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Learning Outcomes 
In this lesson you will learn how to manage your Debtors. 

Requirements and Prerequisites 
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Video 
There are videos available on this subject. 

Overview 
Debtors are people who you have invoiced. 
This includes account holders and Cash Sales customers. 
 
Debtors Management is an exceptionally important subject. The whole reason for being in business 
is to make money. This creates debtors and if you do not manage them, they can end up costing you 
money. 
 
For example, an account customer comes in to your business and purchases some paint for $95. 
You are busy, so instead of creating an invoice you write it down on your note pad. 
Time passes and you forget to bill the item and now you have a significant loss. 
Not only did you miss out on the customer’s cash but you had also paid $65 for the goods from the 
supplier. In effect you have just made a loss of $160.  
 
This happens more often than you may think and this type of practice adds up.  
 
If you are in business to sell your time this can also be a significant loss when it is not billed 
appropriately. For example, a plumber goes to a site and works for 1 hour and then spends a further 
15 minutes talking about fishing. The actual bill is for only 1 hour and the 15 minutes is lost. This is 
equivalent to giving the customer a 25% discount. This type of transaction happens all the time 
especially in small businesses and the rule is, “all time must be charged for or you are making a 
loss”. In bigger businesses this type of activity is reduced because there is usually a Manager to 
answer to, but when you are self employed, you can tend to not manage your time as effectively and 
therefore fail to manage your billing. 
 
This all comes down to Debtors Management.  
In the world of business, at all times we must be focused on the profitability of the business. 
 
The simple rules about debtors are: 
 

1. Invoice them and present the invoice to them. 
2. Receive their payments. 
3. Send Statements showing the Debtor what they have to pay. 
4. Any debtors who are overdue, phone them. 
5. If they become overdue beyond a reasonable date, use your Trading Terms to recover the 

debt. 
 
These 5 simple rules will help you to succeed in bu siness. 
 
SoEasy has been designed to help you manage these rules and this tutorial will help you develop 
your Debtors Management skills. 
 

Back to Top 

Debtors Opening Balances 
If you are converting to SoEasy from another system and need to load in Opening Balances, please 
refer to the Platform Set up Module . The module has a topic on Debtors Opening Balances . 

Creating an Invoice 
SoEasy’s invoicing system is very flexible. It has the ability to be customised to suit most users’ 
needs and also provides an efficient and effective way to create Job Cards, Job Costing and 
Profitability Analysis. 
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SoEasy also retains Invoice details for many years so you can always look up a customer’s history 
and re-print Invoices when required. 
 
There are many ways to create an Invoice inside SoEasy. You could use one of the Point of Sale 
systems, the Quick Invoicing Module, Duplicate an Invoice, Repeat Billing function of the SoEasy’s 
Enterprise Version, or produce a Progress Payment Invoice, create an Invoice from the Call Centre 
Module or even use a PDA. You can even create a Quotation and convert it into an Invoice.  
 
This tutorial will concentrate on the two standard ways of creating an Invoice: 
 

1. From the Database. 
2. From the Debtors Menu. 

 
Back to Top 
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Creating an Invoice from the Database 
 

1. Find the Customer in the Database  and select the Invoice  Tab. 
 

 
 

2. The Invoices Tab is actually split into two parts although you can see it. 
a. Select the left  and the Invoice screen will show the profitability  of each item and 

the total invoice. Ideal to ensure you are making a profit on the job. 
b. Select the right side of the button and profitability will not be shown. Ideal if the 

customer is sitting with you. 
 

3. Any previously created invoices for the customer can also be seen and can be scrolled 
through by using the Bottom Search Bar  (Arrow 9). 
 

 
 
Arrow 1 Add  a new  Invoice. 
Arrow 2 Select the header  to edit  or delete  the Invoice. 
Arrow 3 Add  or edit  a story. 
Arrow 4 Add  an Item to the Invoice using one of four different methods. 
Arrow 5 Select an item with your mouse to edit  it. 
Arrow 6 Print  the Invoice or other documents. This button also provides the option to close the  
  Invoice. 
Arrow 7 Add freight  to the Invoice. 
Arrow 8 Receive a payment  against the Invoice. 
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Creating an Invoice from the Debtors Menu 
You can also create an Invoice from the Debtors Menu. 
 

