Recelpt

Receipts view allows users to manage receipts and
payments received from customers / debtors. Below
actions are available from“Receipts”:

=) Create new receivable receipt; update,

delete, view and search for

receipt details

Bl Recets % |
Partner Ale: [< Select All > v| Account!< Select All > v| [ Create New Receipt
Year: [Year 2016 | From! | Tilk| v Branch [« select All > vl semch )
Date 4 | Document# Reference® Account # Partner Name ] Account # ] Account Name [Cunency| Amount | Status |5
May 16, 2016 |RCTIGRS | 4110.011/C0001 Cold Storage - HQ jamonz fiiank - OCHC B SS50000|Drafted [~
May 16, 2016 |RCTI60036 4110.011/C0001 Cold Storage - HQ. 4010.02 Bank - OCBC |s6D 5530854 Drafted [ |
Jun 16,2016 |RCTI60037 4110.011/ME0DT Metro 401002 Bank - 0CBC [s6D 5§50,000.00|Confirmed
>
-
o Status: | Drafted / Confirmed - Total SGD: | $§50,500.00! K|l Gliea[ ||
Receipts List [ Receipt |
el Recaps *|
Fz<4% 08 ¢ d-HE-~ Drafted
Document Date Decument Number Reference Number Branch
19/08/2016 v | | <-AUTO-GENERATED-> | [HQ - Head Office ~|
Partner A/c Currency Payment Type Account
v Check ~ v!
| E Bk Bk i (e
ative = | | 1]
Memo Tan/Cheque® Balance
T 1 Y
fﬁg:u’pllin!s | incomes () | Expenses (0) | Postings
Due [ All Records v | & search: [ ] [ Auto Allocate [l Receive Al
Dete  Document#  Reference# | Memo. DueDate s | DueAmount | [
~
v
Date  Document# Reference # Memo Due Date & Due Amount Received Amt | [®
~
v
D Total Income: | Expense: | Receivables:’ J
Gmeon ) (e ) (ot
T Receipts List |_Receipt
. L Mandatory
Field Name Description
Information
Document Date Date of the receipt Y
Document Number Document number for the receipt Y
Reference Number Reference code for easy search N
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Branch

Debtor

Payment Type

Account

Company’s branch

Select the debtor to issue the receipt. (Once user
select a debtor, the account and currency will

automatically fill up)

Select the payment method

Select bank account for the receipt

Company’s internal representative who handle the
Representative N
debtor account

Memo A memorandum for the receipt Y
Bank Amount

Company’s bank amount N

A fee levied on an account by a financial
Bank Charge N
institution.

Txn/Cheque # Transaction / Cheque number N

Create New Receivable Receipt

1. Click on “Create New Receipt” at the top right of
screen of “Receipts List” tab, it will open “Receipt”
tab with empty form

o] Receipts =

(] Partner Arc: [ < Select Al >

! Account{ < Select All >

vI Create New R=c=ipl|

! T ! Branch < Select All > vl

Year [Year 2016 ! From!/

2. Select a debtor from the “Debtor” drop-down list
on top right side of screen. It will pull up all
receipts of payments owed by the debtor on “Receipt
Lines” tab

_ Document Date Document Number Reference Number Branch
I [19/08/2016 ~!| | <-AUTO-GENERATED-> ] [ | [HQ - Head Office ~|
Partner A/c Currency Payment Type Account
4110.011/SA001 - Sasa - HQ| v/ sGD Check ~ | (401003~ Bank - DBS v sSGD
resentative Bank Amount Bank Charge Exchange Rate
v [ i ) i 1
Memo Tan/Cheques Balance
I ) |
[ Receipt Unes | Jrcomes (01 | Expenses 01 | Postings | Notes/
froefrrmeee v & seach: | | ] ause clocute (B Bscpive 41
Date Document#4 Reference# — — Memo | DueDme Due Amount _ i
Jul21,2016  |CN-0045 Credit Note From : Sasa - Bugis [lui21, 2018 [CIEED) [l
Oct30,2015 _|D5P15-100002 Asset Transfer test [Dec31, 2015 511500000 )
Jun 17,2016 |MO002/16 50-16-060217, test ... |Invoice To: Sasa - Gateway |aug 31, 2016 ssa22] (]

