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Copyright

All rights reserved. No part of this documentation may be copied, photocopied, reproduced, translated,
microfilmed, or otherwise duplicated on any medium without prior written consent of UBS Corporation Sdn.
Bhd.

No patent liability is assumed with respect to the use of the information contained herein. Every precaution
has been made to supply complete and accurate information. However, UBS Corporation Sdn. Bhd. resumes
no responsibility for its use, or for any infringement of patents or others right of third parties which would
result.

Disclaimer

No person should rely on the contents of this publication without first obtaining advice from a qualified
professional person. This documentation is provided on the terms and understanding that (1) the author and
editor and copyright owner are not responsible for the results of any actions taken on the basis of
information in this documentation, nor for any error in or omission from this documentation; and (2) the
author and editor and copyright owner are not engaged in rendering legal, accounting, professional or other
advice services. The author and editor and copyright owner expressly disclaim all and any liability and
responsibility to any person, whether a purchaser of related software or reader of this documentation or not,
in respect of anything, and of the consequences of anything, done or omitted to be done by any such
person in reliance, whether wholly or partially, upon the whole or any part of the contents of this
documentation.

UBS CORPORATION SDN BHD (441389-K)
Suite 1B-6, Level 6, Block 1B, Plaza Sentral,
Jalan Stesen Sentral 5, Kuala Lumpur Sentral, 50470 Kuala Lumpur, Malaysia.
Website: http://www.ubs-software.com
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Introduction

This part is suitable for individuals who handle accounts in any fields, and for those who wish to learn
how to use UBS.one Accounting to perform its tasks.

It is specially designed for UBS:one Accounting, and it serves as standardised training material for the
subject.

Pre-requisites: trainees should have basic understanding of bookkeeping and double-entry concept.
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Chapter 1: General Maintenance

Guideline on installation, general settings and maintenances of the items to be used in the system, e.g.

company details, ledgers, and stock value.

1.1) General Setting

For the first time login, user needs to maintain company profile and set the accounting year.

«* General Setup i x|
Company Profile | General Setting | Balance Shest | ain Page Setting

Company MName IJUST TRADING SDN EHD
Address [suite 1B-6, Level &, Block 1B,

|Plaza Sentral, Jalan Stesen Sentral 5,

IKuala Lumpur Sentral,

|50470 Kuala Lumpur.
Company Type |
R.O.C. Ref. No [4a1383-x
Té Code |

Last Accounting Year
Debtar Account Groups
l— Cl Dat I
S —oon nzing Date 31/12/2007
@ 3000 Starting Period I 1
Clasing Period I 1z
Creditar sccount Groups
From an0n Thig Accounting Year
Ta 4000 [o1/01/2008 To [31/12/2008
Ok LCancel |

1. Go to Housekeeping - Run Setup > General Setting > Company Profile
2. Enter company details accordingly.
3. As for Debtor/Creditor Account Groups please refer to topic on Debtors Ledger.
4. Set the accounting year.
e Key in Last accounting year closing date and Closing period to determine this (current)
accounting year.

e Starting period represents the month that the transaction entries begin.

Last Accounting Y'ear

Clozing Date ISlle;’ZDD?

Starting Period I 1
Clozing Period I 1z

Thiz Accounting v'ear

[o1s01/2008 To [31/12/2008
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Some Guideline on creating 7his Accounting Year

This Accounting Year Last Accounting Year Closing Date Closing Period
(User desired output) (Input) (Input)
01/01/2008 ~ 31/12/2008 31/12/2007 12
01/04/2008 ~ 31/03/2008 31/03/2008 12
01/07/2008 ~ 31/12/2008 31/12/2007 6
Notes:

e Period = Accounting Month
e Period 1 is not necessary representing month of January. E.g. If your accounting year start at 01/07/07;

which mean July is your first Period (Period 1).

1.2) Three Ledgers
Maintain different ledger accounts for the company: General ledger, Debtors ledger, and Creditors

ledger.

General Ledger

1. Go to General > General A/C Ledgers Maintenance. to add an account, click Add, key in

Account Number, A/C Description, select Account Type, then click Save.

