e ddddd i ddddds

EyXelpidlo : Zovoyn & AvvatoéTnTEG

e Summary
e Tpanelikol Aoyaplaouol & Taueio (Bank & Cash Accounts)

e Receipts
e Payments

e Inter Account Transfers

Bank Reconciliations

Sales Invoices




Summary

00007 00077, 72707070707 "2
(Summary) ??7? Ledger

H kapTtéAa Zovown amnoTteAsl Tov KEVTPLKO Tivaka eAéyxov (dashboard) tng emyeipnonic oag,
TMPOCPEPOVTAC UL AUEDN KAl OAOKANPWHEVN LKAV TNG OLKOVOULKAC TNG KATAoTOOoNG.

1. 27070707070 7007070707070 27070 070707
Summary

e Okovopikn Eitkova: EpgaviCel ta vméAotno OAWY TwY AOYAPLACHUWY, ETILTPETOVTAC TN
yeriyopn agloAdynon tng "vyelag" tng emyeipnong.
o Katnyoplomoinon Aedopévwv: OL TANPoQOopPLlEC OpYAVWVOVTOL OE HLOKPLTEC KATNYopIleC
yla €OKOAN mAonynaon:
o EvepynTiKO (Assets): TL katéyxeL n enxeipnon.
o Ynoxpewoelg (Liabilities): T opelAel n emuyeipnon.
o Ka@apn Oéon (Equity): Ta Ke@dAaLa TwY LBLOKTNTWV.
o ‘Egoda (Income) & ‘EE0b6a (Expenses): H kepdogopla tng TpExovoac neplddouv.
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e NMpoemiAeypévn MNpoBoAn: EE oplouol, n Z0voyn eppaviel Ta vntdAoLna yLa To 0VOAO
TWY KATOXWPNHEVWY CLUVAAAQYWY amtd TNV évapEn XxPrAong Tou AOYLOMLKOD.

e NMpooappoyn MNepLéodov: Otav n enyeipnon Asttovpyel yia meploocdTeEPEG and pia
AOYLOTIKEG TIEPLOOOULG, elval amapalTnTo va PIATPAPETE Ta dedopéva.
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e Aladikaoia: KAtkdpete to Kovuni EmeEepyaoia (Edit) yla va oploete Tn oLYKEKPLUEVN
XPOVLIKA eP({060 Kat AAAEC TOPAUETPOUG TIOL APOPOVY TNV TPEXOVTN OLKOVOULKA 0OC
Katdotaon.

3. ??°270°707°7?7° ?7?7°? ?7?7?7?7?7?7?7? (Layout)

Settings Chart of Accounts

e For more information, see: Chart of Accounts

Opydvwon Aoyaplaopwv: Mnopel(te va aAAAEETE TN OELPd EPPEAVIONG TWY OUAdWY, TWY
AOYOPLOOUWY KAl TWY GUVOAWY oTn Z0voyn.

e NoyLOTIKO ZX€610: H napauetponoinon avth yivetal péow Twv PuOpicewv (Settings)
otnv emAoyr AoyloTiko Zxé6to (Chart of Accounts).

e EveAi&ia: H duvatétnTa avtrh dac@aAilel 4TL ol mMAnpogopiec mapovaldlovTal PUE TOV
TpoMo mov eEunnpeTel KAADTEPQ TIC KABNUEPLVEC AELToLPY(eC TNG BLIKAC oag emyelpnong.
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e AvdaAvon Ymoloinwv: H Z0voyn 6elyvel Ta TeEAK& Moad Tou looAoyLlopol Kal TwWv
AnoteAsopdTwy Xpriong.

e NMpooPaon otic Eyypa@ég: MNa va 6e(Te TG HEMOVWHEVEG KIVATELG TTIOU GUVOETOLY KAEBE
vnéAouno, unopel(te va natioceTe To Kovuni ZuvvaAAayég (Transactions) otnv KATwW
de€Ld ywvia t™ng 086vng.