3. Fill up receipt’s information with any payment
received from the debtor on the “Bank Amount” (top
right of screen)
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Receipts

|Bmes 08 |d-@-

Document Date Document Number

Branch

Reference Number
[

19/08/2016 v [ <-AUTO-GENERATED->

Partner A/c
4110.011/5A001 - Sasa - HQ. vl

Representative

Currency
SGD

| [HQ - Head Office ~
Account
| [4010.03 - Bank - DBS vl

F‘.L‘!-.,E'.‘!E

Memao

] 5510,000.00|

B —
["Receipt Lines (0) | Incomes (0) | Expenses (0) | Postings | Motes / Attachments |

4. Tick the box behind a receipt line to change the
status to “Received” to acknowledge payment received
for the receipt(s) owed. It will move the
receivable(s) to the bottom table and update the
“Balance” amount (top right of screen)

Memo Ten/Cheques Balance
[earr [ 1 5$10,000.00|
Receipt Lines (0) | Incomes (0) | Expenses (0) | Postings | Notes / Attachments

Due [ Al Records v | & search: | ] [ Auto Allocate [E] Receive an
Date  Document® &  Reference#® Memo Due Date

bul21,2006  |CN-0oss | Credit Note From : Sasa - Bugis Jul 21, 2016

0ct0,2015 | D5P15-100002 | Asset Transfer test Dec 31, 2015

un 17, 2016 | M0002/16 [50-16-060217, test .. |Invoice To : Sese - Gateway Aug 31, 2016
Date  Document? | Reference# | Mern} | DueDates | DueAmount | ReceivedAmt |

[ Receipt Lines (3) | Incomes (0) | Expenses (0) | Postings | Notes /
Due [ All Records v| & search: |

Date | Document# &

\ ;
\ | I Auto Allocate [ Receive All

Memo. DueDste | DueAmount | ]
~
I~

Reference &

et

v

Date Document # References | Memo T DueDate s DueAmount | Receved Amt | @

Oct 30, 2015 DSP15-100002 Asset Transfer test Dec 31, 2015 55”,5“3.‘1)' SSH,SGIL[K]' E e |

Jul21, 2016 |CN-0085 | |Credit Note From : Sasa - Bugis {21, 206 (s$13.38)| ss1338)| @ a
un 17,2016 | M000215 SO-16-060217, test ... |Invoice To : Sasa - Gateway Aug 31, 2016 s542.24 ssa2.24] @ |

5. “Balance” amount cannot be negative

(EFeas )
|B=2es 08 Cid-@-

Document Date Document Number

Branch

Reference Number
[

(19/0872006 ! [<-AUTO-GENERATED-> | [HQ - Head Office ~

Partner A/c Currency Payment Type Account

[4110.011/5A001 - Sasa - HQ v sGD Giro. ~| (401002 - Bank - DBS ! sGD
o i Bank Amount Bank Charge Exchange Rate

f v ( 5510,000.00] [ 1]

Memo Tun/Cheque?
f

(eam I 559,957.76 !
e e

6. Click on “Income” and / or “Expense” tab at the
middle of screen to add journal entry for the debtor
if any

” Bank Amount Bank Charge
| - 5510,000.00! [ 1l
Tun/Cheque® Balance
] ] ( 559,957.76|
¢ &
ol i |

[ TaxAmount | Bm!mw

7. Click on “Notes / Attachments” tab at the middle
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of screen to add notes or files attachment for the
receipt

8. C(Click on “Save” button at the bottom of screen to
save

9. Click on “Confirm Receipt” button at the bottom of
screen to confirm the receipt

Confirm Document? X |
R, = @ Do you really wish to Confirm the selected Receipt Document(s)? ] é
Jun 17, 2016 \Mnmmﬁ 50-16-060217, test ... || - @ FI, 2016 | $§42.24) 584224 Q_’:
b ) Total Income:’ | Expense: Receivables:| 5542.24
(E==30
eceipts Lt | Receipt )
10. Click on “Post Receipt” button at the bottom of
screen to post the receipt. Journal entries for the
reconciled receipts will be automatically created
under “Postings” tab
|
I Post Document? X
@ Do you really wish to Post the selected Receipt D ? 2
Date Document® | References | Due Date + DucAmount | RecevedAmt | [®]
Jun 17,2016 |M00D2/15 50-16-060217, test .| T ﬁ;_ug 31, 2016 | s342.24) ssaz24] @ |4
- I Total Income | Expense | Receivables| ssa224
a Post Receipt \I.) Create New Save Revert Delete
[ Receipts List | Receipt
i Bank Amount Bank Charge
[ ~! f 5510,000.00 1 1
Memo Tun/Cheques Balance
[Elm ] | i §59,957.76 |
P EEMTDES - SGD Journal | Document £ RCTI60033 | Reference =
Account # | Account Name | Entity Type | Memo Due Date | Debit | Credit Base Amount =
401003 |Bank - DBS | Commercial [eam 5410,000.00] 5510,000.000r
[4110.011/5A001 Sasa - HQ |Commercial [eam | 534224 84224 Cr
14110.011/5A001 [Sasa - HQ | Commercial leam | 559,957.76 5§9,957.76 Cr