«* General Ledger A/C Maintenance B X
Account Mumber IlUUWDUD Fixed Asset Code I ; I :I
A/C Description |CAPITAL IEI I~ iew Ledgsr
Special Account hd
Department b [r—
i Group To 1000,/000
Account Tpe IA_E Account Code
Last Year Figure 0.00
Balance Sheet Accounts Incomes/Expenses Accounts
[¥| & CAPITAL/LETAINED EALNINGS I” H.saLEs
[T B.LONG TEEM LIABILITIES F LoniLES AL TS THEN TS
I_ C.OTHER LIABILITIEZ I— ig:;;nnznggﬂzz SOLD
[T D_FIXED ASSETS r H'EXPENSES
" E.0THER AssETS W
F F.CURRENT ASSETS [T =5.EXTRA-ORDINARY INCOME/ (EXP.)
G.CURRENT LIABILITIES [~ T.APPROPRIATION ACCOUNT
Top | Frev | Mest | Bottarn | Search Save | Delete | Exit |
1
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Important:
Fields Description
Account Number - Account number must be assigned to each of the accounts in this
format:
XXXX/2ZZ
- Example:
1000/000 Capital
2000/000 Fixed Asset
3000/000 Debtors Control
3100/000 Bank
3200/000 Cash
5000/000 Sales
- Usually the last 3 digits is used for subsidiary accounts. If you
have no subsidiary accounts, set it to ‘000’
Note: It can be alphanumeric.
A/C Description Type in the account’s description.
Account Type Select the account type from the check boxes.
This will determine in which part of financial reports will this account
controbute.
Special Account Special account codes are assigned to some accounts that need
(SA) additional attention. The following 4 accounts must be assigned with
SA respectively:
Account Name (example) SA
Retained Earning PA
Opening Stock (01
Closing Stock CS
Balance Sheet Stock BS
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Sample Chart of Account:

Balance Sheet Trading & Profit & Loss Account
Fixed Asset Sales H 5000/000
Motor Vehicle D 2100/000 Return Inwards I 5099/000
Accum Depn D 2100/005

Cost Of Sales
Current Assert Opening Stock 1 OS 6000/000
Cash F 3100/000 Purchases ] 6100/000
Bank F 3200/000 Return Outwards ] 6500/000
Bal. Sheet Stk. F BS 3333/000 Closing Stock J CS 6999/000
Debtors Ctr F 3000/000

Other Income
Current Liability Interest Received L 8100/000
Creditors Ctr G 4000/000
Accruals G 4100/000 Expenses
Capital Salary M 9010/000
Capital A 1000/000 Rental M 9020/000
Ret Earning A pA 1050/000

10xx/Xxx
2XXX/ XXX
SXXX/XXX
XXX/ XXX

BXXX/XXX
BXXX/ XXX
7 XXX/ XXX
8XxX/ XXX
9XXX/XXX

Recommended Account Numbering

Capital, Drawing, LT Liabilities
FA, Prov for Depn

Current Assets

Current Liabilities

Sales, SReturn, Income
Cost of Sales
Manufacturing A/c
Tax, Appropriation
Expenses

COPYRIGHT © UBS CORPORATION SDN BHD



EUBS:0ONe

User Business Systom

View/Print Chart of Account?

Accounting

Page 9 of 21

Go to General > Print Chart of Accounts > Select All Above > click OK - click Preview

