Proforma Invoice

Proforma invoice is a preliminary bill
sent to buyer in advance of a shipment
goods. Proforma Invoice view (Purchase
the user to create and manage proforma
relation to purchase orders. Below are

of purchase

or delivery of
module) allows
invoices in
available

actions for the user from Proforma Invoice view:

=) Create new proforma invoice, update and
delete proforma invoice

G2 View and search proforma invoice details

[ET Froforma inveice *
Vendor: | < Select All > | Purchase Rep: [ < Select All > v ( searen )
Veor:  [Vear 2016 ! From| | i | Branch [<Select Al > ! (T Gresteniew )
Date 4 | Document? Reference? Vendor # Vendor Name ] Vendor Location I Purchase Rep "Currency Grand Total | Status 0]
Feb 52016 |PPIT6-020007 | 16002.001/L0001 LOres! Singapore Winsand House. EMO3 - Jessca S| ssa231 Appre.. [ A
Apr 1, 2016 _|PPI16-040009 | 6002.001/L0001 L'Oreal Singapore Winsland House }&n [ Drafted [ |
May 6, 2016 |PPI16-050010 6002004/ Loacker Loacker HQ | EUR €040/ Drafted
e
v
2 | Show [< Al Proforma Invoices > v Total SGD : 55422 Ko || <G l1a3le> ||
Proforma Invoices List | Proforma Invaice |
=] Proforma Invoice
HEed 2028 ald~ @~ Drafted
Document Date Document Number Reference Number Branch
(1570772016 v| [<-AUTO-GENERATED-> ] [ | [HQ- Head Office v
Vendor Curren: Deliver To
- g s g
Vendor Location Contact Person Delivery Location Contact Person
1 vl v/ ~ v
Ship To Receive Via Representative Expected Delivery Date
TEOT - Main Warehouse v v! ~ v
Payment Term Inco Terms o Invoice Rule
[ ! [BxW - Ex Works w| immediate v
Analytical Group Tax
of ! [ Price Excludes Tax ~]
i Toems 7 Articies | Taxes | Notes / Attachments |
Product Brand: | < Select All > ~| & Filter BEH ¢4
1 I ~! I v 1] I ] | I |
sa Product . Description Uom | Confirmed Qty Unit Price | Discount | Nett Price | Total Amount Tax Rate =
~
E
Show Delivery Confirmation Total [Qty: 0, Amount: §$0.00 - Discount.| |+ Tax: §50.00] = Grand Totak: l
( Generate |;) ( C Invoice |.) Create New Save Revert ( Delete )

Proforma Invoices List | _Proforma Inveice
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Drafted

Document Date Document Number Reference Number Branch
15/07/2016 w! | <-AUTO-GENERATED-> | 'HQ - Head Office ~|
Vendor o Deliver To
] g
Vendor Lacation Contact Person Delivery Location Contact Person
vl [ ~ [ vl ! v
n
o, e
Ship To Receive Via % £ fvery Date
[T_i?n ~ Main Warchouse v v - v
Term Inca Terms o Invoice Rule
v ! [Exw - Bx Works v/ immediate -
Analytical Group Tax
| ~! [ Price Exclues Tax v
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v ~| - -
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Proforma Invoices List I Proforma Invoice

Field Name

Document Date

Document Number

Reference Number

Branch

Vendor

Currency

Vendor Location

Contact Person

Deliver To

Delivery Location

Contact Person

Ship To

Receive Via

Description Mandatory Information
Creation date of the document Y
Document number of the purchase order Y
Code for easy reference search of the document N
Name of company’s branch which make the purchase order Y
The vendor of whom the purchase order was made to Y
Currency used by the vendor Y
The location of vendor Y
The contact person of vendor N
Name of company to deliver the purchase order N
The location of company to deliver the purchase order N
The contact person of company at delivery location N
Warehouse location to deliver the purchase order Y
Method of the delivery N
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Representative Name of staff to process the purchase order N

Promised Date Date of delivery N

Payment Term Payment term for the purchase order N

Inco Terms rules associated with the transportation and
Inco Terms Y
delivery of goods

