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Abill (Billing Note)

Means to save items to prepare invoices to customers or debtors. Based on the outstanding balance to be

used to save the debt further

The recording invoices
Save data window is divided into 4 parts:
= Basic Data IS 1eCOrded detailed invoices
= Detail Detail is to record the details of the hill. No. taxpayers responsible department
= Note & Attachment IS t0 record detailed description of the notes and conditions

® Define Field IS the data that users create a form to fill out information on their own tab (Define
Field will. Show only when the Define Field only).

The billing records
The recording of invoices The recordable this two ways :

= Record invoices without reference document for loan / document recovery, debt reduction and
document Credit Non Stock

= Record invoice with a reference document for loan / document recovery, reduce debt. Other
documents the debtor The program retrieves information such as customer name, address, items shown in
the invoices automatically. Users can update the data by sending it

Billing document status
Billing documents There are s products
= Draft IS the document that is being saved

= Open iSanewly created document or document that is opened from a sales document, credit/refund
document, credit memo, and a credit non-cash document that is awaiting use. Open receipts (before
receiving paymenty/payment documents

5 Is a document that has already been used in parts
= Close I$ the document that opens the receipt (before receiving the payment)
= Cancel IS the document that was canceled. No more applications can be used
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The steps of saving the invoice

hl. The user can save the bill by pressing the "Accounting™ menu > "Account Receivable” > "Billing Note"
as shown
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2. The system will display the bill of lading screen. Users can create new billing by pressing the “New"
button on the top right of the program screen

< Billing Note New  + ‘
All Billing Note ™ Q || e a8 7 u Action ~
Doc. Date Doc. No. AR. No. AR. Name Receipts Da... Total Amount Status Owner
# B 03/04/2020  BN630403-000 A6209-001 andlmi 03/04/2020 14,739.25 Open dasz Fasding -
# B 06/03/2020 BN630306-000 AB209-004 a59la diim 26/03/2020 67,945.00 Close Hasz Ansdin
# B 06/03/2020 BN630306-001 A6210-010 anuladwavhi S1da 06/03/2020 1,070.00 Close fasz Ansain
s B 27/02/2020 BN630227-000 AB209-00056 ninaTan Tawm 27/02/2020 69,550.00 Open UUA LUATATN
/ B 20/02/2020  BN630220-000 A6208-00056 niwlas lae 20/02/2020 535.00 Close dase AnTdAIN
# B 07/02/2020  BN630207-000 A6209-005 a0 A1fim 27/02/2020 535.00 Close dasy InTaing
# B 27/01/2020  BN630127-000 A6210-007 Tlsziarhi WBnida $dm 27/01/2020 5,000.00 Close Sasr Sasdin
# B 24/01/2020  BN630124-000 A6209-002 aa9 24/01/2020 68,480.00 Close dasz Fasding
# B 21/01/2020 BN630121-000 AB209-004 a59la diim 21/01/2020 9,523.00 Open Support Account
/ B 16/01/2020 BN630116-000 Ccus-119 wnnmsidih 16/01/2020 19,043.86 Open waun duitdos
/ § 10/01/2020 BN630110-000 A6209-006 wadus $1in 09/02/2020 26,750.00 Open fasz Ansain
/ B 20/12/2019  BN621220-000 A6210-010 aawlavwavhvi S1in 19/01/2020 126,795.00 Open dase AnTdi
A B 22/11/2019  BN621122-000 A6209-001 and i 22/11/2019 3,263.50 Close dasy InTaing

LI o 2 03 v M 20 v | Items per page 1 - 20 Items From 55 Items [}
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3. Inthe "Basic Data" Bar is a detailed record of the hill of lading, such as the customer account, document
number, document date, etc. The user should fill in a form marked with "« as shown in the image

N

< New Billing Note

Detail Note & Attachment
09/04/2020 |

BNG30409-000 @ *Doc. Date

#AR. No. AG208-004 Q  *Doc. No.
Custorner Name 1SN A3sla drdie Credit (Day) 10 * Receipts Date 19/04/2020 B
Document + Add Doc. [
Doc. No. Doc. Date Invoice No. Doc. Type Due Date Amount Balance Billing Note Amount

Total 0.00

4. Inthe document Bar Users can add multiple billing documents by pressing the "+ Add Doc." button

< New Billing Note

Detail Note & Attachment
09/04/2020 &

AB209-004 Q  *Doc. No. BN630409-000 Q. * Doc. Date
10 * Receipts Date 19/04/2020 &

S a3ala driim Credit (Day)

Customer Name
+ Add Doc. ]

Document

*AR. No.

