period: Jehit Collection commission? [ Split Payout: 9]
Tatal Posted: R Z'List | Mo Choice - Z Accounts - OtherJoumal: O
Ok Paost Text File [ 2 | SearchAcno | Search Mames

Accaunt Date Dezcription Fefer  WAT Dehit Credit Balance

Zr.0om 1210-217 | Tdnl Amount Collected ABOOOO | M RiB00.00 nan -BB00.00

AR0000 12-10-207 | Tdnl Amount Collacted Zk.0001 il 0.00 5&00.00 0.0a

- Debit the Correspondent’s Z-account
- Credit the Client’s account with the same amount

- Instruction received and fees:

Fees and costs must be posted as Creditor’s Journals between the correspondent’s Z-
account and the Client’s account
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CREDITORS' POSTINGS

Account number: ABOODND ‘ Ok ‘ ‘ End ‘

~ || Save
|BOTHA = BOTHA /DU PLESSIS
| Acc: ABOOOD == T. Bal: R10.350.00 == B. Bal: R-7S0.00 > Elock: ROOD
Posting date: 1210-2017 Description: | Kl Fees | Trarsacion oo
. &y Comection: ()
Reference: Zk.0a . . | AFRIKAANS Enmaneaus Pasting O)
Debit R AT Code: C=Client, F=Firr, N=Naone Client Transaction? ] | payment Received )
Credit: R Papment Period: Na Choice v| Split Payaut: @]
Total Posted: R Z'List | Mo Chaoice - 2 Accounts v | Other Jaurnak @]
Ok | Post | | Text File | | 4 | Search Acno | |Search Names|

Accaount Date Dezcription Refer  WAT Dehit Credit Balatce

o Credit the Correspondent’s Z-account with the fees and costs

o Debit the Client’s account with the same amount

Allowance:

- If the correspondent gives a part of his fees (allowance) to the Firm, this allowance
must also be posted with a Creditors Journal

o Debit the Correspondent’s Z account with the allowance amount

o Credit the Fee earner’s Z account with the Allowance amount

E.G.
CREDITORS' POSTINGS
Account number: | ZF0100 | Ok | | End | - || Save
|FEES JOE 504P = /
| Acc: ZFOT00 == T, Bal RO.0D == B. Bak R0.00 = Block: RO.0OD
Posting date: 1210-2017 Deescription: | Clnl Allowance | Transaction Type:
&y Conections ()
Ref : Zr.0001 EMGLISH
FIIEnce ; ; ! Erronenus Posting: ()
Dehit: R WaT Code: C=Client, F=Firm, N=None Client Transaction? [ ] Payment Received()
Credit B Payment Period: | Mo Choice w | Split Payout: O
Total Posted: R Z'List | Mo Chaoice - 2 &ccounts - | Other Journal O
Ok | Post | | Text File | | 2 | SearchAcno | |Search Names|
Account Date Description Fefer  WAT Debit Credit Balance

After capturing and posting the Correspondent’s Invoice, the relevant accounts will show as
follows:

AB0000
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FIVE COLUMNS

Account number: ABROOAND Starting date: | 01-10-2017 Start with NIL Balance? ] |ALL TRANSACTIONS ~ |
Bank Number. [0] Ending date: [ 16-10-2017 Include Stored Fees?(] Tt [ B 7

Client's Mame: BOTHA * Group: MY = Tel  * Client ref:

Parties: BEOTHA-DU PLESSIS * Re:  ® Accounting: Active, Litigation: Active
Income account: ZFO010 * Bus Bal R-750.00 * TstBal R10.850.00 * File type: Mo Choice * Capital: R0.00
There iz no 5.78 Investment. T
Amount Blocked: /nvested: RO.00 * File date: 10-05-2017 | 3 |

Ok || End | Mo  [Create PDF|| TextFile |

Date Description Refer Bus-Dr Bus-Cr Tst-Dr Tst-Cr Balance Invoice

The Client’s balance is the same as the payment/EFT received from the Correspondent

The fees and costs will be available to transfer to Business with the next Trust to Business
Transfer

FIVE COLUMMS
Account number: Zk.0o Starting date: | 01-10-2017 Start with MIL Balance? [ |ALL TRANSACTIONS w |
Bank Mumber: IIl Ending date: | 16-10-2017 Include Stored Fees? [] Trust: 7] Bus:[ [ 9

