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LA Ledger2007 Instructions

Firstly thank you for trying out our bookkeeping spreadsheet. We are qualified accountants but not Excel programmers – hence the price (Free)!

However the spreadsheet has been developed over some time and should be very effective as a cash book replacement.

The spreadsheet is intended for use by small to medium sized businesses that need to keep track of income and expenses. It will also help with preparation of your VAT return.

1. Save the spreadsheet as a template. (This is because it is intended to be used either monthly or quarterly – in line with your VAT period). To do this go to File>Save As>Change Save as type to Template>Select a suitable folder. You can then create a new spreadsheet for each period.

2. There is room for around 500 transactions on each tab.

3. Amend the lists tab in line with your business. ONLY AMEND THE LISTS, DO NOT ADD TO THE LISTS. There are five user defined listings at the end of the income and expenses lists.

4. Then away you go.

5. Simply enter the details, Date, Detail, Ref, Net, Override the VAT amount if this is wrong (or enter 0 if you are not VAT registered), Payment method and Expense detail (both from drop down lists).

6. The print settings are set to print the list of income and expenses. It will print all six pages so please make sure you have a look at the print preview first.

7. The information from the income and expenses tabs is carried automatically over to the VAT return and summary tabs. These are set up for one page printing.

8. Finally if you have any questions simply email me on ca@lowlandaccountancy.com 
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