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Printing from the Keep It Easy Software

The Keep It Easy Software comes with tens of different reports that help you organise and keep track
of your clients, work, and finances.

Before provilingan overview of all reports available in the systehis manual wilexplain how to
print, email, or PDF these reports.

Whenever you open a Keep It Easy report, you will be taken to the Print Preview screen.

A |% E] @:j 3 E|' £ Chart of Accounts Lists - Keep It Easy Software — = X

3 —
= | Print Preview of Report l @

[ [} E]
] &
Preview Page Print Email Close

Size  Setup Report as PDF Preview
Options

Chart of Accounts

Expenses Receipts
Name Name
Advertisng Products
Bank Fee Service

Car Expenses
Car Petrol
Contracting
Misc

Office Equip
Postage

Stationery
Tax Services
Tax Withheld
Telephone
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The print preview screen hasnumber ofbuttons on the ribbohthat allow you to preview, print, or
email the report

— + = =
(On) 15 2 2 BE -
T e
— Print Preview of Report
B [ S
T E | ’
Preview Page Print Email Close
Size  Setup Report as PDF Preview

Options

Click the Preview Size button to enlarge or shrink the preview size of the report you have open. There
are two sizes only, big and small. Click thetdouto switch between the two.

Another way to switch between the two print preview sizes is to click the cursor on the report. When
you clickyour cursorin the report, the cursor changento amagnifying glaswith a plus or a minus
signin it.

& > g

Click he report to switch between preview sizes.

1 The Ribbon was introduced by Microsoft in the 2007 Office system. The menus and toolbars in some programs have
been replaced with the Ribbon, which is part of the Microsoft Office Fluent user interface.

NET Y [< Ik

Print Preview of Report

>

(5]

Y

Preview Page Print  Email Close

Size Setup Report as PDF Preview
Options

The Ribbon is designed to help you quickly firel¢dbmmands that you need to complete a task.

To minimize the ribbon, click the active tab (in the image above that would berithePreview of Reportab). Click the
active tab again to maximize the ribbon.
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Print Preview of Report

= — :
Rlaeb @
Preview Page Print Email Close

Size  Setup Report as PDF Preview
Options

Click thePage Setuutton to open a dialogvith three tabswhere you carset your printing
preferences, such as printing margipsiper sizeand page orientation (landscape or portrait).

Page Setup @
{ Frint Gptions | Page | Columns |

Margins {milimeters) Sample

Top: 15.01

Bottom: 15,01

Left: 20

Right: 10

[ Print Data Only
Split Form

ClickOKto confirm the new settings.

—

(Ca) Sl @B -

Print Preview of Report

S
Rliaebd
Preview Page Print  Email Close

Size  Setup Report as PDF Preview
Options

Click thePrint Reportbutton on the ribbon to open thérint dialog (this is standard windows
functionality)and print the report.

Print 7 |
Printer
Neme:  [Eanon M350 series Printer | | [ properties |
Status: Ready
Type: Canon MX350 series Printer
Where: CMBINP_D01EBFI0092C
Comment: [ print to File
Print Range Copies
@Al Mumber of Copies: 15
(") Pages From:

_l,g/ﬂ _lyg’ﬂ Collate
Selected Record(s)
e o) Camm )
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Email as PDF

.-@ EYEEENE =]

Print Preview of Report

Q [ B L

Preview Page Print Email

Options

Size  Setup Report as PDF Preview

2

3

Close

NOTE In order to be able to email reports, you need to havOutlook, Windows Mail, or another email program

set up on your computer. The email function in Keep It Easy software does$ work with internet mail such
as hotmail or gmail.

contact Keep It Easy if you require support.

Click the Email as

PDF buttimnbring up a dialog box that allows you to select your preferred format

to send the report. PDF is the most likely choice because it retains the reports formatting and anyone
with Acrobat Reader (free) installed can view it.

Send Object As
Select output format:

HTML (*.hitm; *.html) 0
Microsoft Excel 97-2003

PDF Farmat (*.pdf)
Rich Text Format (*.rtf) Cancel
Snapshot Format (*.snp)

Text Files (%, txt)

¥PS Format (*.xps)

Output
| o
| i Selection

Select the format and click OK. Your email program will open with the report attached to it.

._,1 Mew Message
File Edit View Insert
™ Send Y By B

= &=

Format Tools [Message Help

Fram:

’ info@petespoolcleaning.com.au

@3 Ce I

To: Icath}r@petespoolcleaning.com.au

Subject: I.Iob Schedule for 18 March

Attach: |': Short Job Report.pdf (70.5 KB)

Arial

Hi Cathy.