o Ala@avela: AuTtd TO EPYQAE(O ETILTPETEL TOV EDKOAO EAEYYXO KAl TNV EMOXANBELON TWV
EYYPAPWY XWPIC va edyeTE amd TNV KEVTPLKA 00d6vn.
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P07 2707270777777 &
?7?7?7?7?7? (Bank & Cash Accounts)

P00 ?9?7°72?7?7°7??7?7 &
??7?7?7?7? (Bank & Cash Accounts)

H kapTtéAa Tpamnedikoi Noyaplaopoi & Tapeio anoteAsl To KevTPlkd onueio daxelplong ya
6A0uLG Toug TPAME(LKOUG AOYAPLACUOUG, TA TAUE{Q HETPNTWY, TG MOTWTLIKEC KAPTEC Kal AAAOLG
XPNMUATOOLKOVOULKOUC AoyapLlaouolC TNG enxelpnonc oag.

e MapakoAoVOnon: EAEyETe Ta vIOAOLNA, ELOAYETE CLUVOAAQYEG KOl TTAPAKOAOLOioTE KABE
gLgpon Kot ekpor] xprAUaTOoG.

e Evepyomoinon: Edv n kapTtéAa dev elval opath, unopeite va tnv evepyomoloeTe and TG
PuOpioelg TaumAo (Tabs).

e MatoTe T0 Kovumi{ Néog TpameikoG | TANELAKOG NOYAPLATGHOG YLO va TTPOCOETETE
gla véa ovtéTnTOA.
e AuTOpaTeG Eyypa@éc: MOALG dnulovpyAoETE TOV IPWTO 00¢ Aoyaplaoud, To Manager
MPOCOETEL AL TOUATA 0TO AOYLOTIKO ZXEDLO:
o MeTpnTa & Tapelakd loodovapa: Evac Aoyaplaoudc eAEyxov oto EvepynTtiké mov
delyvel To GLVOALKS LTIOAOLTTO OAWY TWV AOYOPLACHWV.
o MeTtag@opéc MeTa&d Noyaplaopuwv: Evog e81kdc Aoyaplaoudc otnv Kabapr ©<€on
Yyla TN OWOoTH AVTLOTO(XLON TWY ECWTEPLKWY HETAPOPWV.

e L0 LELOTAPEVOLG AoyaPLAOPODG, EL0dyETE TO LTIOAOLTO £vaPENG HECW TNG BLAdPOUNG:
PuOpioceic » ApYilka YmoAolma.

e AuTé SLao@aAilel 6T Ta vrtéAowna oto Manager Ba Tavt{Covtal pe Ta avtiypaga Kivnong
NG TPpdnelac and TNV MPWTN NUEPA.

EE oplopo0, 6AoL ot Aoyaplaguol opadomnolodvtal ota "Metpntd & Tapelakd loodovapua". Mnopelte
OUWC VO dNULOVPYNCETE MPOCAPHOCHEVOLG AOYAPLAOUOUC EAEYXOL YL KAADTEPN opydvwon:



e MoTWTIKEG KAPTEG: Ouadonoinon K&Tw amnd €vav Aoyaplaoud LITOXPEWTEWV.
e NMpoBsoprakéc KaTtaBiéoelg: ALKOG TOUG AOYOPLACUOG OTO EVEPYNTLKO.
e Tpamelikd davela: ALaYWPLOUOC WC LTIOXPEWTELG.

o Eloaywyn Apxeiov: Xpnowuomnotjote to kovuni Eloaywyn Avtiypagovu Kivnong yua va
aveBdoete apyela and Tnv Tpdneld oag, HELWVOVTAC Ta AABN XeLpokivnTNg
KaToxwpenong.

e TpameIlkA Z0V8eoN: ZVVEE0TE TOVG AOYOPLAOMODG COC amevBelag yla avToOHUATN
avEKTNON CLVAAAQYWVY PEow Tapdyov (Bank Feeds).

