Voucher

Voucher view allow user to manage retail vouchers
with monetary value. See “P0OS — (Masters) Voucher
Types” for the different types of vouchers which are
available in GOOMI.

Below actions are available under Voucher:
%% Create new voucher

=) Update, split, delete, view and search
for voucher

Note: Voucher redemption is done through POS
Entry (cash register)

[ Voucher x|

H Customer. [« Select il » | IssuedBy: [< SelectAll> w! (_search
Status: Posted ] Valid From: | Valid Tilk/ | Redeemed: [ Not Redeemed | ( Cresteew )
Voucher Type: [ All v

Serial # & ! Issued On Voucher Type Face Value Issued To Valid From Valid Till Status Redeemed E
VCH16-040001 Apr 1, 2016 Credit - Credit Voucher 580.77 | Judy Hopps Apr 1, 2016 Jun 1, 2016 Posted D -
VCH16-060003 lun 1, 2016 Credit - Credit Voucher 5512500 Jun1,2016 Aug 1, 2016 Posted [m] a
VCH16-070004 Jul 8, 2016 _(leﬂ\l - Credit Voucher | 5§13.70 Jul 8, 2016 'Sep 8, 2016 Posted [m]
VCH16-070007 [Jm 14, 2016 |Loyalty - $10 Loyalty Voucher | S$10.00| Peter Foxx Jul 14, 2016 |Jan 14,2017 Posted [m]
VCH16-080008 Aug 15, 2016 Loyalty - $10 Loyalty Voucher $$10.00 Peter Foux Aug 19, 2016 Feb 19, 2017 Posted ]
VCH16-080009 [Aug 26, 2016 Credit - Credit Voucher 5§13.20 Aug 26, 2016 Oct 26, 2016 Posted ]
VCH16-080010 |Aug 26, 2016 |Credit - Credit Voucher 1 5§125.00 Aug 26, 2016 |Oct 26, 2016 Posted J

{
v
2 Total 7 records, Total G0 | $5297.67

Vouchers List | Voucher

& Voucher %
Details | Postings | Notes |
ERT I ECE]

Issued On Serial #

(291082016 ~| [<-AUTO-GENERATED->
Voucher Type Face Value
-

a

Valid From Valid Til

29/08/2016 ~| il ~
Issued To Issued By

| ] [T€501-01 - Cody Weiss v
Issue At el "

[7C5001-CRO4 - TCS Orchard - Cash Registes 04 ~| e

Confirm Voucher | = Create New Save Revert

| Vouchers List | Voucher
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Mandatory

Field Name Description
Information
Issue On Date of issuing of voucher Y
Serial # Serial number of voucher Y
Voucher Type Type of voucher Y
Face Value Value of this voucher Y
Valid From Valid from which date Y
Valid Till Valid until which date Y
Tecue To Which (registered) customer the voucher was issued
to

Issue By Which staff issued the voucher Y
Issue At Where the voucher was issued Y
Redeemed Checkbox ticked if voucher has been redeemed N



Description Self-explanatory N

Create New Voucher

1. Click on “Create New” button from “Vouchers List”
tab or from “Voucher” tab to create new voucher

T3 Voucher % |
Tl customer: [« Select Al > | Issued By: [« SelectAll > <) ( Ssearch
Status: Posted ] Valid From{ ! Valid Tk ! Redeemed: [ Not Redeemed ]
Voucher Type: [All v
Seialz 4 | bsuedOn Voucher Type Face Value lssued To Valid From VahdTil | Status Redeemed |0
VCH16-040001 _Apl 1, 2016 _Cmdnl - Credit Voucher | $50.77| Judy Hopps Apr 1, 2018 _Jun 1, 2016 Posted D -~
VCH16-060003 Jun 1, 2016 Credit - Credit Voucher 5512500 Jun 1, 2016 Aug 1, 2016 Posted ®]
VCH16-070004 Jul 8, 2016 Credit - Credit Voucher 551370 Jul 8, 2016 Sep 3, 2016 Posted 8]
VCH16-070007 |Jul 14, 2016 |Loyalty - 510 Loyalty Voucher | 5510.00| Peter Foxx Jul 14, 2016 |Jan 14, 2017 Posted [m]
VCH16-080008 |Aug 19, 2016 |Loyalty - 10 Loyalty Voucher | 5510.00] Peter Foxx Aug 19, 2016 |Feb 15, 2017 Posted [m]
VCH16-080009 Rug 26,2016 Credit - Credit Voucher 551320 Aug 25, 2016 0ct 26, 2016 Posted [m]
VCH16-080010 Aug 26, 2016 Credit - Credit Voucher 5512500 Aug 26, 2016 0ct 26, 2016 Posted [m]

