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1 GETTING STARTED 

1.1 SYSTEM REQUIREMENTS 
 

Operating Systems and Microsoft Excel 

• Windows Vista, 7, 8, 10 | Microsoft Excel 2010, 2013, 2016, 2019 

• Mac OS X | Microsoft Excel 2011, 2016, 2019 

1.2 KNOWLEDGE REQUIREMENTS 

• Microsoft Excel 

 

DO NOT CUT/PASTE or DELETE/INSERT ROWS and COLUMNS inside tables. It could damage formula link and connection among worksheets. 

YOU CAN DO COPY/PASTE from different EXCEL files or inside the file, but choose PASTE AS VALUES when pasting them.  

 

 

SEVERAL MODULES MIGHT HAVE DIFFERENT LAYOUTS DUE TO DIFFERENT BUSINESS CATEGORY. BUT, THE FOUNDATION ON HOW TO USE PARTICULAR MODULE 

IS SIMILAR.  YOU MIGHT NEED TO ADJUST FILLING AND SELECTING DATA IN THOSE MODULES. 
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1.3 LIST OF WORKSHEETS 

 
Menu names might be different in model that you purchased because of additional features and updates. 

Front Menu 

Setup 

1. Company Info  

2. Supplier List 

3. Channel List 

4. Receipt Number List 

5. Asset List 

6. Prepaid  Revenue | Expenses 

7. Financial Report 

8. Inventory List 

Room Management 

1. Room List 

2. Room Price List 

3. Booking Calendar 

Transaction 

1. Booking and Deposit 

2. Sales 

3. Purchase 

4. Other Income | Expenses 

5. Internal Bank/Cash Account Transfer/Mutation 

6. Depreciation 

Receipt 

1. Invoice 

2. Cash Receipt 

3. Purchase Order 
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Account Payable/Receivable 

1. Receivable Customer List 

2. Account Receivable | Customer 

3. Account Receivable | Channel 

4. Account Payable 

Financial Statement 

1. Profit & Loss | Room 

2. Profit & Loss | Product 

3. Profit & Loss | Monthly 

4. Profit & Loss 

5. Balance Sheet 

6. Cash Flow 

7. Equity 

8. Assets 

9. Cash Accounts 

10. Dashboard  

11. Inventory 
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1.4 FRONT MENU 
Use this front menu to move between worksheets quickly 

    
FINANCIAL INDICATOR to HELP YOU 

SEE YOUR BUSINESS PROGRESS YEAR 

TO DATE. 

CLICK ON MENU or WORKSHEET TAB to 
move between modules/worksheets 



 

10 | P a g e     j o u r n a l s h e e t . c o m  
 

2 SETUP 
Not every modules needs to be used and not every fields needs to be filled. 

2.1 BOOKKEEPING PERIOD & COMPANY INFORMATION 
 

 

 

  

Type bookkeeping fiscal period.  Make sure the format is DATE. 

NAME in this table will be used for report titles. Other data will 

be used for Company Information in Receipts.  

TO GO BACK TO FRONT PANEL QUICKLY 
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2.2 SUPPLIER LIST 
 

  

 

  

Type supplier data for receipt purposes 

and to track their payables  
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2.3 DOCUMENT RECEIPT NUMBER 
 

  

  

This numbers will be used for references in 

Transaction and Receipt modules. You may list the 

number later if you plan to print particular 

transactions. 

Used numbers will be greyed.  
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2.4 FINANCIAL REPORT  

 

All accounts have specific formulas in report sections. 

You may rename the account name in cells with white 

background but cannot change their order. Also, you 

cannot add or insert new rows. 
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You may rename the account name or add new ones 

in cells with white background. But, you can’t add or 

insert new rows. 
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2.5 ASSET LIST 
 

 

 

 

  

Add any assets purchased before 

bookkeeping fiscal period year. 

