" osebo

\g@” WORKFORCE Os

OSEBO 360 - FINANCE & ACCOUNTING GUIDE

The Osebo
Finance & Accounting Book

A plain-language, step-by-step guide to keeping a real set of
books on Osebo — from your chart of accounts and first open
period, through quote to cash and bill to payment, to the screens
that read the ledger back to you and the ones that speak up
without being asked.

WHAT'S INSIDE

Part 1 Setting up

Part2 Money comingin

Part3 Money going out

Part4 The work you bill for

Part5 The ledger itself

Part 6 Reading the business

Part 7 \What the books say unasked
Part 8 \What it costs




Contents

How to use this book
The big picture — three moves
The one idea to hold on to: nothing reaches the ledger by being typed into it
The second idea: a period you have closed is a promise
How to read a figure in this book

What this app does not do

Part 1 — Setting up
Step 1. Choose the chart of accounts
Step 2. Open your first period
Step 3. Set up the workspace — including the logo and the watermark
Step 4. Set your document numbering

Step 5. Add your bank accounts, and your sending domain

Part 2 — Money coming in
Step 6. Add your customers
Step 7. Raise a quote, and turn it into an invoice
Step 8. Raise an invoice
Step 9. Record the money when it arrives
Step 10. Credit a customer when you got it wrong

Step 11. Find out who has not paid, and chase them

Part 3 — Money going out, on purpose
Step 12. Add your vendors
Step 13. Enter a supplier bill
Step 14. Photograph a bill instead of typing it
Step 15. Approve what you are going to pay
Step 16. Pay a supplier
Step 17. Raise a purchase request

Step 18. Approve, release and hand over

Part 4 — The work you bill for
Step 19. Set up a project and its jobs
Step 20. Book hours against a job

Part 5 — The ledger itself
Step 21. Post a manual journal
Step 22. Reconcile the bank
Step 23. Read the four reports that matter
Step 24. Close the month

Part 6 — Reading the business

(G2 TN, IS, N N N

N

11
13
15

17
17
19
20
22
23
24

27
27
28
30
32
33
35
37

39
39
40

43
43
45
45
48

50



Step 25. KPIs & Ratios

Step 26. The Cashflow Forecast

Step 27. Financial Health

Step 28. Budgets

Step 29. The budget against what actually happened
Step 30. Industry Benchmarks

Step 31. The dashboard

Part 7 — What the books tell you without being asked
Step 32. What needs a second look
Step 33. Osebo Intelligence on a finding

Step 34. Revenue earned over time

Part 8 — What it costs, and who can do what
Step 35. Who can do what

Step 36. What you actually pay for
Step 37. What Plus adds

Glossary
Setup checklist

The routine
Every week

Every month

Where to go next

50
51
53
54
56
57
60

62
62
64
64

67
67
68
69

70

71

72
72
72

73



How to use this book

This guide walks you through Finance & Accounting 360 — the standalone Osebo app for a
business that wants a real double-entry ledger without hiring somebody to run one. Itis one of
the Osebo 360 apps: sold on its own, with its own signup, its own price and its own menu. You
are not buying an HR platform with an accounts package bolted to it.

Work through Part 1 once, in order, before you raise anything in earnest — the chart of
accounts and the first open period decide what every screen after them is allowed to do. After
that you will live in Parts 2 and 3, which are the working week, and Part 6, which is how you

find out whether the business is actually all right.

Every figure in this book comes from one real workspace — Sankofa Consulting, code SAN —
on the Finance & Accounting 360 Plus plan. It has been used: a year of trading posted, 33
sales invoices and 42 supplier bills, 24 customers and 14 vendors, work in four currencies,
nine client jobs and a register of timesheets. Where this book quotes a number, that number is

on the screen beside it.

The big picture — three moves

Whatever you use today — a spreadsheet, a cash book, a folder of invoices and a worried

accountant in January — this app does three things, and the menu is organised around them:

* Get the money in. Customers, quotes, invoices, receipts, credit notes and the chasing.
Part 2.

* Get the money out, on purpose. Vendors, bills, approvals, payments and the requests
that start them. Part 3.

e Know where you stand. The ledger itself, the reports, and — on Plus — the screens that
read the books back to you and the ones that speak up without being asked. Parts 5, 6
and 7.

Part 4 sits between them: the client work you actually bill for, and the hours that turn into an

invoice.

The one idea to hold on to: nothing reaches the ledger by
being typed into it

This is the idea the whole product is built on, and it is what separates it from a spreadsheet
that happens to add up.

Every figure in your accounts arrives as a document — an invoice, a bill, a receipt, a payment —
and the double entry is written for you, balanced, at the moment that document is issued. You

do not post journals to record trading. You raise the document and the ledger follows.



That is why the screens are arranged by what you are doing rather than by which account is
affected. Issue an invoice and the app debits receivables and credits revenue. Record the
money against it and it debits the bank and clears the receivable. You never chose those
accounts; the document did.

% IMPORTANT

Manual journals exist, and Part 5 covers them, but they are for the things that genuinely are not
documents — a depreciation charge, an accrual, a correction somebody has agreed. If you find

yourself posting a journal to record a sale, the sale should have been an invoice.

The second idea: a period you have closed is a promise

An accounting period is open or closed, and a closed one refuses postings. That refusal is the
single most useful thing the app does for you, and it is the one people try to switch off in their

first month.

While a month is open, anybody with the right role can still change what it says. Once it is
closed, the figures you reported are the figures that stay reported — and anything that arrives

late has to land in the month you are actually in, where a reader can see it.

A WATCH OUT

If a posting is refused because the period is closed, that is not an error to work around. It is the
control working. Reopen the period deliberately, with somebody senior knowing, or date the

document into the current month — but do not do either without deciding which is true.

How to read a figure in this book

Amounts are shown as they appear on screen, in the currency the document was raised in.
Where a screen converts — the aged reports, the dashboard totals — it converts at the rate
frozen on each document, not at today’s rate, so a report you ran last week still says what it
said last week.

Sankofa Consulting trades in cedis and bills two customers abroad, so several figures here
carry two numbers: what the customer owes in their own currency, and what that was worth in

cedis on the day. Both are real. Neither is a conversion done for this book.

What this app does not do

It is worth being plain about the edges, because the gaps are deliberate rather than
unfinished:



It does not run your payroll. It takes the journal a payroll produces and posts it; the run
itself lives in Payroll & Intelligence 360.

It does not keep stock. There is no inventory valuation, no cost of goods sold computed

from movements. A business whose margin lives in stock needs something this is not.

It does not file your returns for you. It prepares a VAT return and a withholding schedule

from your own postings, and a person submits them.

It does not decide anything on its own. The screens in Part 7 read your books and tell

you what looks unusual. Every one of them waits for a person.



Part 1 — Setting up

Five things, once, in this order. The first two cannot be undone comfortably, so read before

you click.

Step 1. Choose the chart of accounts

The chart is the list of accounts every posting lands in, and it is chosen by the country on your
workspace rather than by you picking from a menu. A Ghanaian workspace gets the Ghana
SME chart, with output VAT, the GETFund and NHIL levies and withholding tax already in the

right places; a United Kingdom workspace gets one built around VAT and corporation tax.

Do this now
1. Open Setup — Chart of Accounts.

2. Read down it once. You are checking that the revenue and expense accounts match how

you talk about the business, not that every line is perfect.

3. Rename anything whose name is wrong for you. Renaming is safe: postings follow the

account, not the label.

4. Add accounts you know you need and the chart does not have — a second revenue line for

a new service, an expense account for something specific to your trade.



® ) arch € K ® cankofa Consulting | FINANCE 6 ACCOUNTING 360 PLUS @ Trial - 12d left ® b 0 AMAIO kL

Chart of accounts

uilting - every account your books post to. Add your own; the codes renumber freely.

+ New account & Trial balance

51

28 Overview B Accounts Receivable (AR) & Accounts Payable (AP) l&: Financial Reports M General Ledger 8% Billing Setup & Jobs & Projects

rt of Accounts & Bank Accounts £ Bank Transfers [ Bank Reconciliation [z VAT & Levies & Exchange Rates 3= Numbering (3 Document Design

£3 Payroll Postings [@ Manual Journal 2 Recurring Journals [ Opening Balances E& Fiscal Periods

ﬁ Chart health - needs attention

Nothing needs attention - counted your whole chart

© Marked postable, now a heading 0 Open >

@ Allclear

% Deactivated, but still holding a balance 0 Open >

© All clear

Bank account with no bank record 0 Open >

61

© All clear

New account B Trial balance B Manual journal F:! Opening balances Bank accounts

Your balances at go-L

=

Codes are yours 1o c. Every account, with it Move a balance betw. The records behind t

SEARCH CATEGORY SUB-TYPE STATUS TAKES ENTRIES
Code or name All categories ~ All sub-types ~ Active and inactive ~ Any v
CURRENCY HOLDS PROTECTED

Any restriction ~ Any currency held ~ Any account ~ Y Apply

@ Heading means the account has sub-accounts, so entry moves to those sub-accounts and the heading itself no longer takes postings — your reports roll the sub-accounts up into it, and a figure
booked to both would be counted twice.

D Assets 16

Assets & System  (© Heading =

= A 4
ASL1000 ts 12 sub-accounts e a0
AST-1100 CashonHand & System 130.00 v m @
AST-1000 Assets
Main Bank Account & System & Bank 178,211.74

AST-1110 + Active m 4
!l AST-1000 Assets

Chankis 1IER Fall Aasniimb | & Banb 1en A LEPELYY

Figure 1 — The chart of accounts for Sankofa Consulting — 51 accounts under 7 headings, every one of them active
and offered on an entry form. Forty-nine are system accounts and cannot be reclassified, which is deliberate: the
ledger posts to them by name, and renaming one would silently change where money lands. Six already hold a

foreign currency and two are restricted to a currency you chose.

¢ GOOD TO KNOW
Every account carries a code and, for the ones the app itself posts to, a system key. The code is
yours to change. The system key is not shown, and it is what lets the app find your receivables

control account without asking you.



A WATCH OUT

Do not delete accounts you think you will not use. An account with no postings costs nothing and
confuses nobody; an account deleted in month one is the one a bank feed needed in month

seven.

Step 2. Open your first period

A period is a month, and a posting has to land in an open one. Until you have opened a
period, nothing will post at all — which is the app’s way of asking you to decide when your

books actually start.

Do this now
1. Open Setup — Periods.

2. Open the month you want your books to begin in. If you are bringing in history, that is the

month after the last one your old system closed.

3. Open the months up to the current one as well. You can close them again once you have
posted into them.
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Fiscal periods

Sankofa Consulting - close a period to ~ postings, then loc 2 d period is audited

B Generate FY2027 Trial balance B Manual journal

12 12

98 Overview B Accounts Receivable (AR) f& Accounts Payable (AP) & Financial Reports M General Ledger 8 Billing Setup &3 Jobs & Projects
[ Chart of Accounts & Bank Accounts 5 Bank Transfers [ Bank Reconciliation [ VAT & Levies = Exchange Rates 3= Numbering @ Document Design

& Payroll Postings [ ManualJournal 3 Recurring Journals [ Opening Balances [IISSES Rt

f; Month-end - needs action now

8 periods waiting - counte: ur whole calendar

£ Pastits end date, still open 8 View all >
The month is over and postings can still land in it. Close it to fix the figures you have already reported.
FY2026 PO1 239 days pastits end

01Jan 2026 - 31 Jan 2026

FY2026 PO2 211 days past its end
01Feb 2026 — 28 Feb 2026

FY2026 PO3 180 days past its end
01 Mar 2026 - 31 Mar 2026

FY2026 PO4 150 days past its end
01 Apr 2026 - 30 Apr 2026

and 4 more —

& Closed, not yetlocked 0 Open >
© All clear
] Generate FY2027 o Trial balance ) Profit & loss B Manual journal o= Chartof accounts
& Open next year's twel. Checkit before you c... The result you are ab. Accruals and correcti... o Where the postings |
£ Fiscal calendar  FY2026
Financial year starts in Calendar reaches Open a year by hand
January 31 Dec 2026 £} Generate FY2027
& Fixed — the start month cannot change once periods exist, because it would re © 95 days of runway
Create-only — it can never move, reopen or
2 h tat.
Eut doundinis that postectjoumalspontac Next year is generated automatically 60 days before this one runs delete a period,
out.
STATUS COVERS FROM COVERS TO
Any status ~ dd/mm/yyyy a dd/mm/yyyy [m] Y Apply
& Periods 12 | & Trial balance

Figure 2 — Twelve fiscal periods, all twelve open and none closed or locked. An open period takes postings; a closed
one refuses them. The panel above the list counts what is waiting at month end — eight periods here — because a

period nobody closes is the most common way a set of books stops being trustworthy.

% IMPORTANT

Closing a period is how you stop last month moving. Open the ones you need and close the ones
you have finished — a workspace with every month since inception left open has no control at all,

only a filing cabinet.

10



Step 3. Set up the workspace - including the logo and the

watermark

One screen carries everything about the company rather than about the money: the trading

name, the currency every figure is stated in, the address that prints on a document, and the

two images your paperwork is built from.

Do this now

1.
2.

Open Setup — Workspace.

Check the currency. This is the currency your reports are stated in and it is not comfortable

to change later.

. Upload your logo. It prints top-left on every invoice, receipt and quote.

Upload a watermark if you want one — a pale mark across the body of the document,

usually the same logo.

. Fillin the address, the phone number and the tax identification number. These printin the

footer, and a document without them is one a customer’s accounts department will query.

11



® ) arch € K ® cankofa Consulting | FINANCE 6 ACCOUNTING 360 PLUS @ Trial - 12d left ® b 0 AMAIO kL

re called, where you are, and how le reach you

2, People & seats B Billing

i This is your company, not your desk.

WHAT ITIS HOW TO USEIT CONNECTED TO

[ Company

Company name Timezone
Sankofa Consulting uTc v
(@ This is what your colleagues see on the desk and in the invitations you send @ Your response targets and business hours are measured in this.

Industry Contact email
Logistics ~ finance.admin@osebodemo.test

B’ Industry benchmarks compare you with ather Osebo companies in this industry.

Phone Website

Address

Your logo

Upload a logo

marvalinks. o v

Remove it — documents go out with no mark at all

- Looking for something else?

Who is on the desk Your plan and invoices

People & seats Billing.

Figure 3 — Workspace — the one screen about the company rather than about the money. The name here is what a

customer reads on an invoice, and the timezone decides which day a document is dated.

A WATCH OouT

If you upload a logo and it does not appear on a document, the commonest cause is that the file
you uploaded is byte-for-byte the platform’s own default image — the app suppresses that
deliberately rather than printing somebody else’s mark on your invoice. Upload your own file and
it appears.

12



Step 4. Set your document numbering

Invoices, bills, receipts, credit notes and purchase requests each carry a reference, and the
shape of that reference is yours. Sankofa Consulting uses its workspace code: ARI-
SAN-202609-0003 is the third sales invoice raised in September 2026.

