Overview of sales
module




With sales module you
can generate
purchases document,
quotation and invoice.

When other modules
are available, you can
convert delivery order
(logistics) to invoice or
record a purchase in
journal (finance).
Sales data will also be
accessible in project
management module
and clients files
(address book).

Sales chart Sales history chart
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New purchase

| Purchases list ~ New purchase | Aging Ll The purchasing entity.
Purchase ; With multi company settings, you )
= can allocate the purchase to a Supplier (must be
- different entity (I.e a factory or available in
To create a new SEER department) address book)
purchase go header * allocated * _
| My Company Ltd v _My Company L v

'‘purchases’' from menu
and click 'New

select an entity for which the purchase is done

supplier *

! 1
purchase' tab (Bekalan PIT 5dn 8hd v
Transaction
date . Date of Title * I type
|o1/09/20080 | ———— purchase |Purchase  v|
Erojeck® i 0 Pl ueieEs (e
[319 | open | A-BR-1_11-1v| — management)
currency * Purchase currency
| Dollar singapour ———

Tax name and rate if

i HRn ] applicable
tax: VAT 3 percent:
List of items purchased. terms: | on receipt v days Any comment that can be
. . Packed and dellvered = used in print document for A
If available in Products example 2
and services, items can .
be selected from list Ttems Add_llnes for
item
Add item
160 B160 9555444101383 6 pes in 1 selP 51010 - Coste v 100 5 [l 500.00
irem 2 o] 51010 - Coste v 50 1 | 50.00
Toml Purchase total 550.00 1
e gross and with tax | —— T
Total purchase 565.00
remove last item
Attach a file
No file selected.

Next \ Afile can be attached to
® view st the purchase for

reference (l.e a supplier

O print ! ¢
invoice)

O record payment

Record




Purchase payment

Purchase payment

Purchase ref. MVL-PO-15-0€ Date of

payment
payment dale}/
2015-07-07
Account used
for payment
account payment * / pay
[USD], My Company Ltd - 123456789 Mybank H
amount with taxes (USD) * Amount paid.
— If not paid in full, the
566.50 status of the purchase
will be 'partially paid'
exchange rate
1
\ Exchange rate vs.
base currency in
~ Record multi currencies
) } configuration.
Purchase payment
Purchase ref. MVL-PO-15-06-BP-3
payment date *
2015-07-07
account payment *
[EUR], My Company Ltd - 3593847-EUR Clicky bank EI
amount with taxes (USD) *
566.50
Example of payment from
. different currency
exchange rate account’
0.8

Amount credited EUR 453.2 \

Record

Exchange rate vs.
base currency
and calculated

amount credited




Purchases list

Export in
Excel format

Debit note

View in

browser

" The purchase is recorded. Ref MVL-PO-15-06-BP-3

Purchases list

Purchases list | New purchase | Aging @ Ledger

Tasks List filter

-

Filter (Any)
Search with keyword, ref No. Search with number ; i.e. 23’
el - N
My Company Ltd v

from:| 01/10/2017@ |to: 03/16/20180 |

Extended options search

supplier * =t
Bekalan PIT Sdn Bhd v
.Any v.

Apply Reset

Set an alert /
reminder

Print and share
document

Duplicate document

References links:
supplier, project,
attachment.

UsD 120.00

Quick Edit - —

unpaid)
\ Edic

Fay
Set alert [off]

. Hditmask —

Print and share I
Excel download

with new reference _ —
No. \

Clone

Upon recordi

unique reference No. is
generated

ng a

O EE

Actions
menu

mc‘”"“"" 2017-09-07 2017-09-07  tax: USD 2017-09-07  Paid Setalert [off] ~
12.00 ; g
usD
My Company (120.00) id Status:
_09- 17-00- 17-09- pai
B 2017-09-07 2017-09-07 T 22017-09-07 P24 Unpaid
12.00 Partially paid
USD 120.00 ] Paid
Cor 2017-09-10 i . . ) .
z‘; mPANY 2017-09-10 = tax: USD 2018-02-25 e Click on link to view details
12.00
SGD 550.00
Ci ] -
My Gomp 2018-01-09 f"s RO unpaid Quick edit
15.00 : =

Quick edit header

info

Register payment of

purchase

Add a task

Download in Excel

format

Delete (if status is

unpaid)




Purchases list

Purchases list J Purchases list || Mew purchase || Aging || Ledger || Tasks |

Filter (Paid)

Search with keyword, ref No.

| My Company Ltd v|

from:|01 J10/2017 68 ‘to:‘ 03/16/201860 |

supplier *
' Bekalan PIT Sdn Bhd vl
Apply Reset
P YInen
date
E-Kanri/PO/11-13 My Company pald
........... . Lo 2014-11-24 2014-11-24 S,ODI]_DI] 2014-12-30 Set alert [off] ~

Click on status

/ to see details

purchase ®
Fayable USD 860,00
Paid USD 60.00
Balance USD 800.00 Set alert [off] Fs
Edirt task
Journal Purchase Credit Reset a payment
2016-01-06 22202 USD 860 Print and share made to 0 (if not
2016-02-15 22202 USD 60 / reconciled)
Reset

Clone




Purchase - alert

Alert is a simple email
reminder sent on
schedule to inform
users that a purchase
is still due or a

payment has been Set purchase alert

record.
Purchase ref. MVL-PO-15-06-BP-3

This function is linked to a Automatic alert will be s¢ To activate for purchase not paid or payment made

server configuration (cron / alert, set it to
B ‘on'

jobs). Consult server on
administrator for more
details. user,

List of users that will
receive the alert.
(user's names
separated by comma)

Edit - Once activated, the
Pay action menu will show
‘alert [on]' in the menu
Set alert [on] list.
Edir task
Print and share
Delete

Clone




Purchases task

Task can be set for
more precise purchase

management. ]

