Firstly, we would like to take this opportunity to thank you for purchasing
eZee. We trust that this decision of yours will contribute towards the
successful management of your business.

This user's guide deals with most aspects of the eZee Business
Management Software. It is however important that a full
understanding of the eZee Business Management Software is
obtained prior to launching yourself and others with managing your
business with the software.

This will assist you in understanding more about the software.
Attention to detail in training is of paramount importance.

Nature of the eZee Business Management Program

The eZee Business Management Program has been designed and
developed to provide a practical, yet effective and efficient solution
to basic business administrative needs. Unlike most of the well
known brands of accounting packages, eZee is an integrated
system for managing the financial, legislative, records and time
management aspects of a business, which has been based on
the practical application of these needs in a business.

In addition, the program has been kept simple, making it an ideal
business management tool for an entrepreneur with limited basic
computer skills and accounting knowledge.

REGISTERING YOUR SOFTWARE

Included in your packaging is a registration form and debit order mandate. We strongly
recommend that you sign up with regards to the monthly license fee @ R 110.00 / month,
especially if you are running Payroll. This entitles you to:

Unlimited telephonic support to eZee Call Centre

Updates on the software — never purchase an update

Tax Table Update — As & when released by the

Revenue Services. (Very important when running
Payroll)
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Set up your business detail here as well as software settings.

Once set up your company logo will display here.

Do Quotes/Invoices here with many other business transactions.

Do Statements for clients here.

Capture your client database in this part of the software.

Handle Staff and Salaries here. (This is an additional module purchased separately).
Capture all expenses with regards to the company in this section.

Here you can capture and control all the stock/services and pricing.

pm———

Quotes / Invoices

Statements

Clients

Expenses

Stock / Prices
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Capture your supplier database in this part of the software.
Suppliers

Point Of Sale — Retail Counter Sales Module (This is an additional module
purchased separately).

Members Module — Capturing member information for instance Policy Holders,
Funeral Services etc. (This is an additional module purchased separately).
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Send e-mail to your client database.

Use the software’s custom diary module.

Access extra buttons and features in the software.

Backup your database and have peace of mind (Subscription service — to be
activated)

Information about the software — this button has got a right click function as well.

Click here for help on the software.

Exit eZee Business Management Software.
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Fill these fields with the required info

Click “View”. A text field will open where you can capture the message you would
like to display on quotes.

Same applies as above for “Invoice” & “Statement” messages

Enter your banking details here. This will be pulled through to your quotes, invoices
and statements

Select the type of company
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Select if the company is VAT registered or not. If it is type in the VAT No. and tick
“Tax Invoice” in order for the software to create a tax invoice

This function is used when you update or upgrade eZee to ensure up to date file
layouts and good data integrity.

You do not need to Refresh every time you change your database.

To clear certain parts of your database, right-click on refresh Database
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@ Clicking on “More Commands” gives 3 options “General / Update Tax Tables / Mail
Data”

General

When you click on GENERAL a screen will open to allow you to add new categories like
Client Categories

When you have a group of clients is to be invoiced on a regular basis, e.g. monthly, like
garden services or security services, you create a client category called Monthly. When
adding a client on the client list, select the Monthly category for the client. On the
Income and Sales screen, you can then repeat all your Monthly clients’ previous invoice

instead of typing the invoices every month. ®








































































































































