Regards,
Pete

- EE,|B I U A |iEizeEE

Please find attached your Job Schedule for tomorrow.

| = &

Add a recipient and subject,rite your messageand send the email.
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Close Preview
1wt |
I Print Preview of Report Il
Raseub 8

Preview Page Print Email Close
Size  Setup Report as PDF Preview

Options

Click theClose Previevbutton to close the report preview and return to the previous screen.
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To help you quickly find the report you need, this section of the manual shear®an printof every
report available in the Keep It Easy software.

Underneath evey reportpreview in this manualyou will find instructions on where to find the
reportin the software Some reports can be accessed from multiple locations.
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Print overviews from Job Scheduling screen

Print Client List

O l% um @3 i . ﬁ | B Client List - Keep It Easy Software _ = »
Print Preview of Report l @
R @&t B
Preview Page Print Email Close
Size  Setup Report as PDF Preview

Options
Client List
BEAUTY Kelli 3 Grey Street, RIDGEWOOD HGTS
IstPhone: 0414225263 UBD Ref 3
2rnd Phone: Lest Job:
Status: One-off Appx PAS: Next Job: 21/03/2011
; - $0.00
How Referred. Job Intervals: 0 wesis
Spacial Iistr: 1
Regular Sve:
BROWN Darren 45 Binowee Street, ASPLEY
Ist Phone: 0414225265 UBD Ref:
2rnd Phone: Lest Job: 14/03/2011
Status: Regular Appx PAS: Next Job: 10/03/2011
How Referred: $0.00
Job Intzrvals: 0 wesks
Special Ivstr:
Regular Sve:

TheClient Listreport can le accessed from:

Main Menu > Client List > Print List
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Expense Details

><

N NEEER "= Ex Details - Keep It Easy Softw -
.'E!%‘ |_L.§, 3 @a S @ | penses Details - Keep It Easy Software =
\ | Print Preview of Report I @

QBaesa

Preview Page Print Email Close
Size  Setup Report as PDF Prtwitﬂ.\rI

Options

Expenses

Date Details Expense GST Paid Total

March 2011

Telephone

12/311  Landline Central Queensland Phone Company 4410 $4.90 4000

12311  Landline Central Queensland Phone Company 34410 34.90 4000
Totals for March 2011 $88.20 $0.80 598.00

Grand Totals: $88.20 $9.80 $98.00

TheExpense Detailseport can be accessed from:
> Detail Expenses

Expense Summary

*

CANEXETEEY T<DE Expenises Summary - Keep It Easy S tware _ =
S | Print Preview of Report l @

Qaasa

Preview Page Print Email Close
[ Size  Setup Report as PDF PrE‘UiE‘W’I

Options

Expenses Summary

Expense Category Expense GST Paid Total
Month: March 2011 588.20 59.80 598.00
Telephone 588.20 5080 S98.00

Grand Totals: $88.20 $9.80 $98.00

TheExpenses Summanmgport can be accessed from:

Main Menu > Accounts > Expenses LiSummary Expenses

10
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Detail Expenses

Cin . & Expenses Details - Keep It Easy Software . m x
Yy
| Print Preview of Report I @

aas g

Preview Page Print Email Close
Size  Setup Report as PDF Preview

Options

Expenses

Date Details Expense GST Paid Total

March 2011

Telephone

19/341  Landline Central Quesnsland Phone Company 54410 §4.90 34000

19/311  Landline Central Queensland Phone Company 54410 $4.90 549.00
Totals for March 2011 $88.20 £9.80 $98.00

Grand Totals: $88.20 $9.80 $08.00

TheDetail Expenseseport can be accessed from:

Main Menu > Accounts > Expenses List > Detail Expenses

BAS Expenses
@l% IE @_':j 2 El = Expenses BAS Report - Keep It Easy Software - = X

| Print Preview of Report l @

aEs B

Preview Page Print Email Close
Size  Setup Report as PDF Preview

Cptions

Expenses by BAS Reference

Expense Category Expense GST Paid Total

BAS Reference : Gl 58820 59.80 598. 00
Tdephone 588.20 59.80 598.00

Grand Totals: $88.20 $9.80 $98.00

TheBASExpenseseport can be accessed from:

Main Menu > Accounts > Expenses List > BAS Expenses

11
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CANETET Y- T~ D
U | Print Preview of Report l

Receipts Summary - Keep It Easy Software

Ramal B

Preview Page Print Email Close
Size as PDF Preview

Setup Report
Options

Receipts Summary

Amount GST i
(-GST)  Element TOTAL 35
March 2011
5649 64 58.36 $658.00
Service $63.64 $6.36 $70.00
Total for March 2011 $713.28 81472 $728.00
Grand Totals: §713.28 §14.72 §728.00

TheReceipts Summargeport can be accessed from:

Main Menu > Receipts List > Income Summary

Receipts Details

0o % lae2 @8-
ey
| Print Preview of Report l

Detailed Receipts - Keep It Easy Software

aEs g

Preview Page Email
Size

int Close

Setup Report as PDF Preview
Options

Details of Receipts

Not Specified, No Details

Less GST

Date Details Code L& GST  TOTAL

November 2010

30111110 Not Specified, No Details $0.00 $0.00 50.00

30/11/10 Not Specified. No Details 50.00 50.00 50.00

30/11/10 Not Specified. No Details $0.00 $0.00 50.00
Total for November 2010 $0.00 50.00 $0.00

December 2010

31210 Not Specified, deposit $50.00 $0.00 $50.00

31210 $0.00 50.00 50.00

TheReceipts Detailseport can be accessed from:

12
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Expenses BAS/GST

o |l% @ @3 nY E| s Expenses BAS Report - Keep It Easy Software
Yy ———

| Print Preview of Report l @

Ragl s

Preview Page Print Email Close
Size  Setup Report as PDF Preview

Options

Expenses by BAS Reference

Expense Category Expense GST Paid Total

BAS Reference : G1 58820 $0.80 598.00
Telephone 588.20 5080 59800

Grand Totals: $88.20 $9.80 $98.00

TheExpenses BA&port can be accessed from:

Reconciliation

O Il% B @3 3 |. H Reconciliation Report - Keep It Easy Software
T L
| Print Preview of Report l @

CRE=NEN

Preview Page Print Email Close
Size  Setup Report as PDF Preview

Options

Reconciliation
Date Details Expenses Receipts
3210 BROWN Darren ; Paid in full 590.00
312/10 CLARKE Sophie ; deposit 530.00
3/12/10 CLARKE Sophie ; test 5120.00
2412/10 EROWN Darren ; waiting for cheque to clear 570.00
10311 EYAN Jenny; No details 570.00
1435311 BROWN Darren ; No details $39.00

TheReconciliationreport can be accessed from:

13
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Receipts BAS/GST

CWENET TS I Recelpts Summary - Keep It Essy Software C - -
| Print Preview of Report l )

A&t s

Preview Page Print Email Close
Size  Setup Report as PDF Preview

y

Options

Receipts BAS Summary

Account Amount (-GST)  GST Element Total
BAS Reference : .. $352.64 $6.36 $449.00
$169.00 $0.00 $169.00
Service $183 64 $6.36 $280.00
BAS Reference : aa $0.00 $0.00 $0.00
$0.00 $0.00 $0.00
BAS Reference : G1 $173.28 $14.72 $609.00
$109.64 $8.36 $539.00

TheReceipts BA&port can be accessed from:

14
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Chart of Accounts / Receipt & Expense Categories

O CNENERES E = Chart of Accounts Lists - Keep It Easy Software - = X
Print Preview of Report l @

Raas g

Preview Page Print Email Close
Size  Setup Report as PDF Preview

Options

Chart of Accounts

Expenses Receipts
Name BAS Box Name
Advertisng Products
Bank Fee Service

Car Expenses
Car Petrol
Contracting
Misc

Office Equip
Postage

Stationery
Tax Services
Tax Withheld

Telephone

TheChart of Accountseport can be accessed from:

1 Software Tools > Sofawe > Receipt Categories > Print
1 Software Tools > Software > Expense Categories > Print

15
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Job List

\ % g} @;j . @ Bl = Jobs List - Keep It Easy Software - = X

|- Print Preview of Report I

SRmans

Preview Page Print Email Close
Size  Setup Report as PDF Previewl

Options

Jobs List
Job Address Date Complete Job Value Inv# Inwice Date Date Paid
BROWN Darren & of Joirs;

Jobs From: 5 Nov10b 14Marll

TheJob Listeport can be accessed from:

Main Menu > Jobs List > Print List

16
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Service Details List

e -~ e . — - i
& (2 02 = El = Service Details List Printout - Keep It Easy Software - = X
T
| Print Preview of Report l @
[
] 2 B3
Preview Page Print Email Close
Size  Setup Report as PDF Preview
Options
Service Details List Jobs Between: 1Jan 04 to 16 Mar 12
Job Address Job Date Service Detail $ Service By
BEAUTY Kelli Total of Jobs §373.00
‘2WBRocsedtlane 21Mar1l  Remowleaesjdebris $1700 Paul bnes L
Brush floorfsdes £79.00  Paul Jones
Jeaning agent £110,00  Paul Jones
1f3Grey Street, Sandgate BAprill Jeaning agent £38.00 John Fsher
Brueh floor/ddes £79.00  John Asher
BROWN Darren Total of Jobs: §174.00
5Binonee Strest, Asdey 10Mar1l  demingagent $2200 Paul bnes
Remove leaves/debris £17.00  Paul Jones
14 Mar1l Remove leaves/debris £17.00 Cathy Hamilton
Brueh floorfddes £79.00 Cathy Hamilton
Jeaning agent £22.00 CathyHamilton
Select Address 4 Apr1l Remove leaves /debris £17.00  Paul Jones
BROWN Maisy Total of Jobs £455.00
Welgmnore 3 ertl  Gemngasst 20 g
Brueh floorfddes £79.00  John Fsher
21 Mar11 Jeaning agent £22.00 CathyHamilton
Brush floorfsides £73.00  Cathy Hamilton
Remove leaves debris £17.00 Cathy Hamilton
21 Apr i1 Remove leaves debris £17.00 Cathy Hamilton
Jeaning agent £22,00 Cathy Hamilton
Page: 11 (1 v o fiter | . i [—

TheServiceDetails Listtan be accessed frorivlain Menu > Service Detallsst> Print List

17
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Notes List

TheNotes Listprovides an overview of all notes and reminders in the system. If you have applied

<

filters to theNotes & Reminderscreen, the same filters will be applied to tNetes List

. 'S“KEEP_ITEASY

(D) |L§§ (1B} @] e a 52 [ Notes List - Keep It Easy Software x
|
Print Preview of Report @
—_ Follow
Date Client Address Note Up Date
26/11/10 SMITH Selina 15 James Street, Ascot Quotation Letter letter was sent 1/12/10
25 Nov 2010. Letter referenced
15 Talbot Street.
29/11/10 BROWN Darren 45 Binowee Street, Aspley Test Letter letter was sent 29 Nov  31/3/11
2010.
10/3/11 MALOR Tracy 2 Milo Drive, Hamilton Quotation Letter letter was sent
10 Mar 2011. comment
10/3/11 RYAN Jenny 5 Melrose Place, Park Ridge Quotation Letter letter was sent
10 Mar 2011. comment
10/3/11 SMITH Jennifer 4 Harrison Street, Ascot Quotation Letter letter was sent
10 Mar 2011. comment
10/3/11 SMITH Selina Jason Court, Westingham Quotation Letter letter was sent 12/4/11
10 Mar 2011. comment
10/3/11 SMITH Selina 15 James Street, Ascot Call to confirm job on 30/03/2011 23/3/11
10/3/11 YELLOW Rachael 1 Main Street, Ascot Quotation Letter letter was sent
10 Mar 2011. comment
14/3/11 BROWN Darren 45 Binowee Street, Aspley
14/3/11 SMITH Selina 15 James Street, Ascot Quotation Letter letter was sent 31/3/11
14 Mar 2011.
TheNotesreport can be accessed frortain Menu > Notes List > Print
Deposit Slip
@ B Be @8l - Deposit Slip - Keep It Easy Software x
\ h_° e
| Print Preview of Report | @

Size

R E ) B

Preview Page

Print  Email Close
Setup Report as PDF Preview
Options

Deposit Slip

Deposit Date: 20 Mar 2011

Breakup
Cash

Cheque

Credit Card

Direct Deposit
Method Not Specified

Cash Tin

Total of Deposit:

$80.00
$171.00
$50.00
$120.00
$101.00

Cheque Details

Drawer Bank Branch Cheque No  Amount
$70.00
Drawer Bank Branch $101.00

18




Keep It Easy! Reports & Printing

'ﬁﬁssp ITEASY
” d

TheDeposit Slipcan be accessed frorMain Menu > Accounts Deposits > New Deposit > Print
Deposit Slip.