A task is made from Set purchase task or reminder

an Event + tgsk. Purchase ref. MVL-PO-15-06-BP-3

It can be delimited by

dates, assign to a user Eventname — Event name

with notification Production

atterns. ; Task
P Assigned to* assignment
. . . . user

This function is linked to a

server configuration (cron Task description Task description

]OdbS).. .Cton?u“:fserver Bill client for supplies /

geg;gs rator for more S o e

' Starting© 2015-06-09  ending: L date
Notification period Frequency of
/ notifications:
Weekly B - never
- daily
Notification recipients - we etlﬂ?/
- monthly

user, manager, - 5 days before deadline

- 3 days before deadline
- 1 day before deadline

List of users that will
receive the alert.
(user's names
separated by comma)




MVL—-PO-14-06-ABC-3

list
. ¥ Options Select printing options and click
Purch - print an Select printing o
urchase - p t and Os . Print in pdf' to display document.
gnature:
share _—
stamp If there is no custom template, the
® no: O original: @] copy: default design is selected
template: default - addressed to: Angela ~ | Printin Pdf
¥ Share this document via email You can email a copy of
/ document within the
enter emall addresses separated by comma (autocomplete enabled). organization
add optional message
Send

If project module is enabled

and document is linked to
Copy document to pro]eclA-CA-S-OS-SP-512/ project, the pdf print can be

saved in the project page

Copy Open pdf in

separate
tab \

The document is
displayed and can be
printed or saved

My Company Ltd
(A433)

address line 1

address line 2
778686668, SINGAPORE
tel: 3333333

fax: 4709823400

PURCHASE
MVL--PO-14-06-ABC-3
To:
abe Itd Date: 2016-01-04
adi

add2
city pest1 Australia

Attention; Mrs. Angela




Description Account Quantity Value Tax  Total Delete

Purchase —{ 1 item group 1 O ‘ 51070 - Costgw 0 0 ] nnn -
Line with 0 values will
. _ create a paragraph
Formatting 2 11 Ted11 John Ted ol n 10 10 O
\B Line with predefined
3 item O 10 11 item (see products &
services)
Form input 4 tsub coran ol 0 oL O 000 []
\ Enter [sub total] and
0 : o L] Ovatesio e
6 | item ) 51010 - Cost o w 10 12 O 120.00 O
7 | item O 51010 - Cost o w 10 13 O 130.00 O
8 | [sub total] ) 51010 - Cost o w 0 0 O 0.00 O
9 | item ) 51010 - Cost o w 10 15 O 150.00 O
Total 510.00
No. | Description | paragraph || Amountin USD
7{1_ item group 1
1| John Ted 10.00 10 100.00
item Sub total line
Default PDF output 2 | | 110.00
| Sub total 210.00
2_ |item group 2
q | fiem 12.00 10 120.00
2 | item 13.00 10 130.00
Sub total 250.00
| 3[fem | 15.00 10 | 150.00
| Total USD | 610.00




Purchase — quick edit Editable fields in quick edit
mode

Quick edit allows Quick edit purchase
change of header
information without MYL_POA7-05-BP16 Close without savin
any change in R HLER
document value header *
My Company Lid IEI
Allocated *

Acme Semnvices Pte Lid IZI
select an entity for which the invaoice is done

Supplier *
Bekalan PIT Sdn Bhd B

Date *

2017-05-20

Project *
not applicable IZI

Terms: on receipt |Z| 0

added comment|

; Record )

Record changes




Purchase - delete

Delete
Purchase ref. MVL-PO-15-06-BP-3

Are you sure you want to delete this purchase ?

Delete
' ' Confirm screen

before delete.
A purchase can be
deleted only if its
status is unpaid

Delete
Purchase ref. MVL-PO-15-06-BP-3

This purchase cannot be deleted because it has been fully or partially paid




New purchase

. / Example of cloned
urchase
PurChase w Clone Template purchase based on ref, MVL-PO-18-01-EP-23 . A new purchase will be generated. ?

By cloning existing

header * allocated *
Hichasepaichealcis
copy of purChase with sclect an entity for which the purchase is done
different reference euppier
number. | Bekalan PIT Sdn Bhd v
It is useful for recurring ate e ritle+
transactions

Project *

[319 1 open | A-BR-1_11- & |

CuUrrency *
Dollar Singapour

Packed and delivered

Iems
4 Add item J
= == = = == =]
160 2160 6 pes in 1 sat PP 0 100 5 soooo| [ |
itam 2 0 50 11 O soo0 [
Total 550.00 419.52 USD
Tax payabla 15.00
Total purchaza 565.00

Attached docoment: Sample.statment.pdf

Attach a new file

Mo file selected.

Naxt
@ view list
O print

Oremdpaymznt

Record




Purchase — Aging
report Purchases aging report

Purchases list New purchase Aging Ledger Tasks Filter by company

Filter

My Company Ltd B

Appl i
Aprly Agg per Value
Document
Period Reference references Total USD (without tax)

LATLRE =T =T T = USD 50.00
B
.Mw‘_ PO-1 S_OG_BP_S (Partially paid) USD 350.00

tax: USD 16.50
MVL-PO-15-08-ABC-4 UsD 12.00
MVL-PO-15-08-ABC-5 UsD 2.00
MVL-PO-16-03-ADT-8
ST EUR 100.00

More than 120 days aging = o

MVL-PO-16-03-ADT-9 USD 1 0’056-29 Total base

EUR 200.00
ADT Serv currency
MVLPO 16-04-BGP-12 WS per

e period

B G EUR 8,618.98
MVL-PO-16-03-ADT-10
ADT Serv UsD 200.00
MVL-PO-16-06-BP-14 SCD 12.00

B n
Cros e e i e

E-Kanri/PO/11-13/ABC/210
Between 60 & 90 days aging UsD 5,000.00

uUsD 5,000.00




Purchase

Ledger report per Purchases ledger
supplier

Filter

| Purchases list || New purchase || Aging || Ledger || ys/‘/

from: 2016-04-01 to: 2017-04-26

company
My Company Ltd EI Ledger per

/ period

from: 2016-04-01 to: 2017-04-26

supplier Supplier

ADT services Sdn Bhd H /

) Apply ) Reset

Fxcel — Export

o T N T T

................................................................... Link to purchase

