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A. ABOUT ENOFIN 

I. Introduction 

enoFin is a cloud accounting system which is owned by Crowe Horwath First Trust. Using cloud computing 

technology, enoFin itself allows users to access from anywhere, does not depend on the operating system and 

without any installation required. enoFin is designed to be user-friendly and suitable for a variety of businesses.  

II. Module Functional Diagram 
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III. Benefits of using enoFin 

 

 

 

IV. How to get help 

If you need any support, you may email us at enoFin@crowe.sg and our Support Team will reply within 1 working 

day. 

V. How to log in 

1. Open your browser (preferrable to be Chrome) and go to enoFin at https://case.enofin.com 

2. From the right-hand corner, enter your Company ID, User ID and Password,  

and select 'Login'. 

Noted that: Company ID together with User ID & Initial Passwords would be  

provided to your registered email via email.  

  

Multi-currency: All transactions can be entered and saved by transaction
currency and then converted to base currency. All the realized exchange
gain/losses and Revaluation would be auto-computed.

Multi-cost centres:

Real-time Collaboration: Collaborate in real-time with team members to speed
up the rate of work and result in fast decision making

Auto backed up and secure: The daily backed up data feature is available to
be the assurance for the system. In addition, the system is designed with multi-
layer decentralized mode and secured by SSL technology so the data is very
safe for businesses

Savings: In the process of using, all things related to maintenane, version
upgrade are done automatically via the internet and completely free.
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3. Once successful with the 1st security layer, enter your OTP code and select 

'Submit' to log-in enoFin. 

Noted that: OTP is generated from from Google Authenticator (“GA”) apps on 

your mobile. You may need to download GA from Google Play or Apple Store 

and set it up to generate OTP every time logging-in. This is a high security 

level of two-way authenticator factors that enoFin offers. 

4. The dashboard is your home page where you can view all accessible modules on top of the page: 

 

System System Module helps users to set up databases & user management 

Company Company Module displays all financial reports and accounting journal entries 

Bank Bank Module displays your bank movements 

Customers Customers provide tools for customer managements, sale invoices & AR reports 

Suppliers Suppliers provide tools for supplier managements, purchase invoices & AP reports 

Fixed Assets 
Fixed Assets provides tools for fixed asset management, auto depreciation function 

and FA reports. 

 

VI. Log out 

Please log out at the right upper corner of enoFin: 

 

Otherwise, enoFin will be auto logged out after 1 hour of inactivity to ensure highest security level. 
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B. SYSTEM 

I. About System Module 

System Module includes basic functions of user management & database controls as below: 

 

 

 

 

 

 

II. How to change password 

 

 enoFin will require users to update their passwords every 6 months and password policy is to contain at least 

11 characters (including at least 1 numeric letter, 1 capital letter and 1 symbol) as enhanced security purposes. 

III. How to select Working Year 

 

Go to Company/Working Year module to choose the 

financial year users want to work on. 

 

Once chosen, Click OK to save. 

  

  

 to change password 

   

     

to choose your working financial year. All posting 

transactions and generated accounting reports will follow 

chosen working year. 

 all currencies within enoFin  

     
to set up transaction numbering standard for each type of 

transactions 

     

To keep track activity log of a database 
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IV. How Transaction No are automatically numbered  

Transaction number is auto-generated in the system with the following rules: 

 Transaction Number = “Type of transaction + YY + MM + Order Number”.

2. Transaction Numbers for each type of transaction: 

Type Standard Format Samples 

Journal JV+YY+MM+XXX JV2106001 

Deposit RV+YY+MM+XXX RV2106001 

Cheque PV+YY+MM+XXX PV2106001 

Sale invoice YY+MM+XXXXXX 2106000001 

Purchase invoice YY+MM+XXXXXX 2106000001 

Others XXXXXX 000001 

 YY: The last two digits of year (Exp: 2021 will be 21)

 MM: Two digits of month (Exp: May will be 05)

 XXX: Number of Transaction (Exp: 001, 002, …) 

V. Access Logs 

This activity log is a read-only mode to keep track all actions in the database. 
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C. HOW TO SET UP A NEW COMPANY 

I. Company Module 

There are many options available for customizing enoFin for your company.  

Your first step before using databases is to set up Company under  

Company/Lists module for below basic set-ups:  

                                       

II. Preferences set up 

This function allows users to set up the company’s basic information and pre-defined accounting treatments 

throughout (5) following steps below. 

1. Company Information 

Users will need to fill in their company information below: 

 

 

  

First Date of using Crowe’s 

Trust Account services, if 

your business does not 

use, please leave it blank. 

First financial year end date First date of recording transactions 
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2. General Options 

Users will need to set up the company information on below screen and select the options the Company wish to work 

on: Multiple cost centers, multiple warehouses, COGs by item class, etc. If not in use, please do not tick. 

 

3. Business Options 

This is to set up accounting treatment basis and should be linked after Chart of Accounts (“COA”) are created already. 

This function helps to map the selected accounts with corresponding features. 

 

 

 

 

 

  

Option 1: General  

To use exchange rate sources 

uploaded by Crowe. 

Option 2: Company 

To use the company exchange 

rate sources uploaded by users. 



             
 

Getting Started with  

 
 

 
Page 12 of 72 

Field Name Description 

Exchange Realized Gain Account 
All Realized FX Gain/(Loss) auto calculated from payments & receipts will be posted 

to this set up account. 

