Purchase Invoice

Purchase Invoice view allows the user to create and
manage purchase invoices in relation to purchase

orders.
Purchase Invoice view:

Below are available actions for the user from

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

=) View and search purchase invoice details.
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Create

1. Create purchase invoice through “Purchase -

Document number of the purchase order

Code for easy reference search of the document

Name of company’s branch which make the purchase order
The vendor of whom the purchase invoice was received from
Currency used by the vendor

The location of vendor

The contact person of vendor

Name of company to deliver the purchase order

The location of company to deliver the purchase order
The contact person of company at delivery location
Warehouse location to deliver the purchase order
Method of the delivery

Name of staff to process the purchase order

Indicate whether price of the product to purchase include or

exclude tax
Payment term for the purchase order

Inco Terms rules associated with the transportation and delivery

of goods

Indicate whether this process involves inventory movements by the

company
Additional information in regard to the purchase invoice document
Select product brand(s) to filter products

Enter keyword(s) to filter / search for products

Product code of the item

Description of the item

Type of the item

Number of quantity of the item to be deliver by vendor

Cost per item

Discount for the item to purchase

Nett price for the item to purchase

Total cost for the item to purchase

Tax of the item to purchase

Total amount for all the items on the purchase invoice before

discount and tax
Total discount for all the items on the purchase invoice
Total tax for all the items on the purchase invoice

Total cost for all the items on the purchase invoice after

discount and tax

New Purchase Invoice:

(Transaction) Delivery Confirmation” .



If “Immediate” invoice rule was chosen during
purchase order creation, create purchase invoice
through “Purchase — (Transaction) Proforma Invoice”
instead

Invoice
After Delivery Immediate
Rule

From “Purchase — (Transaction) Delivery

From “Purchase - (Transaction) Proforma
Confirmation”, on “Delivery Confirmations

Invoice”, on “Proforma Invoices List” tab,
List” tab, double click on the accepted

2. double click on the approved proforma

delivery confirmation, it will bring up the

invoice, it will bring up the details on
details on “Delivery Confirmation” tab for

“Proforma Invoice” tab for the selected order
the selected order

. Generate Documents
Click arrow on button . Generate Documents
Click arrow on button

on bottom left screen of “Delivery
on bottom left screen of “Proforma Invoice”
Confirmation” tab and select “Generate i
3 i tab and select “Generate Purchase Invoice”
. Purchase Invoice” option to generate a new
option to generate a new purchase invoice, it
purchase invoice, it will generate a new
will generate a new purchase invoice
purchase invoice referenced to the selected
referenced to the selected proforma invoice
delivery confirmation
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(3] Purchase Order Delivery Confirmation X
dE e & dld~ &~ Standard Order Accepted
DocumentDate  Document Number 1= ConfirmationReference  Confimed Date Banch
14/07/2016 | [Po-0056 18/07/2016 hd fHQ—Head Office hd
Vendor Deliver To
| 6002.001/LU001 - Luxasia - o
Vendor Location _ Contact Person Delivery Location Contact Person
Luasia Building vl [ vl v v
Additional Details I
Items / Articles | Taxes | Notes/
Product Brand: | < Select All > ~! Filter | i BB F &
1 1010010029 | Bulgari au The Vert Extreme for Women - EDT- 75mi [1ch | 1! 117 ssarsolf 583750 543750 [irchase Tax Account 7% TX7 v@
£4  Product | Description Uom  Ordered Gty | Confirmed Qty  Unit Price  Discount  Nett Price | Total Amount Tox Rate =]
1/BD10-010020 | Bulgari au The Vert Extreme for Women - EDT- 75mi | Each i 1 583750 $837.50] $837.50 Purchase Tax Account % TX? |~
v
| Show Purchase Order Total [Confirmed Qty: 1, Amount: $$37.50 - Discount: + Tax: §$2.63] = Grand Totak:| 5540.13
(" GenersteDocuments | <) ( Generate Report <) Save Delete
| Generate Purchase Invoice_Diivery Confirmation
Generate Back Order
Generate Sales Order
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~
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-
& Open the new Purchase inveice Dacument
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4, Click on “Notes / Attachments” tab at the middle
of screen to add notes or files attachment for the

purchase invoice

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

L
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Total Gty: 1, Amount :
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| Purchase invoices List | Purchase invoice