opening 0.00 { 0.00 USD ) document
2016-04-16 730 - 251 22200 Trade Creditors EUR 2,12098 N
2016-04-16 731 -252 22200 TradeCredmrs .............. exchange 111.63 N
2016-04-16 734 - 255 22200 Trade Creditors EUR 6,49800 N
2016-04-16 735 - 256 22200 TradeCredmrs .............. exchange 342.00 N
Total period (local currency) 0.00 861898 ‘
Total USD 0.00 9,072.61
Closing (local currency) 8.61898 ‘
Closing USD 9,072 61 ‘
\ Ledger
transactionas

and balance




View
MVL-PO-16-04-BGP-12

options

View in browser ;
signature:

stamp
@ po:@ origi.ual:@ copy:

template: default |z| Display

Export in excel
EEdit | @Excel | @APdF 0 — oerdf format

My Company Ltd

a2z}

address line 1

address line 2

7T8EBE668, MALAYSIA
Tel:3333333, Fax:+709823400

Purchase
MVL-PO-16-04-BCGP-12
Purchase date: 2016-04-16

BRIGHT CARMENT PTE LTD

12 Color streat
53120 Bigswille, 10150, , China
Tel:654666 ext. 821, Fax:65-5568-5542-566

Attention to: Mrs Brown

[ e Code / ref. Unit price Ouantity Amount EUR
EUR
0.1 item 1 2,120.98 1 2,120.98

0.2 item 2 £.498.00 1 6.438.00

Our ref. MVL-D-5G-2016_01-A0-120

Total EUR 8.618.98

eight thousand zix hundred and eighteen point nine eight

Authorized signatory

Correspondence address:address line 1 address line 2 778686668, Goldcity. SINGAPORE
Tel: 777777 Fax: +709823400




Purchase — debit note

Debit note can be
created in sales
module.

A debit note is a credit
given by a supplier on
purchase.

Options

header *

‘ My Company Ltd v

supplier *

‘Bekalan PIT Sdn Bhd

date *

o9 /B 2017 @

Project *

‘ not applicable

&

curTency
‘ Us dollar v‘
tax: tax
e o ece +| 9
comment

Items

item

Total

Tax payable

Total purchase

O

allocated *
My Company Ltd w
select an entity for which the purchase is done

To create a debit
note:

— Select the supplier

and “Debit note” type

Title * in “Purchase”

Debit note v

10 percent:

Add item

T N i T I N T
51010 - Cost ¢ » 1 120 120.00 Il

120.00

12.00

132.00



Purchase — debit note

T e e e =
It can only be date

assigned to a specific e e 2017-09g7  USD 120.00
Bekal 2017-09-07 - UsD id it -
purchase for BP-16 Led ™ :a;m] unpaic | (Edit o
compensation USD (120,00,
Bekalan MyCompany  417-09-07 2017709707 v usD unpaid [ Edit -
12.00
Edit a

Debit note have a Assign debit note
special menu T

item to assign Set alert [off]
debit to a .
purchase Edit task

Print and share

Excel download

Clone




Purchase — debit note

Assign debit note

Assign debit to purchases

Debit note ref. MVL-DN-17-09-BP-17

Credit invoice assignment *
MVL-PO-17-05-BP-16 |z|

Value 120.00 USD

Debit note can only be compensated

with purchases with:
1) same supplier
2) same currency
3) same tax rate if any

Balance: Amount with taxes 132.00 USD

Client: Bekalan PIT Sdn Bhd

\ Detail of selected purchase for
compensation
Payment date *
Credit date

2017-09-07 e
Ameount with taxes (USD)

122.00 Value of credit

e The full debit note amount

Record

is applied by default




Purchase — debit note After debit note is
assigned
| Number | Reference | Purchaser | Dae [ Due | Vale | Paymem dare | suarus [[MINRE NI
changed
. ] USD 120.00
Debit applied MVL-PO-17-09- Bekalan My Company 2017-09-07 2017-09-07  tax: USD 2017-09-07  Paid
gglye o TLEET Ltd #
.................. 12.00
e USD (120.00) _
Bekalan L:’ e 2017-09-07 2017-09-07  tax: USD 22017-09-07 EE_‘E!
....................... e

Purchases list || Mew purchase || Aging || Ledger || Tasks |

from: 2017-09-06 to: 2017-0g-09

o N T N

Bekalan PIT 5dn Bhd

opening 0.00 ( 0.00)

2017-09-07 1380 - 556 22202 Trade creditors USD usD 12000 N

2017-09-07 1382 - 558 usD 1200 N

2017-09-08 1415 - 559 usp 120.00 N

2017-09-08 1418 - 562 usD 12.00 N
If finance module is 132.00 132.00 ‘

available, ledger

showspurchase 0.00 ‘

compensated by debit
note




Quotation

To create a new
guotation go to
‘guotations’' from menu
and click 'New
quotation' tab

Client (must be
available in
address book)

There are 2 extra
fields for extended
descriptions. It will
be shown in the
quotation document
based on template
design

See settings

New quotations

Quotations list Mew Quotation
List
Options
Header *
My Company Ltd v
Client *

Alpha et Omega

Date *
01/09/20180

The quoting entity.

department)

With multi company settings, you
can allocate the quotation to a
different entity (l.e a factory or

Allocated *
My Company Ltd

w

select an entity for which the quotation is done

Date of quotation and short
description

Title

Teds

Project reference (Project

An incoterm can be added with automatic
value calculation: CIF,CIP,FOB

Project™ e management)
319 | open | A-BR-1_11-BP | new folder...
currency * Quote
Us dollar VI currency
Incoterms: | not applicable v| ——or
Add tax: VAT 6 3

