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An initiative led by the East of England Development Agency

Overview

A Background & objectives
A 1. Managing debtors and cashflow

A 2. Getting more business from existing
customers

A 3. Getting more customers
A 4. Other tips on working smarter not harder
A Conclusion.
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Fight the Credit Crunch with IT

BACKGROUND & OBJECTIVES

Background to TakelTon

A EEDA launched TakelTon A Needed to increase

in November 2007 awareness that IT can
A Region-wide campaignto ~ boost bottom line
improve and increase A Offers a package of
business use of IT support, including:
A Research suggests i Free IT Healthcheck
businesses limiting from a specialist

Business Link Adviser

success due to poor IT: ) ) :
I Free Business IT Guide.

T Only 34% have a website

T 44% of employees felt
stopped from doing job
well by poor IT
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My Background

A Over 20 years bringing business and IT together
effectively

A Started as operator/trainee programmer, experienced
in entire process of creating & supporting business IT
systems

A 10 (busy!) years as a freelance consultant

A Always had a business focus 1 able to talk in plain
English about how IT can help businesses

A Regularly write and speak on use of IT in business

A Formed Eximium 4 years ago, aimed at helping
business people solve business headaches using IT

A The credit crunch is a major business headache for
everyonel!

Objectives

A Show you how to use your current IT to:
T Manage debtors, avoid bad debt and get paid on time

i Communicate with, and win more business from, your
existing customers

i Help your business stand out from the crowd and
grow your customer base

i Save money by working smarter not harder

A Discuss some key IT improvements you could
make to help in the future

A Provide some sources of further information

A Lots of ideas, hints and tips foryou-c an 6t c o
things in too much detail today.
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MANAGING DEBTORS AND
CASHFLOW

Objectives of This Section

A L_oolk at why managing debt and cashflow is
vita

A Cover the process of producing and
analysing debt reports

A Consider automating credit chasing
A Help you avoid bad debt in the first place

A Provide some tips to forecast and manage
cashflow

A Discuss useful changes to invoice templates.




takelTon Briefing

Fight the Credit Crunch With IT

Why Managing Debt and
Cashflow is Vital

A Cash is lifeblood of your business i vital to survive
and grow

A Major issue in a growing business, as more sales put
more pressure on cash, e.g. Red Letter Days

A Not always about profit i can still become insolvent
when making profit:
T 80% of businesses that fail, fail with full order book

A Debt will adversely affect cashflow, as expected cash
doesnot arrive

A Can become bad debt, which is even worse 7 will
never arrive!

Creating & Analysing Debt Reports

A Aged Debt Reporting shows how much
money you are owed and for how long

A Lists overdue invoices and categorises into
set periods (usually in days overdue, e.g. 30,
60, 90, 120+)

A Analyse the report to see who owes the most
and for the longest i target those customers
first for best effect

A Can produce from accounting software or
using spreadsheets.
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Inside Accounting Software

A Most accounting software has an Aged Debt
Report you can run

A Relies on you setting payment terms for
customers correctly

A Normally gives contact names & phone
numbers - useful for telephone-based credit
chasing

A Check your accounts package manual for
how to run it.

Example Aged Debt Report in
Sage

Thare are 29 cudtomers @ tha 120+ pariod
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Using Spreadsheets

A You can produce a simple Aged Debt Report
using MS Excel or similar

A First, create a Sales Ledger with Customer Name,
Value, Due Date, etc.

AKeep this up to date wit

A Use the Sales Ledger directly by filtering on
invoices due before today

A Sorting the list in Due Date order to see the oldest
debts first

Using Spreadsheets

A_You can create a Opivot ta
information by Due Date

A This will show how much money you are owed in total
by when (also useful for cashflow forecasting)

A Could add values to show the month only, so you can _
see how much youbére owed i

ACould calculate a 6days ow
age the debt

A Can create graphs to view information graphically

A Could also output raw data from your accounting
package for further analysis in a spreadsheet.
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Invoice Tax Point  Customer Value Due Date Paid? Month Overdue? Days
Number Overdue
10001 01/08/2008 Milling Products Ltd £ 3,25050 29/08/2008 N 08 Y 65
10003 22/08/2008 Stanton Power Ltd £ 2,300.20 06/09/2008 N 09 Y 57
10002 15/08/2008 Lawson & Co Ltd £ 14567 29/09/2008 N 09 Y 34
10009 15/09/2008 Milling Products Ltd £ 347840 13/10/2008 N 10 L) 20
10008 12/09/2008 Lawson & Co Ltd £ 45856 27/10/2008 N 10 Y 6
10012 01/10/2008 Milling Products Ltd £ 325050 29/10/2008 N 10 Y 4
10015 15/10/2008 Stanton Power Ltd £ 755.78 30/10/2008 N 10 Y 3
10006 01/09/2008 Bits and Bobs Ltd £ 24587 31/10/2008 N 10 Y 2
10005 01/09/2008 Stanton Power Ltd £ 3,74598 16/09/2008 Y 09 0
10007 01/09/2008 Milling Products Ltd £ 150000 29/09/2008 . 09 0
10004 30/08/2008 Bits and Bobs Ltd £ 755.78  29/10/2008 Y 10 - 0
10010 25/09/2008 Lawson & Co Ltd £ 276.50 09/11/2008 N 11 N 0
10011 01/10/2008 Lawson & Co Ltd £ 79046 15/11/2008 N 11 N 0
10013 01/10/2008 Lawson & Co Ltd £ 14567 15/11/2008 N 11 N 0
10018 01/11/2008 Stanton Power Ltd £ 150000 16/11/2008 N 1 N 0
10014 10/10/2008 Lawson & Co Ltd £ 230020 24/11/2008 N 11 N 0
10017 26/10/2008 Lawson & Co Ltd £ 24587 10/12/2008 N 12 N 0
10016 23/10/2008 Bits and Bobs Ltd £ 3,74598 22/12/2008 N 12 N 0
10019 03/11/2008 Bits and Bobs Ltd £ 45856 02/01/2009 N 01 N o
10020 24/11/2008 Bits and Bobs Ltd £ 347840 23/01/2009 N 01 N 0