Exchange Unrealized Profit/Loss 
All Unrealized FX Gain/(Loss) auto calculated from Rate Adjustment module under 

Company module will run to this set up account. 

Retained Earnings Account 
End of Year Task function will post Net Income for all previous financial years into 

this account. 

GST Output/Input 
All GST portions from invoices will be posted to predefined GST Receivable/Payable 

accounts here. 

Remaining fields Other remaining fields are under development for investment fund businesses. 

 

4. Decimal Digits 

This function is to set up the decimal places to record on your accounting transactions. After saved and transactions 

were posted, users will not be able to decrease/increase the number of decimal places.  

 

 

 
Currently, enoFin offers a maximum of 12 decimal places for all functions. 

  

The numbers inputted here are 

suggested common set-up from 

enoFin Team. 
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5. Trust Account  

This window helps to set up for companies using Trust 

Account services provided by Crowe. If your business 

does not use this service, please do not fill in any 

information. 

 

 

 

III. Tax type – How to set-up 

This function allows user to create, edit all types of value added taxes using for your invoices posting. Currently, our 

Default Tax Type includes all GST types in Singapore. 

 

1. Setting up Tax Type 

Users can also set up a new tax type for the incorporation  

country by following below steps: 

Click Add on menu bar then fill in necessary information: 

 

Once filling in the necessary information, click Save. 

VAT Tax Name Name of Tax type 

VAT Tax Rate Tax rate of tax type 

Description Remarks of tax type 

Supply Purchase (2) selections: 

 

Supply = Output tax  

Purchase = Input Tax 
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IV. Bank Account 

Bank Account is to set up the bank account to appear on Statement of Accounts under Customer Module.  

                          

V. Chart of Accounts (“COA”) 

enoFin allows users to create Chart of Accounts by (2) methods: Manual posting or using Chart of Accounts 

Templates (“COA Templates”). For how to import COA Templates, please refer to enoFin Import Template Guide 

Package. 

1. How to create an account 

enoFin provides a two-layer account solution as grouping sub-accounts under parent accounts & standalone 

accounts for your company to set up. 

 Choose  from the menu bar then fill in necessary information: 
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 After filling available information, click Save. 

Examples of creation of an account 

Demo Case 1 - To create sub-accounts under a summary account:  

Users will need to create the summary account first (for eg. Office Equipment) then create their sub-accounts (for eg. 

Original Cost & Accumulated Depreciation).  

Please find below demo screen of inputs: 

 

 

                                                                                                      

                                                                                                 

 

Item Description 

Account ID (*) Account Codes 

Account Name (*) Name of account 

Account Type (*) 
Type of account (Banks, Accounts Payable, Accounts Receivables, Fixed assets, Expenses, 
Incomes, etc.) 

Summary Account If creating a summary account, please tick this. 

Parent Account ID Select ID of its summary account if any  

Currency ID (*) Select currency of account 

Balance  To input opening balance of the account in base currency (if any) 

Balance Orig.  To input foreign balance of the account in foreign currency (if any) 

(*) These fields are compulsory to fill in, other fields are optional. 

Screen of Summary Account: Office Equipment 

Screen of (2) sub-accounts: 

 Office Equipment – Original Cost 

 Office Equipment – Accumulated Depreciation 
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Demo Case 2 - To create a standalone account with no summary account:  

Please find below demo screen of inputs: 

 

 

 

 

 Accounts Receivable/ Accounts Payable 

and all Expense/Income Accounts are not 

allowed to input opening balance on Chart of 

Accounts module, users will need to input 

opening balances via below functions: 

Opening balances Functions to import 

Accounts Receivable/ 

Accounts Payable 

Post Sale Invoices/Purchase 

Invoices under Customer/Supplier 

Module 

Expense/Income Accounts Post Journal Entry to record 
 

VI. Cost Center 

1. About Cost Center 

Cost Center allow users to manage the company’s expenses and incomes by different cost centers such as sources 

or departments. 

2. How to set up a Cost Center 

 Choose  on menu bar then fill in necessary information: 

 Once filling in the necessary information, click Save. 

D. COMPANY MODULE 

I. About Company Module 

Company Module contains all functions related to General Accountants and Financial Reports. In details, it contains 

the following functions: 

 

     
To set up company information & accounting methods per How to set up a database in this Guide. 

    
To post manual accounting entries 
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To show all transactions in the company 

    

To auto calculation of exchange rate adjustments for accounts with foreign amount balances at the reporting 

date 

     
To perform auto recognition of all prepayments 

     
To manage exchange rates used in the company 

     
To lock a posting period 

     
To perform year end task to close the net income/loss of a financial year 

     
To show reports related to account journals, general ledger, GST reports, etc. 

    
To show financial reports such as balance sheet, profit & loss, etc. 

II. Lock Transaction 

How to use Lock Transaction

 Select Add then choose “Day Start” and “Day End” to lock.  

 Once filling in the necessary information, click Save. Then 

click Refresh will show the newly added lock period. 

 Lock Period is usually used to lock previous reporting period to avoid changing finalized reporting numbers.  

III. End of Year Task Module 

When the financial year ends, user should use " End of year Task" 

mode to have the auto-year end closing entries. Users will need to 

select the End Date then tick Close to proceed. 

                                         

Noted that: 

- Once End of Year Task is performed, all the entry for that financial year would be auto-locked.  