1. Go into Platform .  
2. Select the Debtors  button. 
3. Select the Invoices  button. 

 
Going into the Invoices  section this way allows you to scroll through all the Invoices in the system. 

Adding an Invoice Header 
Adding the Invoice Header is the actual process of creating an Invoice.  
In the header will appear the address details, trading terms, order numbers, and a variety of other 
information that will assist in managing the Invoice. 
 

 
 
Arrow 1 The date of the Invoice, order number, site for work.  

These fields can be modified in the Platform  – Set up  – Invoices area . 
Arrow 2 The customer being billed. 
Arrow 3 The delivery or actual site address. 
Arrow 4 Trading Terms as set up for the customer in the database. 
Arrow 5 A story 
Arrow 6 Select OK to save. 
Arrow 7 You can also delete the Invoice if the Invoice has not been closed. 
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Address Change  
Once an Invoice Header has been created, modifying the database details will not update any 
existing Invoices. You can change the address details by either, selecting the Invoice Header  and 
changing the information, or if you want to change who the Invoice is billed to, by selecting the menu 
option Fix. 
 

 
 

Back to Top 

Adding Items to an Invoice 
Once you have created an Invoice Header you can add an item in four different ways. 
 

 
 
List  provides the list of products and services you have loaded into the Products and Services 
Register. 
 
Key allows you to enter a Key Word which will locate all products with the word in their description 
and then present a list for you to choose from. 
 
Template  provides a list of Templates you have created and then allows you to bill single or multiple 
items from the Template. (See the Products and Services Register manual for more information on 
creating Templates). 
 
Buy In  provides you with the ability to buy an item in from a supplier. This function not only adds an 
item to the Invoice, but it also adds the Creditor’s Invoice to the Creditor’s Module. 
 
The key values of an invoice item are: 
 
No Reqd  The quantity the customer wants to purchase. 
Cost $  How much does one of the items cost you? 
Actual RRP $  The price you want to charge the customer for each item. 
 
The next page shows how an Add Item  dialog box appears. 
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Arrow 1 The number  of items the customer requires. 
Arrow 2 The cost  of each item. 
Arrow 3 The price  you are charging the customer for each item. 
Arrow 4 Notes  that will appear on the Invoice under the item. 
Arrow 5 Private notes  that do not appear on the Invoice. 
Arrow 6 You can modify  the description if required. 
Arrow 7 Select OK to save the Item. Notice that you can also delete  the item. 
 
You can also add a Discount as a percentage. (Avoid discounting.) 
Other details appear in the dialog such as the supplier and their phone number, stock on hand, and 
stock on order. 
 
Hide when print  (bottom right) is a special feature that enables you to hide the item when the 
Invoice prints. This is a useful feature when you wish to add a costing but not a charge, or add a 
special note to a Job Sheet or in-house factory order. If you want to hide an Item the Actual RRP 
must be zero. This feature is discussed later in the Job Costing section. 
 
An Invoice can be left open  and items added later on. The Transaction Date is the date that the item 
was added to the Invoice and can be useful in many circumstances. For example, create an Invoice 
for a client’s purchases for the month. Add items to the Invoice as the customer orders them. Then 
when you print the Invoice you can have individual dates and order number of items supplied listed 
on the Invoice. 

Non Stocked Items 
If you wish to add an Item to an Invoice that is not in your Products Register, you can use the code 
NSI (Non Stocked Item) when you select the List  option. 

Back to Top 
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Editing an Item 
To edit an Item, select it with your mouse. 
If you edit an Item, the dialog box that is displayed is slightly different than the Add Item  dialog. 
 

 
 
If editing an Item Quantity  you must change both the No Reqd  and the Supplied  values. 
Editing also provides the ability to Delete the Item. 

Back to Top 

Displays 
The Invoice screen can be displayed in many different ways by selecting the menu option Displays . 
 

 
 
When you select a specific Display , if you want to have that Display as the default, choose the menu 
option Set Current as Default. 