Client's Mame: CHZ ATTORMEYS * Group:  * Tel = Client ref;
Parties: - * He: * Accounting: Active, Litigation: Does not existl, 2 Type:  F. CURREMNT LIABILITY
Income account: * Bus Bak R7PA0.00 * Tet Bal B-7A0.00 * File type: No Choice * Capital. RO.00

There iz no 5.78 Investment. T :
Emount Blocked:/invested: F0.00* Fie date: 10-05-2017 s LGk || End | Mo  [(Create PDF| TextFile |

Date Description Refer Bus-Dr Bus-Cr Tst-Dr Tst-Cr Balance Invoice

The Correspondent’s Z-account has a 0.00 balance
Note the Business and Trust balances
The Business balance is a Debit of R750 and the Trust balance a credit of R750

This balances must be made 0.00 with a Z-transfer

Important:

The Trust transactions on the Correspondent’s account will create a Trust shortage on the
Short Trial balance

- For this reason, Z accounts should not have Trust balances/Transactions
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SHORT TRIAL BALAMNCE

Run the Trust Transfer and Z-Transfer immediately after posting the Correspondent’s
Invoice

Trust Transfers
TRUST AMD BUSIMNESS TRAMNSFERS
TustBarkne: [ 0] =
ok || End || mee | Pint | Post || TextFile | [ Cout 3
Account ¥/M Mameszand Description Fee Acc Buz Balance Trust Balance Transfer

The Client’s Account will transfer from Trust to Business

Z-transfer:

Z ACCOUNT TRANSFERS
s ot [T] Posting date: [ 12-10-2017 | 2
ok || End | Mee | Pt || Post || TextFile | I
Account-L YA Mames and Description Fee Acc Bus Balance Truzt Balance Transfer

The amount will transfer between Business and Trust

F7/Short Trial balance:
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SHORT TRIAL BALANCE

SHORT TRIAL BALANCE - 16-10-2017 12:22 - 789, SQL 20170913, toets

Active Accounts: 29 (A-Y) + 26 () =55

VAT from 16-10-2017 to 16-10-2017 payable on 16-10-2017 R 0.00
Other Firm/Practice Creditors: R 280.00
S.78(2)a) Investments / Blocked Trust debits: R 0.00
3.78(24) Investments: R 102,500.00
Cash flow from 01-04-2017: In: RE683,335.87, Out R46,561.60 R 636,774.27
Estimated Profit before tax since 01-10-2017: R 0.00
Trust Creditors: Client balances A-Y (excl investments) (16-10-2017) R 454 017.43
Trust cashbook balance: (all banks) (12-10-2017) R -454 017 43
Trust Surplus: R 0.00

The Shortage/Surplus is now correct and 0.00

2.2 Our Firm receives Instruction

In this scenario, our Firm receives instruction from another Attorney to do work for his
Client

Use the following procedure:

Open a Client Account (A-Y) for the Correspondent and not a Z-account as in 2.1

o Our Correspondent is our Client

Post transactions as usual

o Where an Allowance was agreed on, post Fees less Allowance

Send an Invoice to the Correspondent

Receive payment from the Correspondent

2.2.1 Open A-Y Account for the Correspondent
Use the F5 Function, e.g.

OPEN / AMEND ACCOUNTS

Account number: Ok i
Client surnamex’name:| DU PLESSIS ATTORMEYS | Al
Title i | | |

First Party: (DR VAN ASWEGEN | '31'
Second Party: [ TA FEREIRA |

Client's address 1: | PO Box 132
Client's address 2: | Durban
Client's address 3~ |

Client's reference: |

Investment

Clignt mrntact [
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The Client Name will be the Correspondent’s name and the Parties will be the actual Parties
to the matter

2.2.2 Post transactions

Capture transactions while working on the file, e.g. Receipts, Costs, Fees, etc.

If the Firm negotiated an Allowance on Fees, use the Fees less Allowance function when
posting fees:

g 2 4 # o

Transactions  Reports/Searches Balances Firm Admin M

Trust transactions > |

| Busnestmacs B Recops svin-8
Tmst/Busmess Tunsfus > Receipts Banked ShifteD
Transactions Requested > Cheques Shife+ U
Electronic Payments Electronic Transfers
List Repeat transactions Payment Instruction
Text File Imports/Exports > Fees - general
Reconciliation of postings F8 Station fees
Postings by date Ctrl+F4 | E&’lgm

Select the Percentage Allowance:

POSTING OF ALLOWAMNCE FEES

Account number: | Ok || End | | i] v||5a\-'e

|DUFLESSIS ATTORMEYS = DR VAN ASWEGEN / TA FEREIRA * Debt Collection
|Acc: DU1933 == T, Bal RO.00 == B. Bal RO.00 = Block: RO.00

Posting date: Description: | Fee Instruction Received | Omit Description
Reference: [ ] VAT Code: | S |5-Standard Dutput, N=Nane ClfzAt Uieeelians U
Income Account: Post total = Ni? L]
Amour; R Percentage dllowance:| 3333 | | ENGLISH Mo Choice - Income Accourts |
Total Posted: R 0.00 | Ok | Post | Search Acno | |Search Names| General Income Type =FO
Account Date Description Refer  WAT E4 Debit Credit Balance

In this example, a Fee for R500 is entered and the Allowance percentage is 33.33

The Fee account will be credited with the remaining 66.6% of the Fee amount:

Accaunt Date Dezcription Fefer  WAT % Dehit Credit Balarce
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2.2.3 Send an Invoice/Statement to the Correspondent

LEXPRO

system

witelsels

Statement
DU PLESSIS ATTORNEYS
PO Box 132 Acno: DU1999
Durban Date: 16-10-2017
Our VAT
Your VAT
Consultant Charmaine
Page: 1
VAT @ 14% Included: @ = New Input, * = Old Input
DR VAN ASWEGEN
Ref: / TA FEREIRA
DATE DESCRIPTION REFER DEBIT CREDIT BALANCE
01-10-2017 Saldo/Balance 0.00 0.00 0.00
16-10-2017 Fee Instruction Received 333.35 0.00 -333.35

2.2.4 Receive Payment from the Correspondent

When the Correspondent pays his Invoice, capture the payment with a Trust Receipt on his
file:

POSTING OF TRUST RECEIPTS

Account number. [ L1393 [ oc | End Na Choice - Z Accounts ~ v || Save

| DU PLESSIS ATTORMEYS * DR WAM ASWEGEM / TA FEREIRA * Debt Collection
| fcc: DUTS99 =+ T Bal RO.O0 ** B. Bal: R-333.35 ** Block: ROL.OO

Pasting date: 16-10-2017 | EMGLISH | 1 Pzt tatal = Mil? [ Pa}.[rnent method:
- - Investrment Interest Posting? [ Cash: O
Description: [ TRec Payment received Cheque: O

SHS Thank You to Client? ] )
Fieceipt na: DO0000000Z | | Search Receipts | | Bank payment @
) Debit Collection commission? ] | gk Transfer e

Arnount; R 333.55 [Bank Number: 1 ABSA BANK T = E543717095 = 6547 ~ | Papment by Client? (] | Postal Order: )]

VecliFesioes 2l Ok Bank statement? | N Post SearchAcno 3earch Mames
Account Date Dezcription Refer Amount Tatal
U933 | 16102017 | TRec Paymert received | Doooooooo | 33355 | 33355 |

- With the next Trust transfer, the Trust amount will be transferred to Business and the
Correspondent’s account will be 0.00

3 Financial Year End
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Do this function to Journalise all Income and Expense accounts’ balances on the Year end
data to a Profit/Loss Account

All Income and Expense accounts will therefor start on a 0.00 balance on the start date of
the new Financial Year

Important:
- Ask your Auditors if you should do the Year end Function before or after Audit

o After the Year end function is run, the Income and Expense accounts’ balances
will be 0.00 on the Year end date — this will influence the Auditors’ figures

o Auditors normally give correction journals to capture
Procedure:
- Make sure Z accounts are opened with the correct type, e.g. Income/Expense
- Open a Profit/Loss account for the specific Financial Year
- Backup data

- Run the Year end function

3.1 Income and Expense Accounts correctly opened

Because the Year end function will journalise all Income and Expense accounts’ balances to
the Profit and Loss account, it is important to make sure they are opened correctly

Print a list of Z-accounts

g @ g

Firm Admin | Maintenance | He
Open/Amend Z accounts Cird+1

List of "F" accounts

List of Groups Cl+3

LIST OF Z ACCOUNTS

Firgt account; 200000 File ligt by T_I,Jpe| Dacuments: Mo Type Chosen e | | Filetotal: 26 | 26
Last account: [ £29333 Ending date:[for Balances]| 18-10-2017