Mnope(te va MPOocapUSOETE MOLEG MANPOPOPIEC EPPavICovTaL OTNY KOAPTEAX MATWVTOC
Enefepyacia ZTNAWV. OL dLabEopueg oTAAEG EPLAQBAVOLV:
o EKkkaOapLiopévo vmioroino (Cleared balance): To vnéAouno Bdost Twv
EKKOOOPLOPEVWY KIVATEWV.
e EKKPEMEIC KATAOEOTELG/AVAAAQYPELG: ZUVAAAQYEC TIOL HEV €XOLY AKOPN EPPAVIOTEl aTNV
Tpdnela.
e Mpaypatiké véoAowmo (Actual balance): To teAkd dlaB€oLuo nood.
e TeAevTaia Tpanmelikn ZVH@EWVia: Huepopnvia teAevtaiov eAéyxov.

Bank and Cash Accounts

The Bank & Cash Accounts tab is your central hub for managing all bank accounts, cash
accounts, credit cards, and other financial accounts.

Overview

From here you can monitor balances, import transactions, and track all money flowing in and out of
your business.

If the Bank & Cash Accounts tab is not visible, you need to enable it in your tab settings.

Learn how to enable tabs: Tabs



https://www.manager.io/guides/tabs-form

Creating Bank and Cash Accounts

To add a new bank or cash account, click the New Bank or Cash Account button.

Learn more about account setup: Bank or Cash Account — Edit

Automatic Chart of Accounts Entries

When you create your first bank or cash account, Manager automatically adds two essential
accounts to your Chart of Accounts:

* Cash & Cash Equivalents - A control account in the Assets section that shows the combined
balance of all your bank and cash accounts.

* Inter Account Transfers - A special account in the Equity section used for transfers between
your accounts. This ensures transfers are properly matched and do not affect your net position.

Learn more about the chart of accounts: Chart of Accounts

Setting Up Starting Balances

For existing bank accounts with current balances, enter starting balances through Settings -
Starting Balances.

This ensures your Manager balances match your actual bank statements from day one.

Learn how to set starting balances: Starting Balances — Bank and Cash Accounts

Organizing Accounts with Control
Accounts

By default, all bank and cash accounts are grouped under the Cash & Cash Equivalents control
account.

This means your Balance Sheet shows one combined total rather than individual account
balances.

You can organize accounts into logical groups by creating custom control accounts:


https://www.manager.io/guides/bank-or-cash-account-form
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* Credit cards can be grouped under a liability control account.
* Term deposits can have their own asset control account.
* Bank loans can be separated as liabilities.

For maximum detail, create a control account for each bank account to show individual balances on
financial statements.

Learn about control accounts: Control Accounts — Bank and Cash Accounts

Importing and Syncing Transactions

Save time and reduce errors by importing bank statements instead of entering transactions
manually.

Click the Import Bank Statement button to upload transaction files from your bank.

Learn about importing statements: Import bank statement

For even greater efficiency, connect your bank accounts directly to retrieve transactions
automatically.

This eliminates the need to download and import statement files.

Learn about bank connections: Connect to Bank Feed Provider

Customizing Display Columns

The Bank & Cash Accounts tab displays essential information about each account in
customizable columns.

Code

Name


https://www.manager.io/guides/bank-and-cash-account-control-accounts
https://www.manager.io/guides/import-bank-statement
https://www.manager.io/guides/fdx-connect-bank-account

Control account

Division

Uncategorized Receipts

Uncategorized Payments

Cleared balance

Pending deposits



Pending withdrawals

Actual balance

Last Bank Reconciliation

Click Edit Columns to show or hide columns based on what information is most important for your
business.