Back to Top 
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Job Card 
SoEasy creates a Job Card  from the Invoice. This is a special management and time saving feature 
where all Jobs are created as an Invoice. (A Job Sheet will have the same number as the Invoice.)  
 
The benefits of this feature are considerable and include: 

·  Never miss billing a Job. 
·  Easy to reference all documentation back to an Invoice Number. For example, a customer 

phones up about Job Number 1256. You can immediately recall the Job and see what was 
invoiced. 

·  When ordering items for the Job, give the Job/Invoice number as the Order Number and 
when the Creditor’s Invoice comes in from the supplier’s, you can link it to the Job/Invoice 
and review profitability. 

·  Reduce administration time. 
·  Create a Job Card for any Invoice. 

 
To create a Job Card you only need to add an Invoice Header  and select Print . 
 

 
 
Because there have been no Items added to the Invoice the system automatically understands that 
the only document that could be printed is a Job Card so when you select Print/Close , SoEasy  
offers to print/email one. 
 
You can also get a Job Card printed by selecting the J button (Arrow 2). 
 
If Items have been added to the Invoice the Print/Close  button will provide a Print Dialog option 
which also has a Print Job Card option. 
 
There are many different Job Card layouts to choose from.  
To make a selection go to Platform  – Set up  – Job Cards . 

Back to Top 
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Printing Options 
When you select Print/Close , if items have been added to the Invoice the Print Dialog will appear. 
 

 
 
There are many print options: 
 
Copies   The number of Invoices to print 
 
Invoice   Just print the Invoice Layout 
 
Invoice/Statement  An Invoice with a remittance on the bottom that has the customer’s full account  
   balance. This is a handy print option because many customers will pay the bill 
   and send in the remittance, which helps you allocate the payment to the right 
   customer. 
 
Packing Slip  Ideal for including with the delivery of goods. Many users print the Invoice and  
   fold this as a packing slip. 
 
Factory Order  Useful for providing your factory with information about what needs to be  
   delivered. If this is something you would use, you may also be interested in  
   the Dispatch Module  (see topic later in the manual). 
 
Job Card   Job Card as discussed in the previous topic. 
 
Work done report  A non-cost document that can be used to present the actual work done. 
 
Print Invoice to  You can print the Invoice to different devices as long as they have been set up 
   at The Front Company Menu . 
 
Print one and return here 
   A very useful feature enabling you to just select a button to print something and  
   then be returned to the dialog to make a decision about another print. 
 
Options   Change options to suit. 
 
The settings for the Print Dialog Box can be set up in the Invoice Set up  area or by selecting the 
menu option Utilities – Set up Options – Set Standard Print Val ues.  
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When you print an Invoice the date it was printed will be displayed under the Print/Close  button. 
 

Back to Top 

Closing an Invoice 
After Printing you will be asked if you want to close the Invoice. 
 

 
 
If you leave an Invoice open it means you can keep adding to the Invoice. However the Invoice 
details will not appear on the customer’s account until the Invoice is closed (see below). 
 

 
 
To view the customer’s account, go into the Database  and select the button Receipts . 

Back to Top 
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Receiving a Payment on an Invoice 
You can receive a payment directly on a customer’s Invoice as long as the Invoice is open. 
 

 
 
Select the Payment  button (Arrow 1) and the dialog (Arrow 2) will appear where you can choose the 
method of payment.  
 
If you type in a greater amount received than the one shown it will be accepted. The reason for this is 
that the idea of a payment being greater than the Invoice value is common. For example, receipting a 
deposit on work yet to be done. (Make sure you only do this if the payment will not exceed the 
eventual total charge as you would need to process a refund.) 
 
Payments will be processed through to the Cash on Hand  account of the Cash Book (unless you are 
using the POS Holding File, a feature of the Point of Sale modules). To understand the Cash on 
Hand account please read through Using the Cash Book  manual. 
 

Back to Top 
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Receiving a Payment on an Account 
To receive a payment on a customer’s account select the Receipts  tab in the Database. 
 

 
 
You can also go into the receipts section via Platform  – Debtors  – Receive Payments . 
 
