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Clients Page

How to Add a Client

]
£ CLIENTS .
e SO CLICK THE “ADD NEW
CLIENT” BUTTON

MIKHAIL ABRAHAMS VIDEO GAMES BY DAN SYNIQ(PTY)LTD

—— -

SNOOP DOGG LEADFILEADL1 WEISKOPF CONSULTING

WEDDING PLANNING BY WHITNEY TRAVIS WALDRON SUSHI BY KATSUYUKI

© NO INDUSTRY. eNowOUSTRY | aNDINDUSTRY

Figure 1. Add a Client Step 1

NEW CLIENTACCOUNT

FILL OUT ALL FIELDS
AND THE CLICK THE
“REGISTER CLIENT

ACCOUNT” BUTTON

Figure 2: Add a Client Step 2
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How to Edit a Client

All Business Units

CLICK THE "3 DOTS?
BUTTON THE CLICK THE
“EDIT DETAILS” BUTTON IN

MIKHAIL ABRAHAMS VIDEO GAMES BY DAN THE DROPD® W Nmeemio

@
<

enomoustay [ASESSIFNNVITSEN e onoustRy . esortwase

® UNKNOWN ® UNKNOWN ® NO INDUSTRY

© NO INDUSTRY eNoNDUSTRY | aNOINDUSTRY

Figure 3: Edit a Client Step 1

EDIT CLIENT ACCOUNT

FILL IN'ALL FIELDS AND
CLICK THE “UPDATE
CLIENT” BUTTON

Figure 4: Edit a Client Step 2
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How to Issue a Statement

CLIENTS
MANAGE YOUR CLIENT BILLING AND INVOICING HISTORY

BUSINESS UNIT

CLICK THE CARD OF THE
CLIENT YOU NEED

+ ADD NEW CLIENT

MIKHAIL ABRAHAMS VIDEO GAMES BY DAN SYNIQ(PTY)LTD

SNOOP DOGG LEADFILEADL1 WEISKOPF CONSULTING
® UNKNOWN

WEDDING PLANNING BY WHITNEY TRAVIS WALDRON SUSHI BY KATSUYUKI

Figure 5: Issue a Statement Step 1

ssssss

NVOICES PURCHASE ORDERS

IN THE FINANCIALS TAB, CHOOSE
THE START AND END DATE THEN
CLICK DOWNLGOAD PDF TO
GENERATE A PDF STATEMNT

£ND DaTE

CURRENT

ZAR 0

ACCOUNT LEDGER

BEGINNING BALANCE

zzzzzzzzzzzzzz

Figure B6: Issue a Statement Step 2
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ESCRIBTION AMOUNT
AR 0
2AR 7,700 ZAR 7,700

ZAR 7,700
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Vendors Page

How to Add a Vendor

All Business Units

p CLICK THE “ADD NEW VENDOR" —
MANAGE YOUR SUPPLIERS AND SERVICE PROVIDERS B UTTD N

. TONYRONDONUWU . TIMPHILIPMASONRY
i

LocaTion 80 syne LocaTion aso syne

80 synC

5 2 s0
P ROBERTSON & ASSOCIATES P PAMSEITZ P PGSE
g0 syne @sasyse | tocamox Gsoswac
) s
. METLIFEDENTAL . MAHONEYMUGS
i i
uuuuuuuuuuuuuu aso syne LocaTiON @80 syNC
s 5 a &
_. LEEADVERTISING HICKS HARDWARE _. HALLPROPERTIES FIDELITY
i i i I
ocatoN  asoswc acaTioN 5 ocaTIo a ocatoN  asoswc v

Figure 7: Add a Vendor Step 1

NEW VENDOR ACCOUNT

£ BASIC INFORMATION

FILL IN ALL FIELDS AND
CLICK THE “CREATE
VENDOR” BUTTON

CREATE VENDOR

Figure 8: Add a Vendor Step 2
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How to Edit a Vendor

