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Introduction 
 

There are two main types of discount used in Adminsoft Accounts, those given to customers (Sales 

Invoices), and those used to calculate cost prices from suppliers (for Purchase Orders). 
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The system of discounts is pretty powerful.  You can configure the system to implement just about 

any discount scheme you wish.  Unfortunately, this sophistication does bring some complexity!  

There are several ways to implement a discount, and usually you can use more than one way of 

doing it at a time.  So, you can operate two or more types of discount system side by side. 

 

Users are frequently more interested in how to offer discounts to customers.  So, we'll start there, 

and we'll start with the easiest way in which a discount can be implemented. 

 

 

 

 

Straight Forward Discount on Sales Invoices 
 

This option is the simplest, but at the time of writing (Feb.'21) it's only available when using a wide 

screen monitor.  Many forms have two widths.  One which is limited to 800 pixels wide, and so will 

fit on just about any PC screen, and a wider one, often between 1,000 and 1,400 pixels.   The 800 

pixel version is often short of space, and so sometimes doesn't carry as much detail or quite as many 

options as the wider version. 

 

Anyway, if your PC is using the wider form (it will be selected automatically), when you go to 

create a Sales Invoice, the lower righthand corner will look like this: 

 

Note the text that says “Disc 0.00%”  
To the right of that is a button called 

'Disc'.  Clicking this button allows 

you to enter a discount, either as a 

percentage or as a fixed amount for 

the invoice. 

 

In the next image we've clicked the 

'Disc' button.  A small form appears: 

 

 

 

 

 

 

In this form you can enter the discount as a percentage in the top input field 'Discount Rate', or you 

can enter a fixed amount in 'Discount Amount' and it'll work out what the percentage is for you.  

Alternatively, you can edit the 'Invoice Sub Total' and it'll work out the discount from that. 

 

Below, we've simply entered 10.00 into the 'Discount Rate', the result (below) is obvious: 
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You can see the 10% has been applied, 

reducing the 'Sub Total' from 100.00 

to 90.00.  Any Sales Tax or VAT is 

then calculated on the 90.00, and that 

is the amount that would be posted to 

the ledgers. 

 

 

 

 

 

 

 

 

This is great for when you offer customers the occasional discount.  If you have some customers 

who always get a certain discount, you can enter the discount as a percentage into the customer 

details.  It will then always appear when you create a Sales Invoice (or Credit Note) for that 

customer.  Note, this option only appears when running the accounts system in Level 2, and wide 

forms are being used (which probably applies to most users).  An example of this screen appears 

next: 

 

 

The default discount percentage input field above has been ringed.  If you enter a discount here, but 

later when you (or anyone else) enters a Sales Invoice and the wide version of the invoice form isn't 

used, the sales discount will still be applied.  The same happens if you switch the accounts system 

back to Level 1.  This facility allows different users in a multi-user environment to raise Sales 

Invoices that will use the correct sales discount, regardless of what level they are running the 

accounts system in, and regardless of the screen size of their PC. 
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Using Sales Discount Codes 
 

The above system of implementing sales discounts is quick and easy.  But not every business can 

simply give a discount that is the same regardless of the item/service being sold.  For example, 

some stock items will carry a larger profit margin than others.  While a 10% discount may be fine 

with some products, with other products you may only be making 10% profit, which would be 

wiped out!  In those cases, you may want to offer a lower discount, perhaps 5%, or less.  There are 

also cases where you may wish to increase the discount depending on the number of stock items 

purchased. 

 

To handle these more sophisticated requirements, Adminsoft Accounts has a system of Sales 

Discount codes.  You can have almost as many codes as you wish, each one can have a maximum of 

8 alphanumeric characters.  In the Stock Control (or it may say 'Inventory') menu there's a 'Sales 

Discounts' option.  When you select it, you get the following form: 

 

 

 

You can type in the Sales Discount code and press 'Enter' on your keyboard, or click the find button 

(the button with the magnifying glass) to list existing codes and select one.  Click the 'New' button 

at the bottom to create a new Sales Discount code. 

 

You can enter a short description for the discount code, which is very useful.  When listing codes, 

this description will usually appear next to the code.  You can also enter any notes in the bottom 

right hand corner. The notes don't appear anywhere, they are simply to allow you to enter any 

important information regarding the Sales Discount code. 

