
Basic Transactions. 
Entering Documents. 

  
  
  
Introduction 
  
In this session you will learn a procedure of recording transactions and entering documents with 
help of typical accounting configuration, as well as study how to reflect contributions into 
company's authorized fund by using manual operations, Receipt Invoices, basic cash documents – 
Cash Receipt and Expenses Orders, and bank documents – Payment Orders and Banks Excerpts. 
You will also study how to check correctness of accounting operations by using Trial Balance and 
Account’s Card reports. 
  
  
 
  
Learning Objectives 
  
This session will help you to learn: 
  

• The structure of accounting transaction 
• How to create transactions manually 
• How to automatically create accounting transactions by filling in documents 
• How to record transactions related to contributions to company’s authorized fund (cash, 

fixed and intangible assets) 
• How to form and use Trial Balance, Account’s Card and Balance Sheet reports. 

  
  
 
  
Step-by-Step tasks 
  
All operations related to changes in the volume and usage of company's resources are reflected in 
the form of business transactions. Business transaction is comprised from one or several accounting 
transactions. Each accounting transaction belongs to only one business transaction. 
  
The primary source for entering business transaction in 1C: Accounting 8.3 is document. 
Documents used in Kazakhstan’s accounting configuration correspond to real accounting 
documents, can be adjusted for different types of operations (e.g. Cash Expenses Order allows 
reflecting operations on payment of wages, giving out money to advance holders, transferring 
money to Settlement Account, etc.) and can automatically form accounting transactions. Documents 
and operations are saved in journals. New for 1C: Accounting 8.3 is that now journals are integrates 
with documents, and if you want to create a new document (or see an existing one), journal opens 
first allowing you quick search and navigation through documents of the same type.  As a result of 
this integration, separate menu “Journals” that exist in previous versions of the program was 
eliminated. The same document is saved in its own journal, as well as in the Journal of Operations 
and in the Journal of Transactions that give user access to complete list of documents/manual 
operations and transactions. Analysis of accounting totals is presented in form of reports. 
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1.  Familiarize Yourself with Ways of Registering Operations. 
  
1C: Accounting 8.3 supports three ways of registering information: 
 

• Use of pre-tuned documents that automatically form accounting transactions. 
• If there is no required document, operation is entered manually. 
• Automation of manual transaction entries can be done through templates of typical 

operations. User creates a template only once, and then uses it to enter similar operations. 
 
 
 
2.  Hire Company’s Employees. 
 
Our company was formed on January 8, 2016. As a result, all initial operations on hiring company’s 
employees and making contributions to authorized fund will be prepared on that date. To simplify 
the process of working with certain dates and avoid making unnecessary mistakes, let’s set current 
working date to January 8, 2016. To accomplish this, select menu Service => Settings… 
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…and enable option: Use date – 08.01.2016, as shown on the picture below: 
 

 
 

Next step is to hire company’s employees. There are two employees who will be working in January – 
Director and Chief Accountant. To hire them, use menu Payroll => HR Accounting => Hiring Employees: 
 

 
 
Alternative way is to use Functions Pane: 
 

Prepared by Oleg Vlasov, KIMEP University © 2016  Page 3



 
In the appeared electronic form select names of employees, hiring date, division to which they are 
accepted, as well as their positions, as shown on the following picture: 
 

 
 
Now switch to the next tab and specify employees’ salaries and bonus rates: 
 

 
 
At this stage you may need to enter an additional record into “Plan Vidov Raschetov” – 
“Nachisleniya Organizacii” – a monthly bonus: 
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Create a new record and fill in the first tab as shown on the picture below: 
 

 
You should also specify an appropriate code for Declaration on Social Tax… 
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...by selecting it from classifier: 
 

 
When finished, switch to tab “Other” and specify appropriate base for computation of bonus: 
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Compare recommended text of Order on Employment that should be issued for Director…  
 
Власова Олега Геннадьевича назначить директором ТОО “FashionWalk” с 08.01.2016 с 
окладом 600,000 тенге согласно индивидуальному трудовому договору. 
 