Do this now
1. Open Setup = Numbering.
2. Set the prefix for each document type, or accept the ones already there.

3. Setthe next number if you are continuing a sequence from an old system. Do this before

you raise anything.

13
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ERAL L

Document numbering

Sankofa Consulting - how e generated nting number is built. Each type is a per-tenant ence — clean, p and unique within your organization

@B Document design E VAT & levies < Exchange rates 8% Chart of accounts

Atomic

98 Overview B Accounts Receivable (AR) £ Accounts Payable (AP) I Financial Reports [0 General Ledger 8 Billing Setup £ Jobs & Projects

[ Chart of Accounts & Bank Accounts £5 Bank Transfers [ Bank Reconciliation VAT & Levies = Exchange Rates @ Document Design

& Payroll Postings [ Manual Journal 2 Recurring Journals R Opening Balances Fiscal Periods

@ Numbering is forward-only. Changing a format applies to documents created from now on. Numbers already issued keep their values, and changing a prefix does ot reset the running count — the next
number simply takes the new shape. A counter that resets (yearly or monthly) must show enough of the date in the number to keep each period separate.

# Documenttypes 21

Invoices Default ARI-SAN-202609-0012 ARI | [ SAN | [ year+month | 0000 sep”- Monthly [ 2 Edt J
Receipts Default ARR-SAN-202609-0001 ARR || SAN || year+ month | 0000 sep*-" Monthly  unused & Edit |
Credit Notes  Default ACN-SAN-202609-0001 ACN || SAN | [ year+month | 0000  sep”-" Monthly  unused f & Edit "
Bills Default APB-SAN-202609-0022 APB || SAN || year + month | 0000  sep”-* Monthly "p Edit

Payments  Default APP-SAN-202609-0001 APP || SAN || year + month | 0000  sep"-" Monthly  unused i & Edit )
bank_transfer Default BTR-5AN-202609-0001 BTR || SAN | year + month | 0000  sep*-" Monthly unused :y Em:r
Customers  Default CUS-SAN-8002 CUS |[ SAN | 0000  sep*-" Never | £ Edit
Vendors  Default VEN-SAN-0003 VEN | [ SAN | 0000 sep"-" Never '_y Edit

Bank Accounts  Default BANK-SAN-002 BANK || SAN | 000  sep"- Never | £ Edit I
Journal Entries  Default JRN-SAN-202609-0043 RN (SAN ) (yearsmonth ] 0000  sep"-* Monthly (& m'_
Jobs  Default JOB-SAN-202609-0008 JOB || SAN || year+month = 0000  sep ™" Monthly L & Edit )
Quotes Default QUO-SAN-202609-8011 QuUO || SAN || year+month | 0000  sep " Monthly & Edit
Cash Purchase Requests  Default PVC-SAN-202609-0014 PVC || SAN || year + month | 0000  sep”-* Monthly L & Em‘, |
Cheque Purchase Requests  Default PVQ-SAN-202609-0015 PVQ || SAN || year + month | 0000 sep*-" Monthly i £ Edit

Figure 4 — Twenty-one document types, all twenty-one still on the default pattern. The org code SAN sits in every
number the app issues, and the counter behind it is atomic per tenant — two people raising an invoice at the same

instant cannot be given the same number.

v TIP

Keep the year and month in the reference. A reference that carries its own date is one you can
place in a conversation without opening anything.

14



Step 5. Add your bank accounts, and your sending domain

A bank account in the app is both a place money moves and a ledger account it posts to. And
if you want the invoices you email to come from your own domain rather than from Osebo,

that is set here too — it is a Plus feature.

Do this now

1. Open Setup — Bank Accounts and add each account you actually move money through,

in its own currency.
2. On Plus, open Setup = Your sending domain and add the domain you send from.
3. Publish the DNS records it gives you with whoever hosts your domain.
4. Come back and verify. Until it is verified, your mail still sends — from Osebo’s domain rather

than yours.

i3] ). Search invoices, C 5, ven =K ® Sankofa Consulting ~ FINANCE 6 ACCOUNTING 360 PLUS (@ Trial - 12d left ® o Jal Amanust

Bank & cash accounts

Sankofa Consulting - where money =d and paid. Each maps to a GL account, so its bala

+ New bank account & Reconcile S Transfers O Chart of accounts

GHS 234,863.74

317,283.74

GH JE

95 Overview R Accounts Receivable (AR) £ Accounts Payable (AP) k& Financial Reports [0 General Ledger 8 Billing Setup = Jobs & Projects
[ Chart of Accounts & Bank Accounts 5 Bank Transfers [ Bank Reconciliation VAT & Levies & Exchange Rates 1= Numbering @ Document Design
& Payroll Postings [ Manual Journal o Recurring Journals [ OpeningBalances  [5 Fiscal Periods

SEARCH STATUS CURRENCY LEDGER ACCOUNT

Name, code, bank or ssss1234 Active and inactive v Any currency v Any d Y Apply

[Z 1 active account has no account number on file. An invoice prints a payment block only when there is a real account number to print, so a client raised against this account is asked to pay and not told where.

BANK-SAN-001 - Main Bank Account

& Bank & cash accounts 3

AST-1120 - Stanbic USD Call Account uso v Active [ Reconcile s o

BANK-002 Manbicl3h call fecourt GHS 82,420.00
Ecobank Operations Account e
BANK-003 cobank Operstions ficoours AST-1130 - Ecobank Operations Account GHS GHS 56,652.00 ~ Active B Reconcie || # || @
BANK-SAN-001  Main Bank Account AST-1110 - Main Bank Account GHs GHS 178,211.74 + Active © Reconcile | # @
2026 © Finance & Accounting 360. Designed & Developed By Marvalinks Digital

Figure 5 — Three bank and cash accounts, all three able to take postings: GHS 234,863.74 and USD 6,500.00 in hand,
GHS 317,283.74 of book value once the dollar account is stated at its own rate. Every figure here is the account's Trial

Balance figure, not a statement balance — the difference between them is what Step 22 reconciles.

15



1] ), Search Y i =K ® Sankc‘fa Consulting ~ FINANCE & ACCOUNTING 360 PLUS @ Trial - 12d left ® 3 0 fma Gl

SETT EMAIL

Sending Domain

Sankofa Consulting - send invoi ceipts and quotes from your own domain.

< Back to settings

) Why this matters

Today your invoices and receipts leave as noreply@eseboworkfarce. com. Your customer's mail server sees financial documents, with attachments, from a company it has never heard of — which is what invoice
fraud looks like. Microsoft 365 and Google in particular will quarantine that mail before it ever reaches an inbox, and the recipient sees nothing at all, not even in their junk folder.

Verify your own domain and your documents arrive from you. Nothing breaks while you set it up — until a domain is verified, mail keeps sending exactly as it does now.

[ & Email domain verification is not configured on this installation, so a domain cannot be checked right now. Your mail is unaffected and still sends from noreply@osebowarkforce. com.

+  Add your domain

Your domain *

The bare domain your email addresses use — example. com, not https://example. con and not an email address. You will need access to its DNS settings.

2026 @ Finance & Accounting 360. Designed & Developed By Marvalinks Digital

Figure 6 — Sending domains. Until you verify one, invoices and receipts leave as noreply@oseboworkforce.com — a
company your customer's mail server has never heard of, sending financial documents with attachments, which is

what invoice fraud looks like to a filter. Microsoft 365 and Google quarantine that mail before anybody sees it.

¢ GOOD TO KNOW
A verified sending domain changes who the customer sees the invoice as coming from, and it
changes whether it reaches the inbox. Mail from a domain that has vouched for the sender is far

less likely to be filed as spam than mail from a platform the customer has never heard of.

16



Part 2 - Money coming in

Quote, invoice, receipt, and the two things that go wrong: a customer who does not pay, and

a bill you got wrong.

Step 6. Add your customers

A customer carries a name, a currency, payment terms and — worth doing — an email address.

The currency is the one their invoices are raised in, and it does not have to be yours.

Do this now
1. Open Receivables — Customers and add each one.

2. Setthe currency they are billed in. Sankofa Consulting bills Volta Agro Exports in US
dollars and Adinkra Foods in euros, and both sit beside cedi customers without any

special handling.

3. Set payment terms in days. This is what makes an invoice due on a date rather than

eventually.

4. Add the email address. Every customer dropdown in the app shows it beside the name,

which is how you tell two Mensahs apart.

17



© ) Search 2 € K ® conkofa Consulting | FINANCE 6 ACCOUNTING 360 PLUS | (D Trial- 12d left ® (o fal Ama Owusu

Customers

Sankofa Consulting - who you invoice, and what they owe. Numbers are

+ New customer B New invoice @ Aged receivables

4 24 USD 130,610.00

25 Overview B Accounts Receivable (AR) Accounts Payable (AP) k& Financial Reports M General Ledger &< Billing Setup 2 Jobs & Projects

Quotes [ Quote Approvals @ Invoices E: Recurring Invoices Receipts Credit Notes @ Aged Receivables £ Payment Reminders

¢ DO B New invoice Record receipt \ ‘ (& Aged receivables £y Payment reminders ¥ JUMP TO € Owesyou (14) ‘ ¥ Inactive
SEARCH STATUS BALANCE INVOICED IN

Name, code or email Active and inactive ~ Any balance ~ Any currency ~ Y Apply
2, Customerlist 24 + Add

DEMO-C4 Accra Dighal Works GHS 45d v Active B Invoice || Open )¢ @
) EUR 3,480.00 (B nvoice | (T
DEMO-C2 Adinida Foods FLE EUR  GHS 30d GHS 16,580.74 ~ Active e 4
GHS 63,734.74 in your books Open
DEMO-C14 Apsomno Moomein. GHs 30d  Active B Invoice |(Open | @ ©
(@ Invoice ) - Receipt
CUST-ABL Aiosomio Bloom: Ui ) 6Hs 14d GHS 21,696.00 o Active : /
. Open
DEMO-C10 Ashanti Qeldfiesds Company L GHs 30d ~ Active @ Invoice |[Open | @ o
o USD 1,080.00 (@ Invoice )
s Ashanti Goldfields Company Ltd ED s P S ey s )
' GHS 26,479.40 in your books Open
. GHS 26,250.00 (B invoice |
CUST-CPC Cacoa Processing Compary Lid GBP  GHS 30d GBP 863,00 ~ Active
GHS 40,187.45 in your books open
DEMO-C8 Cocoa Processing Corrpary Lid GHs 30d + Active (@ invoice |[Cpen | @ @
[y _

Figure 7 — Twenty-four customers, all invoiceable today, fourteen of them owing you money. The amounts are shown
per currency — USD 130,610.00, GHS 242,777.32, EUR 3,480.00 and one more — because they are not the same
money. The single GHS figure beneath, 1,981,578.77, is the book value: each amount at the rate frozen when its

document was issued.

v TIP

A customer with no email address cannot be sent an invoice or a reminder from inside the app,

and every chasing feature in Part 2 quietly does nothing for them.

18



Step 7. Raise a quote, and turn it into an invoice

A quote is a document you can send, revise and have accepted without anything reaching the

ledger. Nothing posts until it becomes an invoice.

Do this now

1. Open Receivables - Quotes - New quote.

2. Choose the customer, add lines, and send it.

3. When the customer accepts, open the quote and choose Convert to invoice. The lines,
the currency and the customer come across.

© ) Search 2 € K ® conkofa Consulting | FINANCE 6 ACCOUNTING 360 PLUS | (D Trial- 12d left ® (o fal Ama Owusu

& BILLING

Quotes

Consulting - client quot s raised from the service catalogue. A quote posts nothing to the ledger — only the invoice it becomes All quotes in this organization.

+ New quote & Approvals 52 Incoterm templates 8% Service catalogue & Quote settings

GHS 204,350.00

[ Quote Approvals & Quote Settings B SavedRemarks 85 Service Catalogue 52 Incoterm Templates

’-‘; Needs action now

iting aci

@ Lapsed orexpiring 0 Open > & Waiting on your decision 1 Viewall > & Withtheclient 3 View all >
© Allclear Submitted for approval, and this step is yours Sent, with time still on the clock. Anything running out is in the
block above.

Sethi Brothers Trading Open )

QUO-SAN-202609-0008 Step 1 ’ Open >
QUO-SAN-202609-0002 Sent

Sunyani Medical Centre

QUO-SAN-202609-0006 ("open |

Sent 19 Sep
Volta River Authority

QUO-5AN-202609-0007 Accepted VDpen’
Sent 24 Sep ‘
Melcom Ghana Ltd

[ Accepted, not invoiced 0 Open > »~ Draftstofinish 3 View all >

@ All clear Nobody outside the building has seen these. Submit when the
pricing is right.

‘QUO-SAN-202609-0009 Draft <7 Submit Open )

Akosombo Blooms Ltd

QUO-SAN-202609-0010 Draft Open

Tema Oil Refinery

QUO-SAN-202609-0001 Diraft Open

Tema Port Logistics Ltd

Search Showing Every quote | Y Filter + New quote

[® Everyquote 12 @ 12in the book
‘QUO-SAN-202609-0009 Akosombo Blooms Ltd JOB-5AN-202603-0007 26 Sep 2026 s 20,665.00 Bt
‘QUO-SAN-202609-0010 Tema Oil Refinerv 26 Sep 2026 e
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Figure 8 — The quote register. GHS 204,350.00 and USD 96,400.00 of open pipeline, with three drafts, one waiting
on an approver and three sitting with a client. Nothing here has touched the ledger — a quote is an offer, and only the

invoice raised from it posts.

¢ GOOD TO KNOW

A quote that has been superseded by a later revision keeps its own status rather than being
overwritten, so you can see what you actually offered in March when the customer quotes it back

to you in July.

Step 8. Raise an invoice

This is the document that posts. Issuing it debits receivables and credits the revenue account

each line names.

Do this now
1. Open Receivables — Invoices = New invoice.
2. Choose the customer. The currency and the payment terms come from their record.

3. Add aline for each thing you are billing. Choose the revenue account it belongs to — this is

the only accounting decision on the screen.
4. Mark lines taxable where VAT applies; the levies are computed with it.