Analytical Group Self explanatory N

Indicate whether price of the product to purchase include or

exclude tax

Additional information in regard to the purchase order
Memo N
document

Invoice mode of the purchase order, immediate or after

Invoice Rule Y
delivery

Product Brand Select product brand(s) to filter products N

Filter Enter keyword(s) to filter / search for products N

Product Product code of the item Y

Description Description of the item N

Uom Type of the item Y

Number of quantity of the item confirmed by vendor for

Confirmed Qty Y
delivery
Unit Price Cost per item Y
Discount Discount for the item to purchase N
Nett Price Nett price for the item to purchase Y
Total Amount Total cost for the item to purchase Y
Tax Rate Tax of the item to purchase Y
Total Discount Total discount for all the items on the purchase order Y

Total cost for all the items on the purchase order after
Grand Total Y
discount and tax

Create New Proforma Invoice:

1. Create proforma invoice through “Purchase -
(Transaction) Delivery Confirmation”. This option is
available when “Immediate” invoice rule was chosen
during purchase order creation

2. From “Purchase — (Transaction) Delivery
Confirmation”, on “Delivery Confirmations List” tab,
double click on the accepted delivery confirmation,
it will bring up the details on “Delivery
Confirmation” tab for the selected order

3. Click arrow on (: Generate Documents {9 button on bottom

left screen of “Delivery Confirmation” tab and select
“Generate Proforma Invoice” option to generate a new
proforma invoice, it will generate a new proforma




invoice referenced to the selected delivery
confirmation. A link to the invoice will be added on
the delivery confirmation

Additional Details iy 4
Ship To Receive Via Rep  Expected Delivery Date
[TE01 - Main Warehouse vl [ ~! v ~
Payment Term Inco Terms emo [Mvoice Rule
[600-E0M - 60 Days End Of Month | [EXW - B Works vl I Immediate o
Analytical Group. Tax

i ] | Price Excludes Ta -

| ] Delivery . i xl!mpumhma.du |
= 2 aldi- E- v Standard Order H Accepted

Document Date Document Number Confirmation Reference # Confirmed Date Branch
(ar07/2016 v| (P0-0055 | | aro7r2016 v! [HQ- Head Office v
Vendor Currency Deliver To
(6002.001/LU0O1 - Luxasia - v
Vendor Location Contact Person Delivery Location Contact Person

| v] v/

Luxasiz Building

-
Items / Articles | Taxes | Notes / Attachments

Taxes applicable for this order: Base Taxable Sum: 5537.50 | Tax Sum: | ss263!
Product # Product Name Tax Rate Taxable Amount Tax Amount Taxable Base Amt Tax BaseAmt [0
|BD10-010029 Bulgari au The Vert Extreme for Women - EDT ... Purchase Tax Account 7% TX7 5537.50 5§2.63| 5$37.50 552.63| A
N i -
-
-
Show Purchase Order Total [Confirmed Qty: 1, Amount: §$37.50 - Discount: + Tax: §82.63] = Grand Totak 540,13

——— m—— e Save Revert Delete
e ( i )
Generate Proforma Invoice  Delivery Confirmation

Generate Back Order
Generate Sales Order J 8 ®m g B enG

=% Purchase Order/Confirmation -> Proforma Invoice *
Create Proforma Invoice from Purchase Order/Confirmation
1 Generates the Proforma Invoice from Purchase Order/Confirmation with the pending products to be
invoiced.
Document Number Document Date
[ <-AUTO-GEMERATED-> | [15/0772016 v
Reference Number Document Status
(p0-0035 | [Drafted |
Warehouse
[TED1 - Main Warehouse v/
Product# A | Description UOM Ordered QOty|Invoiced Q... Open Oty Suggested ... |B
BD10-0100... |Bulgari au The Vert Extreme for Women - EDT...|Each | 1| of of 1A
kY
[
v
. Open the new Proforma Inveice Document
C ok )( genee )

4, Click on “Notes / Attachments” tab at the middle
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of screen to add notes or files attachment for the
proforma invoice. Any number of scanned or photos can
be attached to the documents.