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

1 1[BD10-010029 v ![Bulgari au The Vert Extreme for Women - ENT-75ml [ Fach_sell all sgazsnll I 5$37.50 | 5537.50 | [Purchase Tax Account 7% T7 v |
1] Podua | Desciptiona - Document! % [ Newtbrice | Total Amount | Tox Rote =
1/BD10-010029  |Bulgari au The Vert Extreme for Wom 583750, §837.50 Purchase Tax Account 7% TX?. [~
@ Do you really wish to Confirm the selected Purchase Invoice(s)? a

.

-

Total Qty: 1, Amount ;| 5537.50| Discount/ +Tax:| 552,63 | Grand Totak! 554013 |

Confirm Purchase Invoice | Create New Save Revert ( Delete )

T Purchase Invoices List |_Purchase Invoice

7. Click on “Post To Accounts” button at the bottom
of screen to post the purchase invoice to accounts. A
link to corresponding receipt order will be created
at the bottom of the screen

1 B010-010029 +!(Bulgari au The Vert Extreme for Women - EDT- 75mi | Each v 1] ssarsol 7 s 5537.50|(Purchase Tox Account % ™67 v
i Description | Post Document? % Pt | NettPrice | Total Amount | Tax Rate =]
| 1/BD10-010029 |Buigri au The Vet Extreme for Wom 5537.50 5937.50| Purchase Tax Account T% X7 [~

| —~

Do you really wish to Past the selected Purchase Invoice(s)?

@ Cr>

Total Qty: 1, Amount ;| $§37.50] Discount:| 1+ Taxf 58263 | Grand Totak:| .mm;
( Generate Documents. \-) (I Post To Accounts '-) Create New Save Revert Delete
Purchasaln\mm_sl‘l_ Purchase Invoice
8. Tax entries applicable for the purchase invoice
will be automatically created under “Taxes” tab if
any. Journal entries of the purchase will be
automatically created under “Postings” tab
= [ e e e—
ppicable Tor T mvoics Base Taxable Sum: | 553750 Tax Sum: [ ss2.63)
Product® Product Name I Tax " TaxableAmount  TaxAmeunt | TaxcbleBaseAmt | TaxBaseAmt |®|
EDI0-010020 [ Bulgari au The Vert Extreme fo Women - EDT- Smi___|Purchase Tox Account 7% 00| _ssarso| ss283] s537.50] _ss263/ A
e T ores B, ey [P rremy e
Journak[Purchase Journal Date:{ 18/07/2016 Document &/ PPI16-070011 Reference #/ |
Account # Account Name Entity Type Memo DueDate  Debit Credit | BaseAmount |
g@illl Irngaqtmyrm Transit - Third Party M Commercial Univnriill!?llﬁ-i}?mﬂ From: Luxasia SS,ETLSD, SS]?.SOVDVI -~
4520.01 GST Input Tax Commercial [\nvcicz PPI16-070011 From: Luxasia 552,63 §52.63 Dr|
|6002.001/LU001 Luxasia Commercial |Invoice: PPI16-070011 From: Luxasia Sep 30, 2016 554013 $540.13 Cr|

9. Click arrow on (: Generate Documents ‘E) button on bottom

left screen of “Purchase Invoice” tab and select
“Create Debit Note” option to generate a new debit
note if needed, it will generate a new debit note
referenced to the selected purchase invoice
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4 | Description | Uom  Quentty  UnitPrice  Discount  NettPrice = Total Amount | Tax Rate
118010010029 | Bulgeri au The Vert Extreme for Women - EDT-75m! _|Each | 1 ss3s0) | ssanso) 5837.50| Purchase Tax Account 7% TX7
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10. Click arrow on “Show Receipt Order” at the
bottom left of screen to generate a new receipt
order. A link to show the receipt order will be
created above the button
B4 a0 Q | Posted ][ Payment Due
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Invoice From Curren: Deliver To
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Update Purchase Invoice Details:

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

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

first. User can do so from the document as well by
clicking the arrow on “Generate Report” button at the
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bottom left of the document screen.