CHART OF ACCOUNT
2401202007
JUST TRADING SDH BHD PAGE: 1
ACTHO. A2 DESCRIPTION ACCOUNT TYPE S& TYPE LDEFPT.
1000¢000 CAFITAL CAPITAL &
10504000 RETAINED EARMING CAPITAL P& &
2100/000 MOTOR. VEHICLE FIXED AS5ETS D
2100/005 ACCUM. DEFRECIATION FIXED AS5ETS AD D
3000/000 DEBTORS CONTROL CURRENT ASSETS F
3100/000 CASH CURRENT ASSETS F
3200/000 BANK CURRENT ASSETS F
33336000 BALANCE SHEET STOCK CURRENT ASSETS BZ F
4000/000 CREDITORS CONTROL CURRENT LIABILITIES G
4100/000 ACCRUALS CURRENT LIABILITIES G
5000/000 SALES SALES H
5099¢000 RETURN INWARDS SALES ADJUSTMENTS I
é000/000 OFENING STOCK COST OF GOODE S30LD oS I
A100/000 FURCHAZES COST OF GOODE 30LD i
6500/000 RETUN OUTWARDS COST OF GOODS SCOLD I
BOR9I000 CLOSING STOCK COST OF GOODS SCOLD C3 I
£100/000 INTEREST RECEIVED OTHER. INCORES L
2010/000 SALARY (EXPENSES) EXPENSES I
Q020/000 RENTAL (PAIDY) EXPENSES I
Debtors Ledger
1. Go to Debtors > Debtors File Maintenance
ﬂ
Diehtor Mo 30007201
MName IA COMPANT [¥ Open Item Debtor
™ iMare Inte
I ™ Wiew Ledger
Address
SUITE 1B-6, LEVEL &, ELOCE 1E
PLAZA SENTRAL,
JALAN STESEN SENTRAL 5
50470 FUALA LUMPUR
Attention JANICE CHLN
Email |jan1ce@uhs—snftmara.cnm Tems
\Web Site |ww.ub3—sof:ware. com Credit Limit 0.00
Phane Nurbers |1300833AGE
Phone Mumbers [2] I Group To 3000/401
Fax/Telex |226142’?9 Created Date 10/01/2008 12:15:43 PN
Conlact |7aNICE
Nature Of Business | |;|
Region | [=]
Area | (4|
Agent | =]
Top, | Prey | Mest | Bottom | Search | Add | Save | Delete Exit

2. Here user will maintain his debtor’s personal accounts.

3. The Debtors Control account is maintained in General Ledger A/C Maintenance.

Debtor’s account number:
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e The first 4 digits debtors account number is governed by Debtor Account Groups in Housekeeping
> Run Setup -> General Setting > Company Profile, and it must be the same for those

under a same group. While the last 3 digits of debtors account number is to be identical.

e Example: Debtor Account Group

Dreblos Account Groups

From 3000
To 3000

Example

3000/000 Debtos Control (Northern)
3000/A01 A Company
3000/A02 ABC Company

3001/000 Debtos Control (Southern)
3000/A01 Agility Sdn. Bhd.
3000/A02 Achieve Enterprise

1.3) Batches

1. Go to Transactions -> Organize Batches
2. Maintain batches for different categories of transactions, e.g. Sales, Purchase, Bank, Cash etc.
3. User must have at least one batch to record transaction entries.
e Add: Add batches one by one.
e Generate. Generate batches through template. (Click Generate, key in batches
template, select period, click Apply)
Example

Batch Number Batch Description Period
1 Sales — Jan’'08 1

Purchase — Jan’08
Bank — Jan’08
Cash — Jan’08

Journal — Jan’08

AU~ |W|N
=== ==

General — Jan’08
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1.4) Enter Opening Balances

1. Go to General > Enter Opening Balances:. Key in opening balances to the column

accordingly.

Page 11 of 21

“* Enter Opening Balances i

X

A4C Mo, A/C Description Drehit Credit |
lo0ag/000 CAPTTAL 0.0a0 20000, 00
1050000 RETAINED EARHNING 0.00 o.00/F
Zo0ao 000 FIXED ASSETS 0.oo 0.0o
Z000/100 MOTOR VEHICLE JCQ 369 2000, 00 0.00
Z000/105 ACCUM. DEFPEN. - MOTOR WEHICLE (JC( 0.00 Z00. 00
Z000/200 FURNITURE &« FITTIHNG 0.00 0.00
Z000/205 ACCUM. DEPEN. - FURNITUREE & FITTIMG 0.oo 0.0o
Z000/300 OFFICE EQUIFMENT 0.0a0 0.0a0
Z000/305 ACCUM. DEFEN. - OFFICE EQUIFMENT 0.00 0.00
Z010/000 GOODWILL 0.00 0.00 'I

[~ with Income & Expenzes Account 2D,2_DD.DU| 20,200.00
¥ Include Zero Balance

IV List by &ccount Mo,

Account Mo, I 7 I :I Lock | Print | Exit

If Starting Period = 1, e.g. 2, 3 or above

User is allowed to key in opening balances for both Balance Sheet’s account and Income &

Accounts.