- Should there is any changes in that financial year, use could open the closed financial year period. But we 

recommend user should seek advice from Support team before handed. 

IV. Journal Entry 

1. Tools on Main Screen – Journal Entry 

enoFin offers several tools under Journal Entry for users to try:  
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 User can click Filter  on all columns to sort the information.  

Click Filter then choose the sorting criteria under Show items with value that then click Filter. 

Current available sorting criteria are: 

 

2. How to post a Journal Entry 

 Select Add on the menu bar. 

 Fill in necessary information of the journal entry under the table & user can add more journal entry rows by 

right click then click Add: 

 

 

 

 

 

 

 

 

 

Button Purposes 

  To post a new journal entry 

  To edit a selected journal entry 

  To delete a selected journal entry 

 
To import Journal Voucher 

Templates 

   
To extract excel of journal entry 

screen 
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3. Example of Journal Entry Posting 

Demo Case: On 31 March 2021, users need to record a journal entry of government grants - JSS income for Mar 21. 

The posting screen will be as below: 

 

Select Save and the newly added entry will appear as below: 

 

V. Ledger Listing 

This module offers a listing of all entries inputted into the system. From this module, user could sort out entries by 

details criteria. 

 Select the Company/Ledger Listing function to open a new window: 

 

 Some useful functions are listed below: 

Button Purposes 

Delete 
Only allow to delete automatic entries (such as Unrealized FX from Rate Adjustments module/ Realized 

FX from payments/receipts module) from Ledger Listings 

Refresh To refresh data 

Excel To extract excel of ledger listing screen 

Choose the Period then click Search to show all journal entries within the period 
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Filter Click  on each column to filter the data 

 

VI. Rate Adjustment 

This module is used to do the revaluation for the foreign currency account at the end of the accounting period. The 

function also supports to have the auto-reversal of those revaluation entries at the beginning of following period. 

1. How to use Rate Adjustment 

 Select Rate Adjustment module to open a new window: 

 

 Fill in necessary information: 

Date Choose Posting date 

Currency Choose a foreign currency to revaluate  

Ex. Rate 
Exchange rate of posting date will auto appear as uploaded under Exchange Rate 

module.  

Exchange rate Difference 

Account Profit/Loss 
Unrealized FX Gain/(Loss) accounts predefined under Preference module 

Account Type 

Select the Account Types to do FX revaluation: 

        AR: Accounts Receivable 

        AP: Accounts Payable  

        GL: Other Accounts 

 Select Adjustment to open the Rate Adjust Differences window. All foreign accounts with FX Unrealised 

Gain/(Loss) numbers auto calculated will appear here.  

 If users want to make auto-reversal entries of FX Unrealised Gain/(Loss) in the next reporting period, please 

choose the Reversal Date. On the reversal date chosen, enoFin will auto post a reversal entry. 
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 Click OK and enoFin will prompt a Completed status  . 

2. Example of posting Rate Adjustment 

Demo Case: On 31 March 2021, user need to perform FX revaluation on all Accounts Receivable with foreign 

currencies. The selection will be: 

 

 

Select OK and go to Ledger Listing to check the entry appearing as below: 

Click Adjustment 
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VII. Prepayment 

Prepayment Module is designed to support user on auto-amortization of prepayment expenses. In order to perform 

this feature, users will need to set up allocation basics for newly added prepayment amounts. 

1. How to set up Prepayment Period for Newly Added Prepayments 

 Choose Prepayment Account to set up by Click  and select prepayment accounts from Account 

List:  

 

 For newly added prepayment, users will need to set up prepayment periods, please double click to open the 

prepayment line. 

 

 Click Edit to open the Prepayment – Edit window then fill in Allocation Information box: 
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Some special fields are noted below: 

Allocation Method  (2) available methods: by Month/ by Day 

Month/Rates Total months/days to allocate 

Allocate Date  Start date to allocate 

Expense Acc Expense account for auto recognition of prepayments 

Allocate Period Remarks (if any) 

 Click Save once all information is updated. 

2. How to run auto recognition of prepayment 

 

 Choose the period to allocate, currently enoFin only allows monthly recognition. 

 Choose Prepayment accounts to recognize by click  and select prepayment accounts from Account 

List. 

 Click Allocate then the Prepayment List will show up on the window: 

General Information 

is auto linked from 

prepayment 

transactions  Not 

required to update 

To update this part 
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 Tick on prepayments to recognize then Click Allocate. If the allocation is successful, a notification will appear. 

 

3. How to remove an auto recognition of prepayment  

 

 

 Choose the period to delete, currently enoFin only allows monthly recognition. 

 Choose Prepayment accounts to recognize by click  and select prepayment accounts from Account 

List. 

 Click Clear Allocate then the Prepayment List will appear. Tick the prepayments users want to delete.  
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 Click Clear Allocate then selected prepayment recognition will be deleted. 

VIII. Exchange Rate 

This module is auto-link exchange rate to other modules (Deposit, Cheques, Sales/ Purchases Invoices & Journal 

Voucher) when recording foreign transactions without updating one by one. 

 

1. How to input Exchange Rate manually 

 

2. How to input Exchange Rate by Template 

For how to import Exchange Rate Templates (“ER Templates”), please refer to enoFin Import Template Guide 

Package. 

 

IX. Extracting Reports 

1. Structures for all reports 

All reports have the same structures & steps to extract as below: 

Default to choose “Company” when using 

your own company exchange rates 

Rate from this currency 

Rate to this currency 
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 Select Period/Filter Criteria: 

 

Users may choose the available filter criteria under List then move the criteria from left box to right box to extract the 

report. If no filter criteria are chosen, the default report is to extract All. 

