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Payment Voucher Running Number Set 
To set different running number for payment voucher. You can assign different running number 

of payment voucher base on different payment method.  

Sample: PV0615/001 (PVmmyy/001) 

Step 1: Tools | Maintain Document No  

Step 2: Create New or amend from the existing  

make sure the format is follow the sample attached  

Step 3:

 



 
 

We can also set default running no at for default payment method  

Step 4: Go to Tools | Maintain Payment Method 

 



  

vice versa for Official Receipt 

 

  



Maintain Form Mode 
1. It helps to filter the data based on the conditions defined. 

2. It is very useful for those who DO NOT ALLOW certain users to access the documents. 

3. For example, agent Lip Fong' can view and access the sales invoices belong to his agent 

code LF ONLY. 

 

Sample: Filter by Agent 
Step 1: Tools | Maintain Form Mode. 

Step 2: Click on New and Enter the code eg: IV-LF, IV-SF 

 
Step 3: Select the Form to filter, eg. Invoice. 

 



 

Step 4: Click on Customize Filter. Click on press the button to add a new condition. 

 



Step 5: Choose a field to filter, eg. Agent (SL_IV.AGENT). 

 

Step 6: Change the filter operators, eg. equals. 

 



Step 7: Enter the agent code. 

 

Step 8: Filter Text will be display as: (SL_IV.AGENT = 'LF'). 

 

 



Sample: Filter by Date 
Step 1: Tools | Maintain Form Mode. 

Step 2: Click on New and Enter the code eg: Invoice 2016. 

 
Step 3: Select the Form to filter, eg. Invoice. 

 



Step 4: Click on Customize Filter. Click on press the button to add a new condition 

 

Step 5: Choose a field to filter, eg. DocDate (SL_IV.DOCDATE). 

 

Step 6: Change the filter operators, eg. Between. 



 

Step 7: Enter the date. 

 

 



Step 8: Filter Text will be display as: (SL_IV.DOCDATE BETWEEN '01 Jan 2016' AND '31 

Dec 2016'). 

 

 

 

 

  



Sample: Filter by Document Number 
This is useful to hide those P&C payment voucher, eg: Salary.  

Please make sure you have another running number set of Payment Voucher for P&C. 

Step 1: Tools | Maintain Form Mode. 

Step 2: Click on New and Enter the code eg: P&CPV 

 

Step 3: Select the Form to filter, eg. Cash Book Entry. 

 



Step 4: Click on Customize Filter. Click on press the button to add a new condition 

 

 

Step 5: Choose a field to filter, eg. DocNumber (GL_CB.DOCNO). 

 

 

 

 

 



Step 6: Change the filter operators, eg. Not like (Don’t want to show) 

 

Step 7: Enter the Running Number. P&C% 

(Please make sure that you have another running number for payment voucher P&C) 

 
 

 

 



Step 8: Filter Text will be display as: (GL_CB.DOCNO NOT LIKE 'P&C%') 

 

 

  



Apply Form Mode on User 
Step 1: Go to Tools | User Access Right Assignment... 

Step 2: Under the list of security, click on form mode. 

Step 3: Select the user, eg. user code: LF (Lip Fong). 

Step 4. Tick to allow execute the form mode, eg. tick on form mode: IV-LF. 

 

Step 6: Login the user as LF. 

Step 7: Go to Sales | Invoice... 

Step 8: User LF can see the invoices belong to his agent code: LF. 

 



Barcode 
Barcode setting is for scan, insert into documentation, and print barcode.  

You can use item code as Barcode or else you can use Barcode column under Maintain Stock 

Item to record the barcode. 

 

If you have different UOM with different barcode then you may click in the Barcode tab to add 

on the barcode for others UOM. 

 

 

 

 



If you want to print barcode from system, then you may click on the  

Step 1: Tools | Print Bar Code (Windows Printer) 

 



Step 2: Click on the + button to select which barcode that you want to print out and click on 

Preview.

 

When you key-in transaction, you can just scan the barcode from F8. 

Step 1: Click New for the invoice and select Customer. 

Step 2: Then right click at the wording of “Invoice” and select Barcode or you can use keyboard 

“F8” to call out the barcode 

 
Step 3: You may scan the barcode and system will record automatically. 