If Starting Period = 1

User is allowed to key in opening balances for Balance Sheet’s account only.

Notes:

1. Both Debit and credit must be balanced before running the Year End Process.

Expenses

2. The value of Balance Sheet Stock Accounts(BS) must be tallied with the Opening Stock in General >

Maintain Stock Value

3. Do not key in value for accounts: Opening Stock, Closing Stock, and Control Accounts for Debtors and

Creditors.
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1.5) Maintain Stock Value

1. Go to General > Maintain Stock Value

x
Code BS A/ 0s A/C CS A/ d
1|3030/000 G000 /000 60Z0/000

Opening Stock I 200.00

Clozing Stock at konth End

2008 Jan. 0.00 2008 Jul 0.00  2009.Jan. 0.00
2008 Feb. 0.00 2008 Aug, 0.00 2009 Feb. 0.00
2008 Mar. 0.00 2008 Sep. 0.00 2009 Mar. 0.00
2008 Apr. 0.00 20080t 0,00 2009 Apr. 0.00
2008 May. 0.00 2008 Moy 0.00 2009 May. 0.00
2008 Jun. 0.00  2008Dec 0.00  2009.Jun. 0.oo
Add Delete Frint Exit

2. Record closing stock value periodically.

3. Before this, user must have maintained 3 stock accounts assigned with special account codes: Balance
Sheet Stock (BS), Opening Stock (OS), Closing Stock (CS)

4. For the first time log in, click Add and press Enter several times until the first row of BS A/C, OS A/C,

and CS A/C columns are filled with respective stock accounts.

5. Key in value for opening stock and closing stock at different period.
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Chapter 2: Transactions

There are two methods (Add and Quick) available to create transaction entries.

2.1) Add

1. Go to Transactions -> Transaction File Maintenance

“* Transactions File Maintenance i 5'

Eatch Title | 10/ /2008

Eatch Mo a EI 0
“oucher Seq. o
Period 1 E

Date AT Mo, Rel. Ma. Desp. Diebit Credit

ey s = [ = oaa| 000
I I [=i

*

Date A4C Mo, Ref. Mo. £/C Description Debit Credit

-

VEdt | o | 0.0

Add | Edit | Prirt | Save | Eancell E sit |

Top | Brey | st | Bottam | Search [i_

2. Toadd single transaction entry, click Add

3. Select Batch No, press Enter

4. Select Period, press Enter

5. Key in date, press Enter

6. Select Account Number, press Enter

7. Key in reference number (if any), press Enter
8. Key in amount either onto debit or credit side.

9. Click Save, one side of entry, complete the other side of entry, click Save, then click on Acceptto

complete the transaction.
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+* Transactions File Maintenance N 1[
Eatch Title ISALES - JAN'Z00& 10401 /2008
Batch Mo. i EI 3
Youcher Seq 1
Period 1 E
January 2008 SALES
Date A/ No Ref. Mo, Desp. Debit Credit

v Autg
lz1/01/z008) ¢ [=|[iwv o001 [sAaLES =] 000 000
I E2

Date ASC Mo, Ref. Mo, A/C Description Dehit Credit -
Z1/01/Z008[3000/201 INV 0001 A COMPANY 555.00 0.00
p2l/01 /200850004000 INV 0001 SALES 0.00 555.00

-
yEdt | B55.00 | BE5.00

Top | Erev. | IHewt | Batiom | Search | £dd | Edit | Lelete | Save i Lancel | Ezit |

10. User are now (still in Add mode) ready for another transaction, click on Cancelto exit Add mode.

2.2) Quick

1. Go to Transactions > Transaction File Maintenance
2. To create double entry at one go, click Quick

3. Select Master Account (anyone of the double entry accounts, usually the most common one), and
click OK.

Quickntries
M aster Account I f E

v Description ta follow Account Mame

You juzt need to make one entm.
The computer will generate the other entry and update the Master Account,

Ll ze thiz option
1. To zave time
2. &vaid unbalance Credit & Debit

Ok Cancel

4. Select Batch No, press Enter
5. Select Period, press Enter
6. Key in date, press Enter

7. Select Account Number (of the other side of entry against Master Account), press Enter
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8. Key in reference number (if any), press Enter
9. Key in amount, press Enter
10. Click Save, to save the double entry.