All Business Units

S CLICK THE “3 DOTS” BUTTON
= et DI THEN CLICK THE EDIT VENDOR

BUTTON-EFROM THE DROPDOWN

iy B — VTN
o UNITED STATES TREASURY o "TONYRONDONUWU o TIMPHILIP MASONRY o TANIA'S NURSERY
i @ i i
LocaTion LocaTion aso svne Location aso svne LocaTion asa svne
® 2 e a2, C.
« @ iipimp liormasornsco = i | [Re e Ey
& SQUEAKY KLEEN CAR WASH = ROBERTSON & ASSOCIATES & PAMSEITZ = PGEE
Location aso syne LocaTion aso svne aso as0 syne
e 57 emal 49 7 L
- NORTON LUMBER AND BUILDING... o NATIONAL EYE CARE = MET LIFE DENTAL o> MAHONEY MUGS
i i i i
LacaTion aso svne Lacation aso syne Location aso svnc LocaTion asa svne
® . o- ¢ .
" w aireuk com s 2 Noema “ 2 No e &
o LEE ADVERTISING - HICKS HARDWARE - HALL PROPERTIES - FIDELITY
i i i i
LacaTion aso svne LocaTion aso syne Location aso svne LocaTion aso syne <

Figure 9: Edit a Vendor Step 1

EDIT VENDORACCOUNT

— FILL IN ALL FIELDS AND
CLICK THEZUPDATE
VENDOR” BUTTON

taxesaregraat@intuit.com 888) 555-6454

http://www.Ustreasury.gov

@ BILLING ADDRESS

5568 Capital Drive

CANCEL UPDATE VENNOR

Figure 10: Edit a Vendor Step 2
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Quotes Page

How to Create a Quote

All Business Units

Sl CLICK THE “CREATE QUOTE"
.

B ALL quotes 7

quote 4 oate VALID UNTIL sTaTUS AMOUNT
NAS429732 Mar 25, 2026 Mar 31, 2026 ® ACCEPTEL 2AR 54,646
NAS976994 Mar 25, 2026 Mar 31, 2026 ® ACCEPTED 2AR 6,666
oT-421747 Mar 23, 2026 Mar 31, 2026 ® ACCEPTED 2AR 633
oT-545782 Mar 19, 2026 Mar 31, 2026 o AccePTEE 2AR 8,855
0T-206469 Mar 19, 2026 Mar 31, 2026 ® DRAFT AR 99
Q1-778699 Mar 19, 2026 - ® DRAFT 2AR 210
0T-697854 War 19, 2026 - ® DRAFT 2AR 210

Figure 11: Add a Quote Step 1

NEW QUOTE

vl || | IN ALL FIELDS AND
CLICK THE “CREATE
i e QUOTE” BUTTON

Memo to Customer

Message for your client...
Subtotal
Discount

Terms & Conditions
Tax
Payment terms.

Shipping

Internal Notes Total

Private notes.

CREATE QUOTE

Figure 12: Add a Quote Step 2
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How to Edit a Quote

All Business Units

CLICK THE “3 DOTS” BUTTON
Gl THEN CLICK “CREATE QUOTE” ™™
BLUTTON

B ALL quotes 7

auare # oate VALID UNTIL srarus AMaUNT
NAS429732 Mar 25, 2026 Mar 31, 2026 ® ACCEPTEL 2ZAR 54,646
@ Edit
NAS976994 Var 25, 2026 Mar 31, 2026 o AccEPTED
& Downld
O Delete
QT-421747 Mar 23, 2026 Mar 31, 2026 ® ACCEPTED
QT-545782 Mar 19, 2026 Mar 31, 2026 ® ACCEPTED 2ZAR 8,855
QT-206469 Mar 19, 2026 Mar 31, 2026 ® DRAFT ZAR 99
QT-778699 Mar 19, 2026 - ® DRAFT 2ZAR 210
or-607854 var 19, 2026 ® ORAFT 28R210

Figure 13: Edit a Quote Step 1

EDIT QUOTE: NAS429732

The final user/cl
NAS429732

FILL IN ALL FIELDS AND
CLICK THE “UPDATE
QUOTE" BUTTON

Line Items + Add Item

sKu DESCRIPTION PRICE
AMOUN

Busil Monthly User L 54 ZAR 54,64¢

Memo to Customer

Message for your client
Subtotal  ZAR 54,646

Discount 0

Terms & Conditions

Payment terms.

