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Supplier Setup
Account Payable


Account Payable contains the following required information such as supplier setup, purchase order and created purchase invoice for the suppliers. Here you need to setup the supplier information first.
1. Go to Account Payable  Setup  Supplier Setup. The Supplier Master List window appears.
2. Click + button on the right top of the page, to setup a New Supplier.
3. You will be directed to the page, where you can enter all the required information 
4. You are not required to change the Linked A/P account as system has made it default.
5. You can set the amount of Credit Limit. Tick the Credit Limit box to activate the Alert. The system will inform you if the amount exceeds the credit limit. 
6. Click Submit button to save.
To print the entire supplier listing, click the Print button.


















 Edit Supplier
1. Go to Account Payable  Setup  Supplier Master List. The Supplier Master List window appears. 
In the Supplier Name field, identify the supplier’s name or in the search field on the top right-side of the page. Enter the supplier’s name. 
2. Select the particular customer and click the supplier Company No. The Edit dialog box appears.
3. Click Continue, the Customer Master window appears. Edit the relevant information. 
4. Once completed, click Submit button to save.

 Remove Supplier
1. Go to Account Payable  Setup  Supplier Master List. The Supplier Master List window appears. 
2. To remove the existing customer, identify the customer row or in the search field on the top right-side of the page. Select the particular customer row.
3. In the Action field on the right-side of the row, click the Delete button (image). 
4. Dialog box of deletion confirmation appears, then click the Delete button.

Print Supplier list 
1. To print the entire supplier listing, click the Print button.




CCTransaction: New Purchase Invoice

In this section, you will create a new purchase invoice. 
1. Go to Account Payable  Transaction  New Purchase Invoice. The New Purchase Invoice window appears.
2. Before you can create an invoice, please ensure, you have already setup the Supplier, Terms, Project and Ship To.
3. Note: Mandatory fields cannot be left blank marked with asterisk (*) symbol.
4. Select the Supplier. If the supplier details have not been previously entered, click the drop down button and click New Supplier.
5. Select the Terms. If the terms has not been previously entered, click the drop down button and click Add New Terms.
6. Select the Project. If the project has not been previously entered, click the drop down button and click Add New Project.
7. Select the Ship To. If the Ship To has not been previously entered, click the drop down button and click Add Location.
8. In the Item(s) section, set the price, quantity and tax of the items.
9. In the Charge(s) section, select the account; enter the description, amount, tax and tax amount and click Add New Charge button.
10. Select Shipping Method from the drop down list. If the shipping method has not been previously entered, click the drop down button and then click New Shipping Method.
11. Select Purchaser from the dropdown list. If the purchaser has not been previously entered, click the drop down button and then click New Purchaser.
12. Click Calculate Total button to get the Total Amount, Tax Amount and Tax Payable.
13. Click Save Invoice button to save the current information.






































Transaction: New Direct Purchase Invoice

This section enables you to create a purchase invoice and receipt at the same time.
1. Select the Supplier from the drop down list. If the supplier has not been previously entered, click the drop down button and then click Add New Supplier.
2. Select Project from the drop down list. If you have not entered the project previously, click the drop down button and then click Add New Project.
3. Select Location from the drop down list. If you have not entered the location previously, click the drop down button and then click Add Location.
4. Select Terms. If you have not entered the terms previously, click the dropdown button and then click Add Terms.
5. Select Ships To from the drop down list. 
6. Enter the Exchange Rate.
SECTION: ITEMS
1. Select Item from the drop down list
2. Enter the Item Description
3. Enter the Unit Price
4. Enter the Quantity
5. Select the Tax (%) from the Tax Master list.
6. To save, click the (image) button. 
SECTION: CHARGE
1. Select the Account from the drop down list.
2. Enter the Description
3. Enter the Amount
4. Select Tax % from the drop down list
5. Enter Tax Amount
6. To save, click the (image) button. 
Once completed, do the following:-
1. Select Shipping Method from the drop down list. If you have not entered the shipping method previously, click from the dropdown button and then click New Shipping Method.
2. Select Purchaser from the drop down list. If you have not entered the Purchaser previously, click from the drop down button and then click New Purchaser.
3. Use Memo to
4. Click Calculate Total button to get Total Amount, Tax Amount and Total Payable.




