5. Click on “Save” button at the bottom right of
screen when completed (if any changes was made)

1 [3010-010028 v!/Bulgari au The Vert Ectreme for Women - EDT- 75ml | Each w || 1l ssazsolf [ ss3zsoll 5837.50 | Durchase Tax Account 7% TX7 |
24 Product | Description " Uom  ConfimedGty  UnitPrice | Discount  MNettPrice B
1/8D10-010029 | Bulgari au The Vert Extreme for Women - EDT- 75ml  |Each | 1 ssarso| | ssans0) ~
|

e
v

Show Delivery Confirmation Total [Qty: 1, Amount: §§37.50 - Discount:| |+ Tax: §§2.63] = Grand Totak! 5540.13

(" Generste Documents | =) (_ Confirm Proforme Invoice | +) (Cortetion J(sove )| peven ) (e )

Proforma Invaices List | Proforma Invoice

6. Click on “Confirm Proforma Invoice” button at the
bottom of screen to confirm the proforma invoice

i ems / Aticles | Taxes | Notes / Attachments |

Product Brand: [ < Select All > | Confirm Document? X a8 ¢ e
1 13010010028 ! Bulgari au The Vert Extreme for Waol 5537.50 [ 5537.50 [turchase Tax Account 7% T47
O Product ij @ Do you really wish to Confirm the selected Proforma Purchase Invoice(s)? gt Price Total Amount Tax Rate
| 1/BD10-010029  |Bulgari au The Vert Extremefofwﬁ 5537.50 Purchase Tax Account 7% TX7
- .
Show Delivery Confirmation Total [Qty: 1, Amount: $$37.50 - Discount: |+ Tax: $82.63) = Grand Total: 5540.13
C P invoice | <) Creste New Save Revert ) ((Delete )

Proform Invaices List | _Profarma MOETEE

7. Click on “Approve Proforma Invoice” button at the
bottom of screen to approve the proforma invoice. Tax
entries applicable for the proforma invoice will be
automatically created under “Taxes” tab if any

Product Brand: [< Select All > v| & Fitter: | | *B-1R X Y
1 1[3010-010028 w!(Bulgari au The Vert Extreme for Wome Approve Dacument? x P ssarsolf 553750 Durchase Tax Account 7% TX7 |
#4  Product Description | | NettPrice  Total Amount | Tax Rate =
1/8010-010029  |Bulgari au The for Womer @ B itargmovac arlate St Hete ey 583750, 537,50 Purchase Tax Account TR TXT |~
—~
A
v
Show Delivery Confirmation Total [Qty: 1, Amount: S$37.50 - Discount:| |+ Tax: §52.63) = Grand Totak| 5540.13
Generate =) Appr i - Create New Save Revert Delete

L
[ Proforma Inveices List | Proforma Vewee

8. Click arrow on C Generate Documents B button on bottom

left screen of “Proforma Invoice” tab and select
“Generate Purchase Invoice” option to generate a new
purchase invoice, it will generate a new purchase
invoice referenced to the selected proforma invoice.
A link to the purchase invoice will be added on the
proforma invoice
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Show Delivery Confirmation Total [Qty: 1, Amount: S$37.50 - Discount:! | + Tax: §52.63] = Grand Totak/ 5540.13

( Generate Documents | +) Generate Report [=) (" CresteNew ) Save Revert Delete

|| Generate Purchase invoice  herfa invice |

Update Proforma Invoice Details:

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

2. Double click on proforma invoice to be updated, it
will bring up the details on “Proforma Invoice” tab
for the selected invoice. If a proforma invoice’s
status is “Confirmed” or “Approved”, right click on
the invoice and reopen / undo approval of the invoice
first. User can do so from the document as well by
clicking the arrow on “Generate Report” button at the
bottom left of the document screen

Items / Articles | Taxes | Notes/ Attachments

f Y : T

SRS B < Sdect Al . Undo Approve Document? x [ : i8¢ ¢
) - s

(113010010029 | (Buigari au The Vert Extremefi 7.50[ 83750 | Purchase Tax Account 7% X7~ |