Balance Billing Note Amount

Doc. No. Doc. Date Invoice No. Doc. Type Due Date Amount
-

Total 0.00
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5. The system displays a list of document information waiting for the creation of all invoices, such as
document category, document date, documents number/invoice name, Accounts receivable. The user selects
the document to which the ill of lading is to be created

Select Document X

Q
Doc. Type Doc. Date Doc. No. Invoice No. AR. Name Amount Balance
¢  Credit Note 06/04/2020 (CN630406-0... CN200406-0.. =%4la #vdim -1,000.00 -1,000.00
Credit Sale 06/04/2020 INV6304-0001 IV200406-001 a%4la 5vfim 5,000.00 5,000.00

< o 3 > 20 v (V]

6. Inthe "Detail" bar, the system refers to the customer address information that the user has set up a
customer's address information from the beginning. Users can edit the information in this section, such as
taxpayer numbers. The person responsible for the Department of responsibility, etc.

M Note & Attachment

Billing Information

Billing Address 287 .5 a.dunsaian a.dunsi a.doa i Tax ID Branch No. | dhifnaruivai

Phone Fax

Sale Information
* Owner EMP-Admin Q | dasz Gesaing Cost Center Q

Department DEP-001 Q  waunweTulafarsauna Internal Order Q
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7. Inthe "Note & Attachment" Bar is to specify the end of the bill, the user can specify the required notes
by pressing the button"+" > "specify the required details">" v Set to form remark” In case the end of the bill
has more than 1 or more to be shown in the end of the form > "~ To save the data as a result

Basic Data Detail Note & Attachment
Note List AR A
No Note
[dx 1

wagtanaslueia saadiudi 31/03/2020

+ Note: the symbol " #"and" # "is to scroll the message up or down according to the user
+ Note: If a user has other documents to be referenced in the bill, the user can"Add files"other documents

8. Users can press the "Preview" button at the top right of the program screen before saving the billing document
to validate the information. As shown

m

Preview Billing Note X

(00 K ¢ [ 1> 3 %

Branch issued BILLING NOTE : Head Office Page 1/1
Prosoft CRM LTD., co
« 287 W s Awadunselioo Sunadumsw duiiadoilnd s0210 T 02402 8068, 081-359 7689
B saleiprosoftibiz.com 1awM5z T WINIFONTH 0505557001854
PROSOFTCRM

BILLING NOTE
AR.No.  AG209-004 Doc. No. BNG30409-000
AR Name 13t 33410 1iia Doc. Date 09/04/2020
Branch  dninamlug) Tax ID Receipts Date  19/04/2020

Address 287 1.5 a.@m30iTou a.dumw v.doa ] Payment terms 1320031

Tel. Fax.

Receive the bill for checking the items below is correct.

No. Doc. No. Doc. Date Doc. Type Due Date
1 |INV6304-0001 06/0412020 |Credit Sale 01010001

Amount Bill Amount

5,000.00 5,000.00

ebsite : www.myaccount-cloud.com
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9. After the user checks the information, press the "Save" button at the top right of the program screen to
save the billing information. The records can be divided into 4 formats;
= save 15 10 Save the bill normally. Available data show that the record is complete
= Save Draft {0 Save a draft document. When a user logs billing system will then display the save
draft bill immediately

= Save & New t0 5ave and open a new billing records. When a user records a drop. The bill already
The system will display documenting invoices immediately

= Save & Close £0 5ave and return to the list of invoices. When a user records a drop. The hill already
Will be added to the list of all invoices promptly

[ 1 save Draft
D Save & New

I [ Y save & Close |
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To verify the status of invoices
1. Users can confirm the status change bill by pressing a button. "Choose the items you want to change
billing status 1"> "Action"> "Change Status" will show Pop - up to the user to verify the status of invoices
Status change conditions are as follows :
= Status Open a Cancel button