Основание: протокол собрания учредителей. 
 
 
 
…with recommended text of Orders that should be issued for other employees, e.g. Chief 
Accountant: 
 
Лисаковскую Надежду Викторовну принять на должность главного бухгалтера/кассира 
ТОО “FashionWalk” с 08.01.2016 с окладом 300,000 тенге согласно индивидуальному 
трудовому договору. 
 
Директор ТОО “FashionWalk”    Власов Олег Геннадьевич 
 
Один экземпляр приказа получен на руки: 
 
Дата: 
 
Подпись: 
 
 
Program allows forming text of individual orders as well as text of order for all employees 
automatically, without asking for additional details. This procedure results in filling some parts of 
the document with handwriting, and decreased flexibility of the electronic form. 
 
Let’s now look at the individual Order on Employment for Chief Accountant that can be formed 
with help of the program… 
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…and similar order that can be formed for the group of employees: 
 

 
 

To ensure that employees were hired, consult register Company’s Employees: 
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3.  Reflect Contributions to the Authorized Capital. 
  
To form a new company, the following documents have to be prepared: 
  

• Charter  
• Founders’ Agreement  
• Company’s Registration Certificate  
• TRN Certificate  
• City Statistical Agency’s Registration Card  
• Settlement/ Currency Settlement Accounts from company’s serving bank  

  
 
 
  
3.1.  Forming the Authorized Capital. 
  
Company has Authorized Fund in the amount 75,000,000 tenge, and company’s founders agreed to make 
contributions according to the following scheme: 
  
Kazakhstan’s Founder (legal entity):                                           40% 
Foreign Founder (legal entity):                                                    40% 
Kazakhstan’s Founder (natural person):                                      20% 

                _______________ 
                  TOTAL:    100% 

  
 
  
As a result, the following contributions have been made to the company’s Authorized Fund: 
  
1) LLP Chance (Kazakhstan's founder):               Administrative building (cost: 19,000,000 tenge) 

11,000,000 tenge (transferred to Settlement Account) 
______________________________ 
TOTAL:   30,000,000 tenge 

  
 
  
2) Sopetra SA (Foreign founder):                        Production facility/building (cost: 19,000,000 tenge) 

Production Equipment (1,400,000 tenge) 
$32,000 (9,600,000 tenge) - transferred to Currency 
Settlement Account 
______________________________ 
TOTAL:   30,000,000 tenge 

   
  
 
3) Baizhanov Marat Abdrahmanovich:               Computer Core i7 3.0 GHz (cost: 250,000 tenge) 
  (Kazakhstan's founder, natural person)              Computer Core i7 3.4 GHz (cost: 250,000 tenge) 
                                                                             Fax (cost: 50,000 tenge) 
                                                                             Copy machine Xerox (cost: 400,000 tenge) 
                                                                             Copy machine Canon (cost: 400,000 tenge) 
                                                                             Software for design of clothes (cost: 200,000 tenge) 
                                                                             13,450,000 tenge (in cash) 

______________________________ 
TOTAL:   15,000,000 tenge 
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To accomplish our task on reflecting contributions to the authorized fund, the following accounting 
transactions should be prepared: 
 
5110 - 5030 – 75,000,000 tenge (Declared Authorized Capital; manual transaction) 
 
2410 - 5110 – 19,000,000 (contribution of Administrative Building; transaction is formed by 
document Receipt Invoice/Prihodnaya Nakladnaya + its necessary to prepare Act of Acceptance-
Transfer/Act Priemki-Peredachi, which doesn’t form transactions) 
 
2410 - 5110 – 19,000,000 (contribution of Production Building; similar documents) 
 
2410 - 5110 – 1,400,000 (contribution of Production Equipment; similar documents) 
 
2410 - 5110 – 250,000 (contribution of Computer #1; similar documents) 
 
2410 - 5110 – 250,000 (contribution of Computer #2; similar documents) 
 
2410 - 5110 – 400,000 (contribution of Copy Machine #1; similar documents) 
 