5. Issue it. Until you do, it is a draft and nothing has posted.
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® ) arch € K ® cankofa Consulting | FINANCE 6 ACCOUNTING 360 PLUS @ Trial - 12d left ® b 0 AMAIO kL

posts it to the ledger and add

+ New invoice Record receipt @ Aged receivables & Customers

UsD 132,110.00

USD 130,610.00

95 Overview B Accounts Receivable (AR) f2 Accounts Payable (AP) & Financial Reports M General Ledger 8= Billing Setup & Jobs & Projects

2% Customers @ Quotes [ Quote Approvals E: Recurring Invoices @ Receipts Credit Notes (@ Aged Receivables £y Payment Reminders
¢ DO + Newinvoice [NEETREGELLILEELET [ Credit notes S Customers ‘ | (@ Aged receivables ¥ JUMP TO : © Overdue (14) 2d Awaiting approval @ Drafts(2)

ﬂ Receivables worklist

35 items waiting a

@ Overdue from customers Viewall > B Due within 7 days Open > =8  Waiting for approval Open > @ Drafts toissue View all >
14 41762706 ® Nothing falls due this week @ No invoice is waiting for a signature 2 1500000
ARI-SAN-202603-0011 u ARL-SAN:RIRG08-0007 (@ Eedi
169 days late - Volta Agro Exports &

draft since 14 Sep - Tema Port Logistics

k2 Issued but never sent Viewall > B2 Standing bills due to raise Open >
19 195157877 ® No standing bill is due
ARI-SAN-202603-0011 e
never emailed - Volta Agro Exports e J
SEARCH STATUS SETTLEMENT ISSUED FROM ISSUED TO
Invoice no., customer or their re Any status v Any w dd/mm/yyyy [m] dd/mm/yyyy [u]
DUE FROM DUETO CURRENCY
dd/mm/yyyy ] dd/mm/yyyy [m] Any currency ~ Y Apply
@ Invoices 33 + New
1 ARI-SAN-202609-0011  Ashanti Goldfields Companyltd ¢ ¢ 5006 10 Nov 2026 GHS 12,785.00 12,785.00 Issued
2 ARISAN-202609-0010  VOltaAgro Exports 26 Sep 2026 26 Oct 2026 usp 115,680.00 115,680.00 Issued

L] AR €AM AnNEAR ARAA Kwabena Foods Ltd "L €nn AnnE aE A anne . a4 aanAn ~aanAAn [R—

Figure 9 — Thirty-three invoices, nineteen still awaiting payment. Two figures are given and they answer different
questions: GHS 2,199,962.73 of book value was invoiced and is still open, and GHS 1,980,045.98 of it is still owed.

The gap between them is what has already been received against invoices that are not yet settled.

A WATCH OUT

Check the currency before you issue. A foreign-currency invoice freezes its exchange rate at the
moment of issue, and that frozen rate is what every report about it uses afterwards — including the
one that says what you are owed in cedis.

21



Step 9. Record the money when it arrives

A receipt is money in, matched against one or more invoices.

Do this now

1. Open Receivables — Receipts = New receipt.

2. Choose the customer and the bank account the money landed in.

3. Allocate it against the invoices it pays. Part-paying is normal — allocate what arrived.

4. Post it.
© ), Search invoices, s, Ve =K ® Sonkofa Consulting  FINANCE 8 ACCOUNTING 360 PLUS (D Trial-12d left ® c Jal Amanust

Receipts

a lting - money in. receipt en invoic d edger — debit bank, credit receival

+ Record receipt B Awaiting payment @ Aged receivables

GHS 193,316.66 212,336.66

= Billing Setup & Jobs & Projects

oo

28 Overview B Accounts Receivable (AR) f Accounts Payable (AP) k& Financial Reports M General Ledger

2% Customers Quotes [ Quote Approvals @ Invoices E: Recurring Invoices @ Receipts Credit Notes (@ Aged Receivables £y Payment Reminders

L=l + Record receipt @ Whostillowes 2 Customers || (3} Aged receivables T JUMPTO | {3 This month

SEARCH RECEIVED FROM RECEIVED TO INTO CURRENCY

Receipt #, reference or custom¢ dd/mm/yyyy o dd/mm/yyyy [m] Any account ~ Any currency v

WITHHOLDING TAX

Any ~ ¥ Apply
@ Receipts 16

Sunyani Medical Centre | @ PDF || < Send

ARR-SAN-202608-0008 15 Aug 2026 Main Bank Account 17,033.14 Posted -
Open
oo [ poF |[ < send
ARR-SAN-202608-0012 08 Aug 2026 Tema Oil Refinery Main Bank Account 5,000.00 Posted : A -
Open
[ @ PoF | < send |
ARR-SAN-202608-0011 07 Aug 2026 Melcom Ghana Ltd Ecobank Operations Account 14,652.00 Posted 5 —
‘ Open
» PoF | send
ARR-SAN-202608-0010 05 Aug 2026 Volta River Athorty Main Bank Account 7,280.00 Posted o N
Open
I @ POF |[ < Send
ARR-SAN-202608-0009 04 Aug 2026 Tema Oil Refinery Ecobank Operations Account 20,000.00 Posted
Open
o oo [ por ) @ send
ARR-SAN-202607-0013 30 Jul 2026 Asnanti Goldfields Company Ltd gy, e s Call Account USD 1,500.00 Posted 5 : —
Open
; ’ [ por | « send
ARR-SAN-202607-0012 28 Jul 2026 Sethi Brothers Trading Main Bank Account 13,395.00 Posted -
Open
: ('@ poF | (< send
ARR-SAN-202607-0011 24 Jul 2026 Emest Chemists Ltd Main Bank Account 5,000.00 Posted ; /

Open
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Figure 10 — Sixteen receipts, every one posted to the ledger — GHS 193,316.66 and USD 1,500.00, GHS 212,336.66
at book value. A receipt is the moment an invoice stops being a promise: it debits the bank and clears the receivable,

and you chose neither of those accounts.

¢ GOOD TO KNOW

A receipt in a different currency from the invoice it pays produces a realised exchange gain or
loss, and the app posts it to its own account rather than quietly absorbing it into revenue. That
account is where the difference between the rate you invoiced at and the rate the money actually

arrived at lives.

Step 10. Credit a customer when you got it wrong

A credit note is the correct way to reduce an invoice. Editing an issued invoice is not, and the

app will not let you.

Do this now
1. Open Receivables — Credit Notes = New credit note.
2. Choose the invoice being credited. The customer and currency follow it.

3. Enter what you are crediting and why. The reason prints on the document and stays on the

record.

4. |ssue it.
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i3] ), Search 3 er =K ® cankofa Consulting | FINANCE 6 ACCOUNTING 360 PLUS @© Trial - 12d left ® b 0 Ama Chinsli

Credit notes

Sankof. ulting - give a customer back part of an invoice. A credit note t ne by line to the invoice it corrects, a he reversal to the ledger.

+ New credit note B Invoices 2 Customers

GHS 7,580.09

ED

28 Overview B Accounts Receivable (AR) f@ Accounts Payable (AP) & Financial Reports M General Ledger 8Z Billing Setup & Jobs & Projects

8% Customers @ Quotes [ Quote Approvals @ Invoices E: Recurring Invoices @ Receipts [ Credit Notes (@ Aged Receivables £. Payment Reminders

v oo [EEETVEEENEN | @ Invoices | | & Customers | ¥ JUMPTO | [ Ineffect Q Vvoid

SEARCH STATUS CREDITED FROM CREDITED TO
Note #, invoice #, customer or Any status v dd/mmiyyyy [m] dd/mm/yyyy [m] Y Apply
Every credit note  Each one traces line by line to the invoice it corrects. + New
" void ) B Invoice
ACN-SAN-202610-0001 Kwame & Sons Hardware ARI-SAN-202609-0003 02 Oct 2026 GHS 1,532.79 Issued ks i 4
Open
© void | [ B Invoice
ACN-SAN-202608-0001 Adinkra Foods PLC ARI-SAN-202608-0008 16 Aug 2026 GHS 1,842.30 Issued . h
Open
© void |[ @ [Ty
ACN-SAN-202608-0002 Tema Oil Refinery ARI-SAN-202607-0014 08 Aug 2026 GHS 3,840.00 Issued h ) ¢
Open
© Void || B Invoice
ACN-SAN-202608-0003 Ernest Chemists Ltd ARI-SAN-202607-0011 08 Aug 2026 GHS 65.00 Issued \ b
Open
_/ Q Void || @ Invoice
ACN-SAN-202608-0004 Sunda International Ghana Ltd ARI-SAN-202608-0012 08 Aug 2026 GHS 300.00 Issued :
Open
2026 © Finance & Accounting 360. Designed & Developed By Marvalinks Digital

Figure 11 — Five credit notes, all five in effect, reducing what customers owe by GHS 7,580.09. A credit note is how
an issued invoice is corrected — the original stays exactly as it was sent, and the correction is a document of its own

that the customer can also see.

% IMPORTANT

A credit note cannot exceed the invoice it credits. That refusal is deliberate: a credit larger than
the sale is a refund, which is money leaving, and money leaving is a payment rather than an

adjustment.

Step 11. Find out who has not paid, and chase them

Reports —» Aged Receivables is the screen this part exists for. It groups what you are owed

by customer and by how late it is.
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Sankofa Consulting’s reads across fourteen customers and nineteen open invoices: GHS
1,981,578.77 owed in total, of which GHS 260,126.32 — 13% of the book — is more than
thirty days past due, and GHS 141,920.00 has been owed for over ninety days. Several of
those customers are billed abroad, so the report shows both what they owe in their own

currency and what that was worth in cedis at the rate each invoice was frozen at.

Do this now
1. Open Reports = Aged Receivables.
2. Read the 90+ column first. That is the money least likely to arrive.

3. Use Chase beside a customer to send a reminder. The column beside it says when you last
did.
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LES

Aged receivables

ou, and how overdue - as

E2 Payment reminders B Overdue invoices

260,12

E (31+

28 Overview R Accounts Receivable (AR) Accounts Payable (AP) & Financial Reports M General Ledger 8 Billing Setup £ Jobs & Projects

8% Customers Quotes [ Quote Approvals B Invoices E: Recurring Invoices Receipts Credit Notes (@ Aged Receivables £y Payment Reminders

Today End of last month End of last quarter End of last year
27 Sep 2026 31 Aug 2026 30 Jun 2026 31 Dec 2025
AS AT

27/09/2026 [m} /\ Money owed for over 90 days ‘ Ccsv & Print

A How old the money is

.
@ Curent 1,721,452.45 Late 10049185 Verylate 1771447 o Acrisk 141,920.00
0-30 days 87% 31-60 days 5% 61-90 days 1% 90+ days 7%
¥ Qutstanding by customer 14
Adinkra Foods PLC
; EUR 16,580.74 EUR 3,480.00 EUR20.06074 o er chased 8 Ledger
PAST DUE 2 ces- mixed currency S 6
Aiosombo Bloorms Ll GHS 21,696.00 GHS 21,696.00 Never chased s

Ledger
PAST DUE |

Ashanti Goldfields Company Ltd
X Py USD 12,785.00 USD 1,080.00 UsD 13,865.00 Never chased 3 Ledger
PAST DUE 2 mixed currency GHS
Cocoa Processing Company Ltd
GHS 863,00 26,250.00 GHS 27,113.00 Never chased 2 Ledger
OVER 90 DAYS | ¢ 21
Ernest Chemists Ltd j
GHS 4,010.00 GHS 4,010.00 Never chased S Ledger
PAST DUE
Kwabena FoodsiLid GHS 24,220.00 GHS 24,220.00 e 8 Ledger
WITHIN TERMS
Miwame & Sons Hardviare GHS 15,327.97 GHS 15,327.97 Never chated 2 Ledger
WITHIN TERMS 3
Melcom Ghana Ltd
18,400.00 GHS 18,400.00 Never chased 2 Ledger
OVER 50 DAYS
Sunda International Ghana Ltd g
GHS 11,100.00 GHS 11,100.00 Never chased | 2 Ledger

WITHIN TERME

Figure 12 — Aged receivables: GHS 1,981,578.77 owed across fourteen customers on nineteen open invoices. GHS
260,126.32 of it is past due by more than thirty days — 13% of the book — and GHS 141,920.00 has been owed for

over ninety days, which is the column that decides whether you are chasing or providing for it.

v TIP

The report says “never chased” until you have. That is more useful than it sounds: an invoice that is
167 days late and has never been asked for is a different problem from one that has been asked

for four times.
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Part 3 — Money going out, on purpose

The supplier side, and the request that starts it. This is the part where a control is worth more

than a report.

Step 12. Add your vendors

A vendor carries a name, a currency and terms, the same as a customer. What is different is
that a vendor's invoices arrive rather than being raised, so the reference you record is theirs,

not yours.

Do this now
1. Open Payables — Vendors and add each supplier.
2. Setthe currency they invoice you in.

3. Set payment terms, so a bill is due on a date.
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© ) Search 2 € K ® conkofa Consulting | FINANCE 6 ACCOUNTING 360 PLUS | (D Trial- 12d left ® (o fal Ama Owusu

at you owe. Numbers ari gned automatically; a vendor is deactivated, never deleted.

+ New vendor B New bill @® Pay a vendor & Aged payables

16 GHS 124,116.01

98 Overview B Accounts Receivable (AR) Accounts Payable (AP) I Financial Reports [0 General Ledger 8% Billing Setup &3 Jobs & Projects

@ Vendors B Bills @ Payments (@ Aged Payables

SEARCH STATUS BALANCE CHARGES VAT BILLED IN

Name, code or email Active and inactive v Any balance ~ Any VAT status ~ Any currency v

Y Apply
@ Vendorlist 16 | @ Newbil | | (@ Aged

Anthropic, PBC usp 304 USD 240.00 e
1 GHS 3,100.80 in your books

VEN-SAN-0001

Atlas Business Supplies Ltd

VEN-ATLAS GHS 14d v Active

VEN-DHL DHL Global borwarding Gharm Ltd USD  EUR  GHs 30d + Active
3| il 2 VAT status not recorded

VEN-ECG Electricity Company of Ghana GHS 14d ST
k VAT status not recorded

VEN-GPHA ShanaPorts b Hartsours Authorlty P GHs 30d GHS 4028000 - Active
! pha VAT status not recc

DEMO-V2 Shana Print & anage GHS 30d GHS 19,662.96 v Active

DEMO-V5 Keroka Freluht Partners GHs 304 GHS 4,960.00 + Active

VEN-MAERSK Manish ShanaiLid USD  GHS 304 o Active

. VAT status not recorded

VEN-MPS Meridian Port Services Ltd cHs 304 T
L 5 - VAT status not recorded

VEN-SAN-0002 Microsoft Irela.nd Operations Limited Usb 304 ST

DEMO-V3 NicumtyIT: Supeles GHs 14d GHS 10,132.67 ~ Active

Figure 13 — Fourteen vendors, all selectable on a new bill, seven of them owed money. Eight have no VAT status
recorded, and the screen says what that costs: their bill lines start untaxed. It is a setting nobody notices until a return

is being prepared.

Step 13. Enter a supplier bill

A bill is their invoice, recorded. Posting it credits payables and debits whatever expense or

asset account the lines name.

Do this now

1. Open Payables — Bills = New bill.
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2. Choose the vendor and enter their invoice number in the supplier reference field.
3. Add aline for each thing on it, coded to an expense account.