The Debtor’s Account/Receive Payments  screen has a wide variety of features to help you 
manage the Debtor’s Account. 
 

 
 
Arrow 1 The current customer whose details are displayed. 
Arrow 2 Search for a different customer. 
Arrow 3 Receive a payment. 
Arrow 4 Different screen views including History. 
Arrow 5 Produce a report on the customer’s account including export details to a spreadsheet. 
Arrow 6 Return to the database. 
 
In the above displayed screen you can see that there are three entries comprising of a credit note 
and two invoices. These entries have been created by closing  the invoices. 
In this particular situation where there is a decrease  caused by a Credit Note, when you select 
Receive a Payment  the system is going to see that there are credits (the Credit Note) that have not 
been allocated against an Invoice yet.  
You will be prompted to allocate  such a credit against an Invoice before you can receive a payment 
so that the account is maintained. 
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If you select Yes a pick-list  of Invoices or Increases to their account  will be displayed and you can 
choose which Invoice you would like to allocate the credit against. 
 

 
 
Arrow 1 Select a transaction to allocate the credit against. 
Arrow 2 You can move the dialog box so that you can see the information on the screen by holding  
  the left mouse button down when hovered over the dialog’s title bar, and dragging the  
  mouse. 
Arrow 3 The numbers in the dialog box refer to invoice/je  numbers (je stands for Journal Entry). 
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Once all credits have been allocated, you can enter the payment details. 
 

 
 
Make sure you specify the correct amount , method of payment , and date of transaction  (the date 
the money was actually received). 
 
You can also Print a Receipt  if required. 
 
When you select OK, you will be asked to allocate  the payment against Invoices. 
 

 
 
Note the option to automatically assign the payment. 
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When the receipt has been processed, if you wanted to see the history of transactions, select the 
History  tab. 
 

 
 
Arrow 1 The History Tab. 
Arrow 2 You can report on the customer’s transactions. 
Arrow 3 You can see how a payment was allocated. 
 

Back to Top 
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Tag Receipts 
Sometimes a customer may have a lot of Invoices and when they pay their account, they only pay 
some of them, or they do not pay the full amount of some Invoices. To process such transactions you 
would use the Tag Receipts  screen. 
 

 
 
Arrow 1 The Tag Receipts  screen. 
Arrow 2 Select the cell next to the Invoice that the customer has paid and a dialog will  

appear for you to approve the payments (see below). 
Arrow 3 The current amount approved and the button to Receive approved Payments. 
 

 
 
Arrow 1 Select the Balance Approved  to approve the full balance of the Invoice. 
Arrow 2 You can also enter the actual amount approved. 
Arrow 3 Save the approved amount. 
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When you select Receive approved Payment  the value of Invoices that you have marked as 
approved can be receipted against the customer’s account and will automatically be allocated against 
the approved Invoices. 
 

 
 
Arrow 1 Receive approved Payments  
Arrow 2 The amount of approved payments will appear. Make sure to select the correct method of 

payment and date of transaction. 
 
If you choose the method of payment as Direct Credit  you will be asked to specify which bank 
account the money went into. 
 

 
 
Make sure to choose the correct account. 
 

Back to Top 
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The Cash on Hand Account 
When you receipt money it will automatically be posted to the Cash Book. 
 
Methods of Cheque, EFTPOS, Cash and Credit Card will automatically be placed in the Cash on 
Hand Account. 
 

 
 
To learn how to process the Cash on Hand  account, please refer to Using the Cash Book  manual. 
See the topic The Cash Handling Account . 

Back to Top 

Credit Notes 
A Credit Note is issued to a customer if they return goods or you make a mistake on an Invoice and it 
is closed. A Credit Note has the reverse affect of an Invoice in that it: 
 

1. Returns goods to stock. 
2. Creates a credit entry in the customer’s account. 

 
Credit Notes are created through the Credit Note  tab of the Database. 
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A credit note is created in exactly the same way as an Invoice and must be closed before it can 
appear in the customer’s account. 

Back to Top 

Allocating Payments 
When receipting a payment, if you do not allocate it during the receipting process you will eventually 
need to allocate it against an Invoice. 
 