 Click Preview to generate report, enoFin allows users to extract in pdf, excel & word as below: 

 

 

2. Account Journal Report 

Account Jounal Module contains following reports: 

 

To move filter criteria from left table to right 

table 

To select period 

Available filtered criteria list will appear 

here to choose 
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Below is the sample preview screen of those reports.  

Preview of General Ledger Report 

 

Preview of General Ledger (With Cost Centers) Report 
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Preview of Account Journal (With Cost Centers) Report 

 

 Preview of Account Journal by Customer Report 
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Preview of Account Journal by Supplier Report 

 

 

 Preview of GST Tax Detail Report 

 

Preview of GST Tax Summary Report 
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Preview of Prepayment Report 

 

 

3. Financial Reports 

Financial Reports contains financial reports such as Trial Balance, Balance Sheet & Profit & Loss Statement and 

comparison with last month/year period reports. 

 

Preview of Trial Balance Report 
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Preview of Profit & Loss Report 

 

Preview of Profit & Loss with Prior Year Comparison Report 

 

Preview of Profit & Loss by Month Report 
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Preview of Profit & Loss by Cost Centers Report 

 

Preview of Balance Sheet Report 

 

Preview of Balance Sheet by Cost Centers Report 
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Preview of Balance Sheet by Cost Centers (Last Year Comparison) Report 

 

Preview of Balance Sheet with Prior Month Comparison Report 

 

Preview for Balance Sheet by Cost Centers with Prior Year Comparison Report 
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E. BANK MODULE 

I. About Bank Module 

Bank Module is used to record transactions of the company’s bank accounts and have below functions: 

 

  

II. Deposit 

Deposit is designed to use for recording a solely fund transfer or a receipt amount from suppliers/customers. 

enoFin allows users to record by (2) methods: Manual posting or using Receipt Voucher Templates (“RV 

Templates”). For how to import RV Templates, please refer to enoFin Import Template Guide Package. 

1. How to post a Deposit 

 Select Add to open the Deposit – Add window.  

 Fill in necessary information of new transaction under general part/table & OTHER tab if any. 

 

 

  
To record incoming receipts 

   
To record outgoing payments 

  
To record bank transfers 

Exchange rate run auto from 

Exchange Rate module 
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 Select Save to save the transaction. A notification will appear in the lower 

right corner of the screen if save successfully.  

Noted with a Deposit to offset with AR invoices 

In case of a receipt for an invoice, users will need to link posted receipt with the respective invoices. Once users fill 

in Customer ID, all outstanding invoices will appear when Click  Payment Detail to open the Sale 

Payment window: 

  

Tick Paid column to choose respective invoices to offset and click Payment. Click  and close the window. 

 To delete the linkage between receipts & sale invoices, click Clear Result and Save Payment. Once linked, 

sale invoices are unable to change. If users want to update the invoices, please delete the linkage first. 

2. Examples 

Demo Case: On 11 Jan 21, the company’s bank account received SGD100.00 from Customer ID DEMO01. The data 

will be filled in as below: 
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III. Cheque 

Cheque is designed to use for recording a solely fund transfer or a payment amount to suppliers/customers. enoFin 

allows users to record by (2) methods: Manual posting or using Payment Voucher Templates (“PV Templates”). For 

how to import PV Templates, please refer to enoFin Import Template Guide Package. 

1. How to post a Cheque 

 Select Add to open the Cheque – Add window.  

 Fill in necessary information of new transaction under general part/table & OTHER tab if any. 

 

 

Exchange rate run auto from 

Exchange Rate module 
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 Select Save to save the transaction. A notification will appear in the 

lower right corner of the screen if save successfully.  

Notes for a Cheque to offset with AP invoices 

In case of a payment for an invoice, users will need to link posted payment with the respective invoices. Once users 

fill in Supplier ID, all outstanding invoices will appear when Click  to open the Purchase Payment 

window: 

 

Tick Paid column to choose respective invoices to offset and click Payment. Click  and close the window. 

 To delete the linkage between receipts & sale invoices, click Clear Result and Save Payment. Once linked, 

sale invoices are unable to change. If users want to update the invoices, please delete the linkage first. 

2. Examples 

Demo Case: On 1 May 21, the company’s bank account paid USD 214.00 from Vendor ID DEMO03. The data will 

be filled in as below: 



             
 

Getting Started with  

 
 

 
Page 38 of 72 

 

IV. Bank Transfer 

Bank Transfer is designed to use for recording a solely fund transfer.  

1. How to post a Bank Transfer. 

 Select Add to open the Bank Transfer – Add window.  

 Fill in necessary information of new transaction under general part/table. 

  

 Select Save to save the transaction. A notification will appear in the 

lower right corner of the screen if save successfully.  