Learn about customizing columns: Edit columns


https://www.manager.io/guides/edit-columns

Recelpts

Receipts

Ztnv KapTtéAa Receipts kataypdgovtal OAa TA XPAMATA IOV ELCEPXOVTOL GTNY £mxei{pnon oag.
AuT6 MEPAAPBAVEL TANPWHEC TTEAATWY, KEPAAQLA amd TMPOUNOeLTEG, HEGOLAELEVOLE TOKOLG Kal
omoladinoTe AAAN elopon] XpPNUATWY. K&Be auvaAiayr elonpagng avEdvel To LTOAOLTIO OTOUG

TpanellkoOC | TAUELAKOUG Aoy PLAOUOUG Oag.

Recording Receipts

[ ]
M£00b6o1 Kataypa@nic: Mnopei(te va sLlodyeTe XelpokivnTa pla elompagn natwvtag To
kouvun{ New Receipt. Qotdo0, n eloaywyrn Tpanellkwy avtiypdewy (bank imports) sivat
OLXVE TILO ATIOTEAECHATIK, KABWG EEOLKOVOUEL XPOVO KAl PHELWVEL TA AGON.

Katnyoptomoinon: A@ol €L0&YETE TIC CUVAAAQYEG, MMTOPE(TE VA TLG KATNYOPLOTOLAOETE
KOL VO TLG avTLoTolX{OETE OTOVG KATAAANAOLG Aoy pPLaTOUG.

Managing Receipt Records

H KapTéAQ ep@aviCel TIC ELOEPYXOUEVEC OLVAAAQYEC HE AemTOUEPE(C MANPOQOpPlEC o€ OTAAEG TTOL
prnopeite va npooapudocte. Ta Baoikd nedia meptAauBdvoouv:

Date: H nuepounvia mov mapaAi@onkav A KataTtédnkav Ta xprdata. AvThH N NUEpounvia
EMNPEATEL TLC OLKOVOULKEG QVAQOPEC KOL TNV MAPAKOAODONGN TWY TAUELAKWY POWV.

Cleared: H nuepounvia mov n elonpa&n eupaviotnke oto avtiypaeo TN Tpdmnelag
(extrait). Ol ekkaBaplopéveg (cleared) elonpdgelc £xovv emPBeBatwBEel Kot cLPEWVNOEL pE

Ta Tpanellkd apyela.



Reference: Eva¢ povadikdg aplBudc avagopdc yia Tn ocuvaAAayr, onws aplBudc deAtiov
KaTdBeonG A KWOLKAG GLVOAAAYAC.

Received in: O tpanefikdc Aoyaplaouog j To Tapelo 6mov Katatédnkay ta xpApata. H
owoTh emAoyr dLao@aAllel TNV akp(BELA TWY XPNHATLKWY LTTOAOITIWVY.

Description: Mwa gOvtopun neptypaer mov egnyel Tov okomnd tng elonpagng (m.x. aptOuog
TIHoAoyiov r} meplodog mapoxiG LTINPECLWIV).

Paid by: To npéowmo n n enuyei{pnon mov KatéBaAe ta xpAuata. H akpBri¢ Kataypaen
BonB4& otnv MapakoAoDOHNCN TWY TANPWHWY TWY TEAATWVY.

Accounts: O Aoyaplaouol e00dwv mov KatnyopLomolovy tnv Ny tng elonpagng. H
owotr Katnyoplonoinon eEac@aAifel akpLBE(C OLKOVOULKEG KATAOTAOELG.

Project: EpgpaviCeL molo €pyo (job) dnuiovpynoe to €0060, Epdo0V XPNOLUOTIOLE(TE TN
Aettovpyla mapakoAoONONG £pywv.

Cost of sales: AvTOUATOC LITOAOYLOUOC TOL KOOTOUG TWV £L6WV amoBrKNG oL
TMOLARONKAV OTN OLYKEKPLUEVN CLVAAAQYH.

Amount: To cUVOALKS MOCO TWV XPNUATWY oL TapaAfeOnkav. MNa E€va voploupata,
ep@avifeTal T600 TO MOC6 o€ £Evo VOULoHa 600 Kal N a&l{a 0To BAOLKO VOULOPA TNG
emyei{pnong.