Reconcile Bank Statement

On) %R @8 -
e

| Print Preview of Report l @

fREoE

| Preview Page Print Email Close [
Size  Setup Report as PDF Preview

Options

Reconciliation Report - Keep It Easy Software = = X

Reconcile Bank Statement

Trans Statement
Date Date

Details Credit Debit

19/311 24211 Central Queensland Phone Company - Landline $49.00

Totals for $0.00 $49.00

Cash Tin
14/311 14311 Bank Deposit $30.00

Totalsfor Cash Tin $50.00 $0.00

Not Yet Banked

17/311
19/311
14/311
14/311

15311
15/3/11

- 837

- 837
Cheque - 7
Cash - -

$101.00
$101.00
s$101.00
S118.00

Page: 1 41

T riterea |

Totals for Not Y et Banked

$421L.00

Al

19
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Job Scheduling Reports
Print 6am -6pm

@ %HE2 B8 ) - Keep It Easy Software

Frint Preview of Report

Green Sarah : 4/4 Kirby Road, Aspley  T#47

Vandijk Jester : 12 Park Lang, Sandgate  JN#64

Brown Masy : Wellington Drive  T#46

Page: 1 41 » Mo+ | WK NoFilter |

Thebam6pm Job Schedulean be accessed froriMain Menu > Job Management > Print 6a@pm.

Print 24 hr Day
\l% HJQ lﬂa = ﬁ ) = rpt_Diary - Keep It Easy Software _ = -

Print Preview of Report (7]

Page: 1 41 P OH L | & Mo Filter |

The24 Hour Job Schedulman be accessed frorivlain Menu > Job Management > Print 24 hr Day.

20
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Income Summary

a |% @ @a R E| s Income / Receipts Summary - Keep It Easy Software - = X
A Print Preview of Report @

Monies Recorded as received on 21 Mar 11 during processing

Client Remarks GST TotalInc  Paid By
Darren BROWN $14.55 $160.00
Jester VANDIIK $0.00 $197.00
Sarah GREEN $0.00 $101.00
Totals 14.55 58.00
Page: 1 1 vk [ oo Fiiter | | M I

Thelncome Summarygan be accessed froriMain Menu > Job Management > Income Summary.

Short Report

On ) & Daily Schedule of Work - Keep It Easy Software = x
weh)———————
| Print Preview of Report I @

SBmEoE

| Preview Page Print Email Close [
Size  Setup Report as PDF Preview

Options

Work Booked for 21 Mar 2011

Cathy Hamilton
8:00 AM Sarah GREEN 4/4 KirbyRoad Aspley
0414225263
Comments: Current balance is § -39 (Debit)
Clisnt LastJob: 20 Dec 10
Comonenz: Job Interval 3
Cleaning agent $2200
Remove leaves/debris 1700 ...
8:30 AM  Jester VANDIIK 12 Park Lane, Sandgate
0414225263 or 0414225268
Comments: Current balan ce is § 39 (Credit)
Client Take special care removing algae. LastJob:  #Emor
Comaments: Job Interval 6
Brush floor/sides §$7900
9:15AM  Maisy BROWN Wellington Drive
Page: 1 (11 » o v [ Fitered | | m P

TheShort Reportcan be accessed frorMiain Menu > Job Management > Day Schedule > Preview
Short Report

21



Keep It Easy] Reports & Printing ,_,@&EEP o
,. Twa

Job Card Report

@ % 3 @a IS X ' Daily Schedule of Work - Keep It Easy Software - B X
(Byyle 1= 8 LI

Print Preview of Report @

Work Booked for 21 Mar 2011

Cathy Hamilton

Sarah GREEN 4/4 KirbyRoad Aspley 3
Ist Phone: 0414225163 UBD Ref
v Phone:
Todgys Job Comments:
Services reguired Today: Total § Completed / Comments
Cleaning agent $200
Remove leaves/debris $iyp0
Usual Paymert Method: NextDate: 24 Mar 11 Paid / Ivoice Left/ Other

Customer Status: One-off
Job Intervals: 3 ek

Job Value: $39.00 Next Sve Confirmed: ¥/N
Current balance is § -390 (Debit)

Client
Commerts:
Jester VANDIJEK 12 Park Lane, Sandgate
Page (T T+ 17 | 7 i | - I

TheJob Card Reportan be accessed froriMain Menu > Job Management > Day Schedule >
Preview Job Card Report

