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LESSON 1 

1.1 Create GST Chart of Account 

 Module > General Ledger > Chart of Account >  
 
Enter Account Code, Description, Type, Detail then click “Save” button to confirm. 

Account Code Description Account Type Account Detail 

3760 GST Payable/Claimable B - Balance Sheet BS07 – Current Liabilities 

3780 Deemed Supply  B – Balance Sheet BS07 – Current Liabilities 

6900 GST Expenses E – Expenses PL06 – Operating Expense 

4900 GST Revenue I – Sales/Income/Revenue PL10 - Others 

 
 

1.2 Setup Malaysia Standard Industries Code (MSIC) 

 Module > General Ledger > Chart of Account > Search 

Type “4000” to search Sales Account 

 

Enter MSIC code 

for Sales Account 

Tips: 
Only Sales Account (PL01) 
required to setup MSIC code. 
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1.3 GST Setup 

 GST > Setup  

(Default Administrator User Name & Password:  “aplus”) 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Option Description 

1. GST Approved Date dd/mm/yyyy  (eg : 01/04/2015) 

2. GST Registration No. *  

3. Group Registration No. **  

4. Effective Date * dd/mm/yyyy  (Usually same as GST approved date) 

5. Taxable Period Tick to Select Monthly or Quarterly 

6. Sales Item GST Inclusive Tick to select GST Inclusive Method (Price included GST) 

7. Sales Tax Code Default Sales Tax Code (SR) 

8. Purchase Tax Code Default Purchase Tax Code (TX) 

9. GST Payable/Claimable  Account Default: 3760 

10. GST Input Tax Prefix Default: 3500-XXX (eg: 3500-TX, 3500-IM, 3500-BL) 

11. GST Output Tax Prefix Default: 3600-XXX (eg: 3600-SR, 3600-ZRL, 3600-ES) 

12. GST Expense Account Default: 6900 

13. GST Revenue Account Default: 4900 

14. Deemed Supply Account Default: 3780 

 
 

  

GST Payable/Claimable 

Account

Account Prefix for all 

GST Tax Code

GST Expense & Revenue 

Account, Deemed Supply 

Account. 

GST Approved Date & 

Registration No.

Group Registration 

Approved No. 

GST effective 

Date

Note: 
*  Leave it blank to Disable GST. 
** Leave it blank for company not register under a group. 
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1.4 Debtor & Creditor GST Setup 
 
1.4.1 Add Debtor Account with GST information 

 Module > Debtor Ledger > Debtor Account >   

Follow the screen enter:- 

i. Customer Account Code 
ii. Business Registration No. 
iii. GST Registration No.  
iv. GST Registration Date 
v. Select GST Type from the list.  

(Standard-Rated, Zero Rated, Out of Scope, Export Trade, Special Relief and Group Register) 
vi. Customer Name and other information such as billing address, contact number & etc.  
 
Click “Save” to confirm. 

 

 
1.4.2 Edit / Update Debtor information 

 Module > Debtor Ledger > Debtor Account > Select Debtor >    

Enter/update the information into particular field then click “Save” to confirm. 
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1.4.3 Add Creditor Account with GST information 

 Module > Creditor Ledger > Creditor Account >   

Follow the screen enter:- 

i. Supplier Account Code 
ii. Business Registration No. 
iii. GST Registration No.  
iv. GST Registration Date 
v. Defined supplier default GST type from the list. 

(Standard-Rated, Non-GST Registered, Imported Goods, Imported Goods without GST, Zero-Rated, 
Exempt Purchase, Out of Scope and Group Trade) 

vi. Supplier Name and other information such as billing address, contact number & etc.  
 
Click “Save” to confirm.  

 

 
1.4.4 Edit / Update Creditor information 

 Module > Creditor Ledger > Creditor Account > Select Creditor >    

Enter/update the information into particular field then click “Save” to confirm.  
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1.5 Setup Stock Items GST Code 

 Module > Stock Control > Stock >  

Please define default Purchase & Sales GST Code for stock. 

i. Purchase   = TX  (Standard-rated Input Tax) 
ii. Local Sales = SR  (Standard-rated Output Tax, ) 

 
Click “Save” button to confirm. 
 
 
 
 

  

 

 

 

 

 

 

 

 

 

 

 

  
Tips: 

If Purchase/Sales Tax code is undefined, system will 
use the default tax code setting from GST setup. 
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LESSON 2 Billing, Entry & GST Process 

2.1 Issue  Delivery Order 

 Module > Billing/Invoicing > Issue D.O. > Print D.O. > 
 
Enter debtor account code, press enter on D.O. No., Date and click “Save” button to continue. 
 

 
 
 

 

 

Tips: 
On Account field, you 
can press “F2” to show 
Debtor list with sorting by 
account code, press “F3” 
with sorting by debtor 
name. 

Enter Stock Code or press 

F2 to select from list. 

Save button to save 

the entries. 

Update button to Confirm 

D.O. and update Stock Card 

GST Tax Code will auto appear by 

condition. You can change it if necessary. 