2. Fill up voucher type’s information on form at
“Voucher” tab

3. Click on “Save"” button at the bottom right of
screen when done

4. Click on “Notes” tab at top of the screen to add
notes and / or attachment file

T3 Voucher X

Details | Postings | Notes |

BE e 308 0O Drafted
—— = - 101 S
ssued On Sesial #

29/08/2016 | [<-AUTO-GENERATED->
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Vouchers List | Voucher

5. Click on “Confirm Voucher” button at the bottom of
screen and choose “Yes” to confirm the new voucher

6. Click on “Post To Accounts” button at the bottom
of screen and choose “Yes"” to post the new voucher to
account. Journal entries of the voucher will be



automatically created under “Postings” tab

[ Voucher =

Details | Postings | Notes |

SXECEEE
Issued On Senal #

(29/0812016 ~| [vcHis-o80011 ]
Voucher Type Face Value

[$10 Promotion Voucher - Gift v [ 551000
Valid From Valid Til

(29/0872016 ~| 3170872016 v
Issued To Issued By

[ ! [TC501-01 - Cody Weiss v
Issue At —

[7CSD01-CRO4 - TCS Orchard - Cash Register 04 ‘ Post Docume
, Description
4 [Mid-Autumn 2016 Promotion @ Do you really wish to Post the selected Voucher ()7

1

—
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i Voucher %

 Detailsf “Postings || Notes |

Journak: Audit Adjustement Journal | Date:l 20/08/2016 | Document & VCH16-080011 | Reference = ]

Account # Il Account Name Entity Type Memo Due Date Debit Credit | Base Amount

308001 |Voucher Expense Commercial Mid-Autumn 2016... 5§10.00 5510.00 Dr

6290.01 |Provision for Voucher Commercial Mid-Autumn 2016 ... 5510.00] 551000 Cr|

Update Voucher Details

1. Double click on voucher to be updated from the
records table on “Vouchers List” tab, it will bring
up the details for the selected voucher type on the
form at “Voucher” tab

2. If the voucher status is “Posted”, click on small
arrow next to “Generate Report” button at the bottom
of screen and choose “Undo Accounts Posting” to
change the voucher status to “Drafted”. User can also
undo posting from voucher list view by using mouse
right-click on the voucher(s) to open options
available to the selected voucher(s).



“l I Voucher x

Details | Postings | Motes
TXEEEEEE
Issued On Serial £
29/08/2016 /| [vcH16-080011 )
Voucher Type Face Value
$10 Promotion Voucher - Gift v 551000
Valid From Valid Till
29/08/2016 ~| (317082016 v
Issued To Issued By
[ | [TC501-01 - Cody Weiss v
Issue At Red 4
[TC5001-CRO4 - TCS Orchard - Cash Register 04 v s
Wid-Autumn 2016 Promotion
| e ) toen ) (e
Vouchers List | Voucher
u' 3 Voucher x
B customer [« Select Al > v lssuedBy: < Select All > | ( Ssearch
Status: Posted | Valid From: | Valid Tilk ~! Redeemed: | Not Redeemed ] ( Cresteew )
Voucher Type: [ All ~
Seial® 4 lssuedOn Voucher Type FaceValue | lsuedTo  VaiidFrom Valid Tl | Sestus Redeemed  [B8
VCH16-040001 Apr 1, 2016 Credit - Credit Voucher 550,77, Judy Hopps Apr 1, 2016 Jun 1, 2016 Posted [=] ~
VCH16-060003 [Jun 1, 2016 Credit - Credit Voucher 5512500 Jun 1,206 Aug 1, 2016 Posted [m]
VCH16-070004 Jul 8, 2016 Credit - Credit Voucher 5§13.70] Julg, 2016 Sep8, 2016 Posted [®]
VCH16-070007 [1ui 14,2016 Loyalty - $10 Loyakty Voucher 5§10,00 Peter Foxc Jul 14, 2016 Jan 14, 2017 Posted [m]
VCH16-080008 Aug 19, 2016 Loyalty - $10 Loyaty Voucher 5810.00| Peter Foxx Aug 19, 2016 Feb 19, 2017 Posted [m]
VCH16-080009 |Aug 26, 2016 Credit - Credit Voucher 5§13.20] |Aug 26,2016 Oct 26, 2016 Posted [m]
VCH16-080010 Aug 26, 2016 Credit - Credit Voucher 58512500, Aug 26, 2016 Oct 26, 2016 Posted [®]
[VCH16-080011 Aug 29, 2016 Gift - $10 Promotion Vaucher S810.00 |Aug 29, 2016 Aug 31,2016 Posted -