 
 

 

  



Supplier Item Code 
This feature you can set different supplier with different item code, so that your purchase report 

can show out accordingly. 

Step 1: Stock | Maintain Stock Item. 

Step 2: Click on the Supp Item and click on the + button. 

 
Step 3: Assign the Supplier and insert the supplier preferred item code then Save. 

 



Step 4: During transaction, it still will show as “iphone 6” but you can field chooser call out 

Supplier Item.

 
Step 5: The supplier item will show out the supplier item code that you set under Maintain Stock 

Item. 

 
 

  



 Multi Currency Module 
If you have the multi currency module, then you may set Customer / Supplier in foreign 

currency. 

Step 1: Tools | Maintain Currency 

Default currency (----) is your based home currency. For example, your Financial Reports 

currency is SGD, then you should rename the default currency's description and symbol to 

"SINGAPORE DOLLAR" and "SGD" respectively. 

Step 2: Click on New and Enter the information accordingly.  

 

 



Create Periodic Exchange Rate Table 
Step 1: You can define periodic exchange rate from date to date. 

Step 2: Click on the (+) sign to insert or (-) sign to remove. 

 

 



Step 3: After you create the currency master file, then you have to assign under Maintain 

Customer.  

 

Step 4: When u key-in invoice, system will auto detect the customer in foreign currency and 

show out the exchange rate. 

 

 

Customer currency (USD), receive payment in (RM) 



Step 5: When you do payment,

 
5A – Currency rate for knocking off the payment (System auto calculate) 

5B – Bank payment method, make sure you choose the correct bank.  

5C – Payment Amount made in RM  

(Note: This payment amount is based on Bank payment method currency)  

2D – This pay amount you can either put it on your desire amount and check on the 2A, you’ll 

notice that currency rate will change once you try to knock off the amount. 

 



Advance Currency Module 
If you have the advance currency module, then you may set bank in foreign currency. 

Step 1: GL |Maintain Account

 

Step 2: create your bank respectively

 



Step 3: Tools | Maintain Payment Method 

 

Customer currency (USD), receive payment in (USD) 
For this case where customer currency is USD and payment also in USD, there’ll be a few more 

step to do. 

 



 
Note: Only Customer currency that is same with payment currency will enable the editing 

of Rate for currency on top right corner 

1.3A – Now, this rate can be changed as the currency rate change according to the currency rate 

1.3B – Select the correct payment method in order to allow USD payment knocking off USD 

Invoice 

1.3C – Paid amount will be the amount of USD you received 

1.3D – Local amount is the amount of conversion of (paid amount x currency rate at the 

moment) 

1.3E – This IV amount will always be following the currency amount not local amount. 

 

After confirming all the related info is correct may save it. If your currency rate is different from 

the one stated in the Invoice, a message should prompt out defining your gain/loss on foreign 

exchange. 

 

If your Invoice currency is stated 3.5 at the moment, and when your customer pay to you on 3.6 

rate, 

the system will auto calculate the amount of gain/loss you actually got from this transaction and 

show to you the amount when you click save. Above prompt dialog will appear. 



Customer currency (USD), receive payment in (SGD) 

 

Note: Only Customer currency that is same with payment currency will enable the editing 

of Rate for currency on top right corner 

• Select for the payment method (Bank account in SGD ) 

• Put in the payment amount and change the currency rate of SGD, check the local 
amount for confirmation 

• Put in the payment amount on Pay column/tick on the payment knocking invoices and 
check for the USD rate as it change. 

The knock-off amount will auto calculate itself and if there’s any gain/loss on foreign 
exchange, simple click on the save button and you’ll be notify about the amount of gain/loss 
on foreign currency exchange. 

 

  



Advance Credit Control 
Credit Control use to control the customer outstanding within the specific overdue and credit 

limit given 

 

IMPORTANT:  

1. Depends on the user access rights to the Customer Credit Control. 

2. Override credit limit can be granted in the user access control. 

 

Credit/Overdue Limit 
Credit limit is the limit to set based on the total outstanding. 

Overdue limit is the limit to set based on the overdue outstanding only. 

Tick "Add PD Cheque to Credit Limit" to include any post dated payment to increase the credit 

limit. 