— Tax name and rate if

applicable

Items

Add item

11 Ted11 9555444100003 john

)\aral cotton

item 2

Matural cotton \

Ted xyc=d normal v
Made in Cermany

-w 3 15

Made in Switzerland

Total \

Incoterm applied

Tax applied

ltems. If available
Products and services,
items can be selected
from list

Total quotation value

Next
® view list

) print

Record

Quotation

and with tax /
incoterm

total, gross s

45.00

63.00

_ 6678

remove last item

Any comment that can be
used in print document for
example

Price and quantity
Pres-elected price is
available from Products
and services




Quotation - list

Quotations list
List filter
Quotations list MNew Quotation /
Filter
*
from: 2014-10-10 to: 2016-01-06 client: - Select - B QOpen B Apply
Actions
S — ey e [ e = el
MVL-—-QU-14-10-GC-1 Best Outlet Dls My Company Ltd 2014-10-10 SGD 945.00 printed Edit -
Alpha et Omega UsD 38.21 . -
MVL--QU-15-05-A0-2 0 31 g My Company Ltd ~ 2015-05-13 | "\ ' oo printed Edit
MVL--QU-16-01-A0-3 1 i.:;h?.ff..?f?.f?f My Company Ltd  2016-01-06  USD 32,500.00  printed  Edit -
QuotationNo. | 7 References links: \ ;
\ Click to view html \ supp"en project, Sl
format attachment. Open
Printed
Invoiced
Edit (if status is T _
unpaid onve e
paid) I quotation into
: T Edit / invoice
Print and share
document — Convert to invoice
T Print Delete (if status is
rin R open)

Delete




Edit quotation

Quatation ref. MVL-QU-18-01-A0-5

Quotation - edit

Options Edit quotation
allows change of
Header * Allocated * / options and items.

My Company Ltd [¥] My Company Ltd (v}

sebert am entity for which the quotation & done

Clicnt *
Alpha at Omaga w

Date © Title
01,09, 20180 Tads

Project ©

219 | opan | A-ER-1_11-EP | naw faldar... (v
currency *

US dollar W

Imeoterms: | not zpplicabla w 0

Adad tax: | VAT [

When editing a quotation, you can
current revision®— assign a 'new revision' number to
keep history of revised quotations

o W
Ttemns
Add ftam
11 Tadl11 John Ted narmal |, z 5 T8.08 1 Edit, delete or add
/ new line
Watural cotton Mads In Carmany
tem 2 v B 15 45,00 ]
Watural cotton Mads In Sattzeriand
Total 53.00
incotarm applled 0.00
Tax applied 878
Total quatation walus 56.78




View

MVL-QU-14-10-GC-1

Quotation — display in

Jist Select printing options and
"""" click 'Display' to display
Options document.

E signatnre:

stamp

@ no: L/ olig:'na].:--\' COPY
template: | default Badd.ressedto: Coh B Display
+ Pdf

You can /

accesPdf

printing from

e LOGO gy
{Ad22)

address line 1

address line 2
77BGEE668, MALAYSIA
Tel:3333333, Fax:+709823400

QUOTATION
MVL-—QU-14-10-GC-1
Date: 2014-10-10

BEST OUTLET DISTRIBUTION LTD

7 Jalan Cash 54600

Coldarea

Kuala Lumpur, 33658, . Malaysia
Tel:604646466, Fax:3745696332

Attention to:Mr. Goh

to be converted to invoice

Our ref.
e e e A
11 Bl 189.00 5 945.00
Total SGD 945.00

nine hundred and forty five

Authorized signatory

Correspondence address:address line 1 address line 2 778686668, Goldeity, SINCAPORE
Tel: 777777 Fax: +709823400




MVL—0QU-16-04-ABC-2

list

¥ Options o o s
i - Dri Select printing options and click
QUOtatIOI”I prlnt and [ signature: == 'Print in pdf' to display document.

E";ﬂ’“" . If there is no custom template, the
B o= orlghast: 1. oopy default design is selected
template: default - addressed to: Angela ~  Print in Pdf

¥ Share this document via email You can email a copy of

T . / document within the

enter email addresses separated by comma (autocomplete enabled). Organization

Send
If project module is enabled
Copy document to project A-CA-12-09-BP-316 / an-d cocument |s_||nked i
project, the pdf print can be
saved in the project page

Copy

Open pdf in

separate
tab \f]

The document is
displayed and can be
printed or saved

My Company Ltd

55 fine 1

QUOTATION

MVL--QU-16-04-ABC-2 revision

To:

abe id Date: 2016-04-14
ad1

add2

city post] Australia

Attention to: Mrs. Angela

Project ref. A-CA-12.09-BP-316

Ha. Description

3 | Weoden chasr

[

Nerway

e
3| Wecden chaie

Rafotonce

Origin. Narway

FOB 30%




Quotation

Formatting

Form input

Default PDF output

Item Price type Quantity Unit price Tax Total Delete
4{ 1| Item group 1 ‘ - v 0 0 1 0.00 1 1 |
Line with 0 values will
Reference Origin create a paragraph
2 11 Ted11 John Ted Tedll - v 20 ] 2000 [] 2 B
\ Line with predefined
i item (see products &
Reference Italy services)
I item - W 20 ] 10000 [ 3 &
Reference Italy
% 4  [sub total] - W 0 i} 1 ooo| [ 4 |
\ Enter [sub total] and
Reference Origin 0 values to create a
sub total line
Total 120.00
No. Description [ paragraph | ] TotalusD |
114 |Item group 1 ‘
1/ John Ted I 1.00 20.00|
Reference ‘ ‘ Origin ‘ Italy Sub total line
2 | tem — ] 2 | 5.00| 100.00 |
Reference | | Origin [ taly
[ Sub total 120.00

| Total USD : { 120.00 |



Generate invoice

Quotation ret-MYLOUS 0t A S Invoice header and options.
i _ List
.Quo.tatloln Convert See invoices management
Into Invoice Options for details
header * allocated *
My Company Ltd v My Company Ltd v