 

The form is basically split into three sections, we'll explain them in the same order they appear in 

the form: 
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Discount on Retail 

 

Allows you to set up a maximum of five different levels of discount.  For each customer you can 

assign a discount 'band' (in the customer account details form), D1 to D5.  The band they are 

assigned relates to the bands listed here.  So, some customers could receive a discount based on 

band D1, while others may receive perhaps a different discount set on band D2.  You don't have to 

use all the bands, in fact you can just use one band if you wish.  Just enter the discount as a 

percentage you wish to give on any stock items using this particular Sales Discount code.  There's 

another column called 'Q/B?'.  This stands for 'Quantity Break'.  Entering a 'Y' in here means the 

discount band would be subject to a quantity break.  We'll discuss this further shortly. 

 

 

Markup on Cost 

 

Instead of offering your customer a discount on the retail price, you may wish to offer them a 

markup on the cost price.  This option is usually reserved for very large customers, or where you're 

performing a contract that requires any purchases to be charged on a 'Cost Plus' basis.  In the 

customer account details, they would have a discount band between M1 and M5.  Note, the discount 

band here starts with the letter 'M' for Markup.  Where as in the previous section when we were 

talking about discount on retail, the bands started with the letter 'D' for discount. 

 

The stock item cost will be determined by the setting in 'Method for calculating cost'.  Five 

methods are available: FIFO (First In First Out), LIFO (Last In First Out), AVCO (Average Cost, 

based on current stock holding), LIST (the list cost price as given in the stock item details) and 

LAST (uses the cost price on the last cost related stock movement, regardless of stock).  Note, this 

only applies to stock items that have their stock levels monitored. Any stock items that do not have 

their stock level controlled will always use the LIST price. 

 

This section also has a 'Q/B?' column.  Entering a 'Y' in here would mean the band would also be 

subject to quantity break discount.   See below. 

 

 

Quantity Breaks 

 

Usually, if you're using quantity breaks, you would not usually enter a discount or markup in the 

other sections.  Otherwise you would be creating two lots of discount, because the quantity break 

discount would be applied to a price after the price had been calculated using any other discount or 

markup.  So beware, you could end up creating so much discount you end up selling below cost!   

 

 

Sales Discount Codes 

 

Each stock item can be assigned a Sales Discount code (in the stock item details form).  In theory, 

you could just setup one Sales Discount code and give each stock item that same code.  In practice, 

because the profit margin varies from item to item, you may wish to setup several discount codes.  

Ten to twenty codes are common, sometimes more.  Although in theory you could create thousands, 

we don't recommend it! 

 

The main thing to consider is the discount banding.  Because if a customer is set to receive a 

discount based on band D2, for example, they will receive discount based on band D2 for ALL 

Sales Discount codes.  For example, let’s say we have only two Sales Discount codes, and we only 

use the first two discount bands.  We could set it them up like this: 
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Sales Discount code  Band Discount 

 

ABC    D1 10% 

ABC    D2 15% 

 

DEF    D1 3% 

DEF    D2 5% 

 

In this case, stock items with plenty of profit margin could be assigned Sales Discount code 'ABC', 

while those that are not so profitable could be assigned 'DEF'.  A customer setup to use band D2 

would then receive 15% discount on stock items that use Sales Discount 'ABC', but only 5% on 

those items that have a smaller margin and use Sales Discount code 'DEF'. 

 

The same applies when using Markup on Cost.  The same Sales Discount codes can be set with a 

Markup on Cost.  It's the customer details that determine whether the customer receives a discount 

on the retail price, or a markup on the cost price. 

 

In the customer details form, there's an input field called 'Sales Discount/Markup Band'.  This is a 

two character field.  To set it so that the customer receives a discount on the retail price, enter the 

letter 'D' followed by the discount band you wish to give them.  So, if you wish the customer to 

receive discounts provided in band 2, you would enter 'D2'.  Markup on cost works much the same 

way, except the first letter would be 'M'.  So, if you wanted the customer to benefit from a markup 

on cost based on band 2, you would enter 'M2'. 

 

It's worth noting, that you can enter a sales/markup discount band into the customer details form as 

well as an overall Sales Invoice discount rate!  It would be unusual to use both types of discount 

together, but the software will allow you to do it.  If you do this, be very careful you don't end up 

discounting so much that you end up selling below cost.  There is nothing in the software that will 

prevent a user from selling below cost, although a message will be displayed, if it's been enabled in 

Sales Ledger (A/c Receivable) settings. 

 

In the Sales Discount details form shown above, you'll have noticed each band is called 'band 1', 

'band 2', etc.  These are the default descriptions, and you can change them to something more 

meaningful if you wish.  Click on 'Setup' on the top menu bar, go down to 'Stock Control' (or it may 

be 'Inventory') and select the option 'Discount Band Descriptions'. 