Type asset name, description, purchase date, purchase price and select its category. Depreciation will 

be calculated automatically in Depreciation worksheet. 
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2.6 PREPAID REVENUE | EXPENSES 
 

  

Select financial report category in column E and used balance in column F -  Q 

Table for prepaid 

revenue/expenses paid in 

PREVIOUS YEARS that still 

have balance in current 

year 

Table for prepaid 

revenue/expenses paid in 

CURRENT YEAR where 

portion of the balance will 

be used in current year 

Select category and fill its beginning 
balance 

Category and its balance will be shown automatically 
based on transaction inputted in OTHER TRANSACTION 
worksheet 
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2.7 CHANNEL LIST 
 

 

 

  

Type channel (optional). You may fill it 

if you want to track channels where 

you sell your products. 
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2.8 INVENTORY LIST 
 

 

  Select COGS Category. It will 

be similarwith COGS Category 

in Financial Report. Go to 

Setup | Financial Report to 

change COGS Category 

Type product ID, name, unit measurement, initial quantity and 

average price per unit for purchased/paid inventories. Select 

product category in column I 
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3 ROOM MANAGEMENT 

3.1 ROOM LIST 
 

 

  

Type room category Type room number, room name and room category 
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3.2 ROOM PRICE LIST 
 

 

 

  

Type package ID, category and package name. Package are based on 

category since one room category can have multiple price package. 

Set price based on date for one full fiscal year 
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3.3 BOOKING CALENDAR 
 

 

 

  

Booked or occupied 

marked by blue 

color  
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4 TRANSACTION 

4.1 BOOKING | DEPOSIT 
 

  

Booking Date : Type date. All transaction must have dates. It will be used as reference in report module. Date must follow Excel date format. Incorrect 

date format or written date outside bookkeeping period will become red where you need to fix. 

Booking ID : Set booking ID 

Customer Name : Optional. You may select it if you want to print the invoice or track it in receivable module. 

Room # : Select room number. You can set it to make one room unavailable. You can modify it later.  

Package : Select taken package 

Checkin Date : Type checkin Date 

Checkout Date : Type checkout Date 

Deposit : Type received deposit, either direct to your hotel or received by agent 

Channel : Type travel agent 

Deposit Received By : Type party who received deposit 

Cash/Bank Account : Select bank account if your hotel received deposit. 

Status : Type sold if guests are checkin and checkout from your hotel 
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4.2 SALES 
 

   

Date : Type date. All transaction must have dates. It will be used as reference in report module. Date must follow Excel date format. Incorrect date format 

or written date outside bookkeeping period will become red where you need to fix. 

Invoice # : Select invoice #. Set invoice number pool in document number setup. 

Booking Customer : Select booking customer. All respective booking information will be revealed automatically. 

Product : Select products consumed, used or purchased by guests 

Non Room - Qty : Type quantity 

Non Room - Price : Type price per quantity or total price 

Invoice Order # : Set number of item to be shown in invoice 

Cash/Bank/Receivable Account : Select bank/cash/receivable account. 

Financial Report Category : Select financial report category 
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4.3 OTHER INCOME | EXPENSES 
 

 

  

Date : Type transaction date. All transaction must have dates. It will be used as reference in report module. Date must follow Excel date format. Incorrect 

date format or written date outside bookkeeping period will become red where you need to fix. 

Cash Receipt # : Optional. You may select it if you want to print it. Remember to set the Receipt  # in Document receipt # module before you select it. 

Description : Fill it with any description 

Expenses : Fill with expenses amount. 

Income : Fill with income amount. 

Cash/Payable/Receivable Accounts : Select respective cash/payable/receivable account category 

Financial Report Category : Select financial report category 

Customer : Optional. You may select it if you want to track it in receivable module. 

Supplier : Optional. You may select it if you want to track it in payable module. 
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4.4 CASH/BANK ACCOUNT MUTATION 
 

  

You may use this module to transfer balance between internal cash/bank accounts to balance them in 

balance sheet report 
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4.5 DEPRECIATION 
 

 

  

All assets will be placed automatically. Assets purchased before current year will be on above part of the table. Assets purchased in 

current year (filled in other transaction module) wil be placed below them. 

Type usage period (year) and book value at the end of used period (columns with white background). If you leave it empty depreciation 

calculator will use 8 year and 0 for book value as default number. 
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4.6 PURCHASE | PAYMENT 
 

 

  

Date : Type transaction date. All transaction must have dates. It will be used as reference in report module. Date must follow Excel date format. Incorrect 

date format or written date outside bookkeeping period will become red where you need to fix. 

PO # : Optional. You may select it if you want to print it. Remember to set the PO  # in Document receipt # module before you select it. 

Product Item : Select product that you sell.  

Description : Optional. You may fill it with any description 

PO Order # : Optional. You need to set order number of your product to be shown in printed receipt. 