select a company for which the invoice is done

client *
Alpha et Omega v

date * title *
01/09/20180 Invoice v

Project *
319 | open | A-BR-1_11-BP | new folder... v

currency exchange rate * account payment *
EURO v 0 [EUR], My Company Ltd - 3593847-EL v

tax: VAT 10 %

The comment field is
automatically populated
Based on quotation ref. MVL--QU-18-01-A0-5 s with the quotation
unique reference

terms: ON receipt v | days

Items will be displayed as
Items per quotation.
Items can be added to the
invoice document Add item
Description Account | Quandty [ vawe [ Tax [Tou | Deleee |
11 Ted11 John Ted 41010 - Sales 1 9 [ 9.00 O
CIF 5% - Select - v 1 0.45 || 0.45
Toral 9.00 11.25 UsD
Tax payable VAT 0.90
s If finance module is
Toral invoice . 9.90
available, select accounts
for record.
Next
® view list
O print

O record payment

Record




Quotation — Convert
into invoice

+ The invoice MVL—QI-15-05-A0-5 is recorded — Ul eyl e

unique reference No. is
generated and the
invoice will be
accessible from

invoices list
MVL--QI-15-05-A0-5
Alpha et Omega My Company Ltd ~ 2015-05-13 2‘115‘05"3 UsD 3821 - unpaid | Edit
MVL-—-QU- v Compan UsSD 28.21
15-05-A0-2 0 Lt: PAY  5015-05-13  Alpha et Omega VAT USD invoiced Print
......................................... > 20

A

Quotation status will be
set as 'invoiced' and
can only be printed




New invoices

Invoices list || Mewinvoice | Aging | Ledger @ Tasks

fielies List The invoicing entity.
With multi company settings, you
To create a nhew Options can allocate the invoice to a
- . " . . different entity (I.e a subsidiary or
Invoice go to 'Invoices Header * _ department ) Allocated * _
from menu and click |M\|’ Company Ltd v |My Company Ltd v
. . o select an entity for which the invoice is done
New invoice' tab
Client *
|Best Outlet Distribution Ltd e Client (must be available in
pldieenlieol) Date of invoice and type
Date Wil “Invoice”, “Debit note”, Credit
06/21/2017@ Invoice /v]/ note”

Project reference

Project * ;
1319 | open | A—BR—1_11—|v1/ (Project management)
Exchange rate with base currency
Currency * rate A pay * i it at date of invoicing and account
9
Invoice currency RO v 0.8 |- Select - v| receiving funds

= == z Tax name

; — and rate if
Terms:[due days | 30 applicable Any comment that can be

used in print document for

comment
= example

e List of items invoiced.

If available in Products
and services, items can

e N T S A R e seecte fom s
1 item1 o 41010 - Sales w 100 55 ¥ 550.00

2 664 B664 9555444102601 RED PLATE PRI 41010 - Sales « 5 89 O 49.50

UEEL 599.50 74938 USD
Invoice total,

Tax payable gross and withtax | —— 33.00

Total invoice 632,50

remove last item

Next

® view list

O print

' record payment




IIlVOi ces liSt I +" The invoice is recorded. Ref. MVL--15-05-BOD-6

J Invoices list || New invoice || Aging || Ledger || Tasks |

Filter
List filter

/

Search with keyword, ref No.

Acme 5ervices Pte Ltd EI

from: 2015-01-06 to: 2016-06-27
*
client - | Any H Not paid EI

References links:
supplier, project.

Ref Payment Actions
eference date menu
MVL——Ql Alphaet MY
——Ql- a e i
e iDs 31'; Company 2015-05-13 201505713 ysp3gor - ety Edr
T [ Ltd \ Status:
Unpaid
My EUR Partially paid
e i (o Company  2015-05-20 2015-05-20 59?'50 _ unpaid ' . Paid ' .
EE el Ltd ¢ e 2l R Click on link to view details
2998
MVL-1 My UsD
i, 07— 2015-07-20 B : Edit -
i§757-a0-7  aphaet E::I'“pa"" H = ) 2 28.436.94 unpaid _
View in
browser uick edit header
Edit (if status is Quick edit a | Q i
unpaid) - B
Edit Register payment of
Set an alert / Receive B invoice
reminder —  Set alert [off]
‘ Add a task
Print and email Edit task B
document (Pdf) | — print and share Download in Excel
- format
Excel download Delete (if status is
- unpaid
Duplicate document _ paid)
with nev’\(l reference — Clone
o. .




Invoices list

Invoices list we/

Filter (Any)

List filter

Search with keyword, ref No.

| My Company Ltd v|
ﬁom:{OZ.-'OE,FZGI?O ‘to: 05/31/2017Q
client - | Any \.-Haﬂ\m_.r v
Apply Reset
Export
View invoice in date

browser.
™ Aphaer W COMBV 20170015 2017-02-15  EUR10.00  2017-03-07  peid Set alert [off] |
MVL-1-16-10- Alphaet My Company 2017-02-15  USD ! —
3]_9 Led 2017-02-15 ° 2.250.00 - un pard _QLI ick edit =
Alpha et :'::C"'""“"" 2017-02-13 2.01 70213 ysp200.00 - Quick edit v
Alpha et :’::C"’""’"" 2017-02-13 2.0”'02'13 UsD 175.00 - unpaid Quick edit v
USD 52.29
Alpha et My Company 2017-04-19 2017-04-19 =D E
312 Ld L 314 Status:
Alpha et E:C"’""’"" 2017-04-12 2217012 b 11000 2017-05-14 Unpaid
Partially paid
References links: When clicking on the status Paid
supplier, project. link, detail of transaction is
displayed. . .
With finance module, the Quick edit - Setalert [off] «
Receivable USD 166.65 i i i . =
journal entries are displayed Edit Edicxask
Received UsD 151.50
Balance USD 15.15 Receive Print and share
Set alert [off] Reset
Journal Invoice Credit Edit task . Clone
2015-07-02 41010 usp 17.5 -
Print and share Reset a payment
2015-07-02 41010 USD 134 received to zero (if
P o e — Excel download not reconciled)