 

 

Stock Item Details 
 

In the 'Selling' section, you will notice the lower part of the form may look something like this: 
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In the middle(ish) of the form you'll see the 'Sales Discount' input field.  In this case its setup with a 

Sales Discount code of '1' (not using many of the 8 alphanumeric characters available!).  The short 

description has appeared to the right of it, to tell you which kind of discount it is.  It could be 

anything, we entered 'TRADE DISCOUNT', though it probably isn't a good description.  You'll also 

see 'band 1', 'band 2', etc. down the righthand side.  These are all greyed out.  You cannot enter 

anything into them because a Sales Discount code is being used.  If no Sales Discount code was 

used (ie. the input field was empty), the bands would not be greyed out, and you would be able to 

enter a price into each.  As per the Sales Discount code definitions themselves, each band 

corresponds with any discount band (D1 to D5) you may have entered in the customer details form.  

If you leave the bands at 0.00, and if a customer is set to use a particular band, but that band is set to 

0.00 it will be ignored, the retail price ('Our Price' in the Stock Details form) will be used instead. 

 

If a customer does not have any discount or markup on cost band setup, they will receive items at 

full price, ie. based on 'Our Price' (which we often refer to as the 'Retail' price). 

 

This only applies where you're using the software in Level 2.  If you're using it in Level 1, the stock 

item details form is very much simplified, and is more of a price list.  See below: 

 

 

You'll note, there is no input field for a Sales Discount code, and no input fields for entering banded 

prices.  In Level 1, the only sales discount that can be applied is when actually entering a Sales 

Invoice, an overall discount % can then be entered.  This considerable simplification is deliberate, 

in order to keep Level 1 as basic as possible.  And so, in the Stock Control (or Inventory) menu, 

there is no option for setting up or maintaining 'Sales Discount' codes either. 
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However, if a user running the software in Level 2 has setup Sales Discount codes, and applied 

them to stock items, any Sales Invoices raised by a user running the software in Level 1 will find 

those discounts applied based on those Sales Discount codes, or the discount banded prices as 

entered in the stock item details.  This consistency ensures the software can be used in both Level 1 

and Level 2 by different users. 

 

 

 

Early Settlement Discount for Sales and Purchases 
 

To encourage customers to pay early, or even on-time, you can offer the inducement of a discount 

on the amount owed.  This option is only available when the software is running in Level 2.  An 

early settlement can be setup in the customer details form: 

 

 

The input field 'Early Settlement Discount Rate' is the percentage discount you wish to offer.  The 

input field 'Early Settlement Discount Period' is the number of days from the date of the invoice 

(the tax date) in which you will apply the discount if you receive payment.  This discount will be 

automatically displayed on the printed invoice (provided you haven't edited the layout and removed 

it). 

 

When entering a Sales Invoice, if any 

Early Settlement Discount applies, 

this will be indicated by the characters 

* E/S appearing to the right of the 

invoice totals.  See the image on the 

left. 
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If you click on the 'Details' tab at the top of the invoice form, you'll be able to see the details of the 

discount, and you'll be able to edit it if you wish.  It'll look something like this: 

 

You can see it's worked out the date by which your 

customer must pay in order to receive the discount, 

and it's worked out what the amount due to be paid 

('E/S Amount') if the discount is taken. 

 

 

 

 

 

 

Normally, the Early Settlement Discount is applied to the invoice total, including any Sales Tax or 

VAT.  The invoice will be posted to the customer’s account based on the full value, which is 162.00 

in our example above.   Should your customer pay in time and claim the discount, in this example 

you would only receive 153.90  You would enter the payment as usual, however, it would leave 

8.10 outstanding on the customer’s account.  To clear this balance, you need to enter an 'Early 

Settlement' transaction into the customer’s account.  This can be done from the customer details 

screen.   If you click on an invoice and then click the 'Early Settlement' button, the details will be 

placed into the early settlement transaction window for you.  Note, if the invoice has had a Credit 

Note Applied to it, or has only been part pad, you may need to edit the figures.  If an invoice wasn't 

selected, then most of the input fields in the early settlement window will empty, ready for you to 

enter the details.   An example of this follows: 

 

 

The input fields are fairly self explanatory.  Don't forget though, the discount will include an 

element of Sales Tax or VAT.  So, you'll need the figure excluding VAT/Sales Tax.  You can work 

this out using a calculator, but it's probably 

quicker to click the 'Tax Calc' button.   

 

When the form on the left appears, all the input 

fields will be empty.  In the case of our 

example, we skipped the 'Amount' field and 

entered a 1 in 'VAT Code', and the 8.10 amount 

in 'Total'.  The calculator then worked out the 

figure excluding VAT and automatically 

inserted it into the 'Amount' input field.  Very 

quick and easy.  We then click on the 'OK' 

button, and the figures are automatically 

inserted into the Early Settlement Discount 

form.  If you're using Sales Tax, with perhaps 



Adminsoft Accounts Basic User Guide – Discounts 

Page 10 

several different types of tax, they will all appear in this window. 