Items / Articles | Taxes | Postings | Payments | Motes/ Attachments |
,*

Product Brand: [ < Select All > - A B ¥ 4
1 'Bma 010028 | Bulgariau 'rh:v.nmmmef.! .50 553750 [Purchase Tax Account 7% X7 |HH
& (ﬂ Do you really wish to Undo Accounts Posting for the selected Purchase Invoice() 7 & Total Amount Tax Rate =]

1 Bummouzg nauTheVert&heme 5§37.50| Purchase Tax Account 7% TX7 |~
[

e

v

Total Qty: 1, Amount:| $837.50 Discount: 1 Taxd 58263 | Grand Totak:| 5540.13

Purchase Invoices List | Purchal Generate Report

3. Make change(s) on the purchase 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

‘ Total Qty: 1, Amount| 553750 Discounts | <ol s5283] Grand Totat] ssa013 |
( GenerateD =) (_ Coniirm Burch e |) (cresteew ) (_save i( Revert )' Delete )

[ Purchase Invoices List |_Purchase Invoice

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

7. Click on “Post To Accounts” button at the bottom
of screen to post the purchase invoice to accounts

Delete Purchase Invoice:

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

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

3. Click on “Delete” button at the bottom right side
of screen
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4. Click on “Yes” button on the pop-up window to
confirm purchase invoice deletion

E[ ltems / Atticles | Taxes | Postings | Payments | Notes / Attachments

Product Brand: [ < Select All > | Filter: | B8 ¥ &
1 'BD10-010029 +|'Bulgari au The Vert Extreme for 4 Confirm discarding the changes? X [5_07‘ 5537.50 [ Purchase Tax Account T% TXT v

24 Product Deseripti | Total Amount Tox Rate ®

158010-01“29 Bulgari au The Vert bmm!wj @ You have unsaved changes on this form, are you sure you want to discard them? 5837.50 Purchase Tax Account 7% TX7 :J

k|
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Totel Qty: 1, Amount :| 583750/ Discount: 1 T 55263 Grand Totak SS0ls

| Purchase Invoices List | Purchase Invoice

View and Search for Purchase
Invoice Details:

1. Click on “Purchase 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

Purdl lovoice

B Vendd: [< Select Al > | Purchase Rep: < Select All > v [ serch )
Year: || [vear 2016 v| From: | Tile ~| Branch [« Select &l > v | 15 Create New )
" Date 4 | Documents  Reference ® | Vendor ¥ ~ Vendor Name VendorLocaton | PurcheseRep | Cumency Grand Total Status Payment =
Jan 28, 2016 |PI-0037 PO-0043 [t TH trading singapore 5338190 Posted | Payment Due ~
Yankee Candles City 52,050.00 Posted | Payment Due a
Loacker HQ €1,849.50 Posted | Payment Due
Loacker HQ €1,282.50 Posted | Pe Due
LEGO City $4,100.00 Posted | Payment Due
PI-0043 LEGO City uso $100.00 Posted
Feb 4, 2016 |PI-0041 PO-0M48 | VK-001 Vankee Candles City usD $1,500.00 Posted | Payment Due
Feb 11, 2016 |PP16-020007 | 6002.001/L0001 L'Oreal Winsland House EMO3 - Jessica 56D Payment Due
Feb 12,2016 [PI-00%6 | 6002.001/LUD0T Luxasia Lucasia Building SI01 - Steve Jameson  SGD Payment Due
[Feb 12, 2016 |PI-0045. 6002.001/LUD01 Luxasia Luxasia Building SI01 - Steve Jameson | SGD Fully Paid
Feb15,2016 [Pl-0087 | PO-0051 6002.004/Loacker Loacker HQ EUR Due
Mar7, 2016 |PI-0050 PO-0053 | VK-001 Yankee Candles city uso
Mar 7, 2016 |PI-0051 | L-001 LEGO |City usD Payment Due
1iMar 7, 2016 |PI-00a9 PO-002__|th T trading indonesia 56D 5341730 Posted _|Payment Due
|Mar7, 2016 |pi-0028 PO-0044 6002.004/Loacker Loacker HO EUR €148.50 Posted | Payment Due
Mar 7, 2016 | PI-0052 6002.004/Loacker Loacker HQ EUR €114.75 Posted | Payment Due
Mar 15, 2016 PI-0053 testSRV i TFi trading indonesia SGD 5§114.50 ay
Mar 21, 2016 | PI-0054. 16002.001/LU001 Lucasia Luxasia Building 560 Posted |N/A
Mar 22, 2016 |PI-0055. 6002.001/L0001 L'Oreal Singapore |Winsland House SGD 53535.00 Posted | P Due
Mar 30, 2016 PI-0056 i trading deuh 56D 53220.00 Posted | Fully Paid.
[1ul 14,2016 |PI-0ose PO-0054 |6002.001/LUDOT Luxasia Luxasia Building 56D $§35.00 Posted  Payment Due
Jul 18, 2016 _[PPI16-070011 | 6002.001/LUDGT Luxasia |Uuxasia Buiding 56D 5840.13] Drafted |N/A

S, |

v
2 Show [ < All Purchase Invoices > v Total $GD: | ss2020472! K <Gz > g
| Purchase Invoices List | Purchase Invoice |

Note: If received quantity is less than ordered, the
Purchase Invoice document will be highlighted in
yellow color on the Purchase Invoice list view to
indicate progress status as “Partially Completed”, as
not all the ordered quantity was received.


https://samooha.org/wp-content/uploads/2015/03/Purchase-Invoice-delete.jpg
https://samooha.org/wp-content/uploads/2015/03/Purchase-Invoice-search.jpg

[ purchase Invoice

B vendor: [« Select All > | Purchase Rep: | < Select All > vl ( search )

Year | Year 2016 v! From:! | it/ v Branch (< Select Al > v ([ Create New

Date #  Document # | Reference # Vendor # Vendor Name Vendor Location | Purchase Rep | Currency Grand Total  Status | Progress | Payment |&
Jan28 2016 P-0037  |PO-0043  ffi TFl trading i 56D 5$38199 Posted  Ful Payment Due |4
Feb3,2016 PI0038  |PO-0046  YK-001 Yankee Candles City usD Fully Completed | Payment Due
Feb3,2016 PL0038  |PO-0045  6002.004/Loacker  Loacker HQ EUR €1,849.50 Posted | Ful Payment Due |

ol -:ﬁn iy

eb4,2016 | PI-0041 PO-0048 YK-001 kee Candles City usp $1.50000|Posted _|Partially Compl..| Payment Due

- s , o s o vy PmETTOTE
Feb4,2016 PLOM4Z  |PO-0049  |L-001 LEGO City usD $4,10000 Posted | Fully Completed | Payment Due

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

T Purchase Inverce %
Vendor: | < Select All | Purchase Rep: | Select All > v| ( Search )

Year: |Year 2016 ! From: ! Tlgf v Bm-m (< Select All > vl ( E J
| Date | Document# wuanc:" Vqurtomnn Purchase M\MT&' m_l__
Mar 22, 2016 | PI-0055 L'Qrﬂ‘

|Feb 11, 2016 | PPI16-020007 | mml sm | smz.mm ]wm

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