4. Post it.

i3] arch 2 € K ® cankofa Consulting | FINANCE 8 ACCOUNTING 360 PLUS @ Trial - 12d left 3 Q0 Ama Chinisll

Bills

Sankofa Consulting - what yc bill is entered as a draft, apprc en posts to the ledger — debit what you bought, credit payal

+ New bill ® Payavendor @ Aged payables

44 13 GHS 124,116.01

GHS 124,116.01 127,216.81

08 Overview B Accounts Receivable (AR) Accounts Payable (AP) & Financial Reports M General Ledger 8z Billing Setup & Jobs & Projects

@ Vendors B Bills B Payments (G Aged Payables

’; Needs action rtow

24k

@ Overdue 9 47,876.43 Viewall > £ Due within 7 days 0 Open » 2 Awaiti.. 13 209,918.16 Viewall » @ Draftsto... 2 497381 Viewall >
Past the due date and still owed. Oldest first © Nothing falls due this week Submitted and waiting on an approver. Entered but never sent for approval. Nothing
Approving posts the bill to the ledger. isin the ledger yet

and 5 more —
and 9 more —

© Sentback 0 Open >

@ Nothing has been sent back

SEARCH STATUS PAYMENT BILLED FROM BILLED TO
Bill #, supplier ref or vendor Any status v Any ~ dd/mm/yyyy [m] dd/mm/yyyy a
DUE FROM DUETO CURRENCY

dd/mm/yyyy (=] dd/mm/yyyy a Any currency ~ Y Apply

APB-SAN-202609-0007 09¢ Facilities Services 235ep2026 07 Nov2026 GHs 8,430.38 843038 Posted @
APB-SAN-202609-0012  OnanaPorts& Ha'b"“_rs Authority 215ep2026  210ct2026 GHS 18,480.00 18,480.00 Posted E
APB-SAN-202609-0013 O Subcontracting Co 19 Sep 2026 19 Oct 2026 GHs 3,150.00 3,150.00 Posted E
APB-SAN-202609-0014 0_5“ S“bc_"""“‘i"g_ C" _ 18Sep2026 18 Oct 2026 GHs 3,150.00 3,150.00 Posted @
APB-SAN-202609-0008  09e Facilities Services Lid 185ep2026 02 Nov 2026 GHS 930000 9,300.00 Posted E
APB-SAN-202609-0020  Anthropic, PBC 17 5ep 2026 17]322;"[:2 usp 240.00 240.00 Posted E

Figure 14 — Forty-four supplier bills, thirteen of them awaiting approval — and the line under that number is the rule:
nothing posts until somebody signs. GHS 124,116.01 and USD 240.00 are billed and open, GHS 127,216.81 at book

value, all of it still owed.

A WATCH OouT

Enter the supplier's own reference every time. Itis the only thing that makes a duplicate findable

29



later, and Part 7 is built on it.

Step 14. Photograph a bill instead of typing it

The slowest thing in a small finance office is copying a supplier’s invoice into a form. Bill
Capture reads the document instead: photograph it, or drop the PDF in, and what comes
back is a reading for you to check against the paper — never a bill. Nothing touches the ledger

until you save it on the bill form yourself.

Do this now

1. Open Payables — Bill Capture and drop the documents on the page. JPEG, PNG, WebP
or PDF, up to 8MB each, twenty at a time.

2. Wait while it reads. A dialog stands in front of it because the reading happens there and
then, not on a queue you have to come back to.

3. Open areading and check every figure against the document beside it — supplier, their

invoice number, the date, the lines, the tax.
4. Pick the supplier, or add them without leaving the page.

5. Press Post to carry it onto the bill form, and save it there.
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FINANCE & ACCOUNTING 360 PLUS

@© Trial-12d left ® e 0

Ama Owusu

® sankofa Consulting

Bill Capture

Sankofa Consulting - photograph a supplier's bill and k it, rather than typing it

@ Bills

& Enter one by hand

0.5% used

o | @ 0
1 1 2

READ, NOT BILLED OPEN

oldest 3 hours ago

BECAME BILLS

the document stays with the record

SCANS LEFT THIS MONTH

not yet billed or dismissed

& Enter one by hand & Suppliers

= What to do next 2

renews 1 Oct

' One reading is waiting to be checked

One names a supplier you do not have =
The oldest arrived 3 hours ago. Nothing is on the ledger until each is checked and saved.

They can be added while you check the reading, without leaving the document.

Check the oldest - Check the first »

Drop the bills here

@ Photographs, scans or PDFs — JPEG, PNG, WebP or PDF, up to 8MB each, twenty at a time. A PDF with real text in it is read exactly; a scan is looked at. What ® Take or choose

comes back is a reading for you to check against the document, never a bill — nothing reaches the ledger until you save it on the bill form.

® About 726 more this month — 3 of roughly 730 used, and it renews on 1 October. Worked out from what your own scans have cost, so it moves with the documents you send.

0%

MATCHED A SUPPLIER

0 of 3 readings found the supplier on your ledger.

READ EXACTLY
PDFs are read from their own text, so every figure

67%

BECAME BILLS

The rest are waiting, dismissed as not bills, or

3 hours
OLDEST WAITING
Spaceship — nothing is on the ledger until it is

The rest need one picked or added. is exact. Photographs are looked at, which is very could not be read. checked.
good and not the same thing

B Captured documents 3
™ spaceship-20e78f43-00ec-4ab9-aeab-... Spaceship - Y9-202609081452484 Not billed 26 Sep 2026 21:33 ¢ n ( ® )
e 76 KB - view USD 195.00 read, nothing on the ledger Ama Owusu -
™ G181631814_4e66625ded824ca29277277... Microsoft Ireland Operations Limited - G181631814 Billed, not posted 26 Sep 2026 21:33 ‘ @ Thebit )
PP 144 K8 view USD 6175 APB-SAN-202609-0021 - draft Ama Owusu et )

Invoice-| Y1T-0016.pdf Anthropic, PBC - IESWOY1T-0016 Posted 26 Sep 2026 19:28 r )

n nvoice-[ESWOY1T-0016.pd nthropic, P | & Thebin

33KB - view USD 240.00 APB-SAN-202609-0020 Ama Owusu

Figure 15 - Bill Capture. Three documents read: one posted, one carried onto a bill and still in draft, and one sitting
at Not billed — which is the queue saying plainly that nothing about it has reached the ledger. All three were PDFs, so
every figure came off the file rather than off a photograph, and none of the three matched a supplier already on the
books. The line under the dropzone counts what is left to read this month — 726 of about 730, renewing on 1 October

— worked out from what this workspace's own scans have actually cost.

% IMPORTANT

A reading is a proposal, not a document. Sankofa has read three: one Posted, one Billed, not
posted — carried onto a bill that is still a draft — and one still at Not billed, which is the app saying
plainly that nothing about it has reached the books. Three states, and only the first is money.
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¢ GOOD TO KNOW

A PDF with real text in it is read exactly — every figure comes off the file. A photograph is looked
at, which is very good and not the same thing. If you have the PDF, send the PDF.

v TIP

Where the document charges VAT and the supplier is new, the form that adds them starts on VAT
registered and says where that answer came from. Created "not recorded" instead, every line of
their first bill would start untaxed and the books would be short by the VAT on the paper.

Reading costs money — it is the one thing in this app that does — so the page says how much
you have left. Sankofa’s reads 726 more this month, 3 of about 730 used, renewing on 1
October. That count is worked out from what your own scans have actually cost, so it moves

with the kind of documents you send rather than with a number somebody invented.

Step 15. Approve what you are going to pay

A bill can be entered by one person and approved by another. Whether that is required is a

setting, and turning it on is one of the cheapest controls a small business can have.

Do this now
1. Enter the bill as above.
2. A Finance Manager opens Payables — Bills, reads it, and approves.

3. Only an approved bill can be paid.
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ACCOUNTING - PAYABLES

Record payment

Money paid to a vendor. Apply it to their open bills — on save this posts to the ledger: debit payables, credit the bank

88 Overview B Accounts Receivable (AR) Accounts Payable (AP) l&: Financial Reports M General Ledger 8 Billing Setup & Jobs & Projects

@ Vendors [ Bills [NSIEVIRNISE (T Aged Payables

@&  Payment details

Vendor * Paid from * Payment date
Ridge Facilities Services (DEMO-V4) — GHS 17,730.38 due v Select bank account v 27/09/2026 [m]
Reference Notes
1€
= Apply to bills « Payallinfull || (O Clear
PAY BILL DUE cey OUTSTANDING AMOUNT TO PAY (GHS)

APB-SAN-202608-0021 S026-10-14 GHS 9,300.00 9300.00
2026-08-30

APB-SAN-202609-0007 SO36-11-07 GHS 8,430.38 8430.38
2026-09-23

Payment total GHS 17,730.38

Withholding tax ~ Optional - only when tax was withheld and there is a certificate

Tax was withheld from this supplier

Figure 16 — One bill, opened. What was ordered, what it is coded to, who has approved it and who has not. The
approval chain is on the document rather than in somebody's inbox, so the question "where is this" has an answer on

the screen.

% IMPORTANT

The person who raised a bill cannot approve their own. That is not a setting — it is how the

approval works, and it is the reason the control is worth having.

Step 16. Pay a supplier

Do this now

1. Open Payables =+ Payments =& New payment, or press Pay on the bill itself.
2. Choose the vendor and the bank account.

3. Allocate it against the bills it settles.

4. Post it.

A foreign bill can be paid from a foreign account or from your own — both are offered. Pay a
dollar bill from the cedi account and you are asked what actually left it, because the bank

converted at its own rate plus a margin and no rate on file reproduces that figure. The bill still
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clears in its own currency; the difference between the two is the realised exchange gain or

loss, and it is meant to be visible.

Payments

Sankofa Consulting - money out. Each

+ Record payment

95 Overview

Overdue bills

B Accounts Receivable (AR)

%K

yment settles open bills and

@ Vendors B Bills & Payments @ Aged Payables
SEARCH PAID FROM
Payment #, reference or vendol dd/mm/yyyy

FROM

Any account

@ Payments 6

APP-SAN-202608-0006 19 Aug 2026
APP-SAN-202607-0005 19 Jul 2026

APP-SAN-202606-0007 19 Jun 2026
APP-SAN-202605-0005 19 May 2026
APP-SAN-202604-0007 19 Apr 2026
APP-SAN-202603-0005 19 Mar 2026

2026 © Finance & Accounting 360.

:

Osu Subcontracting Co
Kotoka Freight Partners
Ridge Facilities Services
Nkrumah IT Supplies
Ghana Print & Signage

Osu Subcontracting Co

® Sankofa Consulting

@ Aged payables

Accounts Payable (AP)

PAID TO

dd/mm/yyyy

FINANCE & ACCOUNTING 360 PLUS

edit bank.

51,073.92

k& Financial Reports

© Trial - 12d left

M General Ledger

+ Record payment @ Aged

Main Bank Account

Main Bank Account

Main Bank Account

Main Bank Account

Main Bank Account

Main Bank Account

9,368.23

9,007.91

8,661.46

8,32832

8,008.00

7,700.00

Paosted

Posted

Posted

Posted

Posted

Posted

a

8< Billing Setup £ Jobs & Projects

Waiting to be paid
(4, g pi

9 bi

@ Overdue 3 47,876.43 View all »

Past the due date and still owed. Oldest first.

APB-SAN-202604-0010 143 days overdue
Ghana Print & Signage

- I

APB-5AN-202606-0011
Ghana Ports and Harbours Authority

114 days overdue

| Open

APB-SAN-202605-0010
Ghana Print & Signage

APB-5AN-202606-0010
‘Ghana Print & Signage

113 days overdue

82 days overdue

[ON"S | Open |

and 5 more —

& Duewithin7days 0 Open >

© Nothing falls due this week

Designed & Developed By Marvalinks Digital

Figure 17 — Six payments, every one posted both to the ledger and against the bank — GHS 51,073.92 in total. A

payment settles a bill the way a receipt settles an invoice, from the other side of the books.

A WATCH OUT

A payment across two foreign currencies — a euro account settling a dollar bill — is refused. It

needs a second conversion this app does not model, and guessing at it would put an invented

number in your ledger.
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Step 17. Raise a purchase request

A purchase request is how somebody who is not in the finance office asks to spend money. It
carries lines, a reason, and an approval chain — and raising one costs nothing, which is the

point.

¢ GOOD TO KNOW

Raising a request is the one thing on this app somebody outside the finance office does regularly,
so the Finance Requester role exists for exactly that and costs nothing. Give it to anybody who
spends money on the company’s behalf.

Do this now
1. Open Purchase Requests =+ New request.

2. Choose the type — what kind of spend this is — and whether it will be settled in cash or by
cheque. Both are asked because the approval chain differs.

3. Add a line for each thing, with what it is for. An approver is being asked to agree to it, so a

line with an amount and no description is refused.

4. Submit it.
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a named chain of people agree, and finance ¢ o accounts and p and cheque are

different accounts.

+ Raise a request 2 My approvals (6)

[ Requests & Setup

All Requests 2 Approvals

2 3 approved vouchers have not been handed over. The ledger has already recognised the spend on every one of them. For a cheque that means it is sitting on the cheque-payable account and the bank has
not moved yet. Work through them —

/ Needs action now
@ ecse

9 waiting ac

& Waiting onyourdecision 6  39,780.00 View all > i Approved, moneynothan.. 3  11,89500 Viewall > + Sentbacktoyou 0 Open >
Every one of these is a step you can act on right now. Urgent The spend is already on the books. Until the hand-over is @ Allclear
first, then whichever has been sitting longest recorded the voucher stays open on every report —and on a

cheque the bank has not moved at all.

0011 — PVC-SAN-202609-0008 Casl m

Fuel & vehicle advance

Open
Stepl  Urgent
Fuel & vehicle adva...

PVC-5AN-202609-0009 Cash

o010
Step 1

Software & subscrip.. PVQ-5AN-202609-0013 (Cheque Open
. Osei & Partners, Chartered Acco...
0011 ?:

Step 1

Not released yet Open

Office & equipment ...

0007 i

Step1
Office & equipment ...

and 2 more —

[ Yourdrafts, notsent 0 Open > @© Held forafuturedate 0 Open >
© All clear @ Allclear

DO SOMETHING & My approvals (6) &) Awaiting hand-over & Set-up

Y FILTER THE REGISTER

Payment method Status Hand-over Urgency Whose queue

Figure 18 — Payment vouchers: eight pending, split four cash and four cheque, three completed and three approved
but not yet handed over. The panel says why that third number matters — the ledger has already recognised the

spend on all three, so for a cheque the money sits on the cheque-payable account while the bank has not moved.
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ks for mo named chain o le agree, and finance codes it to accounts and pays it. Cash and cheque are separate queues because they se

+ Raise a request & My approvals

[ Requests

Needs action now
Nothi vaiting on you

DO SOMETHING =+ Raise a request 3 Myapprovals | | W& Awaiting hand-over |

W FILTER THE REGISTER

Payment method Status Hand-over Urgency Whose queue
Cash and cheque ~ Any status, v Handed over or not v Any urgency ~ Everybody's requests ~
Request type Raised from Raised up to Search
Any request type 2 dd/mm/yyyy B dd/mm/yyyy [m]
Q, Apply Reset
IN THIS VIEW AWAITING HAND-OVER STILL IN APPROVAL HANDED OVER
B  GHS 14,600.00 B - =l 2 el -
2 requests Nothing approved and unpaid Waiting on a decision 0 vouchers settled

B Requests 2 9 Myapprovats

PVC-SAN-202609-0007 « s .
Cash Office & equipment Yaw Darko 25 Sep 2026 Normal GHS 5,000.00 Awaiting approval

PVQ-SAN-202609-0011 Cheque ~ Office & equipment

Yaw Darko 25 Sep 2026 Normal GHS 9,600.00 Awaiting approval

Purchase requests you raised.