Clone




Invoices aging report

Invoice — Aging report

Invoices list New invaice Aging Ledger Tasks

Filter Filter report by

/ company

My Company Ltd B

_Apply
Available
references per Values
EUR 599.50
tax: EUR 29.98
More than 120 days aging USD 874.38
EUR 100.00
tax: EUR 600
[ = [ e
Between 90 & 120 days 1-17-01-A0-29 (Partially paid) USD 90.00
aging tax: USD 5.00 uUsD 90.48
L= == = —
I-17-02-A0-31 LSD 200.00
UsD 175.00
Between 60 & 90 d agin
s 2ging Ty UsD 1,218.53
S~ Total per
period in
USD 833.00 Base
- currency
LS =
1-17-04-A0-33 USD 52 20

Be 0&30d AI h
fwesn e PR tax: USD 3.14 UsD 52.29




Sales ledger

Invoice
| Invoices list || New invoice || Aging || Ledger || Tasks |

Filter

Ledger report per
client

from: 2016-04-01 to: 2017-04-26

company
My Company Ltd

Ledger per
B / period

from: 2016-04-01 to: 2017-04-26

client Client

Alpha et Omega B /

) Apply ) Reset

opening 31,000.00 ( 31,000.00 USD ) Link to sales
document

2016-06-08 784 - 305 41010 Sales— EUR
2016-06-08 78S - 306 41010 Sa“les - exchange
2016-10-23 912 - 403 41010 Sales usD
2017-02-13 973 - 443 41010 Sales usD
2017-02-13 975 - 445 41010 Sales usD
2017-04-19 1125 - 533 41010s usD
2017-04-19 1127 - 535 41010 Sales usD
2017-04-19 1129 - 537 usD

Total period (local currency)
Total USD

Closing (local currency)
Closing USD

10.00
0.52
833.00
200.00
175.00
22.00
30.29
314

0.00 1,273.43

0.00 1,273.96
32,273.43
32,273.96

T~

=

£ £ £ £ Z£ =

Ledger
transactionas
and balance




Invoice — display in ;
play View Select printing options and

browser MVL45-05-50D-6 click 'Display" to display
list document.
Options If there is no custom ]
_ template, the default design
signature: is selected
stamp
@ po: D on’ginal:@ COpy:
template: default |z| addressed to: Coh |z| Display
& Edit _ [# Excel _ [A pdf _
You can access Excel i
= ) Company Ltd The document is
donload or Pdf printing My Com displayed in Html
from buttons [reeey format
address line 1

address line
FTEEEG . MALAYSIA
-3333333, Fax:+709823400

INVOICE

MVL-I-15-05-BOD-6
Eilling date:2015-05-20

BEST OUTLET DISTRIBUTION LTD

7 Jalan Cash 54600

Coldarea

Kuala Lumpur, Malaysia
Tel:604646466, Fax:3745696332

Attention to:Mr. Goh

Description Code [ ref. Unit price Quantity Amount EUR
EUR
0.

item 1 5.50 100 550.00

0.2 RED PLATE PRINTED 7IN 9.90 5 49.50
Qur ref. A-BR-1_11-BP-319

Total EUR 599.50

GST 5% 2998

Total with tax EUR 629.48

zix hundred and twenty nine point fourseven



MVL-I1-18-06-ACME-14

list
; ; OIS Select printing options and click
InVOIC? prlnt and O signature: 'Print in pdf' to display document.
share in Pdf format =t
stamp If there is no custom template, the
® 1no: O original: O copy: default design is selected
template: default « | Print in Pdf

¥ Share this document via email You can email a copy of

/ document within the
enter email addresses separated by comma (autocomplete enabled). Organization

add optional message

Send . .
If project module is enabled

ﬂ/ and document is linked to
Copy document to project MVL-Aa-AT-2016_05-ABc-335  Project, the pdf print can be
saved in the project page

Copy Open pdf in

separate
tab \

The document is
displayed and can be
printed or saved

My Company Ltd
(A433)

address line 1

address line 2
TT8686668,SINGAPORE

INVOICE

MVL-I-18-06-ACME-14

Bill to:
ACME Incorporated LTD. Billing date: 2018-06-26
123 4ih Street Due date: 2018-06-26
Somewhere 123W34 United Kingdom

Attention fo:

Mrs. Joey June

Project ref. MVL-As-AT-2016_09-ABC-338
Ho. | Description et Price Quansity Amount in EUR

1 [Rem 1 4590 3 137,70
2|Rem2 | |

Totsl EUR s21.70

EUR five hundred and fwenty seven poinf seventy




Description Account Quantity Value Tax  Total Delete

Invoice |1 remgroup of] 0 0 poo [
Line with 0 values will
Formatting 2 |11 Ted11 John Ted ol n 1 50 | create a paragraph
: \ Line with predefined
3 item O 41010 - Sales w 1 25 ] item (see products &
services)
Form input % 4 [sub toral] 0 ‘ 0 0 O ooo| [
\ Enter [sub total] and
5  Item group 2 O 41010 - Sales « 0 0 ] 0 values to create a
sub total line
B item O 1 10 ] 10.00
7 item O 1 10 I 10.00 1
8 | [sub total] O 41010 - Sales v 0 0 ] 0.00 ]
9 item O 1 35 ] 35.00 1
No. | Description Uni paragraph | | Amountin usD
—4 1 Item group 1
1 |John Ted 50.00 1 50.00
item i
Default PDF output 2 | sutoulie 25.00
| — Sub total | 75.00
2_ |ltem group 2
1 | ftem 10.00 1 10.00
2 |ftem 10.00 1 10.00
Sub total 20.00
3| item | 35.00 1 35.00

| Total USD | 130.00




Invoice — download in
excel format

Export in excel format

MVL-I-15-05-BOD-6

list Select printing options.
If there is no custom
Options template, the default design

is selected
output format
@ exeel: D) oo Csv format is used to
T~ export document data
signature: only.
stamp