Update Receipt Details

1. Click on “Receipts List” tab at the bottom of
screen

2. Double click on receipt to be updated, it will
bring up the details on “Receipt” tab for the
selected receipt. If a receipt’s status is
“Confirmed” or “Posted”, right click on the receipt
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and reopen / undo posting of the receipt first

Receipt Lines (1) | Incomes (0) | Expenses (0) | Postings | Notes / Attachments
Date Document # References | Memo | DueDate s Due Amount Received Amt
Jun 17,2016 |MO002/16 |50-16-060217] yndo Document Posting? % | 554224 ssa2.24 @

P

@ Do you really wish to Undo Accounts Posting for the selected Receipt Document(s) ?

| 2! ] Total Income: | Expense: Receivables: 584224

= —— e T
=

- v

3. Make change(s) on the receipt information

4, Click on “Save” button at the bottom of screen to
save

5. Click on “Revert” button at the bottom of screen
or refresh icon at the top of the screen to roll back
the changes

6. Click on “Confirm Receipt” button at the bottom of
screen to confirm the receipt

7. Click on “Post Receipt” button at the bottom of
screen to post the receipt

Delete Receipt

1. Click on “Receipts List” tab at the bottom of
screen

2. Double click on receipt to be deleted, it will
bring up the details on “Receipt” tab for the
selected receipt. If a receipt’s status is
“Confirmed” or “Posted”, right click on the receipt
and reopen / undo posting of the receipt first

3. Click on “Delete” button at the bottom right side
of screen

4. Click on “Yes” button on the pop-up window to
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confirm receipt deletion

Julel 0D LNy 1 |Lreart riote From : Sasa - bugis i 21, 2010 OY1S58] L |
Oct30, 2015 |DSP15-100002 | |Asset Transfer test |Dec31, 2015 | s811,50000] () [ |
| Deleting record? .
@ Do you really wish to delete this record?
e
@ED v J
Date  Document® Reference # I | . DueDate 4 DueAmount ReceivedAmt | E
Jun 17, 2016 |M0002/16 |50-16-060217, test .. |Ivoice To: Sasa - Gateway |Aug 31, 2016 | Ss42.24 s @ e
.
v
ol Total Income: | Expense | Recewables: 5542.24
Confirm Receipt | = Create New Save Revert Delete

[ Receipts List | Receipt |

View and Search for Receipt Details

1. Click on “Receipts List” tab at the bottom of
screen

2. Enter search parameter to filter the result, i.e.
type in which debtor to search for in the “Debtor”
text field box or select from drop-down list

,

DI ' Status: | Drafted / Confirmed ~]| Total SGD; | 5§50,500.00 K[ |1o3]> | oA

Receipts List | Receipt

3. Result can be sorted alphabetically by clicking
the fields’ columns

Il!l Receipts x
(] Portner Avc: [ < Select anl > v| Account < Select a1l > | [H Create New Receipt
Year: [Year 2016 v! From v! T v| Branch (< Select All > vl ( semch )
—
Date  Document® Reference# Account I nammnu ] Account# ] Account Name | Currency  Amount | Status B3]
Aug 18,2016 |RCTI60038 |4110.011/5A001 |Sasa - HQ 401003 |Bank - DBS. SGD $510,000.00Drafted |~
Jun 16,2016 |RCTI60037 [a110.011/ME001 [Metro 4010.02 |Bank - OCBC SGD. 5§50,000.00| Confirmed

4. Double click on receipt to view full details of
the receipt, it will bring up the details on
“Receipt” tab for the selected receipt
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