Mumber order: Alphabetical: Type Ord |

Group: Inactive Files?[] Mo MNil Balances?[] I b 2t zs 1O dhabaizl @ pe Dtz @
Account name: | | | Ok | | End | More | Print | | Text File |
Acoount Deszcription Group Account Type Sub Account Type Balance
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Go through the list. To make changes, click the file number of the specific file to change the
type, name, etc

3.2 Open a Z-Profit/Loss Account

This account is the Contra entry for the Year end Journals and should be opened with the
type Capital/Reserve

OPEM / AMEND £ ACCOUNTS

Account number: ZP2017 Ok | MEMW £

Account name: | PROFIT/LOSS 2017 |

Address line 1: | | Main Types
- A, INCOME
Address line 2: | | EMPENDITURE

B
C

. CAPITAL EMPLOYED

Addresz line 3 | |

1

You can open different Z-accounts for each Year end specifically or open one to use for all
Year ends

3.3 Backup Data
Run a Backup prior to the Year end function, if needed to restore

There are various options and functions to use for making backups, including the shortcut
key on the Main Screen:

Reminder List
Your Lexpro Consultant
Send Messages
Read Messages(0)

Backup Data

With this backup option, the database with all tables are saved in the specified folder as TXT
files

The TXT Files will be able to restore in the system if needed
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Click the shortcut key: Backup data on the Main screen

BACKUP / COPY TO DRIVE

29

Path, Directony for copy, eg. 'C:ABE:

C:/LEXPRO_BACKUP/MONDAY | |

Ormit GIDS?

Omit FEES?

Choices:

D CALERPRO_BACKIPAMONDSY z e
O
3 ok End o4

Path, Directory for copy

Type the path where the Backup files must be saved
The program will create the folder, if it doesn’t exist

Remember to add the _sign if the folder consist of 2 names, e.g.
Lexpro_Backup

In the Example above, the backup will be stored in the C drive (Hard drive) of
the computer where the backup is made

- You can change the C to the Network drive (F or L or what the drive
for the network may be)

- You can also change C to the drive for the Memory stick or External
hard drive

If you’re not sure what the drive is for the Memory stick or External
hard drive, insert into your computer, and it will display in brackets
next to the name of the external in Computer, e.g.

~ Folders (6)
[ Desktop =| Documents 4 Downloads
J’! Music = |Pictures m‘u‘ideos

~ Devices and drives (5)
‘s Windows (C:) s HP_RECOVERY (D:) s HP_TOOLS (E)
- DVD RW Drive (F1) s USE Drive (G:)

In the example, the sub folder where the backup will be saved is the MONDAY folder

Path, Directary far copy, eaq. 'C:ABE:

| CALEXPRO_BACKUP/MONDAY |




Create a folder for Monday — Friday

This way you will have 5 different backups and each Monday will overwrite
the previous Monday backup, etc.

The Choices dropdown list will show all previous backups made

- You can select the next backup path from this list

Click OK to Create the Backup

The counter will show the amount of backup files

The screen will close when the backup is done

Where to find the backup:
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Make sure the backup was done correctly by opening the backup folder with
Computer or File Explorer:

> This PC » Windows (C:) » LEXPRO_BACKUP » MONDAY

~ MName Date modified Type Size

=] ACT.TXT 18-5ep-17 11:12 AM  Text Document T4 KB
WDOKTHT 18-Sep-17 11:12 AM  Text Document T4KB

P
=] TRAN.TXT 18-Sep-17 11:12 AM  Text Document 534 KB
=] WBRFE.TXT 18-5ep-17 11:12 AM  Text Document 35KB
|=| FOBES.TXT 18-5ep-17 1112 AM  Text Document 27 KB
CLIENT.TXT 18-5ep-17 11112 AM  Text Document 17 KB

P
=] WDAG.TXT 18-5ep-17 11:12 AM  Text Document 12 KB
=] TCASTXT 18-5ep-17 11:12 AM  Text Document 12 KB
LIT.TXT 18-Sep-17 11:12 AM  Text Document 10 KB

P

The TXT files must display with the correct time and date
This TXT files will be used to restore the data if necessary

The files/folder can be copied to e.g. Dropbox or CD and saved outside the Office, in
case something happens to the PC or Server