2026 © Finance & Accounting 360. Designed & Developed By Marvalinks Digital

Figure 19 — The same register, signed in as a requester rather than as finance. Two pending vouchers, both their
own, and nothing waiting on them — a requester raises and reads what is theirs, and the approvals queue, the hand-

over and the whole firm's position are simply not on their screen.

A WATCH OuT

A request cannot be submitted until somebody has been named as an approver for that type and
settlement method. If submitting does nothing, the chain has not been configured — open

Purchase Requests = Approval Workflows and set one up.

Step 18. Approve, release and hand over

An approved request becomes a voucher, and a voucher is the paper somebody signs when
they take the money.
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Do this now

1. Approvers see what is waiting on the Approvals tab and in the notification bell.

2. Approve at each step. The chain is made of roles, not named people, so it survives
somebody leaving.

3. Code and release the approved request. That is the point it posts.

4. Record the hand-over when the money or the cheque physically changes hands.

® ), Search € %K ® cankofa Consulting | FINANCE 6 ACCOUNTING 360 PLUS @ Trial - 12d left ® Lo 0 AmAOvAL

Waiting on me

Sankofa Consulting - every step below is one you can act on right now. A ste ose turn has not come, or one somebody else has already settled, is not in this list

= The whole register & Awaiting hand-over + Raise a request

39,780.00

o] ATURE - GHS

[ Requests & Setup

BZ All Requests 20 Approvals
DO SOMETHING =+ Raise a request = The whole register Y Thesein the register | | & Awaiting hand-over © Longest wait: 1 day

B Yourqueue 6 Sorted by urgency, then by how long it has been sitting

igert PVC-SAN-202609-0011 Fuel & vehicle advance Efua Mensah 9 hours = 2,620.00 Step1
Kol PVQ-SAN-202609-0010 Software & subscriptions Kwesi Boateng 1day o 18,400.00 Step1
o PVQ-SAN-202609-0011 Office & equipment Yaw Darko 1day GHS 9,600.00 .Step 1

PVC-SAN-202609-0007

Normal Office & equipment Yaw Darko 1day GHS 5,000.00 Mepl
Step 2
PVC-SAN- ”
i VC-SAN-202609-0010 Client travel Efua Mensah — e 332000 =
@ Posts
o P\{C-SAN-ZDZSOB-OOIZ Staff reimbursement Efua Mensah 9 hours GHS 840.00 Step1

2026 © Finance & Accounting 360. Designed & Developed By Marvalinks Digital

Figure 20 — Your own approval queue — six steps you can act on, one of them urgent, GHS 39,780.00 waiting on your

signature. Sorted by urgency and then by how long each has been sitting, because the second is what people forget.

% IMPORTANT

The ledger recognises the spend when the request is released, not when it is handed over. An
approved voucher not yet handed over is sitting on the cheque-payable account and the bank

has not moved — which is exactly what the banner at the top of the register is telling you.
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Part 4 — The work you bill for

Projects, jobs and hours. Skip this part if you sell products; it is here for the businesses that sell

time.

Step 19. Set up a project and its jobs

A project is the engagement. A job is a piece of work inside it that has its own number, its

own budget and its own state. Sankofa Consulting runs three projects across nine jobs.

Do this now

1. Open Jobs & Projects — Projects & New project and name it, with the customer it is for.

2. Add jobs under it. Each gets a reference of its own — JOB-SAN-202609-0003 and so on.

3. Give each a budget if you have one, and somebody to manage it.

® (B} Trriii - - K

e Sankc;fa Consulting

CLIENT W

Projects

Sankof, ing - an optional grouping for jobs that belong together - 4 of 4 grouped jobs still open.

+ New project & Jobs @ Overdue jobs

| 3

& Jobs © Projects © Timesheets

) What the grouped work has cost

302,500.00 27,930.00 45,325.00 17,395.00 1

BUDGETED - OPEN JOBS COST POSTED REVENUE POSTED MARGIN JOBS OVER BUDGET

FINANCE & ACCOUNTING 360 PLUS. @ Trial - 12d left

Qo Ama Owusu

17,395.00

Anyistats v @

Only jobs that belong to a project are counted here — an ungrouped job is nobody’s project, and adding it in would make these figures disagree with the job register. Budgets typed in another currency are

excluded rather than added across a currency boundary.

© Projectlist 3

1/1
PRJ-ASG-AIR Ashanti Goldfields — spares airlift retainer Ashanti Goldfields Company Ltd Abena Sarpong /
open / total
5 2/2
PRJ-KWF-2026 Kwabena Foods — 2026 import programme Kwabena Foods Ltd Abena Sarpong ’
open / total
- = : 3 : 1/1
PRJ-VRA-TX Volta River Authority — transformer project cargo Volta River Authority Abena Sarpong
apen / total

2026 © Finance & Accounting 360.

C g GHS
215000 7.535.00
of 14,500.00 budgeted
21,630.00 (1,390.00)
of 43,000.00 budgeted 1 job over budget
#130.00 11,250.00

of 245,000.00 budgeted

Designed & Developed By Marvalinks Digital

Figure 21 — Three projects, two active, four jobs grouped under them and one of those late. Margin on grouped work

reads GHS 17,395.00 — a project is a folder for jobs that belong together, and the money is the sum of what is inside

it.
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suilting - 9 jobs on the r -findable by your number or theirs.

+ New job © Projects @ Timesheets

S Jobs © Projects @ Timesheets

3 Fulljob form @© Projects @ Timesheets 88 Card = List

@ Overdue jobs 2 View all > @ Due within 3days 2 Viewall > I1 Overbudget 2 Viewall >
Past the date you promised the client. Reschedule it, or close it Still in hand, but not for long. These are the ones worth a laok Posted cost has passed the cost budget an the job. Either the
if the work is actually done. before they join the list above budget was wrong or the job is losing money.

JOB-SAN-202609-0003 5 days late © Close | [ open JOB-SAN-202609-0005 Due in 1 day @ Close | [ Open JOB-SAN-202609-0001 @ Close | [ open
Sea import: 2 x 20ft parboiled rice, Te... - 7 4 Warehouse cross-dock: retail restock... - : 112% of budget i

Sea import clearance — 1 x 40ft reefe...

JOB-SAN-202603-0002 1 day late (© Ciose |[ Open |  JOB-SAN-202609-0007 Ducin2days [ close | [ Open |
Airimport: turbine spares AMS — AC... - s /" Perishables airlift: cut flowers ACC —... ‘ JOB-SAN-202608-0001 B o )| opin
141% of budget ' :
Cargo damage claim — pharmaceuti...
[ Costposted, nothing billed 2 View all > @® Hours waiting on an approver 2 View all >
Money has gone out against these jobs and no invoice has Time is booked against these engagements on weeks nobody
been raised on them at all. has signed off. Until a week is approved it is not the firm's
record of that time
JOB-SAN-202609-0003 © Close | [ Gpen |
o — JOB-SAN-202609-0001 © ciose | [ open
Sea import: 2 x 20ft parboiled rice, Te.. 26h unapproved B )
" Sea import clearance — 1 x 40ft reefe..
JOB-SAN-202608-0001 (® Close | [ Open
No oiced 3 J0OB-SAN-202608-0001 @ Close Open
Cargo damage claim — pharmaceuti.. LU s

Cargo damage claim — pharmaceuti...

® Budget and margin

332,600.00 42,730.00 94,970.00 52,240.00

BUDGETED - OPEN JOBS  COST POSTED REVENUE POSTED ~ MARGIN

Budget is what somebody typed on the job; cost and revenue are what the ledger actually carries against it. A job budgeted in anather currency is left out of the budget total rather than added across a currency

boundary.
2 0
OVER BUDGET APPROACHING (80%+)
2 8
NOTHING BILLED ‘OPEN JOBS

Figure 22 — The job register: eight jobs open, one overdue, three due within three days, two over budget, two with
nothing billed and two with hours nobody has approved. Every one of those six figures opens the list behind it.

Step 20. Book hours against a job

Atimesheet is a week. Inside it, each entry is a day’s work against one job, marked billable or

not.

Do this now
1. Open Timesheets = New timesheet and choose the week.

2. Add an entry per day per job: how long, and whether it is billable.
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3. Submit the week for approval.

4. An approver opens Timesheets and approves, or returns it with a reason.
i3] ), Searct ¢ 3 c 5, Ven %K ® Sankofa Consulting  FINANCE & ACCOUNTING 350 PLUS @ Trial - 12d left ® on ul A.manus,.l

CLIENT

Timesheets

what time on which engagement, and how much of it is billable.

& Fill this week % Open somebody's week & Engagements

& I

£ Jobs © Projects @ Timesheets

[ Fill this week B2 Fillanother week | | 8, Open somebody's week [ 1toapprove &) Engagements

2  Across the practice a Needs action now

44 items waiting

“  Retunedtoyou 0

1 week is waiting for approval, and 38 timesheets from the last 6 weeks have not been filed at all.

i 5 @ Allclear
| 85 Theapproval queue | | @ Approved weeks

Weeks you never filed 4

Completed weeks in the last 6 with no timesheet at all
‘% Timesheets nobody filed = 38 Until they are filed, the engagements you worked on carry
none of your time

31 Aug - 6 Sep 2026
Abena S stz ) j
”;”Zﬂ:'pmg 14 Sep - 20 Sep 2026
24 Aug - 30 Aug 2026 m
Kofi Antwi T *
F::‘:O oﬂu:‘ 14 Sep - 20 Sep 2026 £, Openit |
g —t 17 Aug - 23 Aug 2026 m
Kwesi Boaten - ) o
i 4 14 Sep - 20 Sep 2026 & Openit |
g N 10 Aug - 16 Aug 2026
N. Adjei (
:;Ton?ﬂ 14 Sep - 20 Sep 2026 4. Openit |
@ Youropendrafts 1
Yaw Darko ) A draf k v
w 14 Sep — 20 Sep 2026 &, Openit ‘ Started aﬂ.d not yet submitted. A draft week is not waiting
F360-004 ) on anybody but you
- 7Sep - 13 5ep 2026 rnothing booked T
Efua Mensah
ol 7 Sep - 13 Sep 2026 £, Opentt | :
F360-003 J
Kofi Antwi Y Waiting on your approval 1
7 Sep - 13 Sep 2026 £ Openit | 9 ahiaba
F360-006 —_— Submitted weeks nobody has signed off. Approving is what
turns claimed time into the firm's record of it
Kwesi Boateng : = =
F360-002 7 Sep - 15 5ep 2026 | & Openit | 145ep - 20 5ep 2026  36h 30m P
Nana Adjei
2 7 Sep - 13 Sep 2026 & Openit |
F360-007 \ / 2 Nohodv filed these 38
‘Yaw Darko p
7 Sep - 13 Sep 2026 Openit
F360-004 P P { 2 op ‘
Abena Sarpong ( -
0005 31 Aug - 6 Sep 2026 | 4 Openit \
Ama Owusu
31 Aug — 6 Sep 2026 % Openit
F360-001 9 P <o Dpent ‘

Figure 23 — Timesheets. Four weeks were never filed and two are outstanding, one is waiting on your approval, and
thirty-eight are weeks nobody filed at all. Hours reach an invoice only after somebody approves them, which is why an

unapproved week is a job that cannot yet be billed.

¢ GOOD TO KNOW

A week that is finished but never filed is the one that costs you money, so the outstanding register

shows it deliberately. Sankofa Consulting’s demo leaves one completed week unfiled for exactly
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that reason.

v TIP

Booking hours does not cost a seat. Anybody in the business can be given the Finance Requester
role and book their own time without being counted — which is what makes billing by the hour
practical past the finance office.
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Part 5 — The ledger itself

The accounts underneath everything, and the four screens that read them.

Step 21. Post a manual journal

For the things that genuinely are not documents: depreciation, an accrual, a correction that

has been agreed.

Do this now
1. Open General Ledger =& Manual Journals = New journal.
2. Add the debit and credit lines. It will not post unless they balance.

3. Say what it is for in the memo. In six months that memo is the only explanation anybody

has.

4. Post it.
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SE

Post a manual journal

this only for genuine adjustments s ccruals, depreciation, and cor

B Write ajournal © Recent journals & Recurring journals @ Trial balance

26,852.50

28 Overview B Accounts Receivable (AR) f@ Accounts Payable (AP) k& Financial Reports M General Ledger 8Z Billing Setup & Jobs & Projects
O Chart of Accounts = Bank Accounts £ Bank Transfers [ Bank Reconciliation [#] VAT & Levies & Exchange Rates 3= Numbering [ Document Design
& Payroll Postings [sCUTERCT Recurring Journals 9 Opening Balances 5 Fiscal Periods

~  Recurring journals a Fiscal periods o= Chartof accounts Dy Trial balance

' |f this one repeats every month A date outside an open period s .. 9= Headings take no postings Check it before and after

[  Journal header

Accounting date Currency Purpose and support reference

27/09/2026 ] GHS
Today falls in FY2026 P09. A date no open period covers is refused. On the journal for the life of the books, and the first thing an auditor reads

Request ID: ac6013c7-0010-45cd-9387-299b7 471194

= Debitand credit lines + Add line
ACCOUNT DEBIT (GHS) CREDIT (GHS) LINE MEMO COST CENTRE Jos
Select account ~ 9.00 0.00 No cost centre v No job v x
Select account o2 @.00 9.00 No cost centre v No job v X
Totals 0.00 0.00 Difference: 0.00 | Cost centre and job are separate dimensions — a line may carry both

C2 AR and AP control accounts are protected; use their subledgers. & Post immutable journal

@ Recent manual journals ~ 60f6 | & Trial balance

JRN-SAN-202607-0072 31Jul 2026 Accrue the July audit fieldwork not yet invoiced by Osei & Partners. 6,500.00 & Posted | © Reverse | O

JRN-SAN-202667-0073  31Jul 2026 Recharge shared escort costs to the project-cargo job they were incurred for. 2,200.00 & Posted | & Reverse |

Figure 24 — Posting a manual journal, with twelve periods open and today falling in FY2026 P09. Six journals have
been posted, adjusting GHS 26,852.50 between them, and one has been reversed. This screen is for the things that

genuinely are not documents — an accrual, a depreciation charge, a correction somebody has agreed.

A WATCH OUuT
Posting a manual journal into the receivables or payables control account breaks the link
between the ledger and the documents underneath it — the control will no longer agree with the

aged report. The app allows it, because occasionally it is right, and Part 7 raises it every time so

somebody has to say why.
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Step 22. Reconcile the bank

Do this now

1. Open Banking — Bank Reconciliation = New reconciliation.

2. Choose the account and the closing date and balance from the statement.
3. Tick off what has cleared.

4. The difference has to be nil before you can finish.

c 5 i a Ama Owusu
8] e inve 5, ver #K ® Sankofa Consulting  FINANCE 8 ACCOUNTING 360 PLUS @ Trial- 12d left ® e Q0 .