Tips:  
Press keyboard arrow key “Down” to new row for enter next item. 
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2.2 21 Days Rule Delivery Order Process (Time of Supply) 
 

 GST > 21 Days Rule Delivery Order Process >  

Select Taxable Period, click “Next” to search D.O over 21 days. 

Tick “All” to select all unbilled D.O. and click “Process” to auto calculate GST of unbilled D.O. and post into 

GL.  

 

 

 

General Ledger: 

 

  

1 2 

3 

4 

5 

6 
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2.3 Issue Tax Invoice 

 Module > Billing/Invoicing > Invoicing > Issue/Reverse Invoice > 
 
Enter debtor account code, press enter on Invoice No., Date and click “Save” button to continue. 
 

 
 
 
 

 
 

 
 

 

 

Tips: 
On Account field, you 
can press “F2” to show 
Debtor list with sorting by 
account code, press “F3” 
with sorting by debtor 
name. 

Post Update button to confirm 

Invoice and Post into GL. 

Deposit button to 

apply deposit receipt 

into this invoice. 

Merge button to merge Stock item 

from other document such as D.O, 

Quotation and Sales Order. 
Enter Stock Code or press 

F2 to select from list. 

Tips:  
Press keyboard arrow key “Down” to new row. 
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2.4 Issue Receipt for Sales Deposit with GST Output Tax  

 Entry > Debtor Entry > Receive Payment  
 
1. Mouse tick on “Deposit” option  

2. then enter debtor code or press F2 key to select from the list. 

3. Enter Date, Cheque No./Cash and Particular. 

4. Click “Accept” button to continue enter Cash/Bank account and deposit amount.  

5. Press “Enter” twice to calculate the output tax. (see the cyan colour section) 

6. Click “Save” button to confirm entry and post to account. 

   

 
 
General Ledger: 

 
  

2 

1 

4a 

3 

6 

Tips:  
- You can print the official receipt by “Print” button.  
- Double click on history section (upper right corner) 

to view or edit the GL transaction. 

4b 5 
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2.5 Issue Payment Voucher with GST Input Tax  

 Entry > Cash Book Entry > Payment Voucher   
 
1. Select Cash/Bank account (Credit), enter Date, Particular. 

2. Select the GST option. 

3. Click Accept to continue. 

4. Enter transaction account (Debit). 

5. Enter transaction amount then press Enter to continue. 

6. Select right tax code then press enter to confirm.  

7. Click Save to post into GL.  

 

General Ledger (GST Inclusive): 

 

General Ledger (GST Exclusive): 

 

1 

3 

2 

4 

7 

6 

5 
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2.6 Purchase Invoice Entry  

 Module > Stock Control > Entry > Purchase Invoice Entry >   
 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Enter Stock Code or press 

F2 to select from list. 

Ensure the total bill amount entered is tally 

with system calculate total amount. 

Save to confirm entry and click Yes to 

update Stock Card and post into GL. 

1. Select Creditor, enter bill 
number, date and total bill 
amount. 

2. Click Save to continue. 

3. Enter Stock Code, quantity, 
purchase price. 

4. Ensure picked the right tax 
code. 

5. Click “Save” and “Post 
Update” to confirm. 

Tick here for GST 

Inclusive method 

Total Bill Amount 
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2.7 Issue Credit Note  

 Module > Billing/Invoicing > Credit Note > 
 

1. Select Debtor account code, enter C/N date. 

2. Select which Invoice to knock off by this C/N. 

3. Enter reason of issue C/N, click Save to continue.  

 

 

 

 

  

3 

2 

3 

1 

Enter Stock Code or press 

F2 to select from list. 

Sales Account or Sales 

Discount Account to Debit

Click Save and Post into 

GL. 

Tips:  
Switch to Creditor Account for 
receipt Debit Note from Creditor. 
(eg: Undercharge) 
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2.8 Issue Debit Note  

 Module > Billing/Invoicing > Debit Note > 
 

1. Select Creditor account code, enter D/N date. 

2. Select which Purchase Invoice to knock off this D/N. 

3. Enter reason of issue D/N, click Save to continue.  

 

 

 

 

  

Tips:  
Switch to Debtor Account for 
issue Debit Note to Customer. 
(eg: Undercharge) 

Enter Stock Code or press 

F2 to select from list. 

Purchase Account or 

Account to Credit 

Click Save and Post into 

GL. 

3 

2 

3 

1 
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2.9 Self-Billed 

Self-Billed invoice allows user to issue tax invoice to your company in respect of a supply of goods or 
service by your supplier. Self-billing must obtain an approval from the DG. 
 
