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1 Getting Start With SQL Account System 
 

1.1 How to set Financial Period & System Conversion Date 

 

 

Step 1 : Tools | Options 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2 : Select General Ledger 

Reminder : Once you have setup your Financial Start Period & 

System Conversion Date you are not easy to change it again. It is set 

only once when you create a NEW database. 

http://www.sql.com.my/video/sqlacc_tutorial/09-13_Financial_Period.mp4 

http://www.sql.com.my/video/sqlacc_tutorial/09-13_Financial_Period.mp4
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Step 3: Select Financial Start Period & System Conversion Date 

 
Situation 1: 

My financial period starts on 1st January every year, I start using SQL from 1/1/2015. 

 

 

 

 

Situation 2:  

My financial period starts on 1st January every year, I start using SQL from 1/4/2015. 

 

 

 

Financial Start Period = 1/1/2015                  System Conversion Date = 1/1/2015 

Financial Start Period = 1/1/2015                  System Conversion Date = 1/4/2015 
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1.2 Starting GST 

 

 

This is to initiate setup GST Malaysia Module in SQL Accounting System. 

Step 1 : Go to GST | Start GST Now 

Step 2 : Select Malaysia 

 

http://www.sql.com.my/video/sqlacc_tutorial/GST-01_Setup.mp4 

http://www.sql.com.my/video/sqlacc_tutorial/GST-01_Setup.mp4
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Step 3 : Select Malaysia Flag and checked on acknowledgement 

 

Step 4 : Set GST effective date for your company 

 

In general, GST in Malaysia starts on 1st April 2015, different 

companies may have different GST effective dates due to their 

financial yer-end dates and other reasons. Please refer to your 

GST approval letter to get accurate effective date. 

Reminder : Once GST country profile is set. It 

cannot be reverse 
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Step 5: Key in company’s 12 digit GST registration number. 

 

Step 6:  Select Finish 

 
 

If you key in incorrectly, you can still amend under 

File | Company Profile, refer 1.2 Setting for 

Company Profile. 
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Step 7: It will prompt you this message, please log on again to complete the GST Profile setup 

 

Step 8: After logging in again, you should can see new drop down list for GST function, then GST setup is now 

complete. 
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1.3 Setting For Company Profile 

 

Step 1: File | Company Profile 

 
Step 2: Select Report Header 

 
                        How to load company logo? 

 Q 
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2 Master Data Creation 

2.1 General Ledger (Maintain Chart of Account) 

                                     

 

2.1.1 Creating a New Account 

Step 1 : Select GL | Maintain Account | Select category (eg.Fixed Assets) | New 

Step 2 : Enter the GL Code and Description (alphanumeric are acceptable) 

Step 3: Check the Special Account Type if  applicable. Eg. The account is belongs to Accumulated Deprn Account 

(Fixed Assets) 

Step 4: Click OK.Your new account is now created. 

 

http://www.sql.com.my/video/sqlacc_tutorial/03-01_GL_Chart_of_Account.mp4 

http://www.sql.com.my/video/sqlacc_tutorial/03-01_GL_Chart_of_Account.mp4
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2.1.2 Creating a Sub Account 

Step 1 : Point to the parent account (Eg. Cash at Bank) 

Step 2 : Follow the same steps as of 2.1.1 Create New Account 

 

 

 

                   How to drag and drop account?                                How to preset account tax code / industry code? 

 

Q1 Q2 

You are allowed to create unlimited level of sub 

accounts. Just point to any account, and add a sub or 

sub sub account to it. 
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2.2 Maintain Customer 

 

 

There is 4 main tabs under maitain customer, let’s look into it 

2.2.1 General (Maintenance) 

Create New Customer 

Step 1: Customer | Maintain Customer | New 

Step 2: Enter customer’s name and other information accordingly.  

