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Classes 
 
Firstly, turn on Classes in the EasyStep Interview, or from the preferences section in the 
Company Navigator 
 
Then, add to your Class list from the Lists menu in the Menu Bar. 
 
Assigning Classes to Bills 
 
Enter the details of a bill as usual, but make sure that the Amts inc VAT is ticked 
 
 

 
 

 
Then assign an account as per usual. However, change the amount in the Gross Amt column to 
the amount that is to be allocated to the first class. e.g. if the total of the bill is £500 and £150 is to 
be allocated to Shop #1, then change the figure in the Gross Amount column to £150, as above. 
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Then, in the right hand column, allocate the 1st class, e.g. Shop number 1. Then press the Tab 
Button and repeat the exercise for line 2, etc 
 
Once completed, make sure the Gross Amount total at the bottom equals the figure entered at 
Amount Due 
 

 
 
Finally, click on Save & Close. 
 
You can now run a P&L report (amongst others) by Class from the Reports Menu 
 
 
 
 
 
 
 