Quantity : Optional. You may type with quantity or number of units you spent on completing your projects or sell. 

Price/unit : You may type price/unit 

Total payment : Will be calculated automatically. 

Cash/Payable Accounts : Select respective cash/receivable account category 

Financial Report Category : Select financial report category 

Supplier : Select supplier name 
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5 ACCOUNT PAYABLE | RECEIVABLE TRACKER 

5.1 RECEIVABLE CUSTOMER LIST 
 

 

  
Select customer or guest where you want to monitor and 

track their receivables 
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5.2 ACCOUNT RECEIVABLE | CUSTOMER 
 

 

  

List of customers with receivables  
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5.3 ACCOUNT RECEIVABLE | CHANNEL 
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5.4 ACCOUNT PAYABLE 
 

 

List of suppliers with payable  
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6 RECEIPT 

6.1 INVOICE 
 

 

  

Select Invoice #. All data will be shown automatically.  

Order of item is based on order number 
typed in sales module 

Use Excel print menu to print it or save it as PDF file to send to 

your customer  

Type signature name or you can 
remove it if you want to 
print/send without signature 
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6.2 CASH RECEIPT 
 

 

  

Select Cash Receipt #. All data will be shown automatically.  

Type signature name 
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6.3 PURCHASE ORDER 
 

 

Select PO #. All data will be shown automatically.  

Order of item is based on order number 
typed in sales module 

Use Excel print menu to print it or save it as PDF file to send to 

your customer  

Type signature name or you can 
remove it if you want to 
print/send without signature 
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7 FINANCIAL REPORT 

7.1 PROFIT & LOSS REPORT | MONTHLY 

 

  

You may hide empty rows to make the 
report look nice 

Ready to print report. 

All values will be 

revealed automatically  
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7.2 PROFIT & LOSS REPORT 
 

 

Ready to print report. 

All values will be 

revealed automatically  

You may hide empty rows to make the 
report look nice 
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7.3 BALANCE SHEET REPORT 

 

Ready to print report. 

All values will be 

revealed automatically  

Not balance notification with respective amount will 

be shown if the value between two sides is not 

balance. Check date format and its pairing account 

in transaction module 
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7.4 CASH FLOW REPORT 
 

 

  

Ready to print report. 

All values will be 

revealed automatically  

You may hide empty rows to make the 
report look nice 
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7.5 EQUITY REPORT 
 

 

  

Ready to print report. 

All values will be 

revealed automatically  
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7.6 ASSET REPORT 
 

 

  

Ready to print report. 

All values will be 

revealed automatically  

Adjust print setting to 

print particular rows.  
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7.7 CASH ACCOUNT TRACKER 
 

  

Used this module to check 

monthly transactions by its 

cash/bank accounts  

Select cash/bank 
account Select month & year  
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7.8 DASHBOARD 
 

 

  

Ready to print report. 

All values will be 

revealed automatically  
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7.9 INVENTORY REPORT 
 

 

 

  

Ready to print report. 

All values will be 

revealed automatically  

Adjust print setting to 

print particular rows.  
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7.10 PROFIT & LOSS REPORT | PRODUCTS 
 

  

Ready to print report. 

All values will be 

revealed automatically  

Adjust print setting to 

print particular rows.  
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7.11 PROFIT & LOSS REPORT | ROOM 
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8 CHEAT SHEET 

8.1 SALES TRANSACTION 
All transactions below are using samples from sales module. These steps are also applicable for transactions in OTHER INCOME | EXPENSES TRANSACTION. 

8.1.1 CASH TRANSACTION 

 

 

 

  

Select bank/cash account 

Select revenue category 
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8.1.2 ACCOUNT RECEIVABLE TRANSACTION 

 

 

 

  

Select account receivable account 

Select revenue category 

Account Receivable 

Transaction  

Account Receivable 

Payment  

Select bank/cash account 

Select account receivable 
category 
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8.1.3 ACCOUNT RECEIVABLE with DOWN PAYMENT TRANSACTION 

 

 

 

 

  

Select bank/cash account Select account receivable 
category 

Select account receivable account Select revenue category 

1 2 

3 
4 
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8.1.4 CASH TRANSACTION with TAX 

 

 

 

 

 

  

Select cash/bank account Select tax payable category 
(deductible tax) 

Select cash/bank account Select revenue category 

Select EXP-Taxes category 
(non deductible tax) 
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8.1.5 ACCOUNT RECEIVABLE witH TAX 

 

 

 

 

  

Select account receivable account Select tax payable category 
(deductible tax) 

Select account receivable account Select revenue category 
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8.2 PURCHASE TRANSACTION | INVENTORY 
All transactions below are using samples from purchase module. These steps are also applicable for transactions in OTHER INCOME | EXPENSES TRANSACTION. 