Step 3: You can categorize your customer into different groups. Eg. Category, agents, area 

Step 4: You can also insert more than 1 billing / delivery address (unlimited) 

Step 5: There is different options for viewing a customer aging and customer statement 

 

 

 

 

 

 

http://www.sql.com.my/video/sqlacc_tutorial/04-01_Maintain_Customer.mp4 

Customer Statement 

Brought Forward : Summary Statement 

 

Open Item : Detail Statement 

 

Customer Aging 

Invoice Date : based on IV Date 

 

Due Date : based on after due date 

(terms) 

Customer Code auto generate by 

system, it follow the first alphabet of 

the company name you key. 

http://www.sql.com.my/video/sqlacc_tutorial/04-01_Maintain_Customer.mp4
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For step 3, how you create your new agent/ area? refer step below 
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2.2.2 Advance Credit Control (*Pro Package Inclusive) 

 
 

You can set the credit limit and overdue limit amounts as well to block certain transaction entry for specific customer. 

What is the document including? Quotation(QT), Sales Order(SO), Delivery Order(DO), Invoice (IV), Cash Sales (CS) 

and Debit Note(DN) 

1. Click on “ ...” button to maintain agent 

2. New  

3. Insert Code & Description 
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We can also set once exceed limit & overdue limit,  

i. Unblock  - no blocking at all 

ii. Block – Block for all users 

iii. Override – Certain users which have access rights can key their username & password to override. 

iv. Suspended – block with suspended message 

2.2.3 Tax 

 

For Tax tab, you are advise to update customer’s GST registration number and also output tax code. Tax exemption 

number and expiry date DO NOT need to update for GST era. 

 

 

 

 

 

 

 

 

Reminder: DO NOT need to key in SR as output tax code for every customer. We 

can preset it at Tools | Options | Customer. 
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2.3 Maintain Supplier 

 

Maintain Supplier it’s just a mirror of maintain customer, recall back and you may refer 2.2 Maintain Customer.  

Additional features : GIRO (beta version) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.sql.com.my/document/sqlacc_docs/PDF/13-05-GIRO_SupplierPayment.pdf 

http://www.sql.com.my/document/sqlacc_docs/PDF/13-05-GIRO_SupplierPayment.pdf
http://www.sql.com.my/document/sqlacc_docs/PDF/13-05-GIRO_SupplierPayment.pdf
http://www.sql.com.my/document/sqlacc_docs/PDF/13-05-GIRO_SupplierPayment.pdf
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2.4 Maintain Stock Item 

Step 1 : Stock | Maintain Stock Item | New. 

 

Step 2 : You can enter your code and description. 

 

Step 3: You can assign your item by group as what you had maintain under maintain stock group. 

 

Step 4: 2nd UOM purpose is useful for different packaging, refer training Part 2 (8.2) 
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3 Sales & Purchase 

3.1 Purchase Order 

Step 1: Purchase | Purchase Order | New 

Step 2: Select Supplier  

 

Step 3a: Insert Item Code and details (eg. Qty, Unit Cost) 

 

 

 

Step 3b: Click on show/hide/move column icon to customize your column layout. 

Tips: You can nagivate the search collumn by using “TAB” on 

keyboard. It apply to all drop down table. 



  SQL Training Guide Part 1 

 

 

20 

 

 

Step 3c: If you want to keyed in discount, you may call discount field follow step 3b and update discount. You can 

key multiple level of discount as follow the picture attached. 

 

Step 4 : Upon done update, you click Save. 

Step 5 : For preview the report, you may click on preview button and select which format you wish to print. 

 

                      After you had done filter layout collumn (Step3b), how to save the layout so it auto load  

                      back in future? 

 

3.2 Purchase Goods Received 

Step 1 : Purchase | Goods Received | New 

Q 
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Step 2 : Select Supplier Code 

Step 3 : Right Click on G/R Note title, select Transfer from Purchase Order, tick the document that you wish to 

transfer 

 

Step 4 : Save the Goods Received Note 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reminder :  

After transfer from purchase order your item will show in 

GREEN colour 

Reminder :  

Once you save this purchase goods received, system will 

automatic update the stock quantity and costing. 
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3.3 Purchase Invoice 

Step 1 : Purchase | Purchase Invoice | New 

Step 2 : Select Supplier Code 

Step 3 : Right Click on P.Invoice title, select Transfer from Goods Received, tick the document that you wish to 

transfer 

Step 4 : Save the Purchase Invoice 

 

 

 

 

 

3.4 Sales Quotation 

 

Step 1 : Sales | Quotation | New 

Step 2 : Select Customer Code 

Reminder:  

1. Please do remember that if you have key-in purchase good 

received, please make sure that you have transfer to purchase 

invoice else your stock costing and quantity will update twice. 

