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Chapter One 
 
Introduction 
 
Logisoft Accounting System is a complete accounting system that can fulfill all of 
the accounting and business management needs of small and medium size 
organization.  The system supports the use of multiple currencies, and allows any 
transaction to be entered in any currency.  Combined Customer and Vendor feature 
helps to contra the balance of Business Agents. Logisoft Accounting System features 
the following accounting functionality: General Ledger, Accounts Receivables System, 
Accounts Payable system and Financial Reporting.  
 
Integrated with Logisoft FFS 
 
Logisoft Accounting System is integrated with Logisoft Freight Forwarder System 
(FFS).  All accounting document in FFS including Invoice, Credit Note, Costing, 
Overseas Debit Note, Overseas Credit Note will transfer to this system automatically.    
 
 



Chapter Two 
 
User Interface 
 
Button 
Use Mouse to click or press the hot keys to activate the function. 

 
 
Filter Bar 
Input data in filter bar to filter the list. 

 
 
Drop Down List 
Click the drop down list to list the selection. 

 



 
Check Box 
Click the check box to select or deselect the value. 

 
 
Date Picker 
Click the Date Picker drop down button to popup the calendar or input manually. 

 
 
Preview Report  

 



Report Functions 
 
 

 
 
 
 
 

Print to 
Printer 

Export report to PDF, MS 
Work or MS Excel Format 

Page Navigator 

Find Text 

Zoom 
Report 

 
 
 
 
 
 
 
 
 
 
 



Chapter Three 
 
Numbering System 
 
Automatic 
All document number will be generated by system automatically with the following 
format: 
Document Type Format 
General Ledger: GLyymm9999 
Sales Purchase – Cost Journal CJyymm9999 
Sales Purchase – Revenue Journal RJyymm9999 
Bank Receive BRyymm9999 
Bank Payment BPyymm9999 
Invoice Iyymm9999 
- yy = 2 digits year ie 07 = 2007 
- mm = 2 digits month i.e. 05 = May, 12 = Dec 
- 9999 = running numbering start from 1 with leading zero i.e. 0001 
- Running number will be reset for each month accordingly 
 
User Input 
User can input the desired number in the Document Number Text Box.  System will 
not accept for any duplicated document number. 



Chapter Four 
 
Main Menu 
 

 
 
1. Select function 

Use Mouse to click the function. 
2. The function in grey color is not available for the user.  This is controlled 

by the user level. 
 



Chapter Five 
 
Chart Of Account 

 
 
Add New Account 
1. Click 101 Chart of Account on the main menu 

2. Click  to add a new account 

3. Input the Account No. 
4. Select Account Type from the drop-down list 
5. Input Account Description (not more than 30 characters) 
6. Check the P/L Account check box if it is a P/L Account 
7. Input Open Balance if applicable 

8. Click  to save record. 
 
Edit an Account 
1. Click 101 Chart of Account on the main menu 

2. Click  to edit an account 
3. The Account No. cannot be edited 
4. Select the Account Type from the drop-down list 
5. Input Account Description (not more than 30 characters) 
6. Check the P/L Account check box if it is a P/L Account 

7. Click  to save record. 
 
Delete an Account 
 
1. Click 101 Chart of Account on the main menu 



2. Click  to delete an account 

3. Click  from the Account Detail Form 
 
** Account cannot be deleted if there is any transaction has been made. 
 
Print the Chart Of Account 
 
1. Click 101 Chart of Account on the main menu 

2. Click  from the Account List 



Chapter Six 
 
Client/Vendor Accounts 
 
Integrated with FFS 
All customer and vendor records will be transferred to this accounting system 
automatically if you have installed Logisoft Freight Forwarder System (FFS). 
 