 

When the Early Settlement Discount transaction is posted to the customer’s account, it will need to 

be allocated to the invoice, in just the same way as a payment. 

 

The discussion and examples above have all focused on offering Early Settlement Discount to your 

customers.  But some of your suppliers may offer you Early Settlement Discount.  In which case 

you'll be pleased to know it's handled in exactly the same way. 

 

There is one more issue we need to address before leaving this topic, and that is the calculation of 

the discount.  By default, the discount is calculated on the invoice total, including any Sales Tax or 

VAT.  Which is nice and straightforward. However, in some countries (which included the United 

Kingdom until a few years ago), this is not the case.  Sometimes it's calculated on the sub-total, and 

the discount offered does not then include a tax element.  But the Sales Tax or VAT amount is 

reduced, as it's calculated on the reduced amount of the sub-total.  For example: 

 
Sub-total:                  250.00 

Early Settlement Discount:    5% 

New sub-total:              237.50 

Sales Tax (or VAT):          47.50 (20% of 237.50) 

Invoice total:              297.50 (250.00 + 47.50) 

 

Without Early Settlement Discount this invoice would have been 300.00 (ie. 250.00 plus 20% VAT 

giving 50.00).  So, the customer is already receiving a small discount, and it's a discount effectively 

financed by the tax authority!   You can see why the various tax authorities no longer want Early 

Settlement Discount to be calculated in this way.  If your customer took the discount, the amount 

they would pay would be 285.00 (ie. 237.50 + 47.50).  When you enter an Early Settlement 

Discount transaction, there would be no Sales Tax/VAT element, as the tax has already been 

discounted. 

 

If your country is one of the few still operating this method of calculating Early Settlement 

Discount you need to tell the software.  Click on 'Setup' on the top menu bar, go down to 'System', 

and select 'Setup Country/Region Data'.  In there, nearly half way down on the righthand side you'll 

see an input field 'Early Settlement Discount effects tax/VAT'.  This is probably set to 'N', the 

default.  Set this to 'Y'. 

 

 

 

 

 

 

 

 

 

 

Purchase Discount Codes 
 

These operate in a similar way to Sales Discount Codes, but they are simpler.  There is no 'Markup 

on Cost', and no price bands in stock item details. 

 

The next form image shows a Purchase Discount Code setup: 
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In the example above, you can see only one band has been setup, and that's band D1, which will 

give a purchase price that's a 10% discount on the retail price. 

 

The purchase discount bands operate in the same way as sales discount bands.  In the supplier 

account details, you can select which band they should be allocated by entered a value between 'D1' 

and 'D5' in the 'Purchase Discount Band' input field.  There is, of course, no markup on cost when 

dealing with purchase discounts. 

 

Things get rather more complicated though when we ask the question “When are Purchase Discount 
Codes used?”.   They can used when raising Purchase Orders to calculate the purchase price of an 
item, but there are quite a few ways in which purchase prices can be calculated.  When a Purchase 

Order is being created, and a cost price is required, the procedure goes like this: 

 

If there is a supplier part record for an item, it will use the lowest of the Cost Price (as published by 

the supplier), or the Last Cost (as purchased from the supplier).  A supplier part record can be 

created manually, but they are also created automatically when a part appears on a P/O for a 

particular supplier. 

 

If both of these cost figures are zero or not available, then it will use the Purchase Discount code set 

up in the supplier part record, if there is none, it will use the Purchase Discount code set up on the 

stock item record. 

 

If there is no Purchase Discount code, it will obtain a cost using the Purchase Order Processing fall 

back default method of costing.  When the software is installed, the default method is LIST, this is 

the cost price on the item record. 



Adminsoft Accounts Basic User Guide – Discounts 

Page 12 

 

If no cost is available for a stock item based on the fallback method specified, then the system will 

attempt to find a cost using another method.  The following table shows the selected method, 

followed by two other methods the system will try if necessary: 

 

FIFO -> LAST, LIST 

LIFO -> LAST, LIST 

AVCO -> LAST, LIST 

LIST -> AVCO, LAST 

LAST -> AVCO, LIST 

 

Note, unless Inventory/Stock Control is set to use AVCO, then AVCO may not produce a truly 

average weighted cost figure.  But for the purposes of generating a P/O, AVCO is unlikely to 

produce a good up to date cost figure regardless. 

 

Eventually, if it's exhausted all above methods and still can't find a cost, it will give up and return a 

cost of 0.00 

 

 

 

 

 

End of document 

 