11. User are now ready for next double entry, user may use the same Master Account (if still relevant), or

change the Master Account accordingly.

2.3) View Transactions

There are several ways to retrieve and view the details of transactions that have been created.

o Transactions -> Transaction File Maintenance (Use Top, Bottom, Next, Prev, and Search buttons)
e Transactions -> Print Batch of Summary

e Transactions -> Print Batch of Transaction

e  Reports > View Ledgers

e Reports > Print Ledgers

2.4) Modification
1. First of all, user needs to retrieve the entry to be modified. (refer to topic 2.3)

2. Double click on the entry to drill down to the entry source, and click Editto modify, and then Save.

2.5) Deletion

1. To delete (totally remove) an entry, first, retrieve the entry (as in 2.4).
2. Then fill the Ref. No. field with all Asterisks (**********) and zero rise the value in both debit and

credit fields.

3. Click Save.

ﬂ
Batch Title ISALES - JAN'Z008 10/ /2008
Batch MNo. 1 EI 1
Voucher Seq 1
Period 1 E
January 2008 A COMPANY
Date AT N, Fef. Ma. Desp. Debit Credit
|21/01 /2008 [3000/801 srrraeaans SRS =il | 0.00 | 000 |

[ =]
BilType [ T,
ill A= [0
Date A7C Mo Fef. No. A/C Description Dehit Credit |;|
»zl/01/z008|3000/401 INY 0001 |4 COMDANY 5EE_00 0.00
z1/01/2008]5000,/000 INY 0001 SALES 0_00 555_00
yEd || BE5.00 | 555,00
Top | Erex. | THERt | Eattom | Search | Huick | Aadd | Edit | Fritt: | Save | LCancel | Ezit |
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..............

4. Go to Housekeeping > File Organisation - Check on Delete Unwanted Transactions (uncheck

the rest of the features displayed), click OKto complete the deletion.

2.6) Quick Edit
1. Go to Transactions -> Transaction File Maintenance
2. Search for the batch, click V.Edit for quick edition, after modified, click Save.

% UBS ACCOUNTING SYSTEM ] x|
Date AfC Mo, Reference Desp. Dehit Credit ;I
M2L1/01/2008 J3000/401 INV 0001 SALES 555.00 0.00 |
2170172008 |5000,/000 INV 0001 SALER 0.00 555.00
M|
I Edit Cheque Mo. Save Cancel

COPYRIGHT © UBS CORPORATION SDN BHD



3.1) Trial Balance

Accounting

Chapter 3: Reports

Page 17 of 21

Go to Reports > Trial Balance - Select the Periods & Account Number - click OK > Preview

<& LIBS ACCOUNTING SYSTEM : ﬂ
TRIAL BALAMNCE - FOR THE MONTH OF JANUARY 2008
FTEAR-TO-DATE
ACC.NO. 4/C DESCRIPTION LEEIT CREDIT
loo0/000 CAPTTAL 20,000.00 |~
2000100 MOTOR VEHICLE JCQ 369 Z,000.00
2000,105 ACCUM. DEPEN. - MOTOR VEHICLE (JCQ 369) 200.00
30o0s000 TEADE DEETORS 10,885.00
30l0s000 EANE - TMEC A/C 5,000.00
30204000 CAZH IN HAND 3,000.00
30304000 STOCKE 200.00
Looosooo SALES 888.00
w
TOTAL : 21,085.00 21,088.00
Printer | Previgw | -» Db file -» Encel Wigw E =it
3.2)P&L

Go to Reports > P & L > Select the Periods & Account Number - click OK > Preview

3.3) Balance Sheet

Go to Reports > Balance Sheet - Select the Periods & Account Number - click OK > Preview

3.4) Debtors Statement

Go to Debtors > Print Debtors Statement > Select the Periods & range of Debtors - click OK >

Preview
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JURT TRADING S0 BHD 441380-K
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3.5) Creditors Statement

Page 18 of 21

Go to Creditors > Print Remittance Advise > Select the Periods & range of Creditors - click OK >