 
 
In this screen you can see that there is a payment that is not yet allocated. One could assume that 
the payment is for Invoice 1040. 
 
To allocate the payment : 
 

1. Select Receive a Payment . 
 

2. You will be prompted to allocate the credits. Allocate  the credit. 
 

3. When the Receive a Payment  dialog appears, unless you are actually receiving a payment, 
cancel it. 
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Back to Top 

Journal Entries 
Journal entries provide you with a method of making a change to a customer’s account. 
 

 
 
Arrow 1 In the Receive a Payment  screen, locate the customer and select Journal Entry . 

The dialog that appears allows you to make two types of Journal Entry. 
Arrow 2 INCREASE the amount that the customer owes you. 
Arrow 3 REDUCE the amount that the customer owes you. 

 
Make your selection and complete the details to suit the transaction. 
 
If you wish to allocate a Journal Entry against a transaction, select Receive a Payment  and process 
as in the topic Allocating Payments .      Back to Top 
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Statements and the End of Month Procedure 
The End of Month procedure is a very important process that needs to be performed each month. 
Even if you do not intend to print statements you must perform this procedure as it helps manage 
your debtors. 
 

 
 
At the end of the month a warning prompt will appear reminding you to process the End of Month.  
 
The End of Month procedure provides a methodical way of: 
 

1. Checking for unclosed invoices and closing them. 
2. Testing the Debtors Ledger for any issues and resolving them. 
3. Age your Debtors accounts (see below for description). 
4. Produce statement if required. 
5. Print an aged debtors report. 

 
This process ensures that you are managing your debtors. When you select the End of Month  
button, a user guided screen will guide you through the process. 
 
Note: It is a good idea to keep a printed copy of the Aged Debtors Report  in a file for future  
  reference. 
 

Back to Top 
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Debtors Reports 
When you want to create a report on debtors it is important to recognize if you want to report on an 
individual debtor, or all debtors. 
 
If you want to report on all Debtors, there are a variety of reports available through the Reports 
section: 
 

1. At the Platform Menu  choose the button Reports.  
 

 
 

2. Choose the Debtors  tab (Arrow 1) and the general Debtors reports will show. 
3. Select a report  with your mouse. 

 
How to find out what you are owed 
The Debtors Trial Balance report will provide you with a list of all customers who owe you money and 
the age of any amounts due. This is a good report for assessing your overall debtors position.  
 

·  It will only show transactions that have been closed, i.e. if an Invoice is not closed it will not 
appear in a customer’s balance. 

·  It is up-to-date,  so if a customer has paid an amount or had additional invoices closed, 
these values will be added to the Debtors Trial Balance. 
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Individual Debtors Reporting 
 
At the Receive a Payment  screen there is a Report  button. 
 

 
 
When you select the Report  button you are presented with a dialog that provides three options: 
 

 
 
Current Account  Prints a report of the current account transactions for the currently selected  
   customer. 
 
All transactions  Allows you to make a selection of transactions you wish to view/print/export. 
 
Statement  Produce a one-off statement for the currently selected customer. 
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Reporting on All Transactions 
 
This is a very handy reporting feature as it will provide a dialog where you can specify what you wish 
to report on: 
 

 
 
There are three sections to the dialog box: 
 
Section 1  Report on the current client or all clients? 
 
Section 2  What transactions do you want to report on? 
 
Section 3  What period do you want to report on? 
 
It is worthwhile having a play with the features as you will find that this reporting method can answer 
most customer account enquiries and provide you with a very rapid method of analyzing a customer’s 
account. 
 
When you select Accept  the report information you have requested will be compiled and displayed 
on a screen. 
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Arrow 1 Based on the date range you selected, the customer’s opening balance will be displayed. 
Arrow 2 Transactions for the period selected. 
Arrow 3 Closing Balance. 
Arrow 4 Print and Email button. 
Arrow 5 Export the report to a spreadsheet which will automatically open if you have a  
  spreadsheet program set up to work with SoEasy. 
 
Note:  
If you wanted to check your debtors balance as at a specific date, use this reporting function and 
specify that you wanted the report for All Clients  and enter a date from (any date) to the date you 
are interested in. 
 