 

Exceed Credit/Overdue Limit 

Credit Control can be apply to the following document type:- 

1. QT - Quotation 

2. SO - Sales Order 

3. DO - Delivery Order 

4. IV - Sales Invoice 

5. CS - Cash Sales 

6. DN - Debit Note 

 



You have tick "Apply To" in order to set the further action (eg. unblock, block or override) to control 

the exceed credit and overdue limit. 

 

 

 

  



Project Module 
This module allow user to maintain the project accounting as the branch or departmental basis, 

normally user will use for simple construction base so that they get to view Profit and Loss / 

Balance Sheet compare by Project. 

Step 1: Click on Tools | Maintain Project. 

 

Step 2: Insert Project Code & Description, for project value and project cost is not compulsory 

field to fill in, if you have fill in then it’s just remark purpose. 

 

*Project Code can up to 20 

digits. 



Step 3: Click on Tools | Options. 

 
 



Step 4: Then look for Miscellaneous | Make sure “ Show Document Project “ have tick this 

option.

 

Step 5: During sales and purchase transaction make sure you can call out the project option, 

then update accordingly.  



 
When key-in transaction, some user will ask why there have a project at item detail and beside 

customer | More tab also have project?  

What is the different and what is the purpose between More | Project |( Document Project)  

and Item Detail | Project (Item Project )? 

  
 VS 



 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Same Things Apply on GL | Cash Book Entry. 

  

Project has 2 purposes: 

Balance Sheet Report 

- In order for balance sheet to capture the project figures, at the top left more button ( Document 

Project), you need to select the project. 

Profit and Loss 

- To show your detailed profit and loss by project, you'll need to select the project on each item under 

the item detail ( Item Project). 

 

It is not compulsory to select either of them, it depends on what kind of report you wish 

to view. 
 



 

After complete update the document with project, then how to view report with 

project and compare by project? For example : GL | Print Profit & Loss 

Statement. 

 
Step 6: Filter the date that you want to view for P&L report, then if you want to view project 

comparison then choose “ Comparison – Project ( 6 column )” 

 

 

6 columns = up to 6 projects 

10 Columns = up to 10 projects 

19 Columns = up to 19 projects. 

 

 

 

Step 7.1: After selecting the report that you want, make sure to tick on the “Show Column 

Options”, then the top of the report will appear column option. 

Step 7.2: You may change the period that you want to view, eg: by default it will be “Current 

Month”.  

If you want to view whole year figure then you have to change to “Current Year “. 



 
 

Step 8: After change the column option, next you have to tick on the “ Print Project 

Comparison”, then at right hand site will come out the project tab, you can select which project 

that you want to view then click on Add.

 

 

 

 



Step 9: Click on Apply and you will see the result. The P&L report will compare each project 

that you select. 

 
 

 

  



Sales & Purchase Module 
 

Print Outstanding Document Listing / Back Order Report 
This report can help you to trace outstanding document, which document haven’t fully transfer, 

usually is used to trace the outstanding of order (Outstanding Sales Order). 

Step 1: Sales | Print Outstanding Document Listing  

 

Step 2: If you want to check those fully transfer document and have been transferred to which 

document, then you may tick on the “Print Fulfilled Item”

 



Step 3: Preview the report then you can check the document already transferred to which 

document. 

 

 

  



Print Sales Price History 
This report is useful for you to get item selling price to customer easily. 

Step: Sales | Print Sales Price History. 

 

Print Sales Profit and Loss by Document 
This report can help you to view your item profit, you can check the price that you offer to 

customer is bring how much profit for you. 

 



Print Sales Analysis By Document 
This report can help you to check total sales value, with this report you can easily know who is 

the Top 5 Customer / what is the Top 5 selling item. 

Step: Sales | Print Sales Analysis By document. 

 

 



 

Print Yearly Sales Analysis 
This report you can view comparison monthly 12 months sales information. This report can 

advance drill down the information, you can just double click the value that you want to explore 

will do. 

 

  



Landing Cost 
Landing Cost is to handle the cost to the warehouse that not bill by the same supplier. In others 

word, is the additional cost to increase your stock cost. This cost is depending on the company 

whether want to add in or not.  For Instant, I buy the product from Supplier A, but ship by 

Transport company B, this transport charges you may enter at landing cost to increase your 

product cost. 