Add New Client/Vendor 
 
1. Click 102 Clien/Vendor Accounts on the main menu 

2. Click  to add a new Client/Vendor account 

3. Input the CV Name (CV=Client/Vendor), not more than 100 characters) 
4. Select CV Type from the Drop-Down list 
5. Input Credit Terms 
6. Input Credit Limit 
7. Input Client/Vendor Address 
8. Input A/C Attn 
9. Input A/C Tel 
10. Input Opr Fax 

11. Click  to save record. 
 
Edit Client/Vendor 
1. Click 102 Client/Vendor Accounts on the main menu 

2. Click  to edit an Client/Vendor account 
3. The CV Account No. cannot be edited 
4. Input the CV Name (not more than 100 characters) 
5. Select CV Type from the Drop-Down list 
6. Input Credit Terms 
7. Input Client/Vendor Address 
8. Input A/C Attn 
9. Input A/C Tel 
10. Input Opr Fax 

11. Click  to save record. 



 
Delete an Client/Vendor Account 
 
1. Click 102 Client/Vendor Accounts on the main menu 

2. Click  to delete an Client/Vendor Account 

3. Click  from the Account Detail Form 
 
** Account cannot be deleted if there is any transaction has been made or the record is 
transferred from FFS. 
 
Print the Client/Vendor List 
 
1. Click 101 Chart of Account on the main menu 

2. Click  from the Account List 



Chapter Seven 
 
General Ledger 
 
Add new General Ledger Voucher 
 
1. Click 201 General Ledger on the main menu 

2. Click  to add a new General Ledger Voucher 

3. Input Doc No (Document No.), system will generate a number if it is blank. 
Number format please refer to Chapter Three of this menu 

4. Input Post Date or select from the Date Picker 
5. Input Doc Ref (reference no.) 
6. Input Remark information 
7. Go to table and input GL AC 

 
8. A GL Account Search form will be displayed for selection 

 
9. Click Select to select the record and close the search form 
10. AC Name will be displayed automatically and cannot be edited 
11. Select Cur (Currency) from the Drop-Down List 



12. Select D – Debit or C-Credit from Drop-Down List 
13. If it is a Debit Transaction, input Debit Amount 
14. If it is a Credit Transaction, input Credit Amount 
15. Press Enter on Amount column 
16. Input Description for the Transaction 
17. Repeat Step 7 to complete the data entry 
18. The footer will show the status of the 

Transactions

 

19. Press  to save record when finish and the Diff (Different) equals to 
zero 

 
 

 
Edit General Ledger Voucher 
 
1. Click 201 General Ledger on the main menu 

2. Click  to edit General Ledger Voucher 
3. Input Post Date or select from the Date Picker 
4. Input Doc Ref (reference no.) 
5. Input Remark information 
6. Go to table and input GL AC 

 



7. A GL Account Search form will be displayed for selection 

 
8. Click Select to select the record and close the search form 
9. AC Name will be displayed automatically and cannot be edited 
10. Select Cur (Currency) from the Drop-Down List 
11. Select D – Debit or C-Credit from Drop-Down List 
12. If it is a Debit Transaction, input Debit Amount 
13. If it is a Credit Transaction, input Credit Amount 
14. Press Enter on Amount column 
15. Input Description for the Transaction 
16. Repeat Step 7 to complete the data entry 
17. The footer will show the status of the 

transactions

 

18. Click  to save record when finish and the Diff (Different) equals to 
zero 

** The document number will be changed even the post date has been changed. 
 
Delete records from the Table 
1. Highlight the row by clicking the arrow  
2. Press [Del] key from keyboard 

 
 



Delete General Ledger Voucher 
 
1. Click 201 General Ledger on the main menu 

2. Click  from the General Ledger List 

3. Click  from the General Ledger Detail form to confirm delete 
 
View General Ledger Voucher 
1. Click 201 General Ledger on the main menu 

2. Click  from the General Ledger List 

3. Voucher cannot be edit in View mode 
 
Print General Ledger Report 
Click 201 General Ledger on the main menu 
 

1. Click  from the General Ledger List 

2. Input Date From and Date To or Select from the Date Picker 

 