2. Examples 

Demo Case: On 29 April 2021, the company transfer SGD 32,000 from DBS Bank - SGD to CHFT Client Trust 

Account for April 21 salary. The data entry will be as below: 
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F. CUSTOMERS MODULE 

I. About Customers Module 

Customer module manages all related to Sales & Account Receivables. It controls sales invoices (of goods and 

Services), sales return/sales credit notes…Sales reports (by item, customer, department...) and 

account receivables reports (by customer, invoice, aging...) are also available in this module. The overview of the 

module is as below: 

 

 

 

 

 

II. Customer managements 

1. List 

Under the dropdown List menu of the Customers module, users can setup various general classification to classify 

Customers to manage your customer databases: 

Customer management

• Go to Lists to set up 
customer classifications 
(customer class, job, job 
class, markets, items 
class and payment 
terms)

• For management 
purposes only

Item management

• Go to Items/Items 
Price/Items Discount to 
set up items for sale

• only available for 
Inventory module which 
is N/A for this standard 
version

Sale Invoicing

• Go to Customers to 
create customer

• Go to Sale 
Order/Invoice/Return/Adj
ustment to post if in use

• For small business, 
users might create 
customer under 
Customers then go 
straight to post Sale 
Invoices

Receipts for Sale 
Invoices

• Go to Sale Receipt to 
record for payments 
received from your 
customers

Reports

• Go to Customer 
Reports to view all 
reports available

• Go to Statement of 
Accounts to extract 
statement of account for 
your customers

Sales & Account Receivables Flow 
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Customers Class to manage separate class of 

customers 

Job Class separate class of jobs/services 

Job separate jobs under a job class 

Markets different market segments 

Items Class separate class of items for sale 

<Use for Inventory module & NA 

for standard version> 

Payment Term payment term classification 
              

i. How to set up Customers Class 

 Select Add under Customers/List/Customers Class function will open a new window. 

 

 Once filling in the necessary information, click Save then press Refresh will show the new class on the 

window. 

To edit previous created class, select Edit and a similar Customers Class – Edit window will open, allowing 

editing information. 

ii. How to set up Job Class/Job/Markets/Payment Term 

 Similar to Customers Class, user is able to add/save/edit for Job class/Job/Markets/Payment terms should 

you want to keep track by more details criteria towards a Customer. 

2. Customers 

 Before posting a sale invoice, users need to go to Customer/Customers to create the customer. 

 Select Add will open the Customers – Add window to fill in necessary information. 
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 Once filling in all compulsory information, click Save and go back to the Customer Page, press Refresh will 

show newly added customer on the window. 

 To edit previous created customer, select Edit and a similar Customers – Edit window will open, allowing editing 

information. Kindly take note that Customer ID is fixed and unable to change once created. 

 

 Once filling in all compulsory information, click Save and go back to the Items Price Page, press Refresh will 

show newly added items price on the window. 

III. Sale Invoicing Process  

1. Sale Order 

enoFin support user to generate Sales Order form but not linked with accounting records/book in this version. To 

generate a Sales Order, user should follow these instructions: 

 Select the Customers/Sale Order Module to open a new window. 

 Select Add will open the Customers/ Sale Order – Add window to fill in necessary information under Detail 

tab. Click OTHER tab to input other information (if any). 

Compulsory fields 

Optional fields 



             
 

Getting Started with  

 
 

 
Page 42 of 72 

 

 

 Once filling in all compulsory information, click Save and go back to the Sale Order Page, press Refresh will 

show newly added sale order on the window. 

 To edit a sale order, choose the sale order and select Edit, a Sale Order – Edit window will be opened to edit. 

Kindly take note that Sale Order No is fixed and unable to change once created. 

2. Sale Invoice 

enoFin allows users to record a sale invoice by (2) methods: Manual posting or using Sale Invoice Templates (“SI 

Templates”). For how to import SI Templates, please refer to enoFin Import Template Guide Package. 

i. How to post a Sale Invoice 

 Select Add to open the Sale Invoice – Add window to fill in necessary information, click OTHER tab to input 

other information (if any). 

Exchange rate run 

auto from Exchange 

Rate module 
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 Once filling in all compulsory information, click Save and go back to the Sale Invoice Page, press Refresh 

will show newly added sale invoice on the window. 

ii. Examples 

Demo Case: On 20 May 21, the company received an invoice of SGD100.00 from customer ID DEMO01. The data 

will be filled in as below: 

 

Exchange rate run auto from 

Exchange Rate module 
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3. Sale Return 

 Select the Customers/Sale Return Module to open a new window. 

 Select Add will open the Customers/ Sale Return – Add window to fill in necessary information under Detail 

tab. Click OTHER tab and fill in other information (if any). 

 

 

 Once filling in all compulsory information, click Save and go back to the Sale Return Page, press Refresh 

will show newly added sale return on the window. 

4. Invoice Adjustment Note 

 Select the Customers/Invoice Adjustment Note Module to open a new window. 

 Select Add will open the Customers/ Invoice Adjustment Note – Add window to fill in necessary 

information under Detail tab. Click OTHER tab and fill in other information (if any). 

Exchange rate run auto from 

Exchange Rate module 
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 Once filling in all compulsory information, click Save and go back to the Invoice Adjustment Note Page, press 

Refresh will show newly added adjustment notes on the window. 

5. Sale Receipt 

When the Company received a sales payment from a customer, user may either to use Bank module (Deposit 

function) or Customer module (Sale Receipt function) to record the transaction. If the later situation is the case, then 

user may see below instructions: 

i. How to add a new sale receipt 

 Select the Customers/Sale Receipt Module to open a new window.  