= Status , Close, Cancel can not be changed from the original. Since the document's reference
to other documents are closed or canceled already

All Billing Note ~ ~ Q || e [~V |

Doc. Date Doc. No. AR. No. AR. Name Receipts Da... Total Amount Status ¢ Copy

[Covwms ]
/B 23/08/2019  BN620823-000 CENTERP uSn fawidan $1dn (@, 04/01/2020 155,400.00 Open | Assign
Z B 15/07/2019 BN620715-000 CUS-005 “lawan d1im 14/08/2019 55,000.00 Open unua LuATAIN

v /2 B 26/06/2019 BN620626-000 CUS-009 simanssal uiw@ 26/06/2019 16,050.00 Open ugua LuEsAINN |
Z B 15/05/2019 BN620515-000 CUS-005 “lawau e 15/05/2019 45,000.00 unua LUATAITN
# B 01/05/2019 BN620501-000 Cus-039 winasluih die 01/05/2019 18,665.08 Close ufua LuAsEI

€ Change Status Confirmation X

Confirm change Billing Note status

Do you want to change billing note status no. BN620626-000

Current Status Open
New Status Cancel v
* Reason

Save Cancel
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The open invoices by reference documents for the loan

1. The user can open invoices. According to documents obtained by selling credits by pressing the "Sales">

"Creqit Sale" on Figure
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2. The system will display the list of loan sales. The user must select documents for loans with status "Open”

or " s shown
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< Credit Sale New  +
All Credit Sale  ~ Q a 7 | 0 Action ~
[ Doc. Date Doc. No. Customer No.  Customer Name Total Amount Status Invoice No. Ref. Sale Order Ref. Qut
v 4 B 07/04/2020 INV6304-002 A6211-017 1iEn Inaegnguaweas ... 17,376.80 Open Iv200407-001 ~
[ # B 07/04/2020  INV6304-003 A6210-013 1 mpdueilagns 8,025.00 Open IV200407-002
[ # B 06/04/2020  INV6304-0001 A6209-004 15N a39la drim 5,000.00 Open IV200406-001 ABC-060463/00...  QT-04-(
[ # B 03/04/2020  Iv200403-001 A6209-001 uiEw ane i 14,739.25 Close Iv200403-001 ABC-130263/00...
/B 02/04/2020 INV6304-00211 00001 viEw Taseravhi laiila 4. 69,550.00 Open Iv200402-001
[ # B 30/03/2020  INV6303-003 00001 s Tilswavhd ladita 4. 64.20 Open IV200330-001
[ s B 30/03/2020  INV6303-004 00001 1 Talsmav laitla .. 107.00 Open Iv200330-002
[ / B 12/03/2020  INV6303-002 AB209-00056  wan. nielar Taw 1,955.43 Close Iv200312-001 ABC-120363/00...
[ # B 09/03/2020  INV6303-001 A6210-015 15 % duuds A wide .. 37,450.00 Open IV200309-002
[ # B 06/03/2020  INV63003-001 A6209-004 15 2391a drfm 51,895.00 Close IV200306-0001 ABC-060363
[ Z B 27/02/2020  INV6302-008 A6302-050 uiEw A Avin 65,000.00 Open Iv200227-001
/ B 21/02/2020  INV6302-007 A6211-020 gala TEAT waus daid... 5,350.00 Open Iv200221-001
: # & /022000 TNVAIN?-NNA ARPNQ-NNNSA  wan nitalad Taa 535 0N Clnse TV20Nn720-nn1 : T
\4«02345 L 20 v = page ems Fr 77 Ite <
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3. Then, the user presses the “Action" on the top right of the screen. Then select the "Create Billing Note"
will show Pop - up to the user to confirm open invoices Figure

< INV6304-00211 T = -
Info | History | Activity | Status : Open ’ "6 m
Create Billing Note |