22
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Round Report

@ i 262 2 BB - Daily Schedule of Work - Keep It Easy Software . = x
T | T
Frint Preview of Report l @

RmEes e

Preview Page Print  Email Close
Size  Setup Report as PDF Preview

Options

Work Booked for 21 Mar 2011

Sarah GREEN Ph 0414225265
- 4/4 Kirby Road. Aspley
Commerns: NOTE: Cuwrentbalance=§ -39
Cleaning agent 2200
Remove leaves/debris si7o0
Maisy BROWN Ph: 0414225265
- Wellington Drive
Comments: NOTE: Currentbalance=S$ 80
Remove leaves/debris s1i7o0
Cleaning agent 2200
Brush floor/sides §7900
Page: 4 4|1 L | “ Filtered | _ Il

TheRound Reportan be accessed froriMain Menu > Job Management > Day Schedule > Preview
Round Report
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Weekly Schedule
D:;I |% 3 @3 2 E| = Daily Schedule of Work - Keep It Easy Software - =B X
o Print Preview of Report @
Work Schedule for Week
21 Mar 2011
Rachael YELLOW 22 00
__ _ _ _ _ _ Ceaningagent _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ __ _%&00 _ _ _ _
8:00 AM Sarah GREEN 4/4 Kirby Road, Aspley $35.00
Remove leaves/dedris §17.00
__ _ _ _ _ _ GCeaningagent _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ %200 _ _ _
8:30 AM _Jenny RYAN 5 Melrose Place, Park Ridge 22.00
. _ Cesningsgent _ #2200
8:30 AM  Jester VANDIJK 12 Park Lane, Sandgate §79.00
-—— 0 __ __ Bnshflcovsides  _ _ _ _ __ _ _ __ _________ 8900 _ _ _
9:15AM  Maisy BROWN Wellington Drive $118.00
Cleaning agent £22.00
Remove leaves/delris §17.00
. _ _ _ Bnshficorsides  _ _ _ _ _ _ _ _ _ __ _ __ _ __ _ _§900 _ _ _
10:00 AM  Tracy MALOR 2 Mile Drive, Hamiton $96.00
Brush floor/sides §79.00
____ _ _ _ Removeleavesdebis _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _8roo __ _ _
12:15PM  Kelli BEAUTY 2258 Roosevelt Lane $206.00
Bemnve kavesidahris 54700
Page: 14 b oMb [ Filtered IVE_ i P

TheWeekly Schedulean be accessed froriain Menu > Job Management > Other Schedules >

Weekly Schedule

Monthly Schedule

(a '|L:§ ] @a =3 |. = Manthly Schedule of Work - Keep It Easy Software - = X
& | Print Preview of Report I @
[ [} Lﬂ
] =)
Preview Page Print Email Close
Size  Setup Report as PDF Preview
Options
Total Value of jobs in April 2011 is § 941
Date Num Total Value
of Jobs of jobs
4 Mon) 1 $17.00
5 (Tue) 1 $60.00
7 (Thu) 3 $79.00
7 (Thu) 1 $0.00
7 (Thu) 2 $79.00
7 (Thu) 1 $79.00
8 (Fri) 3 $268.00
Page: 1« <[1 v v | fitered | m [—
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TheMonthly Schedulecan be accessed froriMain Menu > Job Management > Other Schedules >
Monthly Schedule

Blank Invoice

(= %= Blank Invoice - Keep It Easy Software - =
@@mu@@@@.

- |_ Print Preview of Report I @

CREN=NEN

»

Preview Page Print Email Close
Size  Setup Report as PDF F’re'\rien.\rI

Options

Pete's Pool Cleaning Pete's Pool Cleaning
Invoice Header
Etetaste s
ABN:
Invoice
Invoice To
Invoice No.:
Invoice Date:
Customer Ref:
Description Total
Page: 1 [ & o Fitter | [ o e

TheBlank Invoicecan be accessed frortvlain Menu >Accounts > Print a Blank Invoice
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Client Status Summary

This report is a summary of all clients with completed jobs in the system.