3.4 Year end Function

You can now do the Year End function

Where to find:
g ' .
Other Lexpro

Maintenance Help Modu:’ Exit
1. User's Setup 14, Make Text File Backup
2. Global Setup 15. Load Text File Backup
3. SQL Setup 16. Service Tables
4. 'R
5 Esefsse:po;t i 17. Make Inactive Alt«O

oo helemnenn 18. Make Active Alt+F
6. Bank Details 19. List: Inactive files
7. Create Tables 20. Compare Inactive Accounts
8. Load F

oadrees 21. Transfer to Archive

9. Build Indexes 22. Shorten Accounts ’
10. Calculate Balances 23. Year end journals

Select the function to open the screen to do the Journals:

YEAR EMD TRAMSFERS TO A PROFIT AND LOS5 ACCOUNT

Thiz function tranzfers all balances of £ Income and E xpenditure accounts [marked az 'S or 'BY)
to a2 profit and loss account of your choice. The balances of the past financial vear are transferred.
Rur thiz function preferably within bwo months after the vearend. Make sure that all Income and

Expenditure accounts have been comectly marked with an ‘&' or 'B' befare the function is run.

First account: Za0000 | Start of MEW Financial v'ear: | 01-03-2017 5
Last account: ££3339 Fost on pear end date? ﬂ.

Profit and logs account: [ ZP2017 rl End Gol &

0
1. Type the First and Last Z-account number: the default should be correct
2. Type the number of your Existing or New Profit and Loss account
3. Start of New Financial Year —i.e. if you’re doing the Year end for 01/03/2016-

28/02/2017, the new financial year will be 01/03/2017
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4, Post on Year end date: Select if the Journals must be done on the last date of the
Financial Year end, e.g. 28/02/2017

- The starting balances will be 0.00 on 01/03/2017

Or leave open to do the Journals on the first date of the new financial year, e.g.

01/03/2017
o The starting balances on 01/03/2017 will not be 0.00, but the Ending balance
will be 0.00

Use F4 to print a Five columns of the Profit/Loss account and Individual Income/Expense
accounts to see the result of the Year End Function

ZP2017 Profit/Loss:

FIVE COLUMMS
Account number: ZP2m7 Starting date: | 01-10-2015 Start with MIL Balance? ] |.t’-‘ALL TRAMSACTIONS w |
B ank Mumber: lIl Ending date: | 18-10-2017 Include Stored Fees? [] Trust: Bz [ 2
Client's Mame: PROFIT/LOSS 2017 Group:  * Tel  * Client ref:
Parties: - * Rer  * Accounting: Active, Litigation: Does not existl, Z Type:  C. CAPITAL EMPLOYED

Income account: * Bus Bal R-10456.66 # TstBal RO.00 * File type: Mo Choice * Capital: RO.00
There iz no 5. 78 Investment.
Amount Blocked: /lnvested: RO.00 * File date: 18-10-2017 | 2 |

Ok | End | Mo  (Create PDF | TextFile |

Date Description Refer Bus-Dr Bus-Cr Tst-Dr Tst-Cr Balance Invoice

The Income and Expense accounts’ balances was journalised to this account

The program does the Journal and entry automatically

ZP0001 Expense account

Eithar Laswnre

FIVE COLUMMS
Account number: ZPO001 Starting date: | 01-10-2015 Start with NIL B alance? |:| |ALL TRANSACTIONS w |
Bank Mumber: IIl Ending date: | 18-10-2017 Include Stored Fees? [ T st Bus.[Z [ &

Client's Mame: PARKING * Group: = Tel  ® Client ref:
Parties: - * Re: * Accounting Active, Litigation: Does not existl, 2 Type:  B. EXPEMDITURE
Ihcome account: * Bug Bal R-225.26 = TetBal RO.00 * File type: Mo Choice * Capital: R0.00

There iz no 5.78 Investment. I :
Amount Blocked Ainvested. R0 Fie date: 13032017 5 L0k || End | Woe  Create PDF|| TextFile |

Date Description Refer Bus-Dr Bus-Cr Tst-Dr Tst-Cr Balance Invoice

The individual Income and Expense accounts will have the Journal entry as the last entry on
the year end date and the balance will be 0.00
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4 Archive

Use this function to transfer Inactive files and their transactions to a different table in the
database.