Detail Deposit VAT Post GL Note & Attachment Create Pre-Receipt

Create Receipt

* Customer No. 00001 Q  *Doc. No. INV6304-00211 Create Credit Note 2020
Create Credit Note Payment
Customer Name 1S Tilsriavi ladila i * Invoice No. IV200402-001 Create Dehit Note 2020
Contact Q  Credit Start Date 02/04/2020 ]
Copy
Contact Receipts Date B Cancel Invoice
Instead Invoice
Sale Order No. Q  Sale Order... PO No. Inactive Invoice
Ref. Quotation Q Assign
Item
No. Item No. Item Name Unit Inventory Location Qty. Price/Unit Discount Amount
1 NFO7E4104923  sadnsenuaus HONDA ~ 100 000001 000022 1.00 65,000.00 65,000.00
$u NSS300AL TH & waa-1m
sinatanLAsas NFO7E-4104923
winaanie MLHNFO77205104923 e
Total 65,000.00
Trade Discount 0.00
Deposit Amount 0.00
Before VAT Amount 65,000.00
Base VAT 65,000.00
Value Added Tax SO-EX7 7.00 4,550.00
Total Amount 69,550.00

@ Create Billing Note Confirmation X

Confirm create billing note

Do you want to create billing note ?
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4. When the Confirm open invoices already. The system will display the form for creating invoices and
customer information was derived from loan sales documents automatically, the user should complete the form
marked "«"to complete the picture

Detail Note & Attachment

*AR. No. 00001 Q, *Doc. No. BN630409-000 @ *Doc. Date 09/04/2020 |
Customer Name uiEn Tilswavii laila e Credit (Day) 10 * Receipts Date 19/04/2020 )
Document + Add Doc. §
Doc. No. Doc. Date Invoice No. Doc. Type Due Date Amount Balance Billing Note Amount
INV6304-00211 02/04/2020 1vV200402-001 Credit Sale 69,550.00 69,550.00 69,550.00
Total 69,550.00
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The bill According to documents recovered, debt reduction

1. Use to open invoices. According to documents recovered, reduced debt by pressing the "Sales">
"Credit Note" as shown in Figure

Prosoft CRM LTD,, co (USGN A29&w 911ia) B ?2 0 asszdessine ’ [0}

8
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- = ® = ® Z= #®
= 5 “
W Inventory & @ gFB @ d @ L-g@ @
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& ey # Fe © EE: ® ZH O
ot ) L LT &
g0 © s © @ s ©
balie:Y]
Cash Sale Credit Note Credit Note (Payment) Debit Note
Q Approve Center
# Dashboard
" Report

A Audit & Internal Control

' Setting

2. The system will display a list of rebates, debt reduction, users must select the document recovery, reduce
debt. Status "Open™ or "~=r1:2" is shown in Figure

< Credit Note New  +
All Credit Note ™ Q|| oo a8 72 0 Action ~
Doc. Date Doc. No. Original Invoice No.  Customer No. Customer Name Total Amount Status Owner
Z B 06/04/2020 CN630406-000 IV200406-001 AB209-004 1580 a3ela Fm 1,000.00 Open UOUA WMATATI =
# B 03/04/2020  CN630403-000 (CS-200403-002 A6209-001 wSsEn gndr v 762.38 Open Sasz Sesaine
Z B 06/03/2020 CN630306-000 IV200306-001 AB210-007 i Tussavd WEndise 4. 9,695.27 Open Sasz Snsaing
s B 22/12/2019  SRe611222001 V611205001 CENTERP i 13 faudau dada ... 25,900.00 Open UOUA WATATI
Z B 20/12/2019 CN621220-0001  IV191220-001 AB210-010 1580 aaulavivavyi $im 69,550.00 Open Sasz Snsaing
Z B 25/11/2019  (CN621125-000 A6209-002 11 nauasin 267.50 Open ugua wasaing
/ B 08/11/2019  (CN621108-000 V191108-001 A6209-004 18w a%9la driim 133.75 Close Sasz Sesaing
Z B 25/10/2019  CN621025-000 A6209-002 11 nauasin 192.60 Open Aasz Smsaing
Z B 25/10/2019  CN621025-001 A6209-004 18w a%9la driim 9,523.00 Close Sasz Sesaing
s B 21/04/2019  CN620421-000 1V190720-001 CuUs-039 1580 wuns vl dade 9,469.50 Open Aasz Smsaing
Z B 25/03/2019  CN620325-000 CUS-00018 éhatins 321.00 Open ugua wWasaing
s B 07/02/2019  CN620207-000 V190207-005 CUS-081 1850 mafiadedria 12,840.00 Close dasz Sesaing
Z B 06/12/2018 CN611206-001 V181204-002 CUS-007 1idw waa.fadufnaaail.. 214.00 Open Sasz Smsaing

o 1 o 34 Nl 20 v |Items per page 1 - 20 Items From 27 Items =~ &
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3. Then, the user presses the “Action" on the top right of the screen. Then select the "Create Billing Note"
will show Pop - up to the user to confirm open invoices Figure