3. Select Sort by and Click  to preview the report 



 
Copy General Ledger Voucher 
 
1. Click 201 General Ledger on the main menu 

2. Locate the record that you want to copy and click  from the General 
Ledger List 

3. All details will be copied to a new General Ledger 

4. Click  to save record when finish input and the Diff (Different) 
equals to zero 

 
Multiple Voucher Printing 
 
1. Click 201 General Ledger on the main menu 
2. Select the rows that you want to print by clicking the most left hand side of the 

list

 
3. Use [Shift] and [Ctrl] button to perform the multiple selection 

4. Click  from the General Ledger List to print 

5. Select Printer from the list 
6. Click [Select] to print 



Chapter Eight 
 
Sales/Purchase 
 
Integrated with FFS  
 
All Accounting Document will be transfer to this accounting system automatically if 
you have installed Logisoft Freight Forwarder System (FFS).  Document include: 
Local Invoice, Job Costing, Credit Note, Overseas Invoice and Overseas Credit Note. 
 
Create a Sales/Purchase (A/R or A/P) document 
 
1. Click 202 Sales/Purchase on the main menu 

2. Click  to add a new Sales/Purchase document 
3. Input Doc No (Document No), system will generate a number if it is blank. 

Number format please refer to Chapter Three of this menu 
4. Select Doc Type (Document Type: Revenue Journal (A/R) or Cost Journal (A/P) 

from the Drop-Down List 
5. Input the CV Account Name or input ‘?’ to search  
6. Input Post Date or select from the Date Picker 
7. Input Due Date or select from the Date Picker 
8. Input Ref No. (Reference No) 
9. Input Remarks 
10. Go to the Details table and input GL Account.  System will generate the first 

record according to the Doc Type selected 
11. Select ‘D’ for Debit or ‘C’ for Credit in Dr/Cr column 
12. Select Currency from the Drop-Down list in Curr column 
13. Input Exchange Rate in Ex Rate column 
14. Input the Debit Amount if transaction is Debit or input the Credit Amount if 

transaction is Credit 
15. Input Description for the transaction in Description column 
16. Repeat step 9 to 14 until finish 

17. Click  to save record when finish and the Diff (Different) equals to 
zero 

 
 



Edit a Sales/Purchase (A/R or A/P) document 
 
1. Click 202 Sales/Purchase on the main menu 

2. Click  to edit a Sales/Purchase document 
3. Doc No (Document No.) can not be edited 
4. Select Doc Type (Document Type: Revenue Journal (A/R) or Cost Journal (A/P) 

from the Drop-Down List 
5. Input the CV Account Name or input ‘?’ to search  
6. Input Post Date or select from the Date Picker 
7. Input Due Date or select from the Date Picker 
8. Input Ref No. (Reference No) 
9. Input Remarks 
10. Go to the Details table and input GL Account. 
11. Select ‘D’ for Debit or ‘C’ for Credit in Dr/Cr column 
12. Select Currency from the Drop-Down list in Curr column 
13. Input Exchange Rate in Ex Rate column 
14. Input the Debit Amount if transaction is Debit or input the Credit Amount if 

transaction is Credit 
15. Input Description for the transaction in Description column 
16. Repeat step 9 to 14 until finish 

17. Click  to save record when finish and the Diff (Different) equals to 
zero 

 
Delete records from the Table 
1. Highlight the row by clicking the arrow  
2. Press [Del] key from keyboard 

 
 
Delete a Sales/Purchase Document 
1. Click 202 Sales / Purchase on the main menu 

2. Locate the record and click  from the Sales/Purchase List 

3. Click  from the Sales/Purchase detail form to confirm delete 



View a Sales/Purchase Document 
1. Click 202 Sales / Purchase on the main menu 

2. Locate the record and click  to view the Sales/Purchase document 
3. Document cannot be edit in View mode 
 
Print Sale/Purchase Document 
1. Click 202 Sales / Purchase on the main menu 

2. Click  from the Sales / Purchase list 
3. Input Date From and Date To or select from Date Picker 
4. Click the Sorting Sequence (Doc No, Post Date or Customer No) 

5. Click  to preview report 
 
Copy a Sales/Purchase Document 
1. Click 202 Sales / Purchase on the main menu 
2. Locate the record you want to copy 

3. Click to copy the document 
 



Chapter Nine 
 
Bank Receive/Bank Payment 
 
Integrated with FFS 
Bank Receive and Bank Payment function is to settle Invoice, Credit Note, Costing, 
Overseas Invoice and Overseas Credit Note that transferred from FFS as well as the 
RJ (Revenue Journal) and CJ (Costing Journal) created in Accounting System. 
 