Payments

H kapTtéAa Payments c{vatl 0 xWpog O6mov Kataypdeete SAa T XPriHATA OV MANPWVEL N
emxeipnon oag. Avtd MEPLAAUPBAVEL TANPWHUEC OE MPOUNOELTEG, ETILOTPOPEC XPNUATWY O TMEAATEC,
€€00a KoL omoLadrinmote GAAN ekpor] KeEPaAaiwy. KABe MANPWUA HELWVEL TO LTIOAOLTIO OTOUG
TpanellkoOC | TAUELAKOUG Aoy pLaoUoUG oag.

Recording Payments

[ )
New Payment: lNa va kataywploete xelpokivnta pia véa MANPWUN, KAVTE KALK 0TO
kouurn({ New Payment.

Bank Imports: H sloaywyr Tpanellkwy avTiypdewy e{vatl LuXVA TILO ATMOTEAECUATLKN,
KaBWG dnuovpyel Hallkd TIC CLVOAAQYEG TANPWHAG, EEO0LKOVOUWYTAC XPOVO Kal
MELVOVTOC Ta AAON.

[ ]
Allocation: Xtn ouvéyela, HMoPe(TE VO KATNYOPLOTIOLOETE KAl VA KATAVE(UETE ALTEC TIC
ELOAYOUEVEC OLVOAAQYEG OTOUG KATAAANAOULG Aoyaplacauolg eEGOwWV.

Viewing and Managing Payments

H kKapTéAa epeavilel TIC eEepXOUEVEC OLVOAAQYEC OOC E AemToPEPE(C MANpogopleC o€
TMPOCAPHUOCIUEG OTAAEG. Ta Baolkd nedla mepAapuBavouy:

Date: H nuepopnvia TNG MANPWUAGC.



Cleared: H nuepopnvia ekkaBdpiong and tnv tpanela.

Reference: O aplOudc ava@opdc tTnG cUVaAAAYAC.

Paid from: O Aoyaplaopécg amnd tov onolo agalpédnkav Ta XpAHATA.
Description: Z0vtoun neptypa@n TnG MANPWHUNAG.

Payee: O 61kato0X0G TNG MANPWUAG.

Accounts: Ot Aoyaplacpol e£66wv oToLG omolovg KATAXWPNONKE N MANPWUN.

Amount: To oLVOALKS MO0 TNG MANPWHAG.

Payments - Lines

K&Be nAnpwun punopel va mepAUBAVEL TTOAAATAEC YPAUMEG Yo SLaQOPETIKEC KaTnyopleg eE60wWV.
Xpnowuomnotjote tnv mpoBoAr) Payments - Lines yia va del{te tTnv avaAvon tng MANPWHAG avd
otowxelo ypapupig, K&t mov Bonbd& otnv avdAvon tTwv €€66wv avd katnyopla.

Uncategorized Payments

Edv kdmnoleg mAnpwpég €xouv Kataxwpnbel otov Aoyaplacud Suspense, 6a eppavioTel pLa k{tplvn
gldomnoinon oto endvw UEPOG.

Notice: H el6omnoinon avagépel Tl urtdpxoLY Hila A TEPLOTOTEPEC [N KATNYOPLOTIOLNUEVEC
TMANPWHEG.



Cause: Autdé ovppaivel oLVABWC AUEOWG HETA TNV eLoaywYr TPATECLKWY GUVAAAQY WV
Tov ev €xouv akOun avTLoToL LoTEL.

Action: Kdvovtag kAlk otnv eldonoinon, petagépeote otnv evotnta Uncategorized
Payments yla va TLG TAKTOTOLOETE.



" Payments

The Payments tab is where you record all money paid out by your business.

This includes payments to suppliers, refunds to customers, expenses, and any other outgoinc

funds.

Each payment decreases the balance in your bank or cash accounts.

& Payments

Recording Payments

To record a new payment, click the New Payment button.

New Payment

Learn more about payment forms: Payment — Edit
While you can manually enter payments, importing bank statements is often more efficient.