Ea Show Voucher Details
A Preview/Export this Voucher
2 Print Selected Voucher (s)
(=] Email this Voucher
Confirm Voucher(s)
./ Reopen Voucher(s)
Post Voucher(s
“) Undo Voucher(s) Posting

= Delete Voucher(s)
] Show History
Extend Voucher (s) Validity

3. Make change(s) on the voucher information

4, Click on “Revert” button at the bottom of screen
to roll back the changes

5. Click on *“Save” button at the bottom of screen

when done

6. Click on “Confirm Voucher” button at the bottom of

screen and choose “Yes” to confirm the updated

voucher

7. Click on “Post To Accounts” button at the bottom

of screen and choose “Yes” to post the updated

voucher to account



Split Voucher Value to Multiple
Vouchers

1. If user need to split voucher to smaller values
vouchers, use “POS — (Masters) Voucher Types” to
first create new voucher type(s) to accommodate the
split vouchers type and face value(s). For example,
to split $50 gift voucher to $10 and $40 gift
vouchers, $10 and $40 gift vouchers types must exist
for selection from “POS — (Transactions) Voucher"
“Voucher Type"

2. Double click on voucher to be split from the
records table on “Vouchers List"” tab, it will bring
up the details for the selected voucher type on the
form at “Voucher” tab

3. If the voucher status is “Posted”, click on small
arrow next to “Generate Report” button at the bottom
of screen and choose “Undo Accounts Posting” to
change the voucher status to “Drafted”. User can also
undo posting from voucher list view by using mouse
right-click on the voucher(s) to open options
available to the selected voucher(s).

4. Copy the serial number then modify add “-01" at
the end of the number for the first split voucher

5. Change the voucher type / face value accordingly
for the first split voucher.

6. Click on “Save” button at the bottom of screen
when done

7. Click on “Confirm Voucher” button at the bottom of
screen and choose “Yes” to confirm the first split
voucher

8. Click on "“Post To Accounts” button at the bottom
of screen and choose “Yes"” to post the first split
voucher to account

9. Create new voucher for the next split voucher, use
the original voucher’s serial number and add “-02" at
the end of the serial number of the second split
voucher. Enter the balance value of the split voucher
as the face value
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Example of Split Voucher:

T3 Voucher x
H customer < Select il » | IssuedBy: (< Select Al > vl (seach )
Status: Posted v Valid From: ~| Valid Tk ~| Redeemed: | Not Redeemed ] (CresteNew )

Voucher Type: [Gift ~]

Serial # & Issued On | Voucher Type FaceValue | Issued To Valid From | Valid Till Status Redeemed
{10 P Vo e

Hi1s.0a00 Aus 20 onne Aug 29, 2016 Aug 31, 2016 Posted
[VCH16-080012-D1 Aug 29, 2016 5$10.00) |Aug 29,2016 Nov 29, 2016 Posted
VCH16-080012-02 Aug 29, 2016 '5340.00| |Aug 29, 2016 |Nov 29, 2016 Posted

Gift - $10 Promation Voucher

ooo

[

Delete Voucher

1. Double click on voucher type to be deleted from

the records table, it will bring up the details for
the selected voucher type on the form at the right

side of the screen

2. If the voucher status is “Posted”, click on small
arrow next to “Generate Report"” button at the bottom
of screen and choose “Undo Accounts Posting” to
change the voucher status to “Drafted”. User can also
undo posting from voucher list view by using mouse
right-click on the voucher(s) to open options
available to the selected voucher(s).

