 COMPUTERIZED ACCOUNTING	                                                              1
MEMO REPORT 		3




Computerized Accounting
Name
Institution












Steps for setting up Vendors in QuickBooks PRO
Start by opening the ‘Vendor Center’ and select various ‘Vendors’ from menu in the top. On the transaction tab click the ‘Vendors’ tab at top left of Vendor Center Window. The click on the drop-down button containing the ‘New Vendor’ that is on the upper left side of the Vendor Center and choose the ‘New Vendor’ command in order to open the new vendor window(Rittner,2011). 
In the address information tab begin by typing the vendor name into the field containing the ‘Vendor Name’. Then enter the total outstanding amount in the ‘Beginning (Open) Balance ‘if there is any. Then enter name of the organization of the vendor in the field of Company Name’. If the vendor is a person enter his or her information starting with Miss/Mr/Mrs followed by the surname of the vendor. Enter the contact information of the vendor in the contact field. Then enter address details of the vendor in the ‘Shipped From and Billed From’ field.
Select the Payment settings on the ‘Address Info Tab’ and enter the default buying details from the vendor. Enter the vendor’s account number in ‘Account Number’ field. Also enter vendor credit limit if there is any on the ‘Credit Limit’ field. Then select terms of payment from the dropdown tab with ‘Payment Terms’
Finally, select the ‘Tax Settings’ Tab and enter the vendor’s tax details.
How to add the customers in the software
Start by opening the ‘Customer Center’ and select customers from menu bar appearing at the top.  In the upper left of the Customer Center window click on the ‘New Customer and Job’ button to select the ‘New Customer’ command to open the new customer window. Then, in the ‘Address Information’ Tab enter name of the customer in the ‘Customer Name’ field. Then add the opening or beginning balance in the ‘Opening Balance’ if any (Horne,2014). Followed by entering company name of the customer in the ‘Company Name’ field. Enter the full name of the customer in the’ Full Name’ field. Add the job title of the customer in the ‘Job Title’ field and record the contact information of the customer (Horne, 2014). Add the bill and shipping address of the customer in the ‘Bill ‘and ‘Shipping’ field respectively. Select the payment settings to enter the customers default payment details. Finally, select tax settings customer’s tax details such as tax code, default sales tax.
Aged-Payables and Aged-Receivable Reports
Aged-payables Report
Aged-payables reports usually shows the amount of payments the organization has which are becoming due. The primary purpose of this report is to provide the amount of money a company shall be needed to cover any kind of shortfalls in days, weeks or months (Jikia & Kharabadze,2018).
Aged-Receivables Report. 
Aged-receivables report usually shows the list of customer account balances by the length of time the balances are outstanding.
How they might be used to make management decisions from both the view of internal and external users  
Both Aging receivables and aging payables shall be utilized by management for: (a)dealing and identifying inefficiencies as well as deficiencies in the collection and invoicing systems, (b). dealing with the slow-paying clients and improve the company’s cash flows, (c) deciding on changing or modifying the organization’s credit sales terms, and (d) evaluating the terms of payment with potential and existing supplies to make significant changes.
How the reports would be used to make management decisions for the business
Aging payables reports provides the organization management an appropriate way to handle and manage the debts of the company. This is because the management can identify and determine the amount of funds the organization will be needing in order to hand the shortfalls of the company(Jikia & Kharabadze,2018). Additionally, the management can use both aging receivables and aging payables to decide whether to take long term bank loan or arrange for the short-term financial assistance to meet the company’s working capital requirements.
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