#4  Product Deserig ‘@3 Do you really wish to Undo Approval for the selected Proforma Purchase Invoice(s)? e | Total Amount Tax Rate &

1/BD10-010029  |Bulgari au The Vert Extreme fo 50| 5537.50 Purchase Tax Account T DT [~

e

Show Delivery Confirmation Total [Qty: 1, Amount: $$37.50 - Discount:| | + Tax: $82.63] = Grand Totak: 564013

Create New Save Revert Delete

Generate Documents | =

| Proforma Invoices List | Profgg

8 Undo Proforms Invoice Approval

3. Make change(s) on the proforma invoice information

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

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

6. Click on “Confirm Proforma Invoice” button at the
bottom of screen to confirm the proforma invoice

7. Click on “Approve Proforma Invoice” button at the
bottom of screen to approve the proforma invoice
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Delete Proforma Invoice:

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

2. Double click on proforma invoice to be deleted, it
will bring up the details on “Proforma Invoice” tab
for the selected invoice. If a proforma invoice’s
status is “Confirmed” or “Approved”, right click on
the invoice and reopen / undo approval of the invoice
first

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

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

4 Product Description | Uom  ConfimedQty | UnitPrce | Discount  NettPrice | Total Amount Tox Rate &
1/BD10-010029  |Bulgari au The Vert Exireme for Women - EDT - 75ml —Emate iR eeaa aal ] 583750, $537.50|Purchase Tax Account 7% TX7 |~
e Deleting record? X I r"‘

|

@ Do you really wish to delete this record?

v
Show Delivery Confirmation Total [Qty: 1, Amount: §$37.50 - Discount: 1 + Tax: $82.63] = Grand Totak| 5840.13
( Genenste Documents | ) (_ Confirm Proformainvoice | v) Create New Save Revert I

| Proforma Invoices List | Proforma Invoice

View and Search for Proforma
Invoice Details:

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

2. Enter search parameter to filter the result, i.e.
type in which vendor to search for in the “Vendor”
text field box or select from drop-down list
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: Proforma Invoice %

[ vendod | < Select All > | Purchase Rep: [ < Select All > V[ seaeh )
Vear: |[Vear2016 ! From! ! i v/ Branch (< Select All > v| Create New
Date 4 Document® | Reference® | Vendor = Vendor Mame T Vendor Location ! Purchase Rep " Cunency | Grand Total| Status |&%|
Feb 5, 2016 |PPIIGA007 ]FE-“P‘JE’E" EOnal Sigepore [Whnstaid Fouss EM = Jesmics lseo | ssa3iAppra.. [~
Apr 1, 2016 | PPI16-040009 |6002.001/10001 L Oreal Si Winsland House | 560 Drafted [ |
May 6, 2016 | PPI16-050010 i@z‘owm(m Loacker ) EUR €040/ Drafted |
1ul 15,2016_|PPI16-070011 |PO-D055 |6002.001/LU00T Luxasia | Lincasia Building 1 (60 | 5840.13|Drafted

|

-
ol 1 Show [ < All Proforma Invoices ~ Total SGD: | 55463.05 Ko || |1oa) > || Y

Proforma Invoices List | Proforma Invoice |

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

T2 Proforma invoice * |
Vendor: [< Select All > | Purchase Rep: [« Select All » | ( Search )
Year:  [Year2016 | From: | i | Branch [« select Al > vl Create New
Dote  Document# Reference # Vendor # ] vmnmu Vendor Location I Purchase Rep Curency Grend Total Status [(%]
Jul 15,2016 |PPI16-070011 [PO-0055  |6002.001/LU001 |Luxasie Luxasia Building | SGD ‘ 5540.13 Drafted | 4|
May 6, 2016 |PPI16-050010 6002.004/Loacker Loacker HQ [ EUR €0.40  Drafted |

4. Double click on proforma invoice to view full
details of the order, it will bring up the details on
“Proforma Invoice” tab for the selected invoice
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