2. The Purchase Invoice number must follow the supplier’s tax 

invoice number, it will appear in GAF File and Lampiran 2. 

http://www.sql.com.my/video/sqlacc_tutorial/06-01_Sales_Quotation.mp4 

http://www.sql.com.my/video/sqlacc_tutorial/06-01_Sales_Quotation.mp4
http://www.sql.com.my/video/sqlacc_tutorial/06-01_Sales_Quotation.mp4
http://www.sql.com.my/video/sqlacc_tutorial/06-01_Sales_Quotation.mp4
http://www.sql.com.my/video/sqlacc_tutorial/06-01_Sales_Quotation.mp4
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Step 3 : Insert the item that customer request, you can estimate your profit&loss in this deal by checking on Profit 

Estimator 

 

Step 4 : After confirm everything, save the Sales Quotation 

Step 5 : Preview the report and you can print or export it into PDF/ Email/ RTF(Microsoft Word)/Excel or others. 
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3.5 Sales Order 

 

 

Step 1 : Sales | Sales Order | New 

Step 2 : Select Customer Code 

Step 3 : Right Click on Sales Order title, select Transfer from Quotation. You may able to transfer the quotation 

either by whole document or partially (*Partial Delivery Module requested) 

 

 

Step 4 : Save the Sales Order. 

 

 

 

 

3.6 Sales Delivery Order 

Step 1 : Sales | Delivery Order | New 

Step 2 : Select Customer Code 

Step 3 : Right Click on D/Order title, select Transfer from Sales Order. 

Step 4 : Save the Delivery Order. 

 

 

 

 

http://www.sql.com.my/video/sqlacc_tutorial/06-02_Sales_Order.mp4 

For additional report for view outstanding sales order, you can 

access to Sales | Print Outstanding Sales Document Listing, 

select Sales Order to view. It also apply to other sales documents. 

Reminder: 

1. Once delivery order has been saved, stock will be deducted. 

2. This is also the document that determine the 21 Days Rules 

(GST)  

 

http://www.sql.com.my/video/sqlacc_tutorial/06-02_Sales_Order.mp4
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                     If  DO no transfer to IV, it’s GST Cycle, Process GST Return what will happen? 

 

3.7 Sales Invoice 

 

 

Step 1 : Sales | Invoice | New 

Step 2 : Select Customer Code 

Step 3 : Right Click on Invoice title, select Transfer from Delivery Order. 

Step 4 : Save the Invoice. 

3.7.1 Tax Inclusive 

 

According to RMCD Retailing Guidelines (Page 3), registered persons must show GST-inclusive prices on all price 

displays to ensure customers know the final price payable. How to set system default as Tax Inclusive? 

 

Step 1: GST | Maintain Tax 

 

Step 2: Select “SR” 

 

Step 3: Edit | Tick “Tax Inclusive” 

 
 

Step 4: Go to Invoice, select Item Code, you will found the Tax Inclusive is tick. 

Q 

http://www.sql.com.my/video/sqlacc_tutorial/06-04_Sales_Invoice.mp4 

http://gst.customs.gov.my/en/rg/SiteAssets/industry_guides_pdf/RETAILING_11032016.pdf
http://www.sql.com.my/video/sqlacc_tutorial/06-04_Sales_Invoice.mp4
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3.7.2 Show double entry 

 

 

There have 2 methods to show double entry of the transactions: 

First Method - After you save then invoice then you can press on keyboard short cut key “ Ctrl + O” to get the show 

double entry result. 

 

 

 

 

 

Reminder: 

A valid tax invoice format, must included information below  

a. Company Register GST No & Company Name & Address 

b. The word “Tax Invoice”  

c. Each description mentioned type of tax.  

d. Document Number & Date 

e. Total Amount Payable & GST Amount  

To double check what is the account 

Dr or Cr to, upon save the Invoice, 

press CTRL + O 

https://www.youtube.com/watch?v=FAKSzjEezjo&t=9s 

https://www.youtube.com/watch?v=FAKSzjEezjo&t=9s
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Second Method – After you save the invoice, you may right click on the wording of Invoice then select “Show Double 

Entry”.