Transaction: Copy Purchase Invoice

This section enables you to create a new purchase invoice. 
1. Go to Account Payable  Transaction  Copy Purchase Invoice. The Supplier Invoice Copy window appears.
2. Select Year and Period, then click Submit button.
3. Select the Purchase Invoice that you want to duplicate.
4. Then, click Clone Invoice button.
















Transaction: Purchase Invoice Confirm

This section enables you to confirm the created purchase invoice. 
1. Go to Account Payable  Transaction  Purchase Invoice Confirm
2. Select Year and Period and click submit to get the Purchase Invoice List.
3. To edit, identify the Purchase Invoice from the row and click the link of Invoice No. 
4. If you are satisfied with the Purchase Invoice details and wish to confirm the transaction. Select the Purchase Invoice row and click Posting button.
5. Note that, once the purchase invoice has been posted, you are unable to re-edit the details.































Transaction: New Purchase Debit Note

This section enables you to create purchase debit note. Purchase debit note is issued as an adjustment to the invoice you received from the supplier to reduce the invoice amount. 
1. Go to Account Payable  Transaction  New Purchase Debit Note. The New Purchase Debit Note window appears.
2. Select the Supplier from the drop down list. If you have not entered the supplier details previously, click the drop down button and then click Add New Supplier.
3. Select Project from the drop down list. If you have not entered the project previously, is not in the list, click the drop down button and then click Add New Project.
4. Select the Invoice No from the drop down list. 
SECTION: ITEMS
1. Click the Add New Details button.
2. Select the item from the dropdown list.
3. Enter the Item Description
4. Enter the Unit Price
5. Enter the Quantity
6. Select the Tax (%) from the Tax Master list.
7. To save, click the (image) button. 
SECTION: CHARGE
1. Click the Add New Charge button.
2. Select Account Type from the dropdown list.
3. Enter the Description
4. Enter the Amount
5. Select Tax % from the dropdown list
6. Enter Tax Amount
7. To save, click the (image) button. 
Once completed, do the following:-
1. Use memo……
2. Click Calculate Total button to get Total Amount, Tax Amount and Total Payable.









































Transaction: Purchase Debit Note Confirm

1. Go to Account Payable  Transaction  Purchase Debit Note Confirm. The Purchase Debit Note Confirm window appears. 
2. Select Year and Period and click submit to get the Purchase Debit Note List.
3. To edit, identify the Purchase Debit Note from the row and click the link of Purchase Debit Note No. 
4. If you are satisfied with the Purchase Debit Note details and wish to confirm the transaction. Select the Purchase Debit Note row and click Posting button
5. Note that, once the purchase invoice has been posted, you are unable to re-edit the details.







































Transaction: New Purchase Credit Note

The purchase credit note is issued as an adjustment to the invoice received from supplier to increase the invoice amount. 
1. Go to Account Payable  Transaction  New Purchase Debit Note. The New Purchase Debit Note window appears.
2. Select the Supplier from the dropdown list. If you have not previously entered the supplier details, click the drop down button and then click Add New Supplier.
3. Select Project from the dropdown list. If the project is not in the list, to add a new project click the drop down button and then click Add New Project.
4. Select the Invoice No. from the dropdown list.
SECTION: ITEMS
1. Click the Add New Details button.
2. Select the item from the dropdown list.
3. Enter the Item Description
4. Enter the Unit Price
5. Enter the Quantity
6. Select the Tax (%) from the Tax Master list.
7. To save, click the (image) button. 
SECTION: CHARGE
1. Click the Add New Charge button.
2. Select Account Type from the dropdown list.
3. Enter the Description
4. Enter the Amount
5. Select Tax % from the dropdown list
6. Enter Tax Amount
7. To save, click the (image) button. 
Once completed, do the following:-
1. Use memo……
2. Click Calculate Total button to get Total Amount, Tax Amount and Total Payable.
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Transaction: Purchase Credit Note Confirm