Internal Notes

Tax o

Shipping 0

Total ZARS54,646

Private notes...

UPDATE QUOTE

Figure 14: Edit a Quote Step 2
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How to Download a Quote

All Business Units

B aUoTEs € ESTRUATES CLICK THE “3 DOTS" BUTTON : oo

THEN CLICK “DOWNLQAD POE"
BUJTON

B ALL quoTEs 7

auare # oate srarus AmauNT
NAS429732 Mar 25, 2026 Mar 31, 2026 . EPT ZAR 54,646
@ Edit
NAS976994 Var 25, 2026 Var 31, 2026 o AccEPTED
& DownloadPDF
O Delete
QT-421747 Mar 23, 2026 Mar 31, 2026
or-545782 var 19, 2026 Var 31, 2026 o AccepTeC 2AR 8,855
QT-206469 var 19, 2026 Var 31, 2026 ® DRAFT 2aR99
QT-778699 Mar 19, 2026 - ® DRAFT 2ZAR 210
or-607854 var 19, 2026 ® ORAFT 28R210

Figure 15: Download a Quote

How to Approve a Draft Quote

All Business Units

e CLICK THE “3 DOTS” BUTTON

ooy it THEN CLICK “ACCEPT & o

CONEDRATE INN/OUCC” DI ITTAN]
O TN g — OTo & T

B AL quoTes 7

quore oate VALID UNTIL status AmoUNT
NAS429732 Mar 25, 2026 Mar 31, 2026 EPTE! ZAR 54,646
NAS976994 Var 25, 2026 Var 31, 2026 ® ACCEPTED 2AR 6,666
or-a21747 var 23, 2026 Var 31, 2026 ® AccePTED 28R 633
QT-545782 Mar 18, 2026 Mar 31, 2026 ® ACCEPTED ZAR 8,855
QT-206469 Mar 19, 2026 Mar 31, 2026 ® DRAFT ZAR 99

@ Edit
or1-778699 Mar 19, 2026 ® DRAFT

& Download PDF

B Accept & Generatglavoice
QT-697854 Mar 19, 2026 ® DRAFT

0 Delete

Figure 168: Approve a Draft Quote
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Invoices Page

How to Add an Invoice

All Business Units

© INVOICES & LEDGER CLICK THE “NEW INVOICE”

ZAR 579,652 1578772.2200000002 ZAR 990,562 -ZAR 410,910
SETTLED OICES anOICeS TOTAL QUTFLOW REVENUE MINUS COSTS

B ALL INvDICES 100

INvoice # cLienT PROJECT AMOUNT sTATUS oaTE oUE DATE
NAS20260327-001 Syniq (Phy) Ltd 28R 7,700 ® sent Mar 27, 2026 Feb 26, 2026
INV-445858 Weiskopf Consulting 2AR 54,646 ® PAID Mar 25, 2026 Apr 24, 2026
INV-306664 Barnett Design 2AR 633 ® ORAFT Mar 25, 2026 Apr 24, 2026
INV-20260317-001 Sushi by Katsuyuki Project Alpha 8 2AR 13,800 ° PAID Mar 17, 2026 Mar 31, 2026
INV-AUTO-1031 SOUTH HAVEN COMMODITIES Project Alpha: 12 2AR 22,650 o PAID War 11, 2026 Mar 25, 2026
INV-AUTO-1003 SOUTH HAVEN COMMODITIES Froject Alpha-4 ZAR 27,090 o PAID Mar 11, 2026 Mar 25, 2026
INV-AUTO-1000 SOUTH HAVEN COMMODITIES Project Alpha 2AR 16,910 o PAIC Mar 11, 2026 Mar 25, 2026
INV-AUTO-1011 SOUTH HAVEN COMMODITIES 2AR 21,288 ® PAID Mar 11, 2026 Mar 25, 2026 i

Figure 17: Add an Invoice Step 1

Selact account

FILL IN ALL FIELDS
AND CLICK THE
“CREATE INVOICE"
BUTTON

CREATE INVOICE

Figure 18: Add an Invoice Step 2
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How to Edit an Invoice