2410 - 5110 – 400,000 (contribution of Copy Machine #2; similar documents) 
 
2410 - 5110 – 50,000 (contribution of Fax; similar documents) 
 
2730 - 5110 – 200,000 (contribution of Software; similar documents) 
 
1030 - 5110 – 11,000,000 (contribution of money on company’s bank account in tenge; company 
should form accounting transaction after receiving Bank’s Excerpt/Vypiska Banka; in the program 
you may use document Incoming Payment Order/Vhodyaschee Plateznoe Poruchenie to form this 
transaction or later use processing/obrabotku Bank’s Excerpt to form transactions for pending 
Payment Orders) 
 
1030 - 5110 – 9,600,000 (contribution of money on company’s bank account in USD; similar 
documents) 
 
1010 - 5110 – 13,450,000 (contribution of money into company’s cash register in tenge; company 
should prepare Cash Receipt Order/Prihodnyi Kassovyi Order for this operation) 
 
1030 - 1010 – 13,450,000 (received cash should be transferred to company’s bank account; 
company should prepare Cash Expenses Order/Rashodnyi Kassovyi Order for this operation) 
 
 
After all contributions will be made, group 5110 Outstanding Capital will be completely closed. 
Active groups 1010, 1030, 2410 and 2730 will have reminders on Debit, and passive group 5030 
Contributions and Shares will have reminder on Credit. If company will decide to spend money or 
to sell assets, you may see credit turnover for these groups (form Trial Balance report for that), but 
remaining balance for active groups should be always on debit (e.g. in case company still has some 
money) or may be equal zero (if company sold all assets, or spent all cash). 
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As declaration of authorized fund is very rare operation, accounting configuration does not provide 
a separate document for that. As a result, you have to create a manual operation to reflect it – use 
menu Transactions => Operation (Book-keeping and Tax Accounting): 
 

 
 
 
 
In the appeared journal of manual operations create a new entry, and enter our first transactions 
reflecting declaration of authorized fund (separately for each founder): 
 

 
 
In our example size of the Authorized Fund will be 75,000,000 tenge ($250,000). 
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3.2.  Accepting Fixed/ Intangible Assets. 
  
Contributions in the form of Fixed Assets have to be accepted in the following way. After 
declaration of authorized capital (D 5110   C 5030), prepare a Receipt Invoice (Prihodnaya 
Nakladnaya). This document can be found under menu Primary Activity => Purchase => Receipt of 
Inventory and Services: 
 

 
 
 
 
Alternative way to enter Receipt Invoice is to use link on the Functions Pane: 
 

 
 
 
 
Electronic form of this document can be automatically adjusted to reflect the following typical 
operations: Purchase, Receipt for Processing and Import. As none of these operations is related to 
contributions to the authorized fund and we don’t have any other options, let’s select the most 
common type of operation – Purchase: 
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Check also button “Prices and Currencies”, and disable computation of VAT for our operation: 
 

 
 
 
Now fill in the tab Fixed Assets as shown on the following picture: 
 

 
 
As you may notice, electronic form allows simultaneous acceptance of different types of inventory: 
Fixed Assets, Inventories and Services. 
 

NOTE: According to Tax Code 2016 contributions to authorized fund are not subject to VAT – 
reflect this correctly in the electronic form. 
 

NOTE: Fields that are required for entry are marked with red dotted line – to save the document 
you have to select an agreement/contract according to which settlement is made. You can face the 
following problem at this stage – as we have selected a “Purchase” option at the beginning, 
document automatically uses filter “Agreement with supplier” for contracts/agreements that can be 
selected in the electronic form. If you selected earlier type of agreement “Other” (when you filled in 
directory Contractors), you will not be able to select this type of agreement, as document uses 
another default filter and, as a result, will not be able to correctly save this document! 
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Nevertheless, as we are accepting buildings, we are not going to fill in the field “Warehouse”, even 
if it’s a required field – document will be still saved correctly in this case. 
 