@ o) tu'igi.u,al:'EjI COpY:

lick 'Download” t
template: default Izla.dﬂmsedtu: Coh IEI Download — ——— C((;Xpofttheogg 0

You have chosen to cpen:

MVL-I-15-05-BOD-6
which is: Microsoft Excel Warksheet (7.4 KE)
from: hitp//localhost
xport in excel format Wihatshould Firefo do with this fie?
"L-1-15-05-BOD-6 @ | Qpen with
) SweFile
7 Dothis Seally o
== 1 1]
output format oK -z.
& excel: O csv: L
2 signanare:
stamp

& no: @ original: © copy:

template:  default Haddmsedm: Goh m Download




Invoice — quick edit

Quick edit allows
change of header
information without
any change in
document value

Quick edit invoice

MVL-1-17-09-BOD-21
Header *

My Company Ltd IZI

Allocated *

Acme Semnvices Pte Ltd IEI
select an entity for which the invoice is done

Client *

Blue globe

Date *

2017-10-02

Project *
312 | awarded | A-CA-6_09-BI B

Currency - USD

Account payment *
[USD]. My Company Ltd - 123456789 Myhb: B

Terms:  due days B 10

comment added

Editable fields in quick edit

mode —

; Record )

Close without saving

Record changes




Invoice — record
payment

Invoice receipt
Invoice ref. MVL-I-15-05-BOD-6

Payment date *
2015-07-10

Account receiving

. - o funds.
unt receiving payment / See finance module
[EUR], My Company Ltd - WEST88 Mybank B

Amount with taxes (EUR) * Base currency ex e rate *
600 0.8

Short payment \ Total amount\ Exchange

3 rate against
29.48 received base currency

Force close invoice )
If total amount received does

not equal the invoice value,

Debit exchange rate short payment is indicated
Exchange rate Click ‘force close invoice' if you
between currency — want to close transaction with
of payment and short payment

currency of
account receiving
funds Record




Invoice — record
payment

=
Invoice receipt

Invoice ref. MVL—QI-15-05-A0-5

Payment date *
2015-07-11

Account receiving

Aceount receiving payment * funds.
See finance module
[SGD], My Company Ltd - 1234567890 Clicky bank E|

Amount with taxes (USD) *
38.21
\ Total amount
received in
Short payment base currency
(no exchange
0.00 rate

Foree close invoice )
If total amount received equals

. N the invoice value; no short
Exchange rate Debit exchange rate payment is indicated.

between currency \ 1.25 Invoice will be closed
of payment and :

currency of Amount debited SGD 47.7625
account receiving
funds.
Amount in

currency of Record
account is e
indicated




Invoice - alert

Alert is a simple email
reminder sent on
schedule to inform
users that an invice is
still due or a payment

has been record. Set 1nvoices alert

This function is linked to a Invoice ref. MVL-I-15-05-BOD-6
server configuration (cron

Jobs). Consult server Automatic alert will be send to the list of users for invoices not paid or payment
administrator for more

details. received To activate

/ alert, set it to
‘on'
on

user, |
\ List of users that will

receive the alert.

Record Cancel (user's names
) y) e separated by comma)




Invoice task

Task can be set for
more precise invoice

management.

N Set invoice task or reminder
an Event + taSk Invoice ref. MVL-I-15-05-BOD-6
It can be delimited by Event name
dates, assign to a user Event name _—
: P collecti
with notification ollection —
patterns. assignment
Assigned to *
This function is linked to a userl E| Tk deserint
server configuration (cron / ask description
jobs). Consult server Task deseription
administrator for more Inform sales department Staféapd en
details. _— ate
Starting H 2015-07-10 ending: Frequency of
/ notifications:
. . . - hever
Notification period - daily
Weekly E| - weekly
- monthly
) A . - 5 days before deadline
Notification recipients - 3 days before deadline

userl, userl, - 1 day before deadline

List of users that will
receive the alert.

Record Cancel (user's names
- - T separated by comma)




Invoice — delete

Delete
Invoice ref. MVL-I-15-05-BOD-6

Are you sure you want to delete this invoice ?

Delete

Confirm screen
before delete.
An invoice can be
deleted only if its
status is unpaid

Delete

Invoice ref. MVL-I-15-05-BOD-6

This invoice cannot be deleted because it has been fully or partially paid




Invoice — clone

By cloning existing
invoice, you create a
copy of invoice with
different reference
number.

It is useful for recurring
transactions

New invoices

i Example of cloned
.......... |nV0|ce
Template invoice based on ref. MVL-I-16-06-A0-21 . A new invoice will be generated.

Ophons

Header * Allocated *

| My Company Ltd W My Company Ltd v

calect an entity for which the inveics ic done

Client *
| Alpha et Omega W

Data * Title *

Project *
|nol applicable v|

Currency * Exchange rate * Account payment *

0.9497 [EUR], My Company Ltd - 3593847-E v
Tax:| ex. sales tax 0%

rerme ez ]

comment

Items

Add item

[ Description [ Acowe [ Oty | Vawe [ Tax [Toml | Dk |
1 item o) 1 10 oo [

Total 10.00 125 UsD
Tax payable 0.00
Total invoice 10,00

Next

(® e list

O print

O record payment

Record




Invoice — credit note

Credit note can be
created in sales
module.

A credit note is a credit
given to a client on an
invoice.