B NAS20260327-001 7 & ZAR 7,700
=
CLICK THE “3 DOTS" |
BUTTON THEN CLICK
THE “PENCIL ICON" N
BUTTON Mikhail Abrahams  Customer

eeeeeeeeeeeeeeee

Figure 19: Edit an Invoice Step 1

FILL INALL FIELDS
THEN CLICK THE
“UPDATE INVQICE”
BUTTON

2ZAR 7,700

°

ZAR 7,700

Figure 20: Edit an Invoice Step 2
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How to Download an Invoice

Figure 21: Download an Invoice

How to Record a Payment

Figure 22: Record a Payment Step 1

Version 1.0 | 4 April 2026

CLICK THE “3 DOTS”
BUTTON THEN CLICK
THE “DOWNLCAD
ICON" BUTTON

CLICK THE “RECORD
PAYMENT"” BUTTON

B NAS20260327-001 7 & @ ZAR 7,700
& pue pate R
26/02/2026 ZAR 7,700
Syniq Delivery
Mikhail Abrahams Customer
o emee toma
Monthly User License 14 ZAR 550 ZAR 7,700
rrrrr ZAR 7,700
© Pavments
No payments received
B NAS20260327-001 7 & @ ZAR 7,700
B oue b $5
26/02/2026 ZAR 7,700
niq D
Mikhail Abraham: Customer
nnnnn
Monthly User Licanise 14 248 550 288 7,700
TOTAL ZAR 7,700

£ PAYMENTS

* RECORD PAYMENT
%

No payments received

Syniqg (PTY) LTD



Figure 23: Record a Payment Step 2

Purchase Orders Page

FILL OUT ALL FIELDS
AND THEN CLICK

“SUBMIT PAYMENT"

B NAS20260327-001 7 & @

ZAR 7,700

26/02/2026
arv
Manthly User License 14 2ZAR 550
TOTAL
£ PAYMENTS
RECORD PAYMENT
7700 2026/04/07

(© SUBMIT PAYMENT

ZAR 7,700

vvvvv
ZAR 7,700

2AR 7,700

How to Create a Purchase Order

All Business Units

MANAGE INCOMING Pl

URCHASE ORDERS TO VENDORS

[©) ALL PURCHASE ORDERS 5

PO NUMBER

#NAS20260323-001

PO-20260321-001

1002

1003

1004

Figure 24: Create a PO Step 1

Version 1.0 | 4 April 2026

xr 23, 2026

2026

x 16, 2026

2026

x 16, 2026

vavavava

United States Treasury Mar 31, 2026

United States Treasury Mar 31, 2026

Unknown Vendor

Unknown Vendor

Unknown Vendor

uuuuuu

2AR 36,000

2ZAR 30,000

ZAR125

2AR 229

2ZAR 205

Syniqg (PTY) LTD



NEW PURCHASE ORDER

FILL OUT ALL FIELDS
AND THEN CLICK

“CREATE PO" BUTTON

Figure 25: Create PO Step 2

How to Download a Purchase Order

[ PURCHASE ORDERS HERETR D
B ALL PURCHAS £ ORDERS 5
shmamnm A e A
#NAS20260323-001 Mar 23, 2026 United States Treasury Mar 31, 2026 . 2ZAR 36,000
& Downlo:
P0-20260321-001 Mar 21, 2026 United States Treasury Mar 31, 2026 .
O Delete
1002 Mar 16, 2026 Unknown Vendor . ZAR 125 E
1003 Mar 16, 2026 Unknown Vendor - . ZAR 229
1004 Mar 16, 2026 Unknown Vendor = . ZAR 205

ElRE Rt s s S N
THEN CLICK “DOWNLOAD PDF”
FROM THE DROPDOWN

Figure 26: Download a PO
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Expenses Page