You should also check tab “Accounts for Settlements” and select proper corresponding group – 
5110, as well as erase default group for advance payments, as we do not have any: 
 

 
 
Finally, save the document and form its printable form (NOTE: to form printable form for only one 
nomenclature item you may use form TM3-3 Receipt Order (Prihodnyi Order), but recommended 
printable form is Receipt Invoice (Prihodnaya Nakladnaya)): 
 

 
 
To exclude amount of VAT which was already paid by other companies form amount of VAT 
which will be paid by our organization, company should receive Tax Invoice/Schet-Fakturu. To 
allow taking VAT to offset in the program automatically, click link “Enter Tax Invoice” at the 
bottom of electronic form. You will be requested to save all changes before you may continue: 
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After completion of Tax Invoice save it and close (button “OK”). 
Save and close your Receipt Invoice (button “OK”). To see transactions that were generated 
automatically by the document, press button “Дт/Кт” on the toolbar: 
 
 

 
 
 
The following transaction was generated automatically: 
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You may also check other tab and see transaction recorded for automatic formation of tax reports… 
 

 
 
…as well as other information recorded by the program: 
 

 

 
 

 
 

Transactions formed by this Receipt Invoice may be also accessed through the Journal of 
Operations, as shown on the picture below: 
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To complete a procedure of accepting Fixed/Intangible Assets into organization they have to be 
putted into operation. Company should form a commission from several members that are 
responsible for preparing “Act of Acceptance-Transfer” (Akt Priemki-Peredachi). Unless this act is 
prepared for each item of fixed/intangible assets, they are considered inventory and depreciation is 
not charged. 
 
The second founder Sopetra SA contributed production equipment for the sum of $10,000 or 
1,500,000 tenge. Let's form the second Receipt Invoice to reflect this contribution: 
 

 
 
 
Printable form of the second Receipt Invoice: 
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Transactions formed by this document are shown on the picture below: 
 

 
 
 
 
The third founder – natural person contributed several fixed assets (2 PCs, fax, and 2 copy 
machines), as well as intangible asset (software for design of clothes) for administrative division. 
To reflect these contributions, let's create another Receipt Invoice: 
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Printable form of this Receipt Invoice is shown below: 
 

 
 
Receipt Invoice that you've created automatically forms the following accounting transactions, 
closing group 5110 (Outstanding Capital): 
  

 
 
You can also quickly access Receipt Invoices through journal Receipts of Inventory and Services: 
 

 
 
In a similar way prepare a Receipt Invoice to accept software by either using menu Fixed/ 
Intangible Assets => Receipt of Intangible Assets or an icon on a Functions Pane: 
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Fill in the electronic form as shown on the following picture (NOTE: you will not be able to save 
correctly this document without specifying account for VAT, even if it is not required in our case): 
 

 
 
 
Printable form of the last Receipt Invoice is shown on the picture below: 
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Please, also consult the Journal of Operations to ensure that transactions were recorded properly: 
 

 
 
Before continuing, we will have to create several new accounts within the group 8110 (Main 
Production). Open the Chart of Accounts and create the following accounts: Materials (in 
production)… 
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Remuneration of labor of production workers… 
 

 
 
 
 
Deductions… 
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…and Overhead expenses of the main production: 
 

 
 
Finally, the Chart of Accounts should look like on the picture below: 
 

 
To prepare Acts of Acceptance-Transfer for Fixed Assets, use menu Fixed and Intangible Assets => 
Acceptance of Fixed Assets, or an icon on a Functions Pane: 
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Prepare the first act for Administrative and Production buildings, as shown on this picture: 
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Switch to the second tab “Additionally” and fill in information about commission members: 
 

 
 
Finally, save your changes and prepare a printable form: 
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To check whether you prepared the act correctly or not, open directory Property, Plant and 
Equipment (Fixed Assets) => Administrative Building… 
 

 
 
…and check its properties (second tab “Accounting”): 
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Now you can notice that directory reflects full information about selected Fixed Asset, including its 
cost, date of acceptance, division and corresponding depreciation account, as well as useful life, and 
depreciation type and rate: 
 