Back to Top 
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Miscellaneous Features 
In this level one training we are mainly concentrating on providing you with a sound knowledge of the 
Debtors Management features. 
 
There are many other features and functions to be discovered and we go into detail on these in the Level 2 
training program. 
 
Some of the features that are useful at this stage are: 

Back to Top 

Show Open Invoices 
SoEasy allows you to leave Invoices open until you are ready to close them. The only problem is that you 
can forget to close them. To resolve this issue we have provided a function which will show you your open 
Invoices, allow you to view and edit them, and also batch close the Invoices. 
 
Go to Platform  – Debtors  and select Show Open Invoices.  
 

 
 
The dialog that appears allows you to make a variety of decisions about open documents you would like to 
show. The default is usually the correct setting. 
 
Options are: 
 
Documents  Which type of open documents do you want to show? 
Printed   Do you want to show printed or not yet printed documents? 
Date  Show only documents created on or before a specific date? 
Which clients  Do you want everyone or just a specific client’s documents? 
 
When you have made your selection, the Credit Notes and Invoices will be scanned by the system and any 
that match your selection will be displayed on a screen. 
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Arrow 1 If you want to view/edit a document, click on the document  with your mouse. 
Arrow 2 Select the yellow button next to the document you wish to close. 
Arrow 3 When you have selected all the documents you wish to close, select the Close  button. 
 

 
 
During the Close process you can set a variety of options. 
 
What should the date of the Invoice be?  is usually As loaded . The significance of this feature is that if a 
customers trading terms were 7 days, by the time you close the invoice it may already be due. Setting the 
date of the Invoice to a different date can resolve this. This is a decision you will need to make and comes 
from experience. 
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OK To Close 
The OK to close function allows you to specify at the Invoice, when an Invoice is OK to close. 
 

 
 

Arrow 1 You can select that an Invoice is OK to close  by selecting the option with your mouse. 
 
By selecting this function on the Invoice screen, when you go into the Show Open Invoices , the Ok to 
close  option will already be selected for you. 
 
You may use this technique to conclude an Invoice without actually closing it until it has been checked by 
the manager. It has many uses. 

Back to Top 

Cash Sales 
 
If you want to quickly create a Cash Sales document, at the Invoice screen, select the CS button (just to the 
right of the Add an Invoice  button). 
 
Notes:  

1. Avoid Cash Sales if you can, instead get the customer’s details and create an Invoice for them. 
This way you have another person whom you can market to. 
 

2. If the customer is not paying for the Invoice immediately, avoid using Cash Sales as it becomes 
difficult to manage their account. 

Back to Top 
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Additional Debtors Information 
There is additional information about debtors available at the Database  screen. 
 

 
 

·  Last sale details are available plus account balances and Trading History. 
 

·  You can also view the summary of the customer’s last 10 years worth of sales transactions 
through the trading  screen (right menu). 

Back to Top 
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Paying a Refund 
To pay a refund to a customer, go into the Receipts  screen. 
 

 
 
If you have to pay a refund to a customer it is important to rationalize why you are paying a refund. 
 
If they have purchased something, paid for it, and then returned it: 

1. Create a Credit Note  and close  it. 
2. Select Pay a Refund  and process  the refund. 
3. Allocate  the refund to the Credit Note. 

 
If they have purchased something and not paid for i t: 

1. Create a Credit Note  and close it. 
2. Allocate the  Credit Note to the Invoice  they have not paid for. 

 
If they have purchased something and returned it bu t do not require a refund as they will be 
purchasing something else: 

1. Create a Credit Note and close it. 
 
This will place the customer’s account in credit and the next time you Invoice them, allocate the credit 
to the Invoice. 

Back to Top 
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Conclusion 
SoEasy’s Debtors Management system is very comprehensive and you can perform many tasks 
quickly and efficiently. This tutorial provides a good overview of the general features and is intended 
to get you competent in general Debtors Management. The Level 2 training program will go into more 
detail about managing your debtors. 
 

Back to Top 
 
 
 
 
 
 
 
 
 
 
 
 
 