All accounting records must be available for at least 5 years. For this reason, only files that
are 5 years and older, should be archived

Reasons to archive:
- Data are smaller and make reports and searches faster

- Old records are removed from the active database

Important:

The data isn’t lost and specific reports are still available for archived files

Process to follow:
- Inactive files
- Backup data
- Run the Archive function
- Build indexes

- Allocate Store numbers

4.1 Inactive files
Only inactive files can be archived

I.E the file had a 0.00 balance and was closed and made inactive

4.2 Backup data
Important: Do not run the Archive function, unless you made a prior backup

- See 3.3 Backup Data

4.3 Run the Archive function

Where to find:
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Other Lexpro

# 3 > |#

Maintenance Modules Exit
1. User's Setup 14. Make Text File Backup
2. Global Setup 15. Load Text File Backup
3. SQL Setup 16, Service Tables
4. Users' Report
5 qusse:poF i 17. Make Inactive

sboxondianicy flmolaaidi 18. Make Active
6. Bank Details 19, List: Inactive files
7. Create Tables 20, Compare Inactive Accounts
8. Load F

b 21, Transfer to Archive

Select the function to open the screen:

TRAMNSFER INACTIVE ACCOUMNTS TO ARCHIVE

First account: A0o0ao Choose the End Date:

| Last Tranzaction: O p i

Last account; ££9999

Inactive date: @ 1

Ending date: 28-02-2m2 n

g Ok End

1. Complete the range of files to transfer to the archive by selecting the First and Last
Account

You can leave the range on the default. Only Inactive files from the specified date in
3 will transfer to the archive

2. Select the filter that the Ending date in 4 is applicable to
- The End date can either be the Last transaction date or the Inactive date

If you choose Last Transaction, all files with a last transaction on or before the
ending date will be transferred to the Archive
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3. If you select Inactive date, all files that’s been made inactive up to a specific date will
be transferred to the archive

4, Type the ending date with point 2 and 3 in mind and the 5 years rule for keeping all
financial records
5. Click OK

The files will now transfer to the Archive

A message will display that the files are transferred to the archive and the number of files
transferred will show

4.4 Build Indexes

With the archive function, the files and their transactions, are transferred (deleted) from the
active table in the database to a different table in the database

This causes empty entries in the tables that affects accuracy and speed of reports, etc.

For this reason you need to run the Build Indexes function to reorder entries in the table to
improve accuracy and speed

Where to Build Indexes:

Maintenance Help

1. User's Setup

2. Global Setup

3. SQL Setup

4. Users' Report

5. User Setup Functions

6. Bank Details
7. Create Tables
8. Load Fees

9. Build Indexes

10. Calculate Balances

Very Important:

Make sure all Lexpro users (all programs, eg. Accounting, Receipts, Litigation/Debt
Collection, Conveyancing, Administrations) are logged out of Lexpro programs

The indexes cannot rebuild if a table in the database is open and used by any user(s)

The screen to build indexes will open
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First drop Indexes? [+]
Mark Separately? []

Make sure the checkbox next to “First drop Indexes” is marked
This should be marked as a default
Click OK

The indexes will start to rebuild and display on the left

O

Lnc EXES

CREATE INDEX ON ACT(KODE);
CREATE UNIQUE INDEX ON ACT(ID);
CREATE INDEX ON AACT(KODE);
CREATE UNIQUE INDEX ON AACT{IDY);
CREATE INDEX ON ADLYS(NAME);
CREATE UNIQUE INDEX ON ADLYS(ID);
CREATE INDEX ON ADMIN{ACNO);
CREATE INDEX ON ADMIN{CNAME);
CREATE INDEX ON ADMIN{REPNAME);
CREATE INDEX ON ADMIN{SKREK);
CREATE UNIQUE INDEX ON ADMIN(IDY;
CREATE INDEX ON ADRES(ACNO);
CREATE INDEX ON ADRES(SYFER);

i
Wait for the message to display that all Indexes was build or the Main screen to appear

Users can now login to Lexpro programs
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4.5 List of Archive files

To see a list of all the files in the archive:

@@ |z

Client Files _m Reports/Se

Open / Amend Accounts F5
Change data: Range of Files  Ctrl+B
New Matters/Accounts

Ctri+C

Diarised Files
Notes & Comments

Type the filters and click OK

A list will display of all files in the archive:

LIST OF ACCOUNTS
First account: &40000 Group: Client surname.n’name:l | |
Last accournt: TZA999 Irezome: account:| Mo Choice - Income Accounts v | e Stored Fee files °n|5'?g
Inactive Files?
Ulser List Mo Choice - Users ~ | NOCLIENT CHOICE v Print NIL Balances? [
Instruction date: [ ok || End | WMo  (Create PDF  TextFile  FieTupe: |NoChoice ~|
Account Client's Mame 1st Party 2nd Party Matter F
4.6 Allocate Store numbers
Where to find:
— — —r" —
& [ > (e
Ouher
| Maintenance | | Help mm Exit

1. User's Setup 14, Make Text File Bacloup

2. Global Setup 15, Lead Teat File Backup

3. 501 Setup 16. Service Tables

4, Users' Report .