 

1. Landing Cost 1 = Key your Landing Cost to this column.(This cost will not take into the account.) 

2. Landing Cost 2 = If you have different calculation than Landing Cost 1, you may enter your value 

to this column. 

3. Click on + Button to select the cost allocated. 

 

 

Cost Allocated By: SubTotal 
 

Formula:  Item Subtotal / Document Subtotal * Landing Cost1  

      



Item 1 = A/B * C 

      Landing Cost1 (D) = 50.00 / 1949.00 * 200 = 5.13 

Item 2  

       Landing Cost1 (D) = 1899.00/1949.00 * 200 = 194.87 

 

Let me show you the Stock Card result: 

 
How to get unit cost = 5.51? 

Formula: Product Unit Cost + Item Landingcost1/Item Qty 

                    5 + (5.13/10) =  5.51 

    

 

 

 

 

 

 

 

 



Cost Allocated by: Qty 

 
 

Formula: Item Qty / Document Qty * Landing Cost1 

 
Item 1: 10/11 * 200 =  181.81 

Item 2:   1/11 *  200 =  18.18 

 

Stock Card Report for  

Item 1: Ant unit cost will be 23.18, how to get  23.18 ? 

Unit Cost  + (Landing Cost1/ Qty) = 5 + (181.82/10) =  23.18 

 

Item 2: IP6 Unit Cost will be 1917.18 

Unit Cost + (Landing Cost1/ Qty) = 1899 + (18.18/1) = 1917.18 

 



Cost Allocated by: Smallest Qty 

 
  

Formula: Item Qty * Rate/ Sum(Qty * Rate) * Landing Cost1 

 

 

Item 1: 10 * 12 = 120/121 = 198.35 

Item 2: 1*1       =     1/121 = 1.65 

Stock Card Report for 

Item 1: Unit cost for Ant = [Unit Price + (Item Landing Cost1/Item Qty)] / ItemRate  

                      = [30 + (198.35/10)]/12 = 4.15 

 

Item 2: Unit Cost for IP6 = [Unit Price + (Item Landing Cost1/Item Qty)] / ItemRate 

                     = 1899 + 1.65 = 1900.65 

 

 

 



Maintain Item Template 

1. It is usually use for a set or package items. 

2. It can be create a template consists of the item selected and use in Sales/Purchase/Stock 

documents. 

Step 1: Click on Maintain Item Template | New. 

 

 



Step 2: For example at the Sales Invoice, click on Item Template (Left Side Bar). 

Step 3: Double click on the Item Template. 

 

Step 4: List of items updated into the Sales Invoice detail. 

 



Maintain Stock Price Tag 
This module mainly to set different pricing groups from different customer and supplier, 

normally is use to set different customer category with different pricing. In order to do individual 

customer then you can group your customer into different price groups. 

Step 1: Click on Stock | Maintain Stock Price Tag. 

 

 

 

 

 



Step 2: Create category of the customer that you want. 

 

Step 3: After created the category of the customer at maintain stock price tag then click on Customer | 

Maintain Customer | Edit the Price Tag and assign accordingly. 

 



Step 4: Click into Stock | Maintain Stock Item | Edit and click in the Cust Price Tag then assign 

accordingly. 

Step 5: Repeat the same step on Supplier if you want apply on the Supplier Price. 

 

 

  



Bank Credit - Supplier Payment IBG 
The following shows list of banks file format that are currently supported. 

 

Step 1: Tools | Maintain Payment Method | Edit | Click on the Bank Info. 

 



Step 2: Choose a Bank. 

 

Step 3: Click Ok. 

 



Step 4: The bank you've choose may have more than one file format, please ensure you've 

chosen the right file format. 

 

Step 5: Enter bank information | Click OK button | Save. 



 

Supplier Bank Account 
Step 1: Add Bank Account and Save. 

 

 

 



Supplier Payment Method 
Step 1: Select Supplier Bank from drop down list. 

 

Step 2: Choose the payment method that contains bank information then Save. 

 

 



Print Supplier Document (Interbank GIRO) Listing 
Step 1: Click on the Giro button. 

 

Step 2: Enter additional information and click on Save. 

 

Step 3: You can now upload bank instruction file to bank host. 

 