Bank Reconciliation

nsulting - match pos ts and payments to an imported bank statement. Reconciliation is a memo layer — it never moves money, except bank charges and interest, which post one

+ New statement & Bank accounts = Transfers

95 Overview B Accounts Receivable (AR) f8 Accounts Payable (AP) & Financial Reports 0 General Ledger 8 Billing Setup & Jobs & Projects
[ Chart of Accounts #1 Bank Accounts 5 Bank Transfers [ Bank Reconciliation [ VAT & Levies & Exchange Rates 1= Numbering @ Document Design
2 Payroll Postings [ Manual Journal  ¢3 Recurring Journals F Opening Balances 5 Fiscal Periods
BANK ACCOUNT STATEMENT DATE FROM STATEMENT DATE TO STATUS

All bank accounts v dd/mm/yyyy n dd/mm/yyyy m| Open and reconciled v Y Apply

& Statements 1

. 5/7
3102026 ol 81,600.00 129333100 e ) Dratt
2026 © Finance & Accounting 360, Designed & Developed By Marvalinks Digital

Figure 25 — Bank reconciliation: one statement in progress with two lines left to match. Reconciling is the only check

that the ledger and the bank tell the same story, and the two lines left are the ones neither side can explain on its own.

Step 23. Read the four reports that matter

e Trial Balance — every account and its balance. The first thing an accountant asks for.

* Profit or Loss — what you earned and what it cost, for a period you choose.

e Balance Sheet — what you own and what you owe, at a date.

e Aged Receivables and Aged Payables — who owes you and who you owe, by how late.

Sankofa Consulting’s aged payables reads across seven vendors and twenty-two open bills:
124,116.01 owed in total, of which 44,155.63 — 36% of the book — is more than thirty days
past due and 23,040.00 has been unpaid for over ninety days. That proportion is far worse
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than the receivables side, and the two reports are worth reading together for exactly that

reason.

Do this now

1. Open Reports — Trial Balance. It opens as at today; the four buttons above the date jump
to the end of last month, quarter or year.

2. Check the two totals match and the badge reads In balance. If it does not, stop and find
out why before you read anything else.

3. Look down the Balances by currency column. An account holding more than one currency

shows each at its own frozen rate, and the cedi column is the book value.

4. Use Profit & loss and Balance sheet at the top to move between the three statements

without losing the date you chose.
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ount’s net balanc at 27 Sep 2026. A ledger in balance equal debit and credit totals

Csv ~* Profit & loss @ Balance sheet O Chart of accounts

In balance ,297,149.45 3,297,149.45

C

OTAL DIT

95 Overview B Accounts Receivable (AR) f& Accounts Payable (AP) l& Financial Reports [0 General Ledger 8= Billing Setup & Jobs & Projects

& Trial Balance ~n Profit or Loss @ Balance Sheet [ VAT Return [E Withholding Tax

Today End of last month End of last quarter End of last year
27 Sep 2026 31 Aug 2026 30 Jun 2026 31Dec 2025

AS AT

27/09/2026 =] $ 11 accounts holding foreign currency @ Inbalance csv & Print

@ Accounts 29

Cash on Hand

AST-1100 130.00 | M Ledger
DEBIT BALANCE \
Main Bank Account
AST-1110 178,211.74 | M Ledger
DEBIT BALANCE
Stanbic USD Call Account ( \
AST-1120 B3 e 82,420.00 USD 6,500.00 Dr !. M Ledger )
Ecobank Operations Account (
AST-1130 56,652.00 | M Ledger
DEBIT BALANCE
241,244.53
AST-1200 Trade Receivables Control 1.980,04598 EUR 3,480.00 Dr (" Ledger
DEBIT BALANCE GBP 853.00 Dr
UsD 130,610.00 Dr
Withholding Tax Receivable (
AST-1210 375.00 | M Ledger
DEBIT BALANCE -
Inventory ( B
AST-1300 99,600.00 | M Ledger
DEBIT BALANCE L
Prepayments y
AST-1400 17,187.50 | @D Ledger
DEBIT BALANCE
Input VAT Recoverable ( )
AST-1500 387.60 UsD 30.00 Dr | M@ Ledger

DEBIT BALANCE

AST-1510 Input GETFund Levy Recoverable 6460 | IDT
DEBIT BALANCE " usD 5.00 Dr L ger.

Figure 26 — The trial balance, in balance: GHS 3,294,048.65 on each side across twenty-six accounts that carry one.
Six of those hold foreign currency, and the composition is shown per row — the receivables control alone carries GHS,
EUR, GBP and USD, each at its own frozen rate.

v TIP

Run the Trial Balance before you close a month and after you close it. If it changed, something
posted into a month you had finished with.
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Step 24. Close the month

Do this now

1. Post everything that belongs in the month.
2. Reconcile every bank account.

3. Run the Trial Balance and read it.

4. Open Setup — Periods and close the month.

13)] ( Se 1inve s, c 5, Ve #K ® Sonkofa Consulting  ['NANCE & ACCOUNTING 360 PLUS @ Trial - 12d left

Aged payables

Sank sulting and how overdu at2

& Print ® Bills £ Vendors

127,216.81 | 44,155.63

28 Overview B Accounts Receivable (AR) & Accounts Payable (AP) l&: Financial Reports M General Ledger H
@ Vendors B Bills Payments (% Aged Payables
Today End of last month End of last quarter End of last year

27 5ep 2026 31 Aug 2026 30 Jun 2026 31 Dec 2025

AS AT

Billing Setup

27/09/2026 a £\ Bills unpaid for over 90 days

A How long the suppliers have been waiting

g Current 83,061.18 Late 20,495.63  Verylate 620.00
0-30 days 65% 31-60 days 16% 61-90 days 0%

A Outstanding by vendor &

Anthropic, PBC

UsD 240.00
WITHIN TERMS
Ghana Ports and Harbours Authority
GHS 18,480.00 21,800.00
OVER 90 DAYS A2
Ghana Print & Signage
GHS 7,440.00 GHS 10,362.96 GHS 620.00 1,240.00
OVER 90 DAYS
Kotoka Freight Partners. GHS 4,960.00

WITHIN TERMS

Nkrumah IT Supplies

GHS 10,132.67
PAST DUE

‘Osu Subcontracting Co
GHS 22,050.00
WITHIN TERMS

Ridge Facilities Services Ltd

GHS 9,300.00
WITHIN TERMS

Ridge Faci s Services

WITHIN TERMS

GHs 17,730.38

ot owing GHsS 83,061.18 GHS 20,495.63 GHS 620.00 GHS 23,040.00

48

Ama Owusu

& Jobs & Projects

| csv ‘“6 Print
. ]
Badly overdue 23,040.00
90+ days 18%
USD_Z“QOO \ = Ledgev-”-l@ Bills
GHS 40,280.00 \ & Ledger
GHS 19,662.96 1' = Ledger.
GHS 4,960.00 \. B Ledger
GHS10,13267 | fR Ledger J
GHS 22,050.00 \‘ ,ﬁ Ledgerrl | 7@ Bills ._
GHS930000 | B Ledger @ Bils
GHS 17,730.38 ‘ﬁ Ledger:\ @ Bills
GHS 127,216.81



Figure 27 — Aged payables, the mirror of Step 11: GHS 127,216.81 owed across eight vendors on twenty-three open
bills. GHS 44,155.63 is more than thirty days past due — 35% of the book, a far worse proportion than the receivables
side —and GHS 23,040.00 has been unpaid for over ninety days.
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Part 6 — Reading the business

Six screens that do arithmetic over your own ledger and tell you what it means. Four read the
business as it is, one sets what you meant it to be, and one compares you with businesses like

yours. These are all Plus features.

Step 25. KPIs & Ratios

Do this now
1. Open Osebo Intelligence — KPIs & Ratios.

2. Choose the window — year to date, last twelve months or this quarter — and press

Recalculate. Every figure below is read from the trial balance for exactly that period.

3. Read What to fix first before the ratios themselves. It names the measures scoring under
70 out of 100, which is the short list worth your morning.

4. Press any ratio to see the two figures it came from. A ratio you cannot take apartis a

number you should not act on.

The ratios an accountant would compute by hand: how quickly you collect, how quickly you
pay, what your margin is, whether you can cover what is due. Each one opens the list of

documents it was computed from, so a figure you distrust can be taken apart.
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FIN E UNTI

KPIs & Ratios

ulting - what the bout the busine:

@ Financial Health B Cashflow Forecast 2 Profit or Loss B Balance Sheet & Trial Balance

09,905.51 1,573,895.08 2,203,145.08

From To

01/01/2026 [m] 27/09/2026 [m] [ Last 12 months | | This quarter

Can it pay what is due What the business can turn into cash soon, against what it owes soon.
ﬁ'@ What to fix first

2 measures below 70 out of 100

CURRENT RATIO Strong QUICK RATIO Strong

513 4_92 Debtor days ~ Under strain - 0/100 \jOpen

296 days - How fast money moves

terms on new quotes, and chasing the aged

Under 1 means today's obligations are larger than what is on The same question with stock taken out, because stock has to receivables list in order of i
hand to meet them. be sold first
Creditor days ~ Under strain - 10/100 (
Current assets 241667181 Current assets less stock 2,317,07181 e Open
288 days - How fast money moves
Current liabilities 470,860.06 Current liabilities 470,860.06
Paying suppliers faster than you are being paid Payables
funds your customers out of your own bank
What drove it, and what to do » What drove it, and what to do >

Ordinary terms are 30 days

What it keeps Of the money that came in, how much stayed. BY Cariivot be worked oirt. (@

@ All 8 measures are available

GROSS MARGIN Strong NET MARGIN Strong
93.3% 87.0%
. o . (-]
100 h 100/1
What is left after the direct cost of what was sold. What is left after everything.
Revenue less cost of sales 1,687,795.58 Net profit 1,573,895.08
Revenue 1,809,905.51 Revenue 1,809,905.51
What drove it, and what to do » What drove it, and what to do >
RETURN ON EQUITY Strong
71.4%
B o
100

What the owners’ money earned over the period.

Net profit 1,573,895.08
Equity 2,203,145.08
What drove it, and what to do >

How fast money moves How long cash sits with customers before it arrives, and with suppliers before it leaves.

Figure 28 — Eight ratios out of eight available, read straight off the trial balance for the year to date: GHS
1,809,905.51 of revenue, GHS 1,576,479.08 of net profit and GHS 2,205,729.08 of equity. "What to fix first" names the

two measures scoring below 70 out of 100 rather than leaving you to find them.

Step 26. The Cashflow Forecast

Thirteen weeks forward, built from two things: committed money — dated invoices and bills
that already exist — and modelled money, which is what your own history says usually

happens. The two are shown separately and never merged.

Sankofa Consulting’s reads: 317,283.74 in the bank today, a low point of 628,681.89 in
week four from 17 October, and 2,125,440.05 after thirteen weeks if nothing changes. Forty-
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one dated documents — nineteen open invoices and twenty-two open bills — sit in the week

they fall due; everything else is modelled off this ledger’s own history, 295 days to collect

against 280 to pay, and printed in grey with a ~ so the two can never be mistaken for each

other.

Do this now

1. Open Insight = Cashflow Forecast.

2. Find the lowest point and the week it falls in. That is the week to plan for.

3. Read the rail on the right: what to collect first, and which bills could be moved.

i}

E ¢ UNTI

= ® Sankofa Consulting

Cashflow Forecast

nk lting - whaf

@ Financial Health

317,283.74

{E

e bank balal

[ KPIs & Ratios

@ Aged Receivables

@ Aged Payables

625,581.09

INT

FINANCE & ACCOUNTING 360 PLUS

2,122,339.25

@ Trial - 12d left

Q

Ama Owusu

@ 19 open invoices and 23 open bills are placed in the week they fall due. Each week's "documents” link opens the ones behind it, by name. Anything not covered by a dated document is spread over
the collection and payment periods your own ledger shows — 296 days to collect, 288 days to pay — and shown in grey italics with a ~ in front of it. Running costs of 3,546.65 a week come from your
last three complete months.

Committed and modelled are never added without saying so. The In and Out columns keep them on separate lines; where a week's Net and closing balance combine the two, the week is marked

PART MODELLED

417,627.06 is already overdue and sits in week one — it is expected now, not later.

A

What the balance does

Closing balance at the end of each week, over 13 weeks. The lowest point is week 4 at 625,581.09.

2,500,000

2,000,000

1,500,000

1,000,000

500,000

wi w2

@ Committed only - dated documents

£ Week by week Weeks
1 2026-09-27
i 2026-10-04

3 2026-10-11
4 2026-10-18
5 2026-10-25
6 2026-11-01

Stays positive

w3 w4 ws w6 w7 ws w9 w10 w11
@ Committed only @@ Including modelled
Including modelled
13 v
47,876.43 365,957.78
417,627.06 683,241.52
3,792.85 PART MODELLED
2,480.00 (6,272.80) S
- 3,792.80 PART MODELLED T
34,350.00 (38,142.80) 3082592
3,792.80 PART MODELLED o
780. (13,244.83)
1532797 2478000 625,581.09
3,792.80 PART MODELLED
1515,012.80
1,518,805.60 3,792.80 2,140,593.89
PART MODELLED
17,730.38 (21,523.18) 2115,07071
3,792.80 PART MODELLED o

8,992.20
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23 documents

1document

8 documents

4 documents

2 documents

2 documents

>

>

>

b

>

¥

f¢ What changes the answer

Week 4 is t

t point

@ Collect these first 8 417,627.06 View all »

Already past their due date and sitting in week one. Largest

first — that is the order that moves the pinch.

ARI-SAN-202608-0009 24 days late
Volta Agro Exports

ARI-SAN-202603-0011
Volta Agro Exports

169 days late

W13

INV/2026/0418
Volta River Authority

117 days late

ARI-SAN-202607-0009 40 days late
Adinkra Foods PLC

INV/2026/0511
Cocoa Processing Company Ltd

109 days late

ARI-SAN-202608-0011 39 days late
Akosombo Blooms Ltd

INV/2026/0502
Melcom Ghana Ltd

118 days late

ARI-SAN-202607-0008 68 days late
Tema Port Logistics Ltd



Figure 29 — The thirteen-week cash forecast. GHS 317,283.74 in the bank today, a low point of GHS 628,681.89 in
week four from 17 October, and GHS 2,125,440.05 after thirteen weeks if nothing changes. Forty-one dated
documents — nineteen open invoices and twenty-two open bills — are placed in the week they fall due; everything else
is modelled off your own ledger, at 295 days to collect and 280 to pay, and printed in grey with a ~ so you can tell the

two apart.

% IMPORTANT

Committed and modelled are never added together silently. A week marked “part modelled” is
telling you that some of what it shows is a pattern rather than a document, and you should treat it

accordingly.

Step 27. Financial Health

Do this now
1. Open Osebo Intelligence — Financial Health.