1. Go to Account Payable  Transaction  Purchase Credit Note Confirm. The Purchase Credit Note Confirm window appears. 
2. Select Year and Period and click submit to get the Credit Note List.
3. To edit, identify the Purchase Credit Note from the row and click the link of Purchase Credit Note No. 
4. If you are satisfied with the Purchase Credit Note details and wish to confirm the entries, tick the box (image) at the right side of the row and click Posting button.
5. Note that, once the purchase invoice has been posted, you are unable to re-edit the details.




































Transaction: Supplier Payment

1. Go to Account Payables  Transaction  Supplier Payment Advice. The Supplier Payment Advice window appears. 
2. Select Supplier from the drop down list. If you have not entered the supplier details previously, click the drop down button and then click Add New Supplier.
3. Select Payment Method from the drop down list.
4. Enter Reference No.
5. Enter Description
6. Select Payment Date.
7. Select the Bank’s name from the drop down list. Account No will appear on the screen. 
8. You can set your Voucher No according to your format.
9. Select the Project from the drop down list. If you have not previously entered the project, click the drop down button and then click Add New Project.
10. Once you have entered all the details above, you can now view all information related to that Supplier such as Invoice Form No, Supplier Invoice No, Invoice Date, Total Amount, AP Balance, Discount and Amount Applied.







































· Go to Account Receivables  Transaction  Copy Sales Invoice
· Select Year and Period and click Submit.
· All list of invoice will be displayed.
· Select/Tick the invoices you with to reuse.
· Once selected, click Clone Invoice button.








Transaction: Supplier Payment Confirm

1. Go to Account Payables  Transaction  Supplier Payment Confirm. The Supplier Payment List window appears.
2. Select Year and Period and click submit to get the Supplier Payment List.
3. To edit, in the Payment Voucher column, click the Payment Voucher No.
4. If you are satisfied with the Supplier Payment details and wish to confirm the entries, tick the box (image) at the right page of the row and click Update Posting button. 
5. Note that, once the purchase invoice has been posted, you are unable to re-edit the details.





































Transaction: Cash Purchase

1. Go to Account Payables  Transaction  Cash Purchase. The Cash Purchase window appears. 
2. Enter the Form No.
3. Select the Date.
4. In the Pay To field, enter the details of the receiver such as Name and Address.
5. Select the Bank. Acct No and Balance will be displayed.
6. Select the Project. If the project is not in the list, click the drop down button and Add New Project.
7. Enter the Amount Paid.
8. Enter the Reference No.
9. Select the Payment Method. If the payment method is not in the list, click the drop down button and then click Add Payment Method.
10. Select Location. If the location is not in the list, click the drop down button and then click Add Location.
SECTION ITEMS
1. Click the + button to insert the Items.
2. Select Item from the drop down list. If the item is not in the list, click the drop down button and then click Add New Item.
3. Enter the description. 
4. Enter the Unit Price.
5. Enter Quantity.
6. Select the Tax (%) from the Tax Master.
7. Click the (images –screenshot button) to save.
8. Enter the Memo.
9. For Total Allocated, Total tax Amount, Total Paid and Out of Balance will appear automatically when you selected the items.






































Transaction: Cash Purchase Confirm

1. Go to Account Payables  Transaction  Cash Purchase Confirm. The Cash Purchase Confirm window appears.
2. Select Year and Period and click submit to get the Payment Advice List.
3. To edit, select the particular row from the Payment Advice List and click the Form No. 
4. If you are satisfied with the Payment Advice details and wish to confirm the particular entries, tick the box (image) at the right side of the row and click Posting button.
5. Note that, once the purchase invoice has been posted, you are unable to re-edit the details.
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