< CN630406-000 ;| = ) .
Info | History | Activity | Status : Open s e

Create Billing Note
Detail VAT Post GL Note & Attachment Create Pre-Receipt

Create Receipt

* Customer No. AB209-004 @, *Credit Note No. CN630406-000 * Crey /2020
Copy
Customer Name uiHn a%la d1im * Invoice No. CN200406-001 *Inve  Cancel Invoice /2020
- Inactive Invoice
Contact AmTud Q Credit Start Date 06/04/2020 Crex
: Assign
PO No. PO Date Receipts Date Delivery Date T
Original Doc. No INV6304-0001 Q Original Invoice No.  TV200406-001 Original Invoice Da...  06/04/2020
Type Receipts Goods Reduce Debt
Ttem
No. Item No. Item Name Unit Inventory Location Qty. Price/Unit Discount Amount
1 ABD.375-2-1.3  himewiswelssil AB 0.375x2x1.3 000 001 00001 1.00 5,000.00 1,000.00
Old Invoice Tax Amount 5,000.00 Difference 1,000.00
Correct Amount 4,000.00 Trade Discount 0.00
Before VAT Amount 1,000.00
Base VAT 0.00
Value Added Tax SO-EX7 7.00 0.00
Total Amount 1,000.00

@ Create Billing Note Confirmation X

Confirm create billing note

Do you want to create billing note ?
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4. When the Confirm open invoices already. The system will display the form for creating invoices and
customer information are hased on the documents recovered, debt reduction, users should automatically fill in
forms with an asterisk "«" to complete the picture

Detail Note & Attachment

* AR. No. AB209-004 Q| *Doc. No. BN630409-000 Q  *Doc. Date 09/04/2020 ||
Customer Name SN a39la dnim Credit (Day) * Receipts Date 09/04/2020 =
Document + Add Doc. L]
Doc. No. Doc. Date Invoice No. Doc. Type Due Date Amount Balance Billing Note Amount
CN630406-000 06/04/2020 CN200406-001 Credit Note -1,000.00 -1,000.00 -1,000.00
Total -1,000.00
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Making a bill by credit non-stock documentation

1. Users can open a bill by using the credit non-stock document by pressing the “Accounting” menu > "Account
Receivable" > "Credit Sale Non-Stock" as shown in the form

"B Prosoft CRM LTD, co (USUN @oo& 911a) 2?2 £ &msdessin . [0}
= myAccount -
Gt heoountng
EJ H .
ome Accounting Work Flow
% Sales —

= purchase Accounts Payable  General Ledger
I Inventory

= O = @ s © &= o
#g ®HE H8 &6

B Cheque & Bank Credit Sale Non-Stock Billng Note Pre-Receipt Receipts

BB Petty Cash

2 crM

# @®
g0 ©

AR Beginning Balance

& Approve Center

# Dashboard

© Report

Q. Audit & Internal Control

9 Setting

2. The system will display the credit list screen. The user must select a credit non-stock document with the
status "Open" or =112, As shown