e REL BB Client Status Summaries - Keep It Easy Software - =2 x
ey
Print Preview of Report @
JOBS PAYMEN TS Oout= In
Standing | Credit
Client Count  Total Last Next | Count  Total  Last By By
Casual TOTALS $0.00 $0.00
MALOR Tracy at Milo Drive, Hamilton 1 £236.00 17/3/11 21/3/11 2 $202.00  19/3/11
One-off TOTALS $39.00 $0.00
BEAUTY Kelli at Grey Street, Ridgewood 2 $373.00 21/3f11 8/4/11 1 $206.00 22/3/11
GREEN Sarsh at Kirby Road, Aspley 2 $219.00  21/3/11 1 $101.00  21/3/11 $39.00
Personal TOTALS $0.00 $0.00
YELLOW Rachael at Bowrie Ave, Ascot $131.00 21/3/11
Regular TOTALS $407.00 $303.00
BROWN Darren at Binowee Street, Asple | 1 $174.00  14/3/11  10/3/11 5 $477.00  21/3/11 $303.00
BROWN Maisy at Wellington Drive, Sand 2 £455.00 21/3/11 21/4/11 3 $299.00 27/3/11
Page: 1+ 41 & o Fiter | [ I —

TheClient Status Summarmeport can be accessed from: Main Menu > Client List > Print Summary

Summary Invoice

() &2 B 8- Client Invoice - Keep It Easy Software - = X
Print Preview of Report @
Pete's Pool Cleaning Pete's Pool Cleaning
Ry =
ABN:
Invoice
InvoiceTo
J Vandljk Invoice No.: 875
Jsgil‘:;agl;tléane Invoice Date: 20 Mar 11
Customer Ref:
Description Total
12 Park Lane, Sandgate
Services completed: 30/3/11
Invoice Total $79.00
Page: 1 [ 7 Fiterea | | m ——
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TheSummary Invoicean be accessed from: Main Menu > Jobs List > Job Details > Summary Invoice

Print overviews from the Print Reports Menu

Daily Schedule of Work

O |L:§ g @a {ﬁ} E|' = Daily Schedule of Work - Keep It Easy Software - = x
(EE ) e ——
| Print Preview of Report l @

R NENEN

Preview Page Print Email Close
Size  Setup Report as PDF Preview

Options

Work Booked for 12 Apr 2011

John Fisher
7:30 AM  Darren BROWN 45 Binowee Street, Aspley
0414225265
Comments: - Current balan ce is 8 359 (Credit)
Clise LastJob: 14 Mar 11
Comprents: Job Interval 0
Brush floor/sides S$T900
Cleaning agent $2200
8:15AM  Charles CHERRY 3 gsdgsf. Ascot
0414225263
Comments: - Current balance is 8 - 22 (Debit)
Clignt Last Job: #Emror
Comprents: Job Interval 0
Cleaning agent $2200
R roor [ Fiterea | . ! [

The Daily Schedule of work can be accessed from: Main Menu > Print Reports > Daily JobsSchedul
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Weekly and Monthly Work Schedules

(a & 202 = @ 8l s Daily Schedule of Work - Keep It Easy Software _ = x
el —MMM
L

|_ Print Preview of Report | @

P N=NAN ‘

Preview Page Print Email Close
Size  Setup Report as PDF Preview

Options

Work Schedule for Week

11 Apr 2011

8:00 AM  Sarah GREEN 4/4 Kirby Road, Aspley $39.00
Cleaning agent £22.00
Remove leaves/delrnis $17.00

12 Apr 2011

7:30 AM  _Darren BROWN 45 Binowee Street, Aspley $101.00
Brush floor'sides £79.00

___ _ _ _ _ Ceaningagent _ _ _ __ _ _ _ __ _ __ _ _ _ _ _ _ _ _ _ _ %200 __ _ _

8:15AM  Charles CHERRY 3 gsdgsf, Ascot 22.00
Cleaning agernt £22.00

Page: 1 | 7 Fitered | [ . i P

The Daily Schedule of work can be accessed from: Main Menu > Print Reports > Weekly / Monthly
Schedule

Client Statements

@;p& 5622 B E )+ Statement - Keep It Easy Software - = x
e Print Preview of Report 7]
Pete's Pool Cleaning Pete's Pool Cleaning
R iy
ABN:
Statement of Accounts Date- 12 Apr11
K Beauty
1/ 3 Grey Street
Ridgewood Hgts 4870
Date Details Invoiced Received
221311 Payment - Thank you $ 206.00
Bought Forward $0.00
Total Amount of Invoices: $0.00
Statement Period: Total Amount Received: $206.00
1 Mar 11 to 31 Mar 11 Closing Balance - CREDIT $206.00
Page: | 1 o riner | m I
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The Client Statements can be accessed from: Main Menu > Print Reports > Client Statements