 

 

3.8 Sales Cash Sales 

Step 1 : Sales | Cash Sales | New 

Step 2 : Select Customer Code 

Step 3 : Insert item and Save the Cash Sales. 
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Step 4 : When saving, system will prompt a Payment/ Change dialog box 

 
 

 

 

 

 

 

 

 

 

Key the figure you received accordingly. If you received a cheque, you 

may also key in the cheque number under the Chq No collumn. 
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3.8.1 5 Cents Rounding 

We can preset system auto rounding your invoice or cash sales amount to the nearest 5 cents. 

Step 1 : Tools | Options | Customer 

Step 2:  Tick 5 Cents Rounding for Sales Invoice/ Cash Sales 

 
 

 

 

3.9 Sales Credit Note 

 

 

Step 1 : Sales | Credit Note | New 

Step 2 : Select Customer Code 

Step 3 : Right Click on Credit Note title, select Transfer from Sales Invoice/ Cash Sales. 

Step 4: Save the Credit Note. 

 

 

 

 

                     What information must be included in to show that is a valid CN? 

Reminder : 

In GST Era, there must be a tax invoice in order to issue a sales credit note. 

You are required to knock off the credit note with Invoice or Cash Sales. By 

doing this, you can go to Customer | Credit Note 

Q 

http://www.sql.com.my/video/sqlacc_tutorial/06-07_Sales_Credit_Note.mp4 

http://www.sql.com.my/video/sqlacc_tutorial/06-07_Sales_Credit_Note.mp4
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4 Customer & Supplier 

4.1 Customer Invoice 

 

 

 

 

 

 

Create a new Customer Invoice? 

Step 1: Customer | Customer Invoice | New 

 

Step 2: Select Customer Code | insert transaction and amount 

The different between Customer Invoice vs Sales Invoice? 

Customer Invoice only reflect on account posting. It does not have to include any Qty / Unit Price. 

  

Sales Invoice reflect between stock and account together, so we advise if user have stock item 

incur, we will suggest to use Sales Invoice to key and customer Invoice will update too. 

Customer Invoice 

Sales Invoice 
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Step 3: Save 

 

 

4.2 Customer Payment 

4.2.1 Local Bank Payment 

 

 

Step 1 : Customer | Customer Payment | New 

Step 2 : Select your Customer 

Step 3: Select your bank for your account and cheque no if have 

Step 4: Key in the customer payment amount 

http://www.sql.com.my/video/sqlacc_tutorial/04-03a_Customer_Payment_Local_Payment.mp4 

http://www.sql.com.my/video/sqlacc_tutorial/04-03a_Customer_Payment_Local_Payment.mp4
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Step 5: Tick the corresponding invoice/debit note to be knocked off 
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4.2.2 Post Dated Cheque 

Step 1 : Go back to the payment, click on Edit and right click on customer payment, you will found Set Posting Date 

 

 

 

                     Any report can remind you there is a PD Cheque? 

 

Q 
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4.2.3 Bounced Cheque 

Step 1 : Go back to the payment, click on Edit and right click on customer payment, you will found Bounced Status 
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After bounced, system will auto revert the payment out, you can view your ledger. 

 

4.3 Customer Credit Note 

 

 

Step 1: Customer | Customer Credit Note 

Step 2: Edit | Click Yes  

Step 3: Knocked off accordingly. 

 

 

 

Step 1: Customer | Customer Credit Note 

Step 2: New | Select Customer | Select GL Account | Amount  

If involved with returning stock from customer, do Sales CN first.  

If NOT involved with returning stock, eg. discount given. 
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Step 3: Knocked off accordingly. 

 

 

4.3.1 New JE 

For non-GST adjustment purpose, a new Journal (JE) is available in  

A. Customer Debit Note and Credit Note 

B. Supplier Debit Note and Credit Note 

 

Step 1: Customer | Customer Credit Note | New JE. 

 

Step 2: New | Select Customer | Select GL Account | Amount. 

 
Step 3: Knocked off accordingly. 

