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WYCAS provides a range of specialist services designed to meet the needs of 
the third sector 

 
One to one support and training 

Preparation of year-end accounts 
Independent examination 

Financial training courses and workshops 
Computerising accounts 

Bookkeeping and management accounts 
Advice and information 

Bespoke consultancy projects 
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Items and invoices 
 
To create an item: 
 Choose Lists from the top toolbar 
 Then Item list 

Click the Item button at the bottom left of the Item list window, then 
New  
You can use the tab key to navigate between the fields 

Type Select a Type for the item (usually a Service) 
Item name/ 
number 

Give the item a name e.g. Training (this will appear 
on the invoice) 

Sub item of Either ignore this field or create a ‘hierarchy’ of items 
e.g. Half day training course as a sub item of 
Training 

Description You could add a description of the item here to avoid 
confusion if you have many similar items 

Rate You need to enter the price per item if you know it, or 
you can leave it blank  

Account The drop list brings up the Chart of accounts. Here 
you need to pick the Income account that you want 
this sale to appear against e.g. ‘Sales and fees’. 

If you’re happy with what you’ve done, click OK 
 
To create an invoice: 
 Choose Customers from the top toolbar 
 Then Create Invoices – if a box appears asking if you want help 
choosing the right sales form, tick the box that says ‘don’t show me this again’ 
and click ‘No’ 

Customer:Job Pick the Organisation you are invoicing from the list 
or enter a new one and quick add them onto the 
Customer list 

Class Pick the class that you wish this invoice to appear 
under. This will almost always be the General fund or 
Unrestricted funds. If you want to apply income from 
different items to different classes on an invoice you 
will need to customise the template – see below 

Form Template You can pick different invoice templates from the list 
or customise a template – it is worth experimenting 
with different layouts until you are happy. Pick 
‘customised invoice’ from the drop list, then click 
Customise, then Edit. There are lots of tabs here 
enabling you to add columns or fields (eg class) and 
you can show these on screen only or print or both. 

Tax date Enter here the date that the invoice is being raised 
(this counts as the date of the sale for tax purposes 

Invoice No. Leave the auto number to complete this field or 
create your own 

Invoice To If you have added the customer’s address (by 
editing the Customer from the Customer list) then 
it will automatically appear here 
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Terms Pick from the list or click add new to create your own 
e.g. 30 days 

Item Pick from the list 
Description If you added a description when you created your 

items, it will appear here 
Quantity Enter here the number of items that are being sold 
  

The remaining fields should fill automatically, then 
add any other items on the next rows. If you did not 
add a rate when you created your item, you will need 
to enter it here 
 

Customer 
Message 

Pick from the list or create your own 

To be printed Tick this box if you intend to print off a group of 
invoices together later. To print them choose File 
from the top toll bar, then Print Forms, then 
Invoices and then pick the invoices you wish to print 
from the list 

 You can print this invoice on its own by clicking the 
Printer icon at the top of the Create Invoices 
window 

When you’re happy that all the details on the invoice are correct, click 
Save and close, or Save and new to add another invoice. 
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Receiving payments 
 
When someone pays you against an invoice, you must enter this payment 
differently to the way you treat other banked income. If you used ‘Make 
deposits’ then the money would show up in the bank but the invoice would 
remain outstanding. 
 
To receive a payment against an invoice: 
 Choose Customers from the top toolbar, then Receive payments 

You can use the tab key to navigate between the fields 
Received From Pick the customer’s name from the drop list (this is 

where good list management pays off). When you 
click the name, that customer’s balance owing will 
appear along with all of the ‘open’ or unpaid invoices 
to that customer 

Date Enter the date you received the payment 
Amount Enter the amount being paid 
Cheque No. The number you enter here will show up on any 

reports you run. It might make sense to enter here 
the invoice number that the payment relates to, to 
allow you to cross reference later; particularly if you 
handle lots of invoices. You can click Go To to find 
the original invoice by first selecting it in this screen 

Pmt method Pick one from the list 
Applied to You need to pick from the list of invoices the one(s) 

that this payment relates to and tick them by clicking 
on them. Payments that don’t exactly match invoices 
are discussed overleaf 

 
If the payment matches the invoice then the  ‘Unused Payment’ and 
‘Unused Credits’ should show zero. 
 
