Instruction Manual 
of 
Shop Cooperative Book Keeping system 
The main tools of accounting system used in shop cooperative are described as following:

1- Sales Journal: it is used for recording the sale cash, sale on account and cash receivables paid by customers. The journal has five columns. First column is sale cash amount; second is sale on account; third is total sale= Sale cash+ sale on account; fourth is cash amount for cashier. For more detail, please refer to the first sheet of it management format. 
2- Expenditure Journal: is used for recording all expenditures which are not for fixed assets. In general, expenditures for the travel of staff and transportation of goods are classified for the first column of expense since its cost can not be split for cost of goods sold. The second column is expenditures for staff capacity building. The expenses are usually covered for staff who attend the training workshops organized by Cedac Staff and key trainers on special topics related to shop management and accounting. The third column is miscellaneous expenses. Please refer to the the attached format for more details.  
3- List of Fixed Assets: is used to monthly record all fixed assets such as shop and other equipment for their business purposes. This list is very important data for constructing the balance sheet.
4- Stock in Journal: used to record all inventories which are periodically stocked in. It also shows the beginning balance of all items. This journal shows the quantity of each item/inventory.   Please refer to the format for more detail and understandings.
5- Stock out Journal: similar to stock in journal, this journal is used to track all items which are sold out of the shop. 
6- Stock closing/summary format: it shows all inventory transactions, especially tracks the stock in, our and remaining/ending inventory as of end of each month. The cost of goods sold can be calculated as following formula: beginning balance+ stock in-remaining stock.  
7- List of write off inventory: used to count all damaged/ lost inventories during the month of operation.

8- Cash book: used to record all transactions of cash everyday. This book shows everyday cash flow of the shop. 
9- Account receivable record: used to record all receivable accounts with detail information

10- Account payable record: used to record all payable accounts with detail information.
11- Prepaid account record: used to record all prepaid accounts with detail information.
12- List of ending inventories: used for calculating the remaining inventories in shop or cost of goods sold. Please note that cost is the last purchasing cost. 
13- Verifying Format: used to check the cost of goods sold and sale revenue whether they are consisting with the previous record in 4, 6 and 7. 
14- Other income format: used to record other income besides sales
15- List of fixed assets and its depreciation expenses: this list let us know what the fixed assets, costs, are usage life, book value and monthly depreciation.
16- Profit/Lost or Income Statement format: used to do financial report based on monthly business transactions.
17- Balance Sheet: is a very important part of financial report to show the current situation of each business. It applies the accounting equation: Total Assets=Equity + Liabilities
18- Receivables closing format: used to close receivable accounts within the month.
19- Prepaid closing format: used to close prepaid accounts within the month.
20- Payables closing format: used to close payable accounts within the month.
21- Shareholder detail list: used to update the funds and share value for next month. 
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