 

 

  
This document will post to GL | Journal Entry.  
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4.4 Customer Statement  

Step 1: Customer | Print Customer Statement | Set Date Range 

Step 2: Choose your preference 

a. Default Statement Type – The default Setting preset under Maintain Customer 

b. Open Item Statement – Show all outstanding transaction row by row 

c. Brought Forward Statement – Show previous month outstanding with lump-sum  

Step 3: You can select either 6 months or 12 months statement 

Step 4: Click on Apply 

 

 

 

4.5 Customer Aging 

Step 1: Customer | Print Customer Aging | Filter Aging Date 

Step 2: Choose your preference 

Step 3: You can select either 4 months, 6 months or 12 months aging 

Reminder :  

1.Always filter the date range within the current month. 

2. You can preview the report with print, send/ email to customer. 
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Step 4: Click on Apply 

 

5 General Ledger 

5.1 Opening Balance 

 

5.1.1 General Ledger 

Step 1: GL | Maintain Opening Balance 

Step 2: Highlight the account you wish to put in the opening balance, click Edit. 

Step 3: Insert the figure in local Dr or local Cr 

http://www.sql.com.my/video/sqlacc_tutorial/03-04_GL_Opening_Balance.mp4 

http://www.sql.com.my/video/sqlacc_tutorial/03-04_GL_Opening_Balance.mp4
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Step 4: Make sure Dr and Cr are tally 

 

5.1.2 Customer and Supplier 

Step 1: Customer(Supplier) | New 

Step 2: Set the date (before system conversion date) 

Step 3: Key in the outstanding amount only. 

Step 4: The words Past Invoice will appear, click Save 
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                   How if customer overpayment? Or you over paid to your supplier? 

 

5.1.3 Stock Value 

Step 1: GL | Maintain Stock Value| Edit 

Step 2 : Set the year  

Step 3: Insert the Opening Balance 

 

 

5.1.4 Bank Reconciliation 

Step 1: GL | Bank Reconciliation | New 

Step 2: Right click, to call Opening Bank Reconciliation 

Step 3: Set the Date (before System Conversion Date) 

Q 
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5.2 Journal Entry 

 

 

Step 1: GL | Journal Entry 

Step 2: Key in your double entry  

Step 3: Click on Save (make sure both Dr & Cr are tally only allowed to save) 

 

      

                    How to do recurring journal entry? 

 

Q 

http://www.sql.com.my/video/sqlacc_tutorial/03-03_JournalEntry.mp4 

http://www.sql.com.my/video/sqlacc_tutorial/03-03_JournalEntry.mp4
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5.3 Cash Book Entry 

 

 

Cash book entry normally uses for a non-customer/ supplier payment or receipt purpose. Eg: you pay for salary, 

utilities payment and etc. 

 

Step 1: GL | Cash Book Entry | New (choose between Payment Voucher or Official Receipt) 

 
Step 2: Insert Payable Name | Select GL Code /Tax /Amount 

 

6 Report 

6.1 General Ledger 

6.1.1 Balance Sheet 

Go to GL | Print Balance Sheet 

 

Step 1: Select your date  

 

Step 2: Choose your preference format 

http://www.sql.com.my/video/sqlacc_tutorial/03-02_Cash_Book.mp4 

http://www.sql.com.my/video/sqlacc_tutorial/03-02_Cash_Book.mp4


  SQL Training Guide Part 1 

 

 

47 

 

 

 

Step 3: Level mentioned here is about sub account in your Maintain Chart of Account, the higher the value, the more 

detail will be show. 

Step 4:  

a. Use second description – use second description which maintain under GL | Maintain Chart of Account  

b. Zero Balance Account – even if the amount is 0, you still want to it show in report 

c. Display Trade Debtor/Creditor in Details – show per customer account in detail 

 

Step 5:  

a. Print Sub Account Only – Selected certain account to view 

b. Print Project Comparison – you are allowed to view your report by project (project module requested) 

c. Show Column Options – you can preset setting as attached 

 

Step 6: Apply 

 

6.1.2 Profit & Loss Statement 

Go to GL | Print Profit and Loss Statement 

 

Step 1: Select your date  

 

Step 2: Choose your preference format 

 

Step 3:  

a. Use second description – use second description which maintain under GL | Maintain Chart of Account  

b. Zero Balance Account – even if the amount is 0, you still want to it show in report 