Options

Header *
| My Company Ltd w

Client *

Allocated *
My Company Ltd W

| Alpha et Omega

Date *

0&6/21 /20186

Project *
| not applicable w |

Currency *

EURO W

Tax:| ex. sales tax

e on ecepr v] 0

comment

Items

Description
1 | item

Tatal

Tax payable

Total invoice

W
To create a credit
Title * note:
Eieg— v Select the client to
credit and “Credit
note” type in “Invoice”
Exchange rate * Account payment *
0.9497 [EUR], My Company Ltd - 3593847-E w

Add item

ey v tox [ | oo |

10.00 125 UsD
0.00

10.00



Invoice — credit note

It can only be
assigned to a specific

e = Y
compensation

UsD 300.00
s Sl = Be E&’m“"" 2017-09-05 im?—og—os tax: USD = id  Edit ~
18.00 ' '
USD (100.00)
c 2017-09-05
Bestour MY COmPENY 5017 09-05 . tax: USD - unpaid | Edit
: 1E T 600 Sl U :
Credit /
note
Edit -
Creditnotahave Assign credit note
a special menu
item to assign Set alert [off]
credit to an Edit task
invoice

Print and share
Excel download

Clone




Invoice — credit note

Assign credit note

Assign credit to sales

Credit note ref. MVL-CN-17-09-B0O1-20 5
Credit note can only be compensated

with invoices with:
diti . . . 1) same client
Credit invoice a.sslgnmeﬂt 2) same currency

MVL-1-17-09-801-19 B 3) same tax rate if any

Value z00.00 USD
Balance: Amount with taxes 318.00 TUSD

Client: Best Outlet store \ Detail of selected invoice for
compensation

Payment date *

m ™~ Credit date

Amount with taxes (USD)

106.00 Value of credit
The full credit note
amount is applied by
default

Record




After credit note is
assigned
status of document

Invoice — credit note

. . date
Credit applied .

USD 300.00 .
MVLZIZ17709- Best Out E’dc"m"a"" 2017-08-05 201770905 usD 2017-09-06 P2l

@ 18.00 e

usbD

My Company (100.00) .
] 2017-09-05 2017-09-05 - 2017-09-06 Ef.'..‘?.

(6.00)

Best Out

Invoices list || New invoice || Aging || Ledger || Tasks |

from: 2017-0g9-04 to: 2017-0g9-09

opening 0.00 ( 0.00)

2017-09-05 1337 - 547 usD 30000 N

2017-09-05 1339 - 549 usoD 18.00 N

2017-09-06 1364 - 552 usD 100.00 N

2017-09-06 1365 - 553 usD 6.00 N

2 17 N0 N 1A10 L =] USD ]06_00 N
If finance module is

Ta 212.00 318.00

available, ledger

Clf  shows invoice partially 106.00

compensated by
credit note




Sales statistics

Statistics can be
viewed from address
book entry

Address book view

Access sales and
J’ View ][ Edit 1[ Sales ]”/ other business data
for this client or

supplier

(£ (last edit 2015-07-10)

Alpha Et Omega



Sales data
|| s

Alpha et Omega

Sales statistics

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad
Comments  minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in
[ edit] voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt

mallit anim id est laborum. [admin] - 2017-11-10

toggle deleted files

@ plan.xlsx project
Select file: ‘ plan.xlsx ‘ project '\' Upload :I file uploaded plan.xlsx

If project

module is

available
A-CA-6_09-BP-313 SINGAPORE 2009-06-01 Deco and supply completed
A-CA-6_09-BP-311 SINGAPORE 2014-01-16 Project design and supply open
MVL-Aa-5C-2014_11-A0-15_sub2 CAMBODIA 2014-12-23 Consultuing service open
MVL-Aa-MY-2014_12-A0-18 MALAYSIA 2014-12-23 Repair and maintenance 2 awarded
MVL-D-5G-2016_01-A0-120 SINGAPORE 2016-01-04 New house awarded
A-MVL-MY-2016_08-A0-125 MALAYSIA 2016-08-18 Yuti open
A-MVL-5G-2016_10-A0-126 SINGAPORE 2016-10-11 MNew notif 2 open

If report module
is available

RP-2-01_16- 2016-01-06

RP-2-01_16- 2016-01-06




Sales or
purchases data

Sales statistics

. Projects
Projects by status
Lo | et oo ot e
4 2 1
7
2011
2012 2
2013
2014 | General trade : z | Item production : 1 | Design : 1
2015
2016 | General trade : 1 | Consulting : 1 | Design : 1
2017
Sales structure
Sales

Total transactions : 19,751 USD

@ Highest
@ Lowest
%0 @ Average

Sales per year

20k

15K -O-Tlansa:limul.ISDl

10k 0 3k 10k 15k 20k
Values
S5k
N Payments performance

201120122013 2014 2015 2016 2017

Values

Years

@ Highest term
@ Lowest term
days @ Average payment




Invoice — settings

Global settings

Global settings
Global Forms Quotations
Short due alert (days) * Set the range of days that
indicate short and long due
! terms per company
Long due alert (days) *
30

Record




Invoice — settings

Forms settings

Use the forms settings
to upload new
documents templates
per category or
remove existing.

Note: if there is no custom
template, the default format
is used.

Note: see vendor for
template design.

Click box to
delete
existing
format

Templates per

Forms _—— document category

Global Fm

................................................ —

/

Select file to upload a

new format

No file selected. —

Upload a new purchase template. Only files with a ".inc" extension is allowed.
[T] Delete purchase template "default_purchase_pdf-z"

Delete purchase template "default_purchase_pdf-g"

P

~ Quotations forms

No file selected.

Upload a new quotation template. Only files with a ".inc” extension is allowed.

Mo file selected.

Upload a new invoice template. Only files with a ".inc" extension is allowed.

[C] Delete invoice template "invoice_bank_pdf.inc" /

[C] Delete invoice template "service_invoice_pdf.inc"

save | — Save to

upload new
or delete
existing

List of current
custom
templates




Invoice — settings

Quotations settings

Some fields can be
displayed or not in
guotation base on
information needed.
Their names can also
be customized.

Quotations settings

Set the display setting per
field

Global Forms Quotations
column_1 item display |z|
eolumn_2 | column_2 display ?
column_3 | column_3 hide j
column_ 4 | Quantities display |~
column_g5 Price display |«
column_6  Total display T
Record

Fields names can be edited
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