IT

E le Aged Debt Report in
Overdue? ¥
Sum of Value Column Labels
Row Labels 2 3 4 6 20 34 57 65 Grand Total
Bits and Bobs Ltd £246 £246
Lawson & Co Ltd £459 E146 £604
Milling Products Ltd £3,251 £3478 £3,251 £9,979
Stanton Power Ltd £756 £2,300 £3,056
Grand Total £246 £756 £3,251 £459 £3478 £146 £2,300 £3,251 £13,885
Stacked Value by Age Value by Age
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Example Debt Dashboard in
Excel

Invoices Due by Date Stacked Value by Age
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Automating Credit Chasing

AAt the moment, people aren
chased i automating where possible will save time

A Can create letters directly out of some accounting
software, and also statements

A Drive from your Aged Debt analysis i target the
maximum return based on priority

A Simply export a file in comma separated format (CSV)

A Can easily mail-merge using office products, e.g. MS
Word and Outlook

A Emails or letters can be generated

A A little manual effort is required but straightforward to
do.
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Mail Merge in Word 2007

Documentd [Compatibility Mode] - Microsoft Word

Home  Insert  Pagelsyout  References | Mailings = Review  View
. N — — B » Rules ~ \
I y @ o] B 2 nse K 41 b oW :
— =] = @ — 3, Match Fields Y
Envelopes Labels | StartMail  Select Eait Address Greeting Insert Merge B asto & Finish &
Merge ~ Recipients ~ Recipient List Block  Line Field - ¥ Auto Check for Eors  Merge -
Create Start Mail Merge Write & Insert Field Preview Results Finish

A Able to edit the list of recipients, to remove duplicates, etc.

A Adding merge fields is very easy

A Simple process i there is also a wizard!

ASimple rules are available, e.g.
A
A

Easy to link your fields with the standard fields, e.g. First Name,
Address Line 1, etc.

Preview feature is useful, can see how document will look.

Avoiding Bad Payers

A Use your own information to find your bad payers

A Keep a manual list of when customers paid, for you to
analyse 1 could use the invoice list from earlier

A Or, if you use accounting software, you should be able
to access this information from their customer account

A Look at the timeframe not just the amount i who owed
the most for longest

ADonbd6t take orders from the
pay some or all of the bill up front when they order

A Can also use Companies House Webcheck service
before opening credit accounts 1 costs £1!

A Business Link Information Service offers credit check
facility.

10
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Cashflow Forecasting

A Also very useful to use spreadsheets for cashflow
forecasts

A Again, Microsoft has templates available

A Lists incomings and outgoings for each month,
with opening and closing balances
A Great for spotting potential shortfalls
Avery useful if you repla

with the actual figures for the month as you
progress i use to reassess budgets

A Possible to extract figures out of accounting
software to help, if you have it.
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Changing Invoice Templates

A Consider changing your invoice templates to
help with debt management

A Add your payment terms and/or a due date
A State interest will be charged and include the

rate
AConsider including con
A Easy enough to do with most accounting
software

A For example, Sage has Report Designer i
just change your template there.

Possible IT Changes for the
Future

A Consider an accounting package:
T Stock control and ability to integrate with website

T Ability to report and do analysis of your sales and
overheads

T MS Office Accounting Express is free at the
moment, so might be worth considering

T Most suppliers have trial versions, so try them out

A Some useful bolt-ons available, e.g. Sage
Credit Chasing module.

12
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Key Learning Points & Actions

Start using Aged Debt

Create a Sales Ledger Analyse regularly Chase by priority

Reporting
Identify template letters Create output files with required info Mail merge and send
Get a template and forecast numbers Update with actuals to see progress Monitor for bad spots and take action!
4. Identify and Avoid Bad Pa)
Use your debt analysis Indentify bad payers Have a plan for credit checks Puta process in place for

poorly rated

5. Optimise Your Invoice Templates

Consider what amendments you need Establish how you amend them Amend and monitor results

Questions

IT
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