 

Step 4:  

a. Print Sub Account Only – Selected certain account to view 

b. Print Manufacturing Account – you are allowed to view only manufacturing account if you had set under 

Maintain Chart of Account 

c. Print Project Comparison – you are allowed to view your report by project (project module requested) 

d. Show Column Options – refer Balance Sheet 
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Step 5: Apply 

 

6.2 Sales 

6.2.1 Sales Document Listing 

Go to Sales | Print Sales Document Listing 

Step 1: You can filter which document type you want: Eg, Sales Quotation /Sales Order/ Deliver Order/ Invoice 

Listing 

 

Step 2: Filter the date, if untick means All period 

 

Step 3: Filter area by pipelines (It’s an optional) 

 

Step 4: System can generate by group and can give you a summary on each diff group (group/sort by) 

 

Step 5: Click Apply to generate, whenever you change any setting under Step 3 or 4, please redo with click Apply 
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How to batch print Invoice? 

Remember to tick Print Document Style 

How to grid export to excel? 
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7 GST 

7.1 GST-03 Draft 

 

 

GST-03 Draft feature is available from SQL Account version 721 onwards, you can process draft before you process 

actual GST-03 for submit. 

Step 1 : GST | New GST Return. 

 

Video Guide link: http://www.sql.com.my/video/sqlacc_tutorial/GST-48_GST03_Draft_720HD.mp4  

http://www.sql.com.my/video/sqlacc_tutorial/GST-48_GST03_Draft_720HD.mp4
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Step 2 : Select the arrow down button beside Process | then click on “Process as Draft”.

 

Result as below : 
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GST Draft can print out GST-03 copy and can advance grill down like usual.

 
      

                   Can submit GST-03 Draft to GST-03 Tap Online? 

 

 

 

7.2 How to submit GST-03 Tap Online? 
 

 

 

Step 1 : GST | New GST Return. 

 

Step 2 : Process for every month or every 3 month based on your company registered to GST. 

Q 

http://www.sql.com.my/video/sqlacc_tutorial/GST-32-

First_Accounting_Software_in_Malaysia_to_Show_GST03_Submission.mp4First_Accounting_Soft

ware_in_Malaysia_to_Show_GST03_Submission.mp4   

http://www.sql.com.my/video/sqlacc_tutorial/GST-32-First_Accounting_Software_in_Malaysia_to_Show_GST03_Submission.mp4First_Accounting_Software_in_Malaysia_to_Show_GST03_Submission.mp4
http://www.sql.com.my/video/sqlacc_tutorial/GST-32-First_Accounting_Software_in_Malaysia_to_Show_GST03_Submission.mp4First_Accounting_Software_in_Malaysia_to_Show_GST03_Submission.mp4
http://www.sql.com.my/video/sqlacc_tutorial/GST-32-First_Accounting_Software_in_Malaysia_to_Show_GST03_Submission.mp4First_Accounting_Software_in_Malaysia_to_Show_GST03_Submission.mp4
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Step 3 : Click on GST-03. 

 

Step 4 : Click on the play button then select GST03_Tap. 

 

Step 5 : Export to DESKTOP and SAVE. 
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Step 6 : Click OK for the message “ File Export Done” 

 

Step 7 : Logon into http://gst.customs.gov.my/front.html  

 

http://gst.customs.gov.my/front.html


  SQL Training Guide Part 1 

 

 

55 

 

 

Step 8 : Select TAP. 

 

Step 9 : Enter email address & password, then logon. 

 

Step 10 : Click on Account id. 

 

Step 11 : Click on File Now. 

 

Step 12 : Select Import. 
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Step 13 : Select Choose File and pick up the GSTTapReturn-201506 that you exported from SQL. 

 

 

Step 14 : Click on Import and Next. 
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Step 15 : Click on Next again and u will realize all the information will fill in automatically.

  
 

Step 16 : Click Next and until the button of Submit. 
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Step 17 : Have to re-enter password for final confirmation and click OK. 

 
Step 18 : It will have a status mention that “ You have submitted your request successfully”. 

  
Step 19 : Final stage is just click on the Print Acknowledge Receipt. 