5 UserSet!up Functions s L

; P 13. Make Active AltsF

6. Bank Details 19, List: Inactive files

7. Create Tables 20. Compare Inactive Accounts

8, Load F :

pas e 21, Transfer to Archive Reminder
9, Build Indexes 22, Shorten Accounts »
10, Calculate Balances 23, Year end joumals ol e (T
L - Grant Store

11. Might Functions

25, Load S values

P e il E o

Files in the Archive will now be stored in a storage facility or cabinet, etc.
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For this reason it is important to allocate a Store number to be able to find the file in the
storage

1. Type the Account number to receive a Store number and click OK
GRANT STORE MUMBERS TO CLOSED FILES

Account number; A&0002 | Ok
Replace Chatsctes'@: | @ |1
[EBRAHAMS

3
[x
| MEW STORE MUMBER!
|
| File open in Aschive Table L
[ 200 7000007 [ & Highest Store No Used: =1
VearandNumber [ 2017 | | 000001 & | Change

| End Text File
2. The system uses the @ sign in the store numbers to differentiate from other
numbers

You can replace the @ sign with a different sign if needed, but it is recommended
that you keep the default @

3. The file details will display and whether or not this is a new archive file to receive a
Store number or an existing Archive file with an existing number

4. The program will show that the file is Open in the Archive table

If the file is not archived, do not grant a store number

5. The next available Store number will display

6. The next available number will be allocated to the file, or you can click on Change
next to the number to allocate a different number

7. The Highest store number already allocated will display here

8. Click Save to save the Store number to the specific file
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The word “succesful” will display if the store number was allocated sucessfully

Account number; AA0002 Ok
Feplace Character '@

[EBRE&HAMS
I ®

| NEWw STORE NUMBER!

|S uccesfull

| File open in Archive T able

[ Highest Stare Na Used: @201 7/000001 [

The store number will start with the @ sign, followed by the year and then the number

4.7 List of Store numbers

Use one of the marked functions to print a list of files with their store numbers or to find a
store number for a specific file

ERrY

Modules Exit

1. User's Setup 14, Make Text File Backup o
2. Global Setup 15. Load Text File Backup &
3. SQL Setup 16. Service Tables e
:' 3““5:?”: s 17. Make Inactive Alt+O \

e e 18. Make Active ARteF
6. Bank Details 19, List: Inactive files o =
7. Create Tables 20. Compare Inactive Accounts 2
8. F

soackess 21, Transfer to Archive Reminder Lis

9. Build Indexes 22, Shorten Accounts »

10. Calculate Balances 23, Year end journals ALRibe tl aon S

25. Load Sms values Store List by No.

12. Night Functions Report
ight Functions Repo 26, Alter Tables

13. Trim Important Table Fields ) Archive Store List
27. Logon Time Report ) >
Client Store List

Tip: "Lexpro products give value for money. You will get more fol |

Use one of the following options:
- Store list by number
- Archive Store list

- Client Store list
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5 Finding Trial Balance Errors

A Trial balance error is when the Trial balance doesn’t balance and have an amount other
than R0.00 at the end

When capturing transactions, the system will automatically post the debits and credits to
the correct accounts or cashbooks

Therefore, there shouldn’t be any trial balance error
Trial balance errors will arise when:

- Power outages while doing postings and either the debit or credit entry wasn’t saved
in the database

- Mistakes were fixed by the user, but only the credit or the debit and not both

- Transactions on files not opened in the Accounting system

How to find and fix the error:

We normally use the Short trial balance and Business Trial balance to find and fix a Trial
balance error

Where to find:
- Short Trial balance (F7)

- Business Trial balance

s = :J! ,_.I!-';‘-g
Balances Cashibooks

Short trial balance

Business tral balance
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5.1 Short Trial balance

Example of a Short Trial balance error:

SHORT TRIAL BALANCE

The Trial balance should be 0.00 and it should say Trial balance: correct
In this case, the trial balance has an error of R39.03

Follow the procedure below to find out what caused the R39.03 error:

5.2 Business Trial balance

- Display the Business trial balance up to today’s date to see if it has the same error as
the Short Trial balance:

The Business Trial balance has the same error amount as the Short Trial balance
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Use the Business trial balance to trace the date of the error