Bank imports automatically create payment transactions in bulk, saving time and reducing

errors.

You can then categorize and allocate these imported transactions to the appropriate expense

accounts.

Learn about importing bank statements: Import bank statement

Viewing and Managing Payments

The Payments tab displays your outgoing transactions with detailed information in customiz.

columns.
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Inter Account Transfers

OL HETOQOPEC HETAED AOYOPLAOUWY OAGC EMITPEMOLY VO KATAYPAPETE TNV Kivnon XPNHATWY
QVAUECTH OTOLG TPATECLKOUG AoyapLaoUolC Kal Ta Tapela HETPNTWY TNG (Blag emyelpnong.
Xpnowuomoljote autr th Aettovpyla KABE popd mov XPELATETAL VO LETAPEPETE KEQAAaLA amd €vav
AoyopLaoud e dAAov, Onwg:

e KatdBeon peTPNTWY 0€ TPAMECIKO AoyapLlaoud.
e AVAANYN HETPNTWVY amd TNV TPdmela.

e MeTta@opd XPNUATWY HETAED HLAPOPETIKWY TPATETIKWY AOYAPLATUWY.

Creating Transfers

Mo va SNULOVPYACETE Pl VEQ HETAPOPE, KAVTE KALK 0To Kouur{ New Inter Account Transfer.

44 [IMAGE BOX: TommoOeTnOoTE £€6W TO screenshot Tov Kovuniod "New Inter
Account Transfer"]

MeTtaTponn eyypa@wv: Exete tn 6uvatdTNTA VA HETATPEYETE LTTEPYOVTA Ce0yN
Payment (MAnpwpn) kot Receipt (Eionpagn) oe peTa@opEG HETAED AOYAPLATUWY.

XpnopétTnta: Autd elvat 1olaltepa WPEALHO KATAE TNV ELoayWYH TPATECIKWY KIWHOEWY
(bank statements), émov n diadikacia pnopel va SNULOVPYACEL EEXWPLOTEC MANPWHEG Kal
ELOTIPAEELC TIOL OTNY MPAYUATIKOTNTA apopolv TNV (Lo petagopd. H petatpornr Toug
e€ao@aAi{Cel kaBapdTePN AOYLOTLKA TripNON.



Working with the Transfer List

O mivaKoC TWY HETAPOPWY OPYAVWVEL TIG TANPOPOPIeC 0 OTAAEC Yla EOKOAN MapakoAoLONonN:

Date: EpgaviCel Tnv nuepopnvia mov npaypatonolidnke n yetaopd. H nuepopnvia avti
elval kplown ywa tnv tpanelikl cupewvia (bank reconciliation) kat Tov xpovikd €Aeyxo
TWV KWHACEWV.

Reference: Asiyvel Tov HOVadIKS aplBud avapopdc yla KdBe peTagopd, dHLELKOADVOVTAG
TNV TavTomnoinon Twy KWWATEWY KATA TN oupewvia pe tnv tTpdnela.

Paid from: Aciyxvel Tov Aoyaplaoud (tpdnela f taueio) and tTov omnoio anoclPONKav Ta
xpAHaTa. To vdAoLno avtol Tov Aoyaplacpol Ba pelwBel Katd To MOod TNG HETAPOPAC.

Received in: O Aoyaplaopdc otov omolo KaTaTéEBNKAY Ta XprHaTa.
Description: Miwa neptypa@r nov €Enyel Tov okomd TNG HETAPOPAG.

Amount: EpgaviCel Tn xpnuatiky agla TNG HETAPOPAEC. ZTO KATW PEPOC aLTAG TNG
OTAANG ep@avileTal To GUVOALKS ABpoLapa SAWY TWY HETAPOPWY, BoNBWVTAC OTNV
emontela TNG GLVOALKAG Kivnong KepaAaiwv.