Preview

3.6) Payment Voucher

Go to Reports > More Report > Payment Vouchers > Select the Periods & Voucher Number >

click OK > Preview

3.7) Other Receipt

Go to Reports > B > Print Other Receipts > Select the Periods & Receipt Number -> click OK >

Preview
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Chapter 4: Other Features

4.1) Lock and Unlock Batches

Lock Batches

1. Go to Transactions > Organise Batches
2. Highlight Batch No. 1 and click Lock.
Unlock Batches

1. Go to Housekeeping > Exit > Press B: Key in password: UBS
2. Click Change Batch Lock & Pin No.

3. Remove the values under L.Trans & “L" under L.Status.

4. Click Apply.
= Change parch Lock Status . PmNa. ﬂ
Batch Mo. Title Total Dehit Total Credit  |Mo.of tr L. Trans L. Statu Fin |
M 1|5ALES - JAN'Z00S 8585.00 8588.00 4 4L o
Z|PURCHASE - JAN'ZO0O0S 0.00 0.00 u] o
3|BANE - JAI'Z005 0.00 o.0a0 u] u] |
4|CASH - JAI'Z008 0.0o0 0.00 u] o
S|TOURNAL - JAN'Z0035 0.0a0 0.00 u] a
G|3ALES - FEB'Z003 0.0o0 0.0o0 o o
7|PURCHASE - FEE'Z00S 0.00 0.00 u] a
G|BANK. - FEE'Z005 0.00 o.0o u] u]
Q|CASH - FEE'Z003 o.ao0 0.oa 0 ]
10({JOURNAL - FEE'zZ005 0.00 0.00 u] a
11|SALES - MAR'Z008 0.0og 0.0o0 u] u]
12 |PURCHASE - MAR'Z003 0.0o0 0.00 u] a
15 |BANE - MAR'Z005 0.00 o.0a0 u] u]
14|CASH - MAR'Z005 0.o0 o.oa 0 1] L‘

4.2) Backup and Restore

1. Backup is to make a copy of the zipped data on other directory or devices, while Restore is to put the

copy of the data back to the system.

2. We can backup and restore data into / from diskette (A:\), Hard disk (C:\) or other storage devices
(thumb drive, CD, etc)

Backup (for example into Thumb drive - J :\)

1. Plug in thumb drive

2. Go to Periodic > Backup
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3. Under Select Diskette Drive, select 3:\

4. Then click Backup

il ~* Periodic =

Backup

In network enyironment. please make sure you are the
only user to access to this option.

It iz recommended that Harddisk Directory & Default Directory must be the same.

Select Digkette Dnive Ig: - |

Harddisk Directory [C2 \IB SONEY UBSACC DATAY =]
Default Directory |C: WUBSONEZUBSACC,DATAY

v Backup index files

Cancel |

Restore (for example from Thumb drive - J :\)
1. Plug in thumb drive

2. Go to Periodic > Restore

3. Under Select Diskette Drive, select J:\

4. Then key in "RESTORE" and click Restore
x|

Restore

Caution !

In network environment, please make sure you are the
only user to access to this option.

It iz recommended that Harddizk Directory & Default Directory must be the same.

Select Diskette Drive |D: ;”D:\BACKUP\ E
Hardisk Directory [C: A UBSONE  UBSACC DATAY [=]
Default Directary |C: \UE3O0NE\ UBSACCH DATAY

Attibute A1l Fil
Bl Type RESTORE' [RESTORE

I Restore From Yersion 8.0 and Below

Bestore | Cancel |
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4.3) Year End Processing

Page 21 of 21

1. Perform Year End Process to Close current accounting year and switch to new accounting year.

2. Make sure the tasks are completed before running the Year End Processing.

o Update all Stock value
o Backup all data files

o Complete transactions up to Last period

o There is One and only Retained Earning account (with special account: PA).

To perform this feature, go to Periodic > Year End Processing
4. Enter password: UBS (Pin_0’s password), then click OK.

& Periodic [l

Year End Processing

Caution !

In network environment. please make sure you are
the only user to access to this option.

For vear ending 3 December 2008
Make sure that you have

* Printed all reports
* Copy all data files into another sub-directony

All transactions for thiz year will be removed

x|

The program will close the account at period I 1z Enter Passward I

LCancel |
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