 Select Add will open the Customers/ Sale Receipt – Add window then fill in necessary information & select 

the Customer ID. After choosing Customer ID, all outstanding sale invoices will appear: 

Exchange rate run auto from 

Exchange Rate module 
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 Once filling in all compulsory information, click Save and go back to the Sale Receipt Page, press Refresh 

will show newly added sale receipts on the window. 

ii. How to edit a sale receipt 

Once user wish to edit any information of the sale receipt, below is guidelines for you: 

 On Sale Payment screen, click Clear Result: 

 

 Edit necessary information 

 Click Requery Data to retrieve outstanding sale invoices again 

 Tick Paid columm to choose paid sale invoices 

 Click Payment to offset the receipt amount with the sale invoice.  

 Once filling in all compulsory information, click Save and go back to the Sale Receipt Page, press Refresh 

will show newly added sale receipts on the window. 

  

Click Payment 

to offset 

selected 

Tick Paid to 

choose invoices 

Exchange rate run auto from 

Exchange Rate module 
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IV. Reports 

1.Customers Reports 

Available Customers Reports are listed below: 

Available Report Names Where to find? 

Statement of Account under Statement of Account Module 

Sales Invoice Listing  

 

 

under Customer/Reports Module 

Customer Balance Detail 

Customer Balance Summary 

A/R Aging Details (with Cost Centers) 

A/R Aging Details 

A/R Aging Summary 

Receipt Detail Journal 

i. Statement of Account Report 

 

Preview of Statement of Account Report 

 

Select the Date, Customer and Bank 

then click Preview.  

Note: Bank account here is set up 

under Company/List Module and is 

bank account appearing on sale 

invoices to customers 
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ii. Sales Invoice Listing Report 

 Select Customers/Lists/Sale Invoice Listing function to open a new window: 

 

 Sample Preview of Sales Invoice Listing Report 

 

iii. Customer Balance Detail Report 

 Steps to extract reports is similar with Sales Invoice Listing Report, the difference is available sorting criteria 

is as below: 

 

Select the period 

To choose sorting 

criteria 

To move sort 

criteria from left to 

right table 

Click Preview to extract 
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 Sample Preview of Customer Balance Detail Report  

 

iv. Customer Balance Summary Report 

 Steps to extract reports is similar with Sales Invoice Listing Report, the difference is available sorting criteria 

is as below: 

 

 Sample Preview of Customer Balance Summary Report  
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v. A/R Aging Details Report 

 Steps to extract reports is similar with Sales Invoice Listing Report, the difference is available sorting criteria 

is as below: 

 

 Sample Preview of A/R Aging Details Report  

 

vi. A/R Aging Details (with Cost Centers) Report 

 Steps to extract reports is similar with Sales Invoice Listing Report, the difference is available sorting criteria 

is as below: 

 

At least one filter criteria from List needs to be chosen to extract the report. 

At least one filter criteria from List needs 

to be chosen to extract the report 

At least one filter criteria from List needs 

to be chosen to extract the report 
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 Sample Preview of A/R Aging Details (with Cost Centers) Report  

 

vii. A/R Aging Summary Report 

 Steps to extract reports is similar with Part Sales Invoice Listing Report, the difference is available sorting 

criteria is as below: 

 

 Sample Preview of A/R Aging Summary Report 

 

  

At least one filter criteria from List needs 

to be chosen to extract the report 
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viii. Receipt Detail Journal Report 

 Steps to extract reports is similar with Part Sales Invoice Listing Report, the difference is available sorting 

criteria is as below: 

 

 Sample Preview of Receipt Detail Journal Report 

 

G. SUPPLIERS MODULE 

I. About Supplier Module 

Supplier module manages all related to Purchase & Account Payables. It controls purchases invoices (of goods and 

services), purchases return/purchases credit note, purchases reports (by item, supplier, department, etc…). and 

account payables reports (by supplier, invoice, aging, etc.) are also available in this module. The module contains 

the following functions: 

 

 

At least one filter criteria from List needs 

to be chosen to extract the report 
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II. Supplier managements 

1. List 

Under the dropdown List menu of the Suppliers module, users can setup various general classification to classify 

Suppliers to manage supplier database: 

Items Class 

separate class of items for 

purchase <Use for Inventory 

module & NA for standard 

version> 

Units Separate units for products 
              

i. How to set up Items Class 

 Select Add under Items Class function will open a new window. 

  

Supplier management

• Go to Lists to set up 
item classifications (item 
class & unit)

• For management 
purposes only

Item management

• Go to Items to set up 
items to buy

• Only available for 
Inventory module which 
is N/A for this standard 
version

Purchase Invoices

• Go to Supplier to create 
suppliers

• Go to Purchase 
Order/Invoice/Return/Cre
dit Note to post if in use

• For small business, 
users might create 
customer under 
Suppliers then go 
straight to post 
Purchase Invoices

Payment for Purchase 
Invoices

• Go to Purchase 
Payment Receipt to 
record payments to your 
supplier invoices

Reports

• Go to Reports to view 
suppliers & AP reports 
available

Purchase & Account Payables Flow 
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 Once filling in the necessary information, click Save then press Refresh will show the new class on the 

window. 

To edit previous created class, select Edit and a similar Items Class – Edit window will open, allowing editing 

information. 

ii. How to set up Units 

 Similar to Items Class, user is able to add/save/edit for Units should you want to keep track by more details 

criteria towards a Supplier. 

2. Supplier    

 Once you already set up Items Class…, you may need to go to Supplier/Suppliers to create details supplier. 

 Select Add will open the Suppliers – Add window to fill in necessary information. 