 
 
In a similar way prepare Act of Acceptance-Transfer for software: 
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You can quickly preview these acts by using either journal “Acceptance of Fixed Assets”… 
 

 
 
…or “Acceptance of Intangible Assets”: 
 

 
 
Printable form of such act prepared for Intangible Asset is shown here: 
 

 
 

 
3.3.  Accepting Money on Settlement Account/ Currency Settlement Account. 
  
Transactions on contributions through cashless settlement are prepared on the basis of Bank's 
Excerpt. Bank's Excerpt is issued by company's serving bank and reflects all operations made on 
company's Settlement/Currency Settlement Account on a given date. Upon receiving Bank's 
Excerpt company should prepare appropriate accounting transactions. 
  
Applying to 1C: Accounting 8.3, contribution in national currency through cashless settlement is 
accepted in the following way: accountant should prepare Incoming Payment Order (menu Bank 
and Cash documents => Incoming Payment Order (PO) + select in PO’s “Operation” menu an 
option: “Other Receipts through Cashless Settlement”) showing payment to company’s account: 
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This document will automatically generate appropriate accounting transaction: 
 

 
NOTE: in accounting practice transaction(s) should be prepared only upon receipt of Bank’s 
Excerpt. In current configuration Bank’s Excerpt serves only as a tool for creating postponed 
transactions for Payment Orders, and for showing remainders on company’s Settlement/Currency 
Settlement Account. 

 
To reflect contribution in foreign currency through cashless settlement, let's create another 
Incoming Payment Order. In the field settlement account select 1030 (Money on Current Bank 
Accounts). Program will automatically use exchange rate from directory Currencies (please note 
that you have to fill valid currency exchange rates in this directory before working with Payment 
Order or any other documents that use currency exchange rates). Now you can specify type of 
operation (contribution to the authorized fund), corresponding group - 5110, and sum in currency - 
$32,000. Equivalent in tenge will be automatically entered by the program using your currency sum 
and current currency exchange rate: 
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Transaction formed by this document is shown on the picture below: 
 

 
 
You can also form Bank’s Excerpt to see totals and turnover on Currency Settlement Account: 
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3.4.  Accepting Money through Receipt Order. 
  
Cash receipts can be done through menu Bank and Cash Documents => Cash Receipt Order: 
 

 
  
To customize this document to a particular operation, in the document’s menu select option “Other 
Receipts of Cash”: 
 

 
 
 
To record your document you should fill in the all required requisites (first tab)… 
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…as well as enter information for printable form: 

 
 
 
Printable form of correctly filled Cash Receipt Order is shown on the picture below: 
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As soon as document is saved, your operation will be automatically recoded and all required 
accounting transactions will be created by the program: 
 
 

 
 
 
   
3.5.  Transferring Cash to Company's Settlement Account. 
  
Companies are not allowed to store big sums in cash in their Cash Registers (unless it is needed for 
paying out salaries to employees or for other general needs). Cash that was received to Cash 
Register has to be transferred to the company's Settlement Account. 
 
When accountant comes to serving bank, he/she should fill in the document “Request for 
Contribution in Cash” (Ob’yavlenie Na Vznos Nalichnymi). Current configuration does not have a 
printable form for such document (which is, indeed, a bank document). And next step will be 

Prepared by Oleg Vlasov, KIMEP University © 2016  Page 33



preparation of Cash Expenses Order, showing actual outflow of money from company’s cash 
register. 
 