2.9.1 Self-Billed Setup 

 Module > Creditor Ledger > Creditor Account > Select Creditor >    

Enter following information: 

i. Approval No. from Customs Malaysia. 

ii. Staring Effective Date 

iii. Ending Date 

iv. Bill No. Counter 

 
 

 

2.9.2 Issue Self-Billed Invoice 

 Module > Stock Control > Entry > Issue Self-Billed Invoice >  

 

 

 

 

   

Select the Creditor 

Account

Click Save button 

to continue

1. Select Creditor, enter billing date then 
click Save to continue. 

2. Enter stock code, quantity, purchase 
price. 

3. Ensure picked the right tax code. 

4. Click “Save” and “Post Update” to 
confirm. 

5. Click “Preview” to view and print the self-
billed purchase invoice. 
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2.10 AR Bad Debt Relief Process  

 GST > AR Bad Debt Relief / Recovery > AR Bad Debt Relief Process 

Select the “Taxable Period” then click “Next” to filter out customer unpaid invoice over than 6 months.  

Click “Confirm” to continue and “Save” to confirm process. (Administrator password required) 

 

 

 

1 2 

3 

4 
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2.11 Issue Official Receipt (Auto Bad Debt Relief Recover) 

 Entry > Debtor Entry > Receive Payment  
 
1. Tick the “Pick Bill” option, enter debtor code or press F2 key to select from the list. 

2. Press “Enter” and tick the unpaid invoice you wish to apply this payment.  

3. Double click on Payment column to enter the payment amount from debtor. 

4. Click “Next” to confirm and continue enter date, cheque no. and etc.  

5. Click “Accept” to enter Cash/Bank account (Debited A/C) and amount then press “Enter” to confirm. 

6. Click “Save” to confirm entry and post into GL. 

 

 

  

1 

2 
3 

4a 

4b 

5a 6 

5b 
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2.12 JKDM AP Recover Process  

 GST > JKDM AP Recover / Relief Entry > JKDM AP Recover Process 

Select the “Taxable Period” then click “Next” to filter out supplier unpaid invoice over than 6 months.  
Click “Confirm” to continue and “Save” to confirm process. (Administrator password required) 
 

 

 

1 

2 

3 

4 
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2.13 Issue Payment Voucher (Auto AP Bad Debt Recover Claim) 

 Entry > Creditor Entry > Payment Entry  
 
1. Tick the “Pick Bill” option, enter creditor code or press F2 key to select from the list. 

2. Press “Enter” and tick the unpaid invoice you wish to apply this payment.  

3. Double click on Payment column to enter the payment amount to creditor. 

4. Click “Next” to confirm and continue enter date, cheque no. and etc.  

5. Click “Accept” to enter Cash/Bank account (Credited A/C) and amount then press “Enter” to confirm. 

6. Click “Save” to confirm entry and post into GL.  

 
 

 

 

  

4b 

2 

3 

5a 

4a 

6 

1 

5b 
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2.14 Imported Services Entry 

 GST > GST Deemed Supply Entry > Imported Services Entry  

1. Enter Supplier/Creditor Account Code. 

2. Enter supplier billing date, bill number, particular and etc. 

3. Enter bill amount and GST will auto appeared. 

4. Click “Save” to confirm and post to GL. 

 

General Ledger: 
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2.15 Deemed Supply Note Entry 

 GST > GST Deemed Supply Entry > Deemed Supply Note Entry 

1. Enter date, purchase bill no., particular and amount then press “Enter” to continue. 

2. GST amount will be auto appear. 

3. Click Save to confirm and post into GL. 

 

General Ledger:  

 

 

  

  

Tips:  
This option is set for the following transactions: 
- Goods for own use. 
- Gift given over than RM500 per person in a financial year. 
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LESSON 3 GST Submission 

3.1 GST-03 Return Form  

 GST > GST-03 Submission 

1. Select the “Taxable Period” and click “Next” to generate GST-03. 

 

 

Tab 1 : Input / Output 

 

 

  

Tab 1 
Instantly IRR and DmR will auto 

calculate and appear on screen. 

Click here to view the 

transactions. 

Tips:  
GST Payable = Output Tax – Input Tax 
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Tab 2 : Goods And Services Tax Return 

 
 

Tab 3 : Person in Charge 

2. Enter authorized person name, I/C No. submission date.  

3. Click “Save” and “Confirm”. 

 

Tab 2 

Tab 3 

MSIC statistic auto appear here.  

(Setting on Sales Account in 

Chart of Account) 

Click Print to preview 

GST‐03 Return Form. 
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4. Enter “YES” and click “Confirm” to submit GST. (Administrator password required) 

 

 

 

General Ledger : 

 

 

Tips: 
Once submitted, all transactions of that 
particular taxable period will be locked. 
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3.2 GST Submission Payment Entry  

 GST > GST-03 Submission 

Select the Submitted GST record then click “Payment” to continue. 

 

 

 

General Ledger : 

 

  

1 

2 

3 

After Save, you can click here 

to print Payment Voucher. 
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3.3 GST Audit File 

 GST > Submitted GST Taxable Period Report > 

1. Select the Taxable period.  

2. Click 18. GST Audit File (GAF)  

3. Click OK to generate GAF file. (GAF.TXT)  

 

 

Sample GAF : 

 

Tips: 
System will generate the GAF.TXT into 
company data folder itself.  
(Example: C:\AplusW\AS5\ABC\GAF.TXT) 
 

1 

3 

2 