8.2.1 CASH TRANSACTION 

 

 

 

  

Select bank/cash account 

Select inventory category 
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8.2.2 ACCOUNT PAYABLE TRANSACTION 

 

 

 

 

 

  

Select account payable account 

Select inventory category 

Account Payable 

Transaction  

Account Payable 

Payment  

Select bank/cash account 

Select account payable 
category 
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8.2.3 ACCOUNT PAYABLE with DOWN PAYMENT TRANSACTION 

 

 

 

 

 

 

  

Select bank/cash account Select account payable 
category 

Select account payable account Select inventory category 

1 
2 

3 
4 
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8.2.4 CASH TRANSACTION with TAX 

 

 

 

 

  

Select bank/cash account 

Select inventory 

category 

Select tax payable category 
(deductible tax) 
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8.2.5 ACCOUNT PAYABLE witH TAX 

 

 

 

 

 

  

Select account payable account Select tax payable category 
(deductible tax) 

Select account payable account Select inventory category 
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8.3 PURCHASE TRANSACTION | ASSETS 
All account payable transaction should follow similar steps with section 7.2 

 

Use Depreciation module [section 3.4] to set usage year and its remaining value at the end of its usage year 

  

Select cash/bank/account payable 
account 

Select asset category 
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8.4 OTHER INCOME 
All account receivable transaction should follow similar steps with section 7.1 

 

  

Select cash/bank/account receivable 
account 

Select revenue category 
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8.5 EXPENSES 
All account payable transaction should follow similar steps with section 7.2 

 

 

 

 

 

  

Select cash/bank/account payable 
account Select expenses category 
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8.6 LOAN 

8.6.1 BANK/FINANCIAL INSTITUTION LOAN | RECEIVE 

 

 

 

  

Select cash/bank account 

Select bank debt category 
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8.6.2 BANK/FINANCIAL INSTITUTION LOAN | INSTALLMENT 

 

 

 

  

Split into 2 rows.  
Select cash/bank account 

Select bank interest expenses category 
 

Select bank debt category 
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8.6.3 OWNER LOAN | RECEIVE 

 

 

 

  

Select cash/bank account Select owner debt category 
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8.6.4 OWNER LOAN | INSTALLMENT/RETURN 

 

Installment payment can follow steps in section 7.5.2 

 

 

  

Select cash/bank account 
Select owner debt category 
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8.7 PREPAID PAYMENT 

8.7.1 DEPOSIT 

 

 

  

Select cash/bank account Select deposit category| payment or returning 
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8.7.2 PREPAID REVENUE 

 

 

Use Prepaid Revenue module [section 2.7] to set its usage it into respective months  

Select cash/bank account 
Select prepaid revenue category 
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8.7.3 PREPAID EXPENSES 

 

 

Use Prepaid Expenses module [section 2.7] to expense it into respective months   

Select cash/bank account 
Select prepaid expenses category 
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8.8 OWNER’S CAPITAL 

8.8.1 CAPITAL ADDITION 

 

 

 

  

Select cash/bank account 
Select owner’s capital category 
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8.8.2 CAPITAL WITHDRAWAL 

 

 

 

 

 

  

Select cash/bank account Select owner’s capital category 
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8.8.3 DIVIDEND/RETAINED EARNINGS WITHDRAWAL 

 

 

 

 

  

Select cash/bank account Select retained earnings category 
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8.9 EMPLOYEE RECEIVABLE 
 

  

Select cash/bank account Select employee receivable category 
 

Select cash/bank account Select employee receivable category 
 

Upon borrowing  

Upon returning  
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8.10 CASH ADVANCE 
 

  

Select cash/bank account Select cash advance category 
 

Select cash/bank account Select cash advance category 
 

Upon issueing cash advance 

to any parties 

Upon returning remaining 

balance/unused cash 

advance  

Select cash advance category Select expenses category 
 

Cash advance usage report 
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THANK YOU 