Customizing the View

Mmopeite va npoocapudoeTe nmolte¢ oTAAEG Ba elval opaTtéc natwvtag to Kovuni Edit Columns,
WoTe va BAEMETE HOVO TIC MANPOYOPIEC oL £lval amapalTNTEG yla TNV €Myelpnaon oag.



Bank Reconciliations

Bank Reconciliations

H kapTtéAa Bank Reconciliations od¢ BonBd va enaAnBsboete dTL OL EYYPAPEG TWY TPATECLKWVY
oo Aoyaplaopwyv oto Manager tavTtiCovTtal MARPWE HE Ta MPAYUATIKA avTiypaga kivnong (bank
statements) tng Tpdneldcg oag.

H takTikn dlevépyela TpanellkWy CLPEWVLWY dlao@aAllel TNV akp(BELa TWYV AOYLOTIKWY 0QC
BLBAlwY Kat BonBd& oToV £YKALPO EVTOTLOUG CLUVOAAQYWVY TIOL AE(TIOLY, TLTIOYPAPLKWY AaBWVY A
aKOua Kol 5OALWY HpaCTNPLOTATWY.

Creating Bank Reconciliations

Mo va gekvrjoete pla véa dradikaoia oupewviag, kdvte KAKK oto kovuni New Bank
Reconciliation.

a4

Understanding the Columns

H kapTtéAa Bank Reconciliations spgaviel TI¢ mapakdTw MANPOPOPIEC OPYAVWUEVEC OE OTAAEG:

e Date: H nuepounvia katd tnv onola mpayuatomnote{tal N TpanelLlk cupPwWIa.

e Bank account: O tpaneltkd¢ Aoyaplaoudc otov onolo yivetatl o €AeyX0C.

Statement balance: To teAké vridAoLno Tov AoyapLacuol oac ONwWE avaypAaPeTalL 0To
enlonuo €yypago (extrait) Tng tpdnelac.

Discrepancy: To nocg6 tng dLapopdc avapeoa OTIC EYYPAPEC TOL Manager Kat To
vntéAouno TG TPpdnelac. 16avikd, To Mogd avTd MPEMEL va e{val UNdeVIKO.

Status: H tpéxovoa katdotaon TNG cLHPWVIAC (T.X. av €XEL OAOKANPWOE( | av eKKpeUE().

Mmopeite va mpooapudoeTe MOLEC amd aLTEC TIC 0TAAEC Ba elval opaTtéc otnv 066vn oag, kdvovTtag
KALK oto kovuti Edit Columns.



Sales Invoices

H kapTtéAa Sales Invoices c{vatl 0 xWpog o6mov dnuiovpyeite Kat daxelplfeote TA TIHOASYLA YL TN
XPEWON TWVY MEAATWY 0 Yl ayaBd mov movAnBnkav rj vinpeoieg mov napaoyxéBnkav. Kabe
TIHOAGYLO aLEGVEL TO LTIOAOLTTO TOL EAATN 0TI ATtalTRo el (Accounts Receivable),
QVTUTPOOWMEVOVTAC T XPAMATA TIOL 0a¢ oPelAovy. Méow ALTAG TNG KAPTEAQG, UMOPE(TE va
MOPAKOAOVOE(TE TNV KATACTAON MANPWWUAG, VA OTEAVETE TIHOAOYLO OTOLG MEAATEG KL VO EAEYXETE
TouG An&mpbOeauovg Aoyaplacuoig.

Creating Sales Invoices

e [L0 VO EKBWOETE €va VEO TLHOAOYLO, KAVTE KALK 0To Kovuni New Sales Invoice.

Inventory Management

OTav TipoAoyeite €(dn anodkng, To Manager eVNUEPWVEL ALTOPATA TLG TTOOATNTEG TWV
amoBeUdTWY 00C WG EENG:

Qty Owned (Moooétnta I6lokTNoiag): Mewwvetal eneldr} ta €(6n €xouvv MAEov MOLANOEL.

Qty to Deliver (MoooétnTa npog MNapadoon): AvEdvetal emeldr, mapdAo mov
TIHoAoYABNKaY, eKKPeUEl aKOUN N PUOLKH TOLG ATIOGTOAN.