 

7.3 Set Tax Date 
                                    

 

When you received a Purchase Tax Invoice which dated in previous taxable period ( back-dated) and you want to 

claim that input tax in your current GST Return. 

http://www.sql.com.my/video/sqlacc_tutorial/GST-47-Set_Tax_Date.mp4   

http://www.sql.com.my/video/sqlacc_tutorial/GST-47-Set_Tax_Date.mp4
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Step 1 : Key in your purchase invoice as usual. Right Click on Purchase Invoice Title. 

Step 2 : Select Set Tax Date. 

 
Step 3: Insert the date that you want to claim the input tax. This is normally the date that you received the tax invoice. 

Then click on OK. 

 
Step 4 : When you process next cycle of New GST Return , it will show on part 6 :Input tax as usual .  
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7.4 GST-03 Adjustment 

7.4.1 
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Before submit to Custom 

Delete with draft copy on earlier submission:  

Step 1 : Click GST 

Step 2 : Click on Open GST Return. 

 

Step 3 : Right click on the GST Return that you want to delete. 

Step 4 : Click on Unlock. 

 

Step 5 : Please make sure that you are enter your ADMIN user password (only ADMIN user have the right to 

delete)then click on OK. 
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Step 6 : Click Yes on Notification on GST 03 Amendment.  

 

The GST-03 with unlock feature will show as below:  



  SQL Training Guide Part 1 

 

 

63 

 

 

 

After complete your amendment, then you may recalculate the GST-03. 
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Delete without any draft copy on earlier submission:  

Step 1 : Click GST 

Step 2 : Click on Open GST Return. 

 

Step 3 : Right click on the GST Return that you want to delete. 

Step 4 : Click on the delete. 

 

Step 5 : Click Yes for the delete GST Return. 
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Step 6 : Please make sure that you are enter your ADMIN user password (only ADMIN user have the right to 

delete)then click on OK. 

 

Step 7 : Click OK for delete successfully. 

 

7.4.2 After submit to Custom 

After submit to Custom and you want to amend the GST-03 that you have proceed, you must get approval from 

Custom then only you can amend. 

Step 1 : Click GST 

Step 2 : Click on Open GST Return. 
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Step 3 : Right click on the GST Return that you want to delete. 

Step 4 : Click on the delete. 

 

Step 5 : Click Yes for the delete GST Return. 

 

Step 6 : Please make sure that you are enter your ADMIN user password (only ADMIN user have the right to 

delete)then click on OK. 
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Step 7 : Click OK for delete successfully. 

 

When you re-process the GST-03: 

Step 8 : Click on GST. 

Step 9 : Click on New GST Return. 

 

Step 10 : Insert the period that you want to re-process then make sure check on the amendment and process will do. 
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So when you view your Kastam GST-03 format,there will have a checked under amendment:

 



  SQL Training Guide Part 1 

 

 

69 

 

 

7.4.3 Re-submission GST-03 Amendment: 
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7.5 GAF File                                    

 

 

GAF = GST Audit File. 

The purpose of a GAF is for Customs audit on the accuracy of your GST Return but GAF submission is only required 

upon request. It is not required to be submitted with GST-03. 

Step 1 : Click on GST | Open GST Return. 

 

Step 2 : Click on the arrow down key beside GST-03 (GAF) and select Generate GST Audit File (GAF). 

 

Step 3 : The result is generated based on General Ledger, Sales & Purchase for you to check your transaction before 

submitting to Customs for auditing purposes. 

http://www.sql.com.my/video/sqlacc_tutorial/GST-08_GAF.mp4  

http://www.sql.com.my/video/sqlacc_tutorial/GST-08_GAF.mp4
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Step 4 : After checking, you may click on Save as Text. 

 

Step 6 : Save your GAF text file to desktop. 
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Step 7 : After save, the message “ File generated successfully” will auto pop up, just click OK. 

 

 
Go to desktop to select the GAF.txt file. The outcome will be as image below :

 
The above is the exported file that has fulfilled all requirements by Customs, you may submit to 

(https://gst.customs.gov.my/TAP ) : 
 

 

 C= Company Name 

P = Purchase Transaction 

S = Sales Transaction 

L = General Ledger transaction 

https://gst.customs.gov.my/TAP