- Change the ending date until you can find a date that the Business Trial balance was

0.00
See below:

The Business balance had a 0.00 balance on 31/05/2017

BUSINESS TRIAL BALANCE

7
Start date Financial ¥ear. o1-03-2017 F‘nntI;JIL E:alan;e:% |Number order: (@) Alphabetical: (@) Type Order
naciive Files
Ending date: 31052017 .
B [[ok || End | pint || wore |TextFile|[ 7 [

Account Description Month Totals “rear Totaks Business Tugt T

- We now know that the error occurred between 01/06/2017 and today’s date

- Change the ending date a few times until you can find the exact date for the error

amount

- In this case the Business Trial balance was 0.00 on 29/06/2017 but had the error of

39.03 on 30/06/2017
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BUSIMESS TRIAL BALANCE

)
Start date Financial Year: | 01-03-2017 Bt TIL Bt.alalrrcles‘.pg INumber order: (@) Alphabetical: (@) Tur
nactive Files?
Ending date: 30-06-2017 | Ok | | End ‘ ‘ Print | | I | | Text File | If
Account Dezcription tonth Totalz “ear Totalz Business

o We therefore know that the error occurred on 30/09/2017
5.3 Postings by date
Where to find:

Transactions  Reports/Searches Balances

=

Trust transactions ¥

Business transactions ¥
‘ Trust/Business Transfers ¥

Transactions Requested ¥

Electronic Payments

List Repeat transactions

Test File Impornts/Exports >

Reconciliation of postings F&

EAatrhing Pactins e F5

Use this function to find the specific transaction that caused the error
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POSTINGS BETWEEM DATES

Starting date: A0-06-2017 o
Ending date: 3A0-06-2017 |ncame accout
Reterence: D Client code: [

ALL TRANSACTIONS v

|.-i'-.|:|:|:|unt Drate & Time Dezcription

Type the starting and ending date the same date that the error occurred
- Choose All transactions
- Click OK

If you don’t have many transactions on that specific date, you should be able to see
the transaction that caused the error

ALL TRANSACTIONS : 30-06-2017 - 30-06-2017
Starting date: Group: Bank Number: ILI Pasting date: ]
Ending date: Income account | Mo Cheice - Income Accounts ~ | Link number: IIl Real Date: C
Reference: I:I Clignt code: | Mo Clignt Chaice. b | _ _
ALL TRANSACTIONS v | [ ok | Mee  End || Pint | TextFil
Account Date & Time Deszscription Fefer D ehit Credit Balance

In this case, there aren’t many transactions and we can see the entry immediately

If there were many entries, making it difficult to find the entry, you can change the type of
transaction until you find the type with the error

E.g.
Start with Trust Receipts

TRUST RECEIPTS : 30-06-2017 - 30-06-2017
Starting date: GroLp: Bank Number: IL' Paosting date: ®
Zidlag) ez Income account: | Mo Chaice - Incame Accounts v | Lirk rumber, | 0| |F=al Date: )
Reference: l:l Client code: | Ma Client Chaice. i | _ _
TRUST RECEIPTS -] | [ ok ] mMee | End | Pint || TextFile
Account Date & Time Deszcription Refer Debit Credit Balance

- The Trust receipts have a 0.00 balance, therefore the error is not a Trust Receipt
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Follow this process until you find the type of transaction with the error amount

E.g. Business Journals:

BUSIMESS JOURNALS : 30-06-2017 - 30-06-2017

Starting date: Group: Bank Muriber:| 0 | |Posting date: ®
Ending date: Income accaunt: | Mi Chiize - lncome Acoouts w | Link rmber: lII Real Date: O
Reference: l:l Client code: | Ma Client Chioice. Vl T
BUSINESS JOLRNALS v v More | End | Print | TextFile |
Acaunt Date & Time Dezcription Fiefer Drekit Credit Balarce

- The error amount displays in the Business Journals balance and therefore the
incorrect entry was a Business Journal entry

o The error occurred on 30/06/2017
o The amount was 39.03
o The error occurred because there isn’t a Credit contra entry for the debit

And the type is a business Journal

(@)

5.4 Fixing the error

When you have all the information as mentioned above:

Type of the Transaction

Date of the Error

Amount

Specific transaction causing the error
Then you need to phone your Lexpro Consultant to help fixing the error

This error is a “One leg entry” and cannot be fixed with a reversal or journal

The contra entry can only be added by your Lexpro consultant
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