2. Read the headline score and the word beside it, then the confidence figure — a score

computed from half your measures is not the same claim as one computed from all eight.

3. Work down the pillars. Each states its weight, so you can see which part of the ledger is

moving the number.

4. Press a measure to see the reading behind it, and discount any part you disagree with
deliberately rather than dismissing the whole score.

A scorecard over the whole ledger: liquidity, profitability, how you are collecting, how

exposed you are. Each measure says what it is, what yours is, and what would count as healthy.
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ep 2026

¥ The measures behind it £ Cashflow Forecast -2 Profit or Loss @ Balance Sheet

8/8 100

oo This score is Osebo's own weighting of eight measures from your ledger — it is not a credit rating and it is not d against other busil , because this product has no industry dataset to
compare you with. Every pillar below shows its weight and every measure the reading it came from, so you can disagree with any part of it and see exactly what to discount. Press any measure to see
the band ladder it was scored against and the two figures behind the reading.

What it keeps stong | 100 @ What to do about it

orth your attention

Gross margin 93.3% | Strong — 100 Debtor days Under strain - 0/100 ( Open"
296 days - 60% of How fast money moves
Net margin 4 87.0% | Strong ———— 100 Customers are slow. Payment reminders, shorter m

terms on new quotes, and chasing the aged

Return on equity 71.4% ( stong ———— 300 receivables list in order of size

Creditor days Under strain - 0/100 Open
288 days - 40% of How fast money moves Z
Can it pay what is due strong | 100 Paying suppliers faster than you are being paid Pyables
3 ¢ 2 e funds your customers out of your own bank
Ordinary terms are 30 days.

Current ratio 513 | Strong — 100
@ Excluded, notscored nil 0

Quick ratio 492 | Strong — 100 @ All 8 measures counted - 100% confidence
How fast money moves Under strain |

Debtor days 296 days | Under strain (1]

Creditor days 288 days | Under strain 0

Who funded it stong | 100

Debt to equity 100 0.33 Strong —r— 100

@ How the score is put together  80/100

What it keeps 35% 30f3 Strong 100
Can it pay what is due 30% 2of2 Strong 100
How fast money moves 20% 2of2 Under strain 0

Figure 30 — Financial health: 76 out of 100, "Steady", on all eight measures with full confidence. The screen states
plainly what the number is not — not a credit rating, and not a comparison against other businesses, because the
product has no industry dataset to compare you with. Every pillar shows its weight and the reading behind it so you

can discount any part of it deliberately.

Step 28. Budgets

A budget here is per account per month — never a year divided by twelve. A business with a
season budgeted flat produces a variance report that is wrong every single month: adverse

through the quiet half, favourable through the busy half, and none of it about the business.
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Do this now

1. Open Insight = Budgets and press New budget. Leave Start from last year ticked if you
have a year behind you — every account is carried forward and uplifted by its own year-

on-year movement, and each suggested figure says where it came from.

2. Work down the grid. Repeat across copies a row's first figure into the months still empty
and never over one you typed; Use last year's shape fills all twelve, keeping the shape of

the year.

3. Read Before you save this above the grid. It is your own ledger talking: an account you
spent on last year and have budgeted nothing for, a row you have set flat where last year

had a season, a budget that stops before December.

4. Save, then Make it the active budget. One active budget per year — two would let the

variance report pick one silently, and both numbers would look right.
8] Q, Searchinve ¢ en =K ] Sénkcfa Consulting ~ FINANCE 8 ACCOUNTING 360 PLUS @ Trial - 12d left ® b 0 A_mao‘"“st’

FINANCE &

Budgets

Sanko nsulting - what the year was meant to look like, against what it did

& 2026 against actual + New budget v KPls & Ratios £ Cashflow Forecast

268,877.65 2,313,260.80 2,044,383.15

4P 2026 against actual + New budget I | KPIs & Ratios £ Cashflow Forecast
a 2026 e @ 1 draft

268,877.65 4 2,313,260.80 2,044,383.15
BELOW PLAN ACCOUNTS ADRIFT PLANNED ACTUAL SO FAR
across revenue and cost together of 7 with a figure — earning less, or spending Demo budget 2026 2 budgets in all
s  Earning less than planned 2 Viewall » % Spending more than planned 2 Viewall »
2026 so far, biggest gap first. 2026 so far, biggest gap first.
INC-1200 88% of plan earned EXP-1400 102% of plan spent
Service Revenue Salaries & Wages
INC-1100 94% of plan earned EXP-1300 106% of plan spent
Sales Revenue Depreciation Expense

Demo budget 2027 2027 Drat 2,041,799.15 - et 4 Against actual m
GHS every account on plan \ )
268,877.65 (
Demo Duslget 2025 2026 Active 2,313,260.80 2,044,383.15 ik o Against actual
GHS - active since 26 Sep 2026 4 0f 7 adrift J
2026 © Finance & Accounting 360. Designed & Developed By Marvalinks Digital

Figure 31 — The budget register. Sankofa is 268,877.65 below plan for 2026 with four of seven accounts adrift,
against 2,313,260.80 planned and 2,044,383.15 posted. The band names them in two groups because they call for
opposite responses: Service Revenue has earned 88% of plan and Sales Revenue 94%, while Salaries & Wages has
spent 102% and Depreciation 106%. Every row of the register carries its own figures — a register that cannot be read

without opening something is a filing cabinet.
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¢ GOOD TO KNOW
Sankofa’s 2026 budget plans 2,313,260.80 across seven accounts against 2,044,383.15

actually posted, with four accounts adrift. Eight months of the year have closed, which is the figure

every percentage on the report should be read against.

A WATCH OuT

Nothing in the panel writes a budget line. It offers and you press — a product that quietly rewrote
what the business is measured against would be the worst thing an accounts package could do,

and you would never see it happen.

Step 29. The budget against what actually happened

The variance report is the budget and the ledger side by side. It is the one screen that answers

"are we going to be all right this year", and it is built so you can take every figure on it apart.

Do this now
1. Open a budget and press Against actual.

2. Read How the year is going first. It names which account is carrying the gap and what the
remaining months allow — what is left of that budget divided by what is left of the year.

3. Then read the table. Variance is actual less budget, so a negative always means "came in
under plan" — a saving on a cost and a shortfall on income. Every figure says which way it

went in words as well as in colour.

4. Click any account to see the postings behind its actual, and open the full ledger from there

if you need the whole story.
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B 026

Demo budget 2026 against actual

onsulting - GHS - through 6

B Open the budget ~ Profit or Loss £ All budgets

1,808,372.72 236,010.43

—
B OCpen the budget { £ Allbudgets |
~250,002.59 B -18875.06 @

1,808,372.72 236,010.43 8/12 &

INCOME SO FAR COSTS SO FAR MONTHS ELAPSED ADVERSE ACCOUNTS

against 2,058,375.31 planned through Dec 2026 against 254,885.49 planned through Dec 2026 finished months, to Aug 2026 the wrong side of plan for the months that hav...
“ How the yearis going 3 Reac t t t have closes +1 Ask Osebo Intelligence

N Income is at 88% of the plan for the months that have closed
Income of 501,131.40 posted against 568,393.20 planned for the first 8 months of the year — 67% of it. That is behind plan, so the rest of the year has to make it up.

/  Salaries & Wages is over plan by 672.00 1 Therow
33,600.00 posted against 32,928.00 planned for the months that have closed. That leaves 2,620.80 for the remaining 4 months — 655.20 a month if the year is still to land on plan. &

/, Depreciation Expense is over plan by 640.00 4 Therow
10,666.67 posted against 10,026.67 planned for the months that have closed. The whole year's budget of 10,026.67 is already spent, with 4 months still to go. Nothing here is —
recoverable by underspending; the plan is what has to change.

Through month

Month 12 ~

Figure 32 — The 2026 budget against what actually happened. Eight of twelve months have closed, which is the

figure every percentage here should be read against: 40% of a budget spent means one thing in March and the

opposite in November. “How the year is going” names which account is carrying the gap and what the remaining
months allow — what is left of that budget divided by what is left of the year.

% IMPORTANT
A row with nothing posted reads Nothing posted, not Favourable. Spending nothing where you

planned to spend is favourable by the arithmetic and is just as often a cost coded to another

account — which reads as a saving here and an overspend there.

v TIP

Osebo Intelligence will turn the findings into a short paragraph about what to do this month. It is
asked for rather than written automatically, because reading costs money and a note nobody

wanted still spends it.

Step 30. Industry Benchmarks

Every other screen in Part 6 compares you with yourself. This one compares you with

businesses like yours — the same eight measures, read from other Osebo tenants in your
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industry, with the middle and the quartiles shown so you can see the spread rather than a

single number to chase.

Do this now
1. Open Insight = Industry Benchmarks and set your industry if it is not already set.

2. Read Where you sit first. It counts how many of the eight are at or above the middle, how
many are below, and which of those sit in the weakest quarter — then tells you to start with

the one furthest from the middle.

3. Work down the cards. The bar on each is the middle half of the industry, the line is its

median, and the ring is you.

4. Open a card for the working behind the figure and what moves it.
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® sankofa Consulting

Industry Benchmarks

'a Consulting - how you read against Log

[ KPIs & Ratios & Financial Health @ Budgets

2

BEHIND IT

From To

01/01/2026 [} 27/09/2026 [m]

3 Recalculate Year to date Last 12 months || This quarter

CREDITOR DAYS

288 days against 40 days
249 days from the middle - weakest quarter

Where you sit DEBTOR DAYS
296 days against 55 days

241 days from the middle - weakest quarter

6 of 8 measured ratios are at or above the Logistics median. 2 are below it,

and 2 of those sit in the weakest quarter of the industry. Start with the one

furthest from the middle.

Against Logistics The bar is the middle half of the industry, the line its median, and the ring is you. Open any card for the working and what moves it

CURRENT RATIO Ahead

513
| o

151 median 1.75 203

In the best quarter of the industry — ahead of
three companies in four.

Industry median 175
Lower quarter 151
Upper quarter 203
Companies 6

PEERS 6 Osebo Logistics companies, eac... »

RETURN ON EQUITY Ahead

714%
| o

12.6% median 14.8% 17.8%

In the best quarter of the industry — ahead of
three companies in four.

QUICK RATIO Ahead

4.92
| o

109 median 1.30 158

In the best quarter of the industry — ahead of
three companies in four.

Industry median 130
Lower quarter 109
Upper quarter 158
Companies 6

PEERS 6 Osebo Logistics companies, eac... >

DEBTOR DAYS Behind

296 days
[ o

48 days median 55 days 60 days

In the weakest quarter — three companies in
four do better. 241 days would reach the

GROSS MARGIN Ahead

93.3%
| o

245% median 27.0% 30.3%

In the best quarter of the industry — ahead of
three companies in four.

Industry median 27.0%
Lower quarter 24.5%
Upper quarter 30.3%
Companies 6

PEERS 6 Osebo Logistics companies, eac... >

CREDITOR DAYS Behind

288 days
| o

36 days median 40 days 43 days

In the weakest quarter — three companies in
four do better. 249 days would reach the

NET MARGIN Ahead

87.0%
| o

60% median 7.0% 88%

In the best quarter of the industry — ahead of
three companies in four.

Industry median 7.0%
Lower quarter 6.0%
Upper quarter 8.8%
Companies 6

PEERS 6 Osebo Logistics companies, eac... »

DEBT TO EQUITY Ahead

0.33
o |

0.78 median 1.00 120

In the best quarter of the industry — ahead of
three companies in four.

middle. middle
Industry median 148% Industry median 55 days Industry median 40 days Industry median 1.00
Lower quarter 126% Lower quarter 48 days Lower quarter 36 days Lower quarter 078
Upper quarter 17.8% Upper quarter 60 days Upper quarter 43 days Upper quarter 1.20
Companies 6 Companies 3 Companies 6 Companies 6

PEERS 6 Osebo Logistics companies, eac... > PEERS 6 Osebo Logistics companies, eac... >

PEERS 6 Osebo Logistics companies, eac... > PEERS 6 Osebo Logistics companies, eac... >

You are in the pool

Only the eight ratios on this screen, anonymised and aggregated — never your customers, your documents or your hame. Nothing shows to anybody below 5 contributors, so 2 Leave the pool

no reading traces back to you.

Figure 33 — Industry Benchmarks. Eight measures against six Osebo Logistics companies: ahead of the median on
six, behind on two, and both of those are collection. Sankofa takes 296 days to collect against an industry middle of
55 and pays in 288 against 40 — the screen says how far from the middle each one is rather than leaving it to be

worked out. The bar on each card is the middle half of the industry, the line its median, and the ring is Sankofa.

% IMPORTANT

You are in the pool because you contribute to it. Nothing identifies you — what leaves your books
is a ratio, never a figure, never a document, never a name — and a cohort is only shown at all once

enough businesses are in it for no single one to be inferable.
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¢ GOOD TO KNOW

Sankofa is read against six Osebo Logistics companies. It is ahead of the middle on six of the
eight measures and behind on two — and both of those are collection: 296 days to collect
against an industry middle of 55, and 288 days to pay against 40. That is the whole value of
the screen. Every other report in this book says Sankofa collects slowly; only this one says how

slowly compared with businesses doing the same work.

A WATCH OUT

A benchmark is a conversation starter and not a target. Debtor days below the cohort may mean
you collect well or that you sell only to people who pay on the day; the screen tells you where you

sit, and you know which of those it is.

Step 31. The dashboard

Do this now

1. Open Accounting from the menu. This is the overview, not a report — nothing here is a

figure you have to run.

2. Check the trial-balance badge first. Everything under it is only worth reading if the ledger

balances.

3. Read cash, receivables and payables together rather than one at a time: what you hold,

what is owed to you, and what you owe.

4. Work the Needs action now panel. Every count in it opens the list behind it, and every row

carries the next thing to do to that document.