You can find an example of Request for Contribution in Cash on the following picture: 
 

 
To reflect outflow of money from company’s Cash Register prepare a Cash Expenses Order. To 
customize this document to a particular operation, in the document’s menu select option “Other 
Payments of Cash”: 
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Now fill in all the required requisites (first tab)… 
 

 
 
 
…as well as enter information for document’s printable form: 
 

 

    
Correctly filled printable form of the Expenses Order is shown in the picture below: 
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Please, also check transaction formed by the document: 

 

 
 
 
 
3.6.  Forming a Cash-Book. 
  
Cash-book is a required report that has to be prepared while working with basic cash documents. To 
create a Cash-book, go to menu Reports => Cash-book. You can create a page from Cash-book for 
specified date, or for the period. As parameters you can select whether title page will be 
automatically formed or not, as well as some other additional options: 
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Select Cash Register (in tenge or in currency) and form the Cash-book. The following pictures 
demonstrate different printable forms from a Cash Book: 
 
 
Title page… 
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Cash Book’s page… 
 

 
 
 …and cashier’s report: 
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Upon completion of all operations related to contributions to the authorized fund, your transactions 
should look like on the screen below: 
 

 
 
 
 
4.  Checking Correctness of Your Transactions. 
  
The main report you will be using to check correctness of your accounting transactions is called 
Trial Balance. Upon completion of each accounting transaction it is recommended to consult with 
this report and check Debit and Credit balances of active and passive accounts. As long as the Trial 
Balance is correct, you Balance Sheet will also be OK. 
 
Printable from of this report is presented in the following picture: 
 

 
 
You may also want to get more detailed information on turnover or remaining balances on accounts 
– select report’s menu “Settings” and enable options “Details on sub-accounts and subconto” and 
“Details on currencies”: 
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Result of using the first option is shown on the picture below: 
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To get details for particular accounts, use tab “Details”: 
 

 
 
Result of using the second option can be found here: 
 

 
 
As you can see, final balance is 75,000,000 tenge, which is equal to the sum of contributions to the 
Authorized Fund (Debit side contains total sums for contributions: 2730 - Software (200,000 tenge), 
2410 - Buildings (19,000,000 + 19,000,000 = 38,000,000 tenge) and Machines and Equipment 
(1,400,000 + 250,000 + 250,000 + 50,000 + 400,000 + 400,000 = 2,750,000 tenge), 1030 - Money 
on Current Bank Accounts (in Foreign Currency: 9,600,000 tenge/$32,000), and 1030 - Money on 
Current Bank Accounts (in Local Currency: 11,000,000 + 13,450,000 = 24,450,000 tenge). Credit 
side contains total sum of declared Authorized Fund on group 5030 – Declared Capital: 
75,000,000). 
To get more details on particular group you may also use report Trial Balance on Account: 
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As far as you have correct Debit or zero reminders for active groups and Credit or zero reminders 
for passive groups in the Trial Balance, your Balance Sheet will be also correct. (NOTE: later, when 
we will proceed with our Accounting Task, on some stage Balance Sheet won't go, even if the Trial 
Balance is OK. It happens when you have sums on accounts 1420, 3130, 6xxx (Revenues), 7xxx 
(Expenses), and 8xxx (Production Accounts) that have not been closed. Normally, these accounts 
are closed at the end of accounting period, thus, if you are doing everything right and Trial Balance 
is OK, you Balance Sheet will also be OK at the end of accounting period). 
 
Finally, we can form a Balance Sheet to check correctness of our transactions (we didn't have any 
operations involving VAT, revenues, expenses or production accounts that is why Balance Sheet 
can be formed and will go on this stage). To create a Balance Sheet, open menu Reports => 
Regulated Reports, and select group Financial Reports => Balance Sheet, as shown on the picture 
below: 
 

 

 
 
Select the period for which Balance Sheet is to be formed and press OK: 
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In the appeared form press button "Fill" and Balance Sheet will be generated automatically for 
selected period. Now you have a chance to check Assets and Liabilities sides. Assets side of the 
Balance Sheet can be found on the following picture: 
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Please, also check Liabilities side: 
 

 
 
As you can see, both sides match each other and equal to 75,000,000 tenge. 
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You may also use tab Monitor on Functions Pane for checking current company’s status: 
 

 

 

 Recommended 
Readings: 

1) 1C: Предприятие 8.0 – Конфигурация Бухгалтерия 
для Казахстана, редакция 1.0 – Руководство по 
ведению учета. 

2) Правила ведения бухгалтерского учета. 

3) Комментарии к корреспонденциям счетов типовых 
операций. 
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