Mo TNY Kataypoerd TNG MPAYUATIKAC napddoong, mpémnel va SNULOLPYACETE éva 6EATIO AMOOTOANG
otnv KaptéAa Delivery Notes, 10 onolo Ba pewwoel Téoo tnv "MoocdtnTa 6To XEPL" (Qty on Hand)
600 kat TNV "Mocgétnta npog Mapddoon".

ZnMeiwon yua apecec mapadooelg: E4v n napddoon yivetal Tavtdyxpova He TNV TLHOASYNON,
propei(te va ouvdvdoeTe Ta BAPATA:

e EMAEETE TO MAaiolo eAéyxouv Acts as Delivery Note katd tn dnulovpyia Tov TipoAoyiov.

e Opiote TNV TomoBeoia AMoOAKNG (Inventory Location) and tnv onola gedyovy Ta
npoiévta.

e Mg auTéVv TOV TPOTO, N MOCATNTA HELWVETAL AUETWE amd TNV amobrikn Xwpelc va
dnulovpyeital ekkpepdTNTA NMapddoong.

Customizing Columns

Mmiope(te va MPooapPUOTETE TNV EUPAVION TNG KapTEAAC atwvTac Tto Kovuni( Edit Columns kat
eEMAEYoVTOC OTHAEG OMWCG:

Issue date & Due date: Huepounviec €kdoong kat ARENG Tov TLHoAoyiov.
Reference: O aplBudc ava@opdc TOL MAPACTATIKOD.

Customer & Description: O meAdTnG KAt pia cOVTOUN MEPLYPAPr] TNG CLUVAAAQYTG.



Invoice Amount & Balance due: To ocuVoALKS MO0 Kot TO UTIOAOLTTO TIOL ATIOMEVEL TIPOG
TMANPWUA.

Days overdue & Status: Ol nuépeg kKaBLOTEPNONG KaL N TPEXOLOQ KATACTOON TOL
TluoAoylov.

[

Advanced Queries

To epyaAeio Advanced Queries 0d¢ emTpémnel va avaADeTe o€ BAOOC Tta HedoUEVA TWY MTWARTEWY
00G.

MapakoAoVOnon Etonpa&ewv: Mnopeite va dNULOLPYAOETE £€va EPWTNUA IOV EUPaVITEL
MOVO Ta AnEumpodBeopa TIHOASYL, TAELVOUNMEVO KATA NUEPEG KABLOTEPNONG YLX
AMOTEAEOUATIKOTEPN lOMPAEN OPELAWV.

AvaAivon ava MeAatn: Mnopeite va OHadOMOLNOETE TA TIHOAGYLX avd TIEAATN YL v
delte 1O 0OVOAO TWV MWAACEWY TIOL AVTLOTOLXEL OTOV KaBEva. AVTEC oL avalnNTACELG
BonBolv oToV evTOoMOUS TACEWY, TNV MAPaKoAoLONGN TNG anddoong avd TUARUA Kol TN
dlaxelplon TWY TAMELOKWY powVv TNG emxei{pnong.



Sales Invoices

The sales Invoices tab is where you create and manage invoices to bill customers for goods

sold or services provided.

Each invoice increases the customer's balance in Accounts Receivable, representing money tl

owe you.

From this tab, you can track payment status, send invoices to customers, and monitor overdt

accounts.

B Sales Invoices

Creating Sales Invoices

To create a new sales invoice, click the New Sales Invoice button.

New Sales Invoice

Learn more; Sales Invoice — Edit

Inventory Management

When you invoice inventory items, Manager automatically updates your inventory quantities:
* Qty Owned decreases because you've sold the items

* Qty to Deliver increases because you still need to ship them

To record the actual delivery, create a delivery note under the Delivery Notes tab. This will

reduce both Qty on Hand and Qty to Deliver.

Learn more: Delivery Notes
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