The one screen to open on a Monday. What came in, what went out, what is late, and what is

waiting on somebody.
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Accounting overview

Sankofa Consulting - the general ledger, statements and month-end controls - position as at 27 Sep 2026

4 Trial balance ~ Profit & loss Balance sheet [B Manual journal

RECE R

In balance | 317,283.74 1,981,578.77

Accounts Payable (AP) k& Financial Reports [0 General Ledger 8% Billing Setup £ Jobs & Projects

95 Overview B Accounts Receivable (AR)

POSITION AS AT

27/09/2026 m] ® Debits equal credits

£ Receivables aging A Payables aging ) Needs action now

51 items waiting aci

1,981,57877 127,21681 @ Overdue from custo... 14 417,627.06 Viewall >
Outsta owed to you as at position date Qutstanding you owe as positic Jate
- ¢ 28 1o g yme Already past the due date. Oldest first — that is the order a
-_— I chase list should be worked in,
® 0-30days 1,721,452.45 ® 0-30days 83,061.18 ARI-SAN-202603-0011 Chase " Open |
31-60 days 100,491.85 31-60 days 20,495.63 SRyt )
Volta Agro Exports
@ 61-90 days 17,714.47 @ 61-90 days 620.00
@ 90+ days 141,920.00 @ 90+ days 23,040.00 .
INV/2026/0502 118 days late c Open
e \ F s Melcom Ghana Ltd '
| 85 Fullreport | 8% Fullreport
INV/2026/0418 117 days late ( "open'
= Volta River Authority *
[ Cash position 1to reconcile i
317 283.74 INV/2026/0511 109 days late Open |
Cits slie in CHS acrass 3 accaurit Cocoa Processing Company Ltd s &
USD 6,500.00 .
Stanbic USD Call Account & ARI-SAN-202607-0008 = ("Gpen
68 days late & g
Ecobank Operations Account B 56,652.00 Tema Port Logistics Ltd
Main Bank Account 84 1 178,211.74
and 9 more —
@ Billstopay 23 127,216.81 View all >
o1 Se
G Performance - this month i Posted, unpaid, and due soonest first
APB-SAN-202604-0010 143 days late ("open
Income 1,308,774.11 Ghana Print & Signage : -
Expenses = 88,524.38 el
APB-5AN-202606-0011 114 days late (
NET PROFIT ays late Open
GHS 1,220,249.73
Income vs expenses
1,500,000
]

Figure 34 — The accounting overview, which is the screen you will open most. Trial balance in balance, GHS
317,283.74 in cash and bank, GHS 1,981,578.77 of receivables against GHS 127,216.81 of payables. The worklist

beneath counts fifty-one items waiting across four areas.
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Part 7 — What the books tell you without
being asked

Three things that run on their own and wait for you. All three are Plus.

Step 32. What needs a second look

Every night the app reads the last ninety days of your own books and raises anything unlike
the rest of them. Five rules, all of them arithmetic over your figures rather than a judgement

about them:

Possible double payment — the same supplier reference on two bills, under different

vendor records.

Possible double entry — two bills to the same vendor, days apart, for the same amount.

Unlike this supplier — a bill several times that supplier's own median. A supplier’s first

invoice is never unusual.

Charged somewhere new — a supplier posted to an expense account they have never

been charged to.

¢ Control account moved by hand — a manual journal in receivables or payables control.

Do this now

1. Open Insight = Needs a second look.

2. Work the urgent ones first. The tile says what money sits behind them.

3. Open afinding and read the evidence chips — they are the figures the rule was drawn from.

4. Mark it correct or dismiss it, and say why. The scan will not raise it again.
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What needs a second look

Read from your own be right 1 day ago

@ Bills M Manual journal Aged Payables

FINANCE & ACCOUNTING 360 PLUS

@ Trial- 12d left ® A fa Ama Owusu

36,970.96

SHOWING KIND

Still open ~ Any kind ~ Apply

Possible double payment

Supplier invoice RFS-2026-0412 is also on APB-SAN-202608-0021, under a different supplier record

APB-SAN-202609-0008 Ridge Facilities Services Ltd 18 Sep 2026  9,300.00

also on APB-SAN-202608-0021 filed under Ridge Facilities Services

[ Two live payables for one debt. The supplier records are probably the same business entered twice.

[ @& openbit + Itiscorrect [JERCEEIT

Unlike this supplier
11.0 times this supplier’s usual bill
APB-SAN-202609-0011 Ghana Print & Signage 16 Sep 2026 6,820.00

usually 620.00 this one is 11.0x over 8 earlier bills

| & openbit v iscorect IR

Unlike this supplier
15.7 times this supplier's usual bill
APB-SAN-202607-0009 Ghana Print & Signage 09 Jul2026 9,742.96

usually 620.00 thisoneis 15.7x  over 5 earlier bills

[ & openbill + Itiscorrect JERSELIEUIY

Possible double entry
Same amount as APB-SAN-202609-0009 from this supplier, 4 days earlier
APB-SAN-202609-0010 Kotoka Freight Partners 12 Sep 2026 2,480.00

also on APB-SAN-202609-0009 4 days apart

[ A standing charge billed on a regular cycle looks exactly like this.

| & openbill | ® Dismiss

Charged somewhere new
First time this supplier has been charged to General and Administrative Expenses
APB-SAN-202604-0010 Ghana Print & Signage 07 Apr 2026 620.00

new account General and Administrative Expenses

What was found
‘o

6 items still o

Every rule compares this book against itself. A supplier's first
invoice is never unusual, and nothing here is a verdict

Concentrated on one supplier
Ghana Print & Signage accounts for 4 of the 6 still open
Worth fixing at the supplier rather than one bill at a time.

Possible double payment 1
before this: 1 fixed

Charged somewhere new 2
before this: 2 fixed

Possible double entry 1
before this: 1 fixed

Unlike this supplier 2
before this: 2 fixed

Figure 35 — What needs a second look — the nightly pass over your own ledger. Three urgent findings with GHS
25,862.96 behind them, one to review before it is paid and two worth knowing about, GHS 36,970.96 flagged across

six items, the oldest waiting one day. Six have already been fixed and none closed by hand.

% IMPORTANT

a ledger nobody reads.
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Nothing here is an accusation. Every finding has an ordinary explanation as well as a worrying

one, and you decide which. The value is that somebody looked at all of them, which is not true of



¢ GOOD TO KNOW

The screen counts what happened to each rule’s past findings, so a rule whose findings you

almost always dismiss is one to re-tune — and a rule whose findings get fixed is earning its place.

Step 33. Osebo Intelligence on a finding

Where the assistant is switched on and you have agreed to it, each finding also gets one
sentence saying what to check next — not what was found, which the heading already says.

This is deliberately the smallest possible thing. The finding is arithmetic and stands on its own:
if the assistant is off, over budget or unreachable, the finding still renders, still says why, and

still carries its evidence. The note is simply absent.

A WATCH OUT

Nothing leaves your workspace until somebody has agreed to it. Until consent is given, the nightly
run reports every finding as unexplained and no data is sent anywhere — which is the correct
behaviour and worth knowing is the default.

Step 34. Revenue earned over time

A twelve-month retainer invoiced in January is not January's revenue. Until the work is
delivered the money is a debt — you owe eleven months of service — and recognising it all on
the invoice date overstates this month’s profit and understates every month after it. Every ratio
and forecast in Part 6 reads off that profit.

A schedule spreads an invoice over the months it is actually earned in, and releases a month at

atime, on its own, overnight.

Do this now

1. Open Insight = Revenue over time.

Choose Spread an invoice and pick the invoice.
Set the first and last month the work covers.

Enter the amount to spread — usually the whole invoice.

i d W BN

Check the deferred revenue account. Your chart ships one and it is offered by default;
change it only if you keep more than one.

6. Create the schedule.
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Sankofa Consulting has one running: a 14,000.00 annual support retainer over twelve
months, of which 9,333.28 has been earned and 4,666.72 is still deferred — 67% through.

The release profile on the left shows the months it comes back in.

e Ama Owusu
i8] ? C 5, ver K ® Sankofa Consulting | FINANCE 8 ACCOUNTING 360 PLUS @ Trial- 12d left ® o ful .

FINANCE & UNTIN

Revenue earned over time

Billed up front, taken tt 2 month by month - released automatically each night

& Spread an invoice B Invoices & Balance Sheet

4,666.72 0.00

LD E

ARI-SAN-202601-0011 Jan 2026 - Dec 2026 —

14,000.00 9,333.28 4,666.72 Running
Sep Oct Mov Dec Jan Feb Mar Apr May Jun Jul Aug
Every bar is revenue already invoiced. It reaches the profit and
loss in the month the service is delivered, not the month it was
billed
Show
Running 1
Finished or stopped 0
Everything 1
2026 © Finance & Accounting 360, Designed & Developed By Marvalinks Digital

Figure 36 — Revenue recognised over time. GHS 4,666.72 is still deferred — billed but not yet earned — GHS 9,333.28
has been taken to revenue across every schedule, and nothing is earned-but-unposted because each finished month

posts itself. One schedule is running.

+ GOOD TO KNOW

The invoice itself is not touched. It posted the ordinary way; the schedule posts its own journal
moving the unearned part out of revenue into a liability, and releases it back monthly. That is also

why you can attach a schedule to an invoice raised long before you started doing this.

A WATCH OouT

If you stop a schedule early, everything still deferred is taken to revenue that day. The money was

billed, so it has to land somewhere — the screen tells you the amount before you confirm.

v TIP
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The release runs nightly and is safe to re-run, so you never have to remember it. The Post what is
earned button is there for the day you are closing the month and do not want to wait until two in

the morning.
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Part 8 — What it costs, and who can do what

Step 35. Who can do what

Four roles ship with the app:

Finance Administrator — runs the workspace: settings, people, periods and the chart
itself.

* Finance Manager — approves what other people raised. Cannot raise it themselves.

e Accountant — does the work: invoices, bills, journals, reconciliation.

Finance Requester — raises a purchase request and books their own hours against a job.

Sees nobody else’s work, and costs nothing.

Do this now
1. Open People & seats.

2. Check how many seats are being worked against how many people are in the workspace.

Only the three finance roles spend one.

3. Invite whoever is missing by email and choose their role on the invitation — a pending

invitation holds its seat, so the count moves before they arrive.

4. Change a role here rather than removing and re-inviting somebody; the history of what

they did stays attached to them either way.

The role is chosen when you invite somebody and can be changed afterwards from People &

seats without removing and re-inviting them. Somebody can hold more than one.
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13} ), Search 3 = K ® cankofa Consulting ~ F!NANCE & ACCOUNTING 360 PLUS @ Trial - 12d left ® £ 0 Ama Chinmsi

FINANCE & A NTIN

People & seats

Sank onsulting - w the desk, and who can ask it for help

85 The desk 3 My requests B8 Billing

i Everybody can ask. Only the desk costs a seat.

WHAT ITIS HOW TO USE IT CONNECTED TO

2. Invite somebody

Their work email Joining as
Finance Administrator — Runs the workspace: the chart, the periods, t... <J Send invitation
Finance Administrator - uses aseat  Finance Manager - usesaseat  Accountant-usesaseat  Finance Requester-free  Billing Requester-free  Quote Requester-free  Job Requester - free

2 Inthis workspace 4

ACCOUNTANT FINANCIAL CONTROLS APPROVER  JOB CONTROLLER
SALES MANAGER BILLING CONTROLLER ENGAGEMENT APPROVER
Ama Owusu finance.admin@osebodemo . test This is you
TIMESHEET ADMINISTRATOR  TENANT OWNER ARC USER
FINANCE ADMINISTRATOR EMPLOYEE
Efua Mensah accountant@osebodemo.test ACCOUNTANT  EMPLOYEE & Edit 00 Suspend 2 Remove
Kwesi Boateng finance.manager@osebodemo.test FINANCE MANAGER ~ EMPLOYEE & Edit 00 Suspend 2. Remove
JOB REQUESTER ~ QUOTE REQUESTER  FINANCE REQUESTER ) )
Yaw Darko requester@osebodemo.test & Edit 00 Suspend S Remove
EMPLOYEE BILLING REQUESTER
& Invitations 0
No invitations yet.
2026 © Finance & Accounting 360. Designed & Developed By Marvalinks Digital

Figure 37 — People and seats. Three finance seats are being worked among four people in the workspace, and no
seat count is set on this plan. Only the three finance roles spend a seat; a requester costs nothing, which is the whole

shape of the price.

% IMPORTANT

The separation between Manager and Accountant is the product’s only real control, and it only
works if they are different people. One person holding both is a workspace where everything is

approved by whoever raised it.

Step 36. What you actually pay for

You pay for the people who do the finance. Three roles cost a seat — Finance Administrator,

Finance Manager and Accountant — and everybody else is free.
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That is the honest way round for this product. The person raising a purchase request and the
person booking an hour against a job are not using an accounts package; they are feeding
one. Charging for them would mean rolling the app out past the finance office costs money,

and a ledger that is only fed by three people is a ledger that spends its time guessing.
So a Finance Requester costs nothing, however many of them you have. Put the whole

company on it.

A WATCH OUT

The figures are on this app’s page on the Osebo site, where they are kept current. They are
deliberately not printed here: a book outlives a price list, and a number set in a document nobody
can reissue is worse than no number at all. What does not change is the mechanism — you are

counted by the people who do the finance, and everybody who only asks or records is free.

Step 37. What Plus adds

The base app is a complete set of books: customers, quotes, invoices, receipts, credit notes,
vendors, bills, payments, purchase requests, jobs, projects, timesheets, the ledger, and every

report in Part 5. Everything in it is typed by a person and read by a person.

Plus adds the screens that read those books back to you, and the ones that speak up without
being asked:

e KPIs & Ratios, the Cashflow Forecast and Financial Health — Part 6.
* Budgets, and the variance report that reads them against your ledger — Part 6.

* Industry Benchmarks, the one screen that compares you with businesses like yours rather

than with yourself — Part 6.
e Bill Capture, which reads a supplier’s invoice so nobody types it — Part 3.
e What needs a second look, and Osebo Intelligence on each finding — Part 7.
* Revenue earned over time — Part 7.

* Your sending domain, so invoices and reminders go out as you rather than as Osebo —
Part 1.

* Project costing, so a job carries what it cost as well as what it was worth.

v TIP

The base app will tell you what happened. Plus is what tells you what it means, and what to do on
Monday. If you have nobody whose job is to read the ledger, Plus is the part that does that
reading.
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Glossary

* Aged — grouped by how late it is: within terms, 30, 60, 90, over 90 days.
* Allocation — matching money received or paid against the documents it settles.
e Chart of accounts — the list of accounts every posting lands in.

e Committed vs modelled — in the forecast: money a dated document already promises,

against money your own history says usually arrives.
* Control account — the ledger account that must agree with the aged report underneath it.
e Credit note — the correct way to reduce an issued invoice.
» Deferred revenue — money billed for work not yet delivered. A liability, not income.
® Period — a month. Open ones accept postings; closed ones refuse them.
e Seat — somebody who does the finance. Requesters are free.

* Voucher — the paper somebody signs when they take the money for an approved request.
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Setup checklist

. Chart of accounts read and adjusted.

First period opened, and the months up to today.

Workspace filled in — currency, address, tax number, logo, watermark.
Numbering set, before anything is raised.

Bank accounts added, in their own currencies.

Sending domain added and verified (Plus).

Customers added, with email addresses and terms.

Vendors added, with terms.

™ N & o s W N2

Roles assigned — and Manager and Accountant are different people.

10. Purchase request types and their approval chains configured.
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The routine

Every week

e Enter the bills that arrived, with the supplier's own reference.
e Record the money that came in and went out.
* Approve what is waiting.

e Read What needs a second look (Plus).

Every month

e Reconcile every bank account.

e Post depreciation, accruals and anything else that is not a document.

Check Revenue over time has released the month (Plus).

Run the Trial Balance and read it.

Chase anything in the 90+ column.

Close the period.
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Where to go next

If you pay people, Payroll & Intelligence 360 produces the journal this app posts. If your
money is tied up in machines rather than in stock, Asset Management 360 keeps the register
this app depreciates. Both are separate Osebo 360 apps, sold and priced on their own.

Everything in this book is on the Osebo site under this app’s page, where the figures are kept
current.
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