Before you can save this transaction you need to tell the system where 
this payment is going, i.e. did you bank it on its own, or did you take it 
to the bank with some other items, e.g. donations. 
 
Note: Getting this part right will make your bank reconciliation easy. 
 
If you banked it on its own, tick ‘Deposit To’ then pick which bank 
account from the drop list. This has the effect of entering the payment 
into the bank so no further action is necessary. 
 
If it was banked with other items then tick ‘Group with other 
undeposited funds’. The next time you come to enter a deposit, a 
window will pop up showing any payments to deposit from Undeposited 
funds. Pick those items from the list and click OK. A deposit window 
will then appear to which you can add any other items e.g. donations, 
memberships etc. 
 
Now you can click Save & Close or Save & New. 
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Note: You can check on Undeposited funds by double clicking on it 
from the Chart of accounts or from a Balance sheet report. 
 
Note: You can also keep an eye on your customers by looking at the 
Customer list, as this will show any balances outstanding for each 
customer. 

 
Sometimes payments received from customers do not tie up with the original 
invoices. You need to be able to keep tack of each customer’s position and 
issue correct statements, invoices or credit notes to ensure that payments are 
made correctly and no balances are left. 
 
Receiving an underpayment: 
Follow the procedure from the previous page – Receiving payments. 
 

Apply the payment to the outstanding invoice. This will leave an 
amount due on that invoice which will show up against that customer in 
the Customer list and on an Open invoice report. 
 
The next item this customer pays you, you will need to go to Receive 
payments again, where you will find the invoice still there for you to 
apply to it. If the payment is correct this will leave a balance of zero 
against that invoice and it will not appear again. 

 
Receiving an overpayment: 
Follow the procedure from the previous page – Receiving payments. 
 

Apply the payment to the outstanding invoice. This will settle the 
invoice, but you will notice that a figure will appear against ‘Unused 
Payment’. After you record the transaction, a negative balance will 
appear against this customer in the customer list and against the 
invoice in the Open invoices report (see next page). 
This balance will act as a ‘credit’ which can be applied to further 
invoices, once you have created another invoice for the customer. 
If you go to Receive payments again, you will notice that a figure 
appears against ‘Unused credits’, clicking on Set credits will allow you 
to apply this amount to any new invoice 
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Customer statements and reports 
 
To create a statement: 
 Choose Customers from the top toolbar 
 Then Create statements 
 You can use the tab key to navigate between the fields 

Statement 
date 

The date the statement is being produced 

Dates from The start date for the statement period e.g. the beginning of 
the month 

To The end date of the statement period e.g. the end of the 
month 

Select 
Customers 

Tick the check box you want then Choose the customers 
whose statements you want to print 

Click View Selected Customers to see the customers you have 
chosen. 
Click the Preview button to check that the statements look okay 
Tick or ignore the Do not create statements with a zero balance 
check box 
Click the Print button to print the statements. 

 
To create an Open invoices report (this shows all outstanding invoices 
at a chosen date): 
It also tells you how many days overdue each invoice is 
 Choose Reports from the top toolbar 
 Then Customers & Receivables, then Open invoices 
 You can use the tab key to navigate between the fields 

Dates Pick the date range for this report from the list, or select the 
end date in the next field (usually a month end) 

Sort by You can sort this list by date, number or class etc. 
It would be a good idea to print this report for your files and to help you 
chase up any long-term debtors. 

 

 
Other useful reports are: 
Under Reports – Customers and Receivables: 
 A/R detail – This shows all unpaid invoices and how many days 
past the due date they are 
 Customer balance detail – This shows the invoices and 
payments relating to each customer and their balance for the period 
you choose to cover 
 Sales by item summary – This the quantities of each item sold, 
the amount of sales and average price 
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