Create a Bank Receive or Bank Payment 
 
1. Click 203. Bank Receive/Payment 

2. Click  to add a new Settlement 
3. Input Doc No (Document No.), system will generate a number if it is blank. 

Number format please refer to Chapter Three of this menu 
4. Select Doc Type (Document Type: Bank Receive or Bank Payment) 
5. Input GL (General Ledger No.)  
6. Input Cheque Amount  
7. Select Cur (Currency) from the dropdown list 
8. System will get the Exchange Rate automatically, however user can change this 

rate as needed 
9. The Local Amt (Local Currency Amount) will show the Cheque Amount times 

Exchange Rate 
10. Go to Main – F1 page 
11. Input Post Date (the transaction date) 
12. Input the Cheque No. if applicable in Doc Ref 
13. Input Remark 
14. Go to Invoice/Credit Note – F2 
15. Select Document 

A. Input Company Name to filter the list (optional) 
B. Input Document Number or “?” in Column Inv/Cr Note at row with “*” 
C. You can input part of the Document Number i.e. “0708?”, then the popup 

will list all document number with prefix “0708” 
D. In the Document Search Popup, highlight the document and click 

 
E. All selected Document will copy to Invoice/Credit Note – F2 table 



F. Input the Payment Amount for partial payment 
G. Go to Ledger – F3 Page 
H. Input other Transactions, i.e. Bank Charges, Bank Interest or Exchange 

Different 

16. Click  to save the Voucher 

17. Click  to print the Voucher for record 
 
Edit a Bank Receive/Payment Document 
 
1. Click 203 Bank Receive/Payment 

2. Click  to edit the selected Bank Receive/Payment Document 
3. Delete Invoice from Invoice/Credit Note – F2 

A. Highlight the Invoice  

B. Click  from the bottom of left hand side 

4. Add Invoice to Invoice/Credit Note – F2 
Repeat step 15 – 17 of Create Bank Receive or Bank Payment 
 

Print Receipt for Settlement 
 

1. Click  in the Bank Payment/Receive Detail page to print the 
Official Receipt 

 
Delete a Bank Receive/Payment 
1. Click 203. Bank Receive/Payment 

2. Click  to edit the selected Bank Receive/Payment Document 

3. Click  to delete the Bank Receive/Payment Document 
 
 
 



Chapter Ten 
 
Company Setup 
 

 

1. Click the Name of the Company to fill the Text Boxes 
2. Input the data into the Text Boxes for update record 

3. Click  to update 
 
Remarks: 
1. The Payable Ac, Receivable Ac, Retain Earning Ac and Cur are integrated with 

FFS Operation System.  It is not recommend for changes. 
2. The format of dates must be followed as above 
3. Doc Amend check box must be checked for amend records 
 
 
 



Chapter Eleven 
 
Currency 

 
 
Add New Currency 

1. Click  to add new currency 
2. Input Company, Currency and Ex. Rate 

3. Click  to confirm to add new currency 

 
Edit Currency 
1. Click the Column From Cur from the Currency Table 
2. Input the Ex Rate for Update 

3. Click  to confirm to update the currency 

 
Delete Currency 
1. Click the Column From Cur from the Currency Table 

2. Click  to delete the currency 



Chapter Twelve 
 
User Maintenance 

 
 
Add New User 

1. Click  to add new user 
2. Input User ID, User Name, Password and select Role from the dropdown list 

3. Click  to confirm to add new user 

 
Edit User 
1. Select the User for Edit 
2. Input User Name, Password and select Role from the dropdown list 

3. Click  to confirm to add new user 

 
Delete User 
1. Select the User for Edit 

2. Click  to delete user 



Chapter Thirteen 
 
Posting 
 

 

 
Monthly Posting 

Click  to perform the Monthly Posting 
 
Year Posting 

Click  to perform the Year Posting 
 