Client Status Summary

@ NEREREY RN Client Status Summaries - Keep It Easy Software . = x
o)
Print Preview of Report @
JOBS PAYMENTS Out- In
Standing | Credit

Client Count Total Last Next | Count  Total Last By By
Casual TOTALS $0.00 £0.00
MALOR Tracy at Mile Drive, Hamilton 2 $236.00 21/3/11 22/3/11 2 $202.00 19/3/11
One-off TOTALS $0.00 $5.00
BEAUTY Kelli at Grey Street, Ridgewood 2 $373.00  21/3/11 8/4/11 1 $206.00 22/3/11
GREEN Sarah at Kirby Road, Aspley 4 $336.00  2/5/11 11/4/11 3 $341.00  7/4/11 $5.00
Personal TOTALS $0.00 $0.00
YELLOW Rachael at Bowrie Ave, Ascot $131.00 21/3/11
Regular TOTALS 5429.00 $303.00
BROWN Darren at Binowee Street, Asple 2 $275.00 12/4/11 10/3/11 6 $578.00 12/4/11 $303.00
BROWHN Maisy at Wellingten Drive, Sand 2 $455.00 21/3/11 21/4/11 3 $209.00 27/3/11
CHERRY Charles at Beatrice Tce, Ascot 1 $178.00 12/4/11 19/3/11 $22.00
GREY Michael at Kane Street, Park ridge $96.00 7l4/11
RYAN Jeim\r at Melrose Flace, Park ridge 3 $232.00 21/3/11 28/3/11 1 £70.00  10/3/11 $92.00

Page: 1 % No Filter I

The Client Status Summary can be accessed from: Main Menu > Print Reports > Client Status
Summary

Comparison Report: Rounds

N & (aeae 8 B¢ Comparison Report - Keep It Easy Software - = X
N Ciia _ e
| Print Preview of Report | @

Rmagla

Preview Page Print Email Close
Size  Setup Report as PDF Preview

Options

Comparison Report : Rounds

1/03/2011 to 31/03/2011 How Manv Services  Value of Services
No Round Specified 16 $1,738.00 =
"""" Brushfloor/sidess 5 seao0
"""" Cleaning agent 6 ssst00
Lawn Care 1 $70.00
"""" Remove leaves/debris 4 s
Area 1 3 $354.00
"""" Brushfloor/sides 1 'suso0
"""" Cleaning agent =~ 1 suse0
"""" Remove leaves/debsis 1 siwoo
Sandgate 1 $79.00
"""" Brushfloor/sidess 1 swo0
Page: | 11 [ Woio riter | I m I
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The Rounds report can be accessed from: Main Menu > Print Reports > Comparisons by date ranges >
Rounds

Camparison Report: Customer Status

)
Ca) s Comparison Report - Keep It Easy Software . m x
) —————
| Print Preview of Report I @

SZana

| Preview Page Print  Email Close |
| Size  Setup Report as PDF Preview

Options

Comparison Report : Status

1/03/2011 to 31/03/2011 How Manv Services Value of Services

Remove leaves/debris 2 $243.00

Regular 11 $1,081.00

W rone oo Fiter | | m T

TheCustomer Statuseport can be accessed from: Main Menu > Print Repo@®mparisons by date
ranges > Cust Status
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Comparison Report: Serviced By

(On) '- = Comparison Report - Keep It Easy Software . m x
L ————
| Print Preview of Report | @

CRN=REN ‘

Previeww Page Print Email Close
Size  Setup Report as PDF Preview

Options

Comparison Report : Serviced By

1/03/2011 to 31/03/2011 How Many Services Value of Services

CMEHMDH 11 §1.067.00

"""" Brushfloor/sidess 4 séeo0

"""" Cleaning agent & 77 ssmeen T

"""" Remove leaves/debis 3 suse0

John Fisher 3 $224.00

"""" Brushfloor/sides 1 stwoo

_______ Cleaning agent 2 sw2s0

Paul Jones 5 $810.00

"""" Brushfloor/sides 2 s020

_______ Cleaning agent =~ 1 swe00
Page: 1 |“‘-(,|1-:- Filter |ﬁ : T—

TheServiced Byeport can be accessed from: Main Menrnt Reports > Comparisons by date
ranges >Serviced By

Comparison Report: Franchise #

TheFranchise #eport can be accessed from: Main Menu > Print Reports > Comparisons by date
ranges >Franchise
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