 

 Once filling in all compulsory information, click Save and go back to the Supplier Page, press Refresh will 

show newly added supplier on the window. 

 To edit previous created supplier, select Edit and a similar Suppliers – Edit window will open, allowing editing 

information. Kindly take note that Supplier ID is fixed and unable to change once created. 

III. Inputs 

1. Purchase Order 

enoFin support user to generate Purchases Order form. Be noted that this purchases order is solely for the form print 

out, but not linked with accounting records/book. To generate a Purchases order, user should follow these 

instructions: 

 Select the Suppliers/Purchase Order Module to open a new window. 

Compulsory fields 

Optional fields 
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 Select Add will open the Suppliers/Purchase Order – Add window to fill in necessary information under 

Detail tab. Click OTHER tab to input other information (if any). 

  

 

 Once filling in all compulsory information, click Save and go back to the Purchase Order Page, press Refresh 

will show newly added purchase order on the window. 

 To edit a purchase order, choose the purchase order and select Edit, a Purchase Order – Edit window will be 

opened to edit. Kindly take note that Purchase Order No is fixed and unable to change once created. 

2. Purchase Invoice 

enoFin allows users to record a purchase invoice by (2) methods: Manual posting or using Purchase Invoice 

Templates (“PI Templates”). For how to import PI Templates, please refer to  enoFin Import Template Guide 

Package. 

i. How to post a Purchase Invoice 

 Select Add to open the Purchase Invoice – Add window to fill in necessary information, click OTHER tab 

to input other information (if any). 

Exchange rate run 

auto from Exchange 

Rate module 
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 Once filling in all compulsory information, click Save and go back to the Purchase Invoice Page, press 

Refresh will show newly added purchase invoice on the window. 

ii. Examples 

Demo Case: On 5 Mar 21, the company paid an invoice of USD1070.00 from supplier ID DEMO03. The data will be 

filled in as below: 

 

Exchange rate run auto from 

Exchange Rate module 
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3. Purchase Return 

 Select the Suppliers/Purchase Return Module to open a new window. 

 Select Add will open the Suppliers/Purchase Return – Add window to fill in necessary information under 

Detail tab. Click OTHER tab and fill in other information (if any). 

  

 

 Once filling in all compulsory information, click Save and go back to the Purchase Return Page, press 

Refresh will show newly added purchase return on the window. 

4. Credit Note 

 

 Select the Suppliers/Credit Note Module to open a new window. 

 Select Add will open the Suppliers/Credit Note – Add window to fill in necessary information under Detail 

tab. Click OTHER tab and fill in other information (if any). 

Exchange rate run auto from 

Exchange Rate module 
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 Once filling in all compulsory information, click Save and go back to the Credit Note Page, press Refresh 

will show newly added credit notes on the window. 

5. Purchase Payment 

When the Company paid a purchases payment to a supplier, user may either to use Bank module (Cheque function) 

or Supplier module (Purchase Payment function) to record the transaction. If the later situation is the case, then user 

may see below instructions: 

i. How to add a new purchase payment 

 Select the Suppliers/Purchase Payment Module to open a new window.  

 Select Add will open the Suppliers/Purchase Payment – Add window then fill in necessary information & 

select the Supplier ID. After choosing Supplier ID, all outstanding sale invoices will appear: 

Exchange rate run auto from 

Exchange Rate module 
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 Once filling in all compulsory information, click Save and go back to the Purchase Payment Page, press 

Refresh will show newly added purchase payments on the window. 

ii. How to edit a purchase payment 

Once user wish to edit any information of the purchase payment, below is guidelines for you: 

 On Purchase Payment screen, click Clear Result: 

  

 Edit necessary information. 

 Click Requery Data to retrieve outstanding purchase invoices again. 

 Tick Paid column to choose paid purchase invoices. 

 Click Payment to offset the payment amount with the purchase invoice.  

 Once filling in all compulsory information, click Save and go back to the Purchase Payment Page, press 

Refresh will show newly added purchase payments on the window. 

Click Payment 

to offset 

selected 

Tick Paid to 

choose invoices 

Exchange rate run auto from 

Exchange Rate module 
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IV. Reports 

1.Suppliers Reports 

Available Suppliers Reports are listed below: 

Available Report Names Where to find? 

Purchase Invoice Listing  

 

 

under Suppliers/Reports Module 

Supplier Credit Details (With Foreign Currency) 

Supplier Credit Summary 

A/P Aging Details (with Cost Centers) 

A/P Aging Details 

A/P Aging Summary 

Payment Detail Journal 

i. Purchase Invoice Listing Report 

 Select Suppliers/Lists/ Purchase Invoice Listing function to open a new window: 

 

 Sample Preview of Purchases Invoice Listing Report 

Select the period. 

To choose sorting 

criteria 

To move sort 

criteria from left 

to right table. 

Click Preview to 

extract 
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ii. Supplier Credit Details (With Foreign Currency) Report 

 Steps to extract reports is similar with Part Purchases Invoice Listing Report, the difference is available 

sorting criteria is as below: 

        

 Sample Preview of Supplier Credit Details (With Foreign Currency) Report  
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iii. Supplier Credit Summary Report 

 Steps to extract reports is similar with Part Purchases Invoice Listing Report, the difference is available 

sorting criteria is as below: 

  

 Sample Preview of Supplier Credit Summary Report  
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iv. A/P Aging Details Report 

 Steps to extract reports is similar with Part Purchases Invoice Listing Report, the difference is available 

sorting criteria is as below: 

 

 Sample Preview of A/P Aging Details Report  

 
v. A/P Aging Details (with Cost Centers) Report 

 Steps to extract reports is similar with Part Purchases Invoice Listing Report, the difference is available 

sorting criteria is as below: 

At least one filter criteria from List needs 

to be chosen to extract the report 
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At least one filter criteria from List needs to be chosen to extract the report. 

