
Finance module
Memos

Memos help you to manage:

1) Internal transactions / invoices between companies of the same group

2) Expenses claims of users to companies
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Expenses memos

Memos are used for 
organization internal 
transactions:

1) claims between 
entities/companies
2) claims from users

Internal or personal memos

Filter internal memo list

Create a new internal 
memos

Go to print range to print 
multiple memos
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Expenses memo

New internal memo

Items invoiced

Type of memo

Entity 
claiming

Payor

Client tag if any

Issuing date

Object/mission

Project reference if 
any

currency
Other payment 

options

General 
comment/info.

Click to add item

Attachments: 
pictures only.

Click 'Attach' to 
save



Expenses memo

Issuer and 
payor

References: memo 
serial (click to view 

details)
and project (if any)

Date issued
Amounts in 

local and base 
currency

Status of 
payment

Operations 
menu

Edit (if not paid)

Delete (if not paid)

Pay (action by payor)

Print (Pdf)

Attachment

Upload attachemnt (see 
P. 21)

Clone existing into new



Expenses memo

View in browser

Filter display

Print in Pdf

Link to file attached 
to memo



Expenses memo

Print and share

Print options

Share via email with 
attachment to system 

users

Optional message

Pdf output



Expenses memo

Edit record

Delete 
existing item

New item

Attached 
images

Click to 
remove



Expenses memo

Delete

Delete 
confirmation



Expenses memo

Print multiple with date 
range

Print options

Pdf output, multiple 
pages



Expenses memo

Pay a memo.
A memo can be paid in 
full or partially.
Once status is 'Paid', 
memo can be recorded 
as received by issuer.
It will record an entry in 
journal and expenses

Partial payment

Credited 
account for 

payment

Force close status on partial 
payment

New status

Option to link 
attachement to 
expense record



Expenses memo

Second payment after 
partial payment

Second 
payment

New status

Memo can be recorded 
as received by issuer 
(record  as incoming 

funds)Receive paid memo

Reset payment



Expenses memo

Pay a memo.
Example of payment in 
different currency from 
the currency of the 
memo.

The rate is calculated base on system 
default (see currencies settings)

The payment is 
made in USD

The memo is expressed in 
MYR

The actual 
value paid in 

USD

Estimated value is calculated



Expenses memo

Memo received by 
issuer.

Amount will be recorded in 
journal and can be 
reconciled (see journal and 
finance) Payment received in 

different currency 
account

Total value paid by 
debtor

Exchange rate from 
payment currency 

and estimated 
converted amount 

received

Income account

Amount received 
expressed in the 

currency of debited 
account



Expenses memo

Payment reset

The payment will be reset 
to 0 for all expenses 
recorded

Reset confirmation

In some case where 
the expense was 

edited, the resetting 
may not be possible



Expenses memo

If Project management 
module is enabled, the 
linked memos will be 
display in project pages 
(finance section).



Expenses memo

Transactions summary

To view the 
transactions summary 
per year click on the 

button

The summary will show a table 
of cross transactions between 

companies per year

Filter

Click on company 
name to view the 

details

Total 
transactions 
value in base 

currency
B: open memo
T: total for year



Expenses memo

Transactions details Third party name

Memo reference
Click on serial 

reference to print

Date of memo

Type and value of 
transaction



Expenses memo

Memos are used for 
organization internal 
transactions:

1) claims between 
entities/companies
2) claims from users

Internal or personal memos

Filter personal memo list

Create a new 
personal memos
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Expenses memo
With personal 

memo, the entity 
issuing the claim is 

a system user

If  'Authorize memo' option is 
selected in settings, user who will 

authorize the memo has to be 
entered.

Only valid user except user 
claiming is accepted

Items invoiced

Click to add item

Attachments: 
pictures only.

Click 'Attach' to 
save



Expenses memo

Memos are filtered by user. 
Unless a user has special 
permission, normal user 
will see only their own 
claims

Issuer and 
payor

References: 
memo serial 

(click to view) 
and project (if 

any)

Date issued
Amounts in 

local and base 
currency

Status of 
payment

Operations 
menuAttachment

Authorization 
status.

To authorize:  
authorizer will go 

to edit

Edit (if not paid and 
not yet authorized)

Delete (if not paid)

Pay if authorized (action 
by payor)

Print

Upload an attachment

Clone into new memo
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Expenses memo

To add on or more 
attachment to a single 
memo

Select a file and 
click “Attach”

Button to delete 
current attachment

Click “Record” to 
confirm



Expenses memo

Authorize a memo

Authorizer

Options 
available for 
authorizer in 

edit mode

Actions 
available

Click record to 
validate 

authorization



Expenses memo

Different 
authorization 

status



Expenses memo

Memo payment will 
record an entry in 
journal and expenses. Credited account 

for payment

Force close status on partial 
payment

Date of payment

Debited account Amount paid

Status after 
payment

Reset payment



Expenses memo

Payment reset

The payment will be reset 
to 0 for all expenses 
recorded

Reset confirmation

In some case where 
the expense was 

edited, the resetting 
may not be possible



Expenses memo

View in browser

Display options

Print in Pdf

Details

Link to attachment



Expenses memo

Print and share
Print options

Share via email with 
attachment to system 

users

Optional message

Pdf output
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