How to Log an Expense

All Business Units

'EXPENSES & SPEND O et

v — _

o o CLICK THE “LOG
ZAR 990,562
mloied EXPENSE” BUTTON

[ ALL ExPENSES 202

venDoR cLiEnT CATEGORY AMOUNT oate as0 sYNc noTES

Mahoney Mugs OFFICE EXPENSES ZAR 18 Feb 7, 2026
Ellis Equipment Rental EQUIPMENT RENTAL ZAR 112 Feb 11, 2026 o svnceD
Lee Advertising ADVERTISING 2AR 75 Feb 11, 2026
Chin's Gas and Oil AUTOMOSBILEFUEL AR 55 Dec 25, 2025 o SYNCED
Chin's Gas and Oil AUTOMDBILE:FUEL 2AR 62 Jan 9, 2026 ® SYNCED
Chin's Gas and Oil AUTOMOBILE:FUEL ZAR 65 Jan 29, 2026
Hicks Hardware LANDSCAPING SERVICES:JOB MATERIALS:PLANTS AND SOIL ZAR 24 Jan 26, 2026
Hicks Hardware J0B EXPENSES:JOB MATERIALS:DECKS AND PATIOS 24R 88 Feb 1, 2026

Figure 27: Log an Expense Step 1

RECORD EXPENSE

FILL OUT ALL FIELDS
AND THEN CLICK
“RECORD EXPENSE”
BUTTON

RECORD EXPENSE,

\__Z

Figure 28: Record a Payment
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How to Add an I[fem/Service

© MEMssseRvices CLICK THE "NEW
©mEMssseRvices e

UNIT PRICE gsostatus  gsomm

sssssss ZAR 10,000

zzzzzzz 2R 75

Figure 29: Add an Item/Service Step 1

CREATENEW ITEM FILL OUT ALL FIELDS
AND THEN CLICK
“CREATE ITEM”
BUTTON

CREATE ITEM

Figure 30: Create an Item
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Integrating QuickBooks Online

How fo Integrate QuickBooks Online

All Business Units 8 suniq

/i ACCOUNTING DASHBOARD =

FINANCIAL HE

=) FINANCE
OASHBOARD BANK BALANCE TOTAL EXPENSES NVOICES ISSUED INVOICES SETTLED DUTSTANDING
-ZAR 990,562 ZAR 0 ZAR 0 ZAR 98,584 ZAR 1,202,247
SH FLO o W cxpenses

reaNsACTION carccomy  oare sarus 980 aaunT
27 Max
Suniq (Pry) Ltd o sent o raleo 248 7,700
2028
25 was
Weiskopf Consulting Sales o Pai0 o raLeD ZAR 54,646
2026
25 Max
Barnett Design Sales eoRarT @ ZAR 633
2026
17 Maz
Project Alpha-g Sales o ea ® raeo ZAR 13,800
2026
CLICK THE “SETTINGS”
Maz
Project 2: Migration Sales ® sent o Faieo ZAR 51,989

BUTTON WHILE IN THE

Project 1: System 11 Mar

ACCOUNTING APP s e T e
\

Figure 31:¥ntegrate QuickBooks Step 1

All Business Units ) suniq

@: FINANCE SETTINGS

CONFIGURE YOUR ACCOUNTING ENGINE, DOCUMENT AUTOMATION, AND EXTERNAL INTEGRATIONS

&) FINANCE

& GUICKBOO?(,S,O,NEINE ~ bl AR

DOCUMENT AUTOMATION «
ENABLE CUSTOM EXCEL TEMPLATES
INTEGRATE WITH QUICKBOOKS

# CONNECT TO QUICKBOOKS

CLICKTHE SCANNEET: T0
BEIEKEERICSEEEIEEOIN

Figure 32: Integrate QuickBooks Step 2
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2 FINANCE SETTINGS
CONFIGURE YOUR ACCOUNTING ENGINE, DOCUMENT AUTOMATION, AND EXTERNAL INTEGRATIONS

‘QUICKBOOKS ONLINE wco o
L) 2

ENABLE CUSTOM EXCEL TEMPLATES

5555555555555555

CLICK THE “LAUNCH
ONBOARDING WIZARD”
BUTTON AND FOLLOW
THF STFPS

Figure 33: Integrate QuickBooks Step 3
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