 Sample Preview of A/P Aging Details (with Cost Centers) Report  

 

vi. A/P Aging Summary Report 

 Steps to extract reports is similar with Part Purchases Invoice Listing Report, the difference is available 

sorting criteria is as below: 

At least one filter criteria from List needs 

to be chosen to extract the report 
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 Sample Preview of A/P Aging Summary Report 

 

vii. Payment Detail Journal Report 

 Steps to extract reports is similar with Part Purchases Invoice Listing Report, the difference is available 

sorting criteria is as below: 

At least one filter criteria from List needs 

to be chosen to extract the report 
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 Sample Preview of Payment Detail Journal Report 

 

At least one filter criteria from List needs 

to be chosen to extract the report 
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H. FIXED ASSETS MODULE 

Fixed Assets (FA) Module helps your business to manage ver the fixed assets (i.e FA register & depreciation 

computation and recognition). Please refer below diagram for how to use this module: 

 

 

 

 

II. Set up FA Module. 

1. List 

Under the dropdown of List menu of the Fixed Assets module, users can do the setting for FAs according to the 

purpose of managements (by class/source/operation/status…)  

FA Class to manage separate classes 

of fixed assets 

FA Source to separate sources of fixed 

assets such as projects & cost 

centers 

FA Operation to indicate the increase / 

decrease of FA 

FA Status status of FA 
 

 

 

i. How to set up FA Class

 Select Add under Fixed Assets/FA Class function will open a new window. 

  

Workflow to set up & use Fixed Asset Module 
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 Once filling in the necessary information, click Save then press Refresh will show the new FA Class on the 

window. 

To edit previous created class, select Edit and a similar FA Class – Edit window will open, allowing editing 

information.

ii. How to set up FA Source/ FA Operation/ FA Status. 

Similar to FA Class, user is able to add/save/edit for Job class/Job/Markets/Payment terms should you want to keep 

track by more details criteria towards Fixed Assets. 

III.   Add a new Fixed Asset 

When there is a newly purchased FA, user should do the FA registration for its detailed information.  

1. How to register for a new Fixed Asset  

 Select Add to open the Fixed Assets – Add window to fill in the detail of new asset in two boxes below, the 

figures on Acquisition Cost, Beginning Value, Depreciation Rate & Closing Balance will auto run after 

done input. 

 

  Once filling in all compulsory information, click Save and go back to the Fixed Assets Page, press Refresh 

will show newly added Fixed Asset on the window. 

2. Notes 

 Liquid Date/End Date: Please fill in those dates once the asset is disposed. The assets will stop to 

depreciate after the day chosen and remove out of Fixed Asset Report. 

 Pro-rate Formula for numbers of days on straight-line depreciation method:  

- If Depreciation Start Date is from beginning day of month (for eg. 1 May 21), the depreciation of May 21 will 

be Acquisition Cost/ Dep Total Months. 

Exchange rate run auto from 

Exchange Rate module 
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- If Depreciation Start Date is within the month (for eg. 12 May 21), the depreciation will start from 

Depreciation Start Date & will be: 

(Acquisition Cost/ Dep Total Months)/ Actual Days of month * Actual Used Days 

The Actual Days of month could be 31 days for May 21. 

The Actual Used Days is from Depreciation Start Date to the ending day of month (Exp: from 12 May 21 to 

31 May 21 will be 20 days). 

3. Examples 

Demo Case: On 10 May 2021, the company purchases a new laptop for $1,200 for administration purpose with a 

lifespan of 12 months, at the rate of $100 per month. The company uses the straight-line depreciation method, 

with the depreciation date start at 11 May 2021. The data will be fulfilled as below: 

 

IV. Run Monthly Depreciation 

1. How to run auto-depreciation feature 

 Select the Fixed Assets/Asset Dep module and a new window will appear. 
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 Select the month that you want to calculate the depreciation under Data Period then Calculate 

Depreciation. Once the depreciation entries run, press Refresh will show newly depreciation entries on the 

screen. 

2. How to remove the calculated depreciation 

To remove the depreciation run, please remove from latest months to older month by choosing the data period then 

click Remove All. 

3. Examples 

Demo Case: To calculate the depreciation for May 2021, select May 2021 from the Data Period and select Calculate 

Depreciation. Then, select Refresh and the calculation will show on the window. 
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V. Extracting Fixed Assets Reports 

Available Report Names Where to find? 

Fixed Assets Journal under Fixed Assets/FA 

Reports Module Fixed Assets Register 

  

1. Fixed Assets Journal Report 

 Select Fixed Assets/FA Reports function to open a new window: 

 

 Sample Preview of Fixed Assets Journal Report 

 

 

 

Select the period 

To move sort 

criteria from left to 

right table 

Click Preview to extract 

To choose sorting 

criteria 
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2. Fixed Asset Register Report 

 Steps to extract reports is similar with Part Fixed Assets Journal Report, the difference is available sorting 

criteria is as below: 

 

 Sample Preview of Fixed Asset Register Report 

 

 

 