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

4. Click on “Yes" button on the pop-up window to
confirm record deletion

View and Search for Voucher Details

1. Enter search parameter to filter the result on
“Vouchers List” tab, type in any of the search
textfields on the screen. Click Search button to
refresh the list.




[T Voucher x|

Customer | < Select All >

| IssuedBy: [« Select Al >

Posted v Valid From:

| Valid Ti

~| Redeemed: [ all

Issued On 1 Voucher Type Face Value Issued To Valid From | Valid Till Status 1 Redeemed

VCH16-040001 Apr 1, 2016 Credit - Credit Voucher 550.77 hudy Hopps Apr 1, 2016 1.2016 Posted [m]
VCH16-040002 Apr4, 2016 Gift - $10 Promotion Voucher 5310.00 Apr4, 2016 [1ul3, 2016 Posted

| VCH16-060003 Jun 1, 2016 _(ledrl - Credit Voucher 5§125.00/ Jun 1, 2016 Aug 1, 2016 Posted D
VCH16-070004 Jul 8, 2016 Credit - Credit Voucher 5313.70 Julg, 2016 |sep8, 206 Posted [m]
VCH16-070005 Jul 14, 2016 Loyatty - $10 Loyalty Voucher 5510.00Judy Hopps Jul 14,2016 Oct 13, 2016 Posted ]
VCH16-070007 Jul 14,2016 Loyalty - $10 Loyalty Voucher 5810.00|Peter Foxx Jul 14,2016 [lan 14,2017 Posted 1 ]
VCH16-080008 |Aug 15, 2016 |Loyalty - $10 Loyalty Voucher I S510.00| Peter Foxx Aug 19, 2016 Feb 19, 2017 Posted | =]
[vCH16-080009 Aug 26, 2016 Credit - Credit Voucher 5513.20 Aug 26, 2016 |0ct26, 2016 Posted ]
VCHI16-080010 Aug 26, 2016 Credit - Credit Voucher 5512500 Aug 26, 2016 Oct 26, 2016 Posted o
| -
] I Total 9 records, Total 5GD: | s5317.67

Vouchers List | Voucher |
2. Result can be sorted alphabetically by clicking

. ’
the fields’ columns
. P .
3. Redeemed vouchers will have it’'s checkbox ticked
(Redeemed column)
2 Voucher X
Bl customer:  [< SelectAll > | IssuedBy: [« Select All > | € Search
Status: Posted v valid From:| | Valid Tk | Redeemed: [ A v | Cresteen )

Voucher Type: [ Al

=

lssued On Voucher Type Face Value Issued To ValidFrom | Valid Till Status | Redeemed  [®]
Apcl 20l et CreditVoucher 027 udy Hoop Agl 2016 un L2016 Posicd I A
Apr 4, 2016 Gift - §10 Promotion Voucher Apr 4, 2016 [Jul 4, 2016 Posted
Tun T, Tedn - Credt Voucher 1) Tun T, 201 LT ate
LiG20l Caedit Coedit Voucher 20 Ld wScaf2016 Posied l
- Jul 14, 2016 Loyalty - $10 Loyalty Voucher 5510.00Judy Hopps Jul 14, 2016 Oct 13, 2016 Posted
= Jul 14, 2010 |Coyalty - STO Loyalty Voucher SSTU.00 | Peter FoX ur e, jan 13, 2017 & 1
VCH16-080008 Aug 19, 2016 Loyalty - $10 Loyalty Voucher 1 S§10.00| Peter Foxx Aug 19, 2016 Feb 19, 2017 Posted (W]
[VCH15-080009 |Aug 26, 2016 Credit - Credit Voucher 581320 Aug 26, 2016 |oct2s, 2016 Posted Il [m]
VCH16-080010 Aug 26, 2016 Credit - Credit Voucher 55125.00 Aug 26, 2016 Oct 26, 2016 Posted [m]
-
pel Total § records. Total 560 : [ §§317.67)

Vouchers List | Voucher |

4. Double click on voucher to be updated from the

records table on “Vouchers List” tab, it will bring
up the details for the selected voucher type on the
form at “Voucher” tab