< Credit Sale Non-Stock New +
All Credit Sale ... ™ Q | e = VN | Action -
Doc. Date Doc. No. Customer No.  Customer Name Total Amount Status Invoice No. Ref. Sale Order  Owner
Z B 07/02/2020 AR630207-000 A6209-005 WS 2paed drdm 535.00 Close AR630207-000 Sasz Sesa
Z B 24/01/2020 AR630124-000 A6209-002 $u wauasih 10,000.00 Cancel ARG30124-000 Sasz desa
¥ 4 B 24/01/2020 AR630124-001 A6209-002 U euadi 10,000.00 Open Setsz dnsd
# § 10/01/2020 AR630110-0001 A6209-006 WS adua e 26,750.00 Close AR630110-0001 Sasy Josd
# B 02/01/2020 AR630102-000 AB209-00056  andd 2,140,000,0... Open ARG30102-000 UOUA LGS
Z B 20/12/2019 AR621220-0001  A6209-004 wstn asela diim 3,210.00 Close AR621220-0001 Sesz Ansd
A B 22/11/2019  AR621122-000 A6209-004 1560 a%ala e 3,745.00 Close AR621122-000 aisy Josd
# B 08/11/2019 AR621108-000 A6209-004 win a%ela ddim 5,000.00 Close ARG21108-000 dasz desa
# B 20/09/2019 AR620920-000  A6209-002 % Ieuadzh 21,400.00 Close AR620917-000 YA LUAT
Z B 26/06/2019 AR620626-000 Cus-101 AAL LFET 6,000.00 Open AR620626-000 FIGHEREIH
# B 25/06/2019 AR620625-000 CUsS-033 AL a52WIA 1,070.00 Open ARG20625-000 UOUA LUAT
/Z B 30/04/2019 AR620430-000  CUS-039 15F s i e 32,100.00 Close AR620627-000 LTGHEREITH]
\‘ # @ 30/04/2019 AR620430-001  CUS-039 wTEHN s wih sinm 32.100.00 Close AR620430-001 uaua Lu(:li v

L “ 0 2 L] 20 w | Items per page 1 - 20 Items From 37 Items (]
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3. Then, the user Press the "Action” button at the top right of the program screen and select the "Create
Billing Note" command. The system will display POP - up to let the user confirm the opening of the bill as shown

< AR630124-001 T = - ;
Info | History | Activity | Status : Open /7 8

Detail Deposit VAT Post GL Note & Attachment Create Pre-Reciept
Create Reciept

* Customer No. A6209-002 Q  *Doc. No. AR630124-001 *pog  Create Credit Note 7059
Create Debit Note
Customer Name 1 mauasih Invaice No. C  Inw /2020
) Copy .
Contact d1ma vauwaa Q  Ship No. Shig )
Cancel Invoice
PO No. PO Date Credit (Day) Req  Inactive Invoice
Assign
Ref. Sale Order Q
Income
No. Income No. Income Name Description Amount
1 0001 seldannisuinig Taldvinng 10,000.00
Total 10,000.00
Trade Discount 0.00
Deposit Amount 0.00
Before VAT Amount 10,000.00
Base VAT 10,000.00
Value Added Tax SO-NO 0.00 0.00
Total Amount 10,000.00

© Open Billing Note Confirmation X

Confirm create billing note

Do you want to create billing note ?
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4. Once the user has confirmed the opening of the bill of lading. The system displays a il of lading form

screen and automatically displays customer information that is referenced from the credit non-sales document. The
user should fill in a form marked with "+" as shown in the image

Detail Note & Attachment

*AR. No. AB209-002 Q *Doc. No.

BN630409-000 @ *Doc. Date 09/04/2020 B
Customer Name 37 anasth Credit (Day) 10 * Receipts Date 19/04/2020
Document + Add Doc. §
Doc. No. Doc. Date Invoice No. Doc. Type Due Date Amount Balance Billing Note Amount
AR630124-001 24/01/2020 Credit Sale Non-Stock 10,000.00 10,000.00 10,000.00
Total 10,000.00
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To download the print and email invoices

1. When a user creates invoices finish. | want to download and print or email. The user presses the "&="
button on the top right of the screen. The details screen billing Figure

2. The system will display the billing form. The user can select the button "Download" "Print" or "Send Email*
on the top right of the screen. According to user needs immediately following

Preview BillingNote Form-BillingNote

Status # Download &= Print = Send Email |

QO IK < 1 |oft > > G |

Branch mssued BILLING NOTE : Head Office Page /1

\
¢ Prosoft CRM LTD., co
287 Wi s animdunientao Sunadumsw Saniadealnd so210 s 02-402-8068, 081-359-7689

Bid saletiprosofiibiz.com a5z 8 FIRFME 0505557001854
PROSOFTCRM

BILLING NOTE
AR. No. A6209-002 Doc. No. BN620927-000
AR Name 311 10983951 Doc. Date 27/09/2019
Branch  dninamihim) Tax ID Receipts Date  28109/2019
Address Payment terms 71307171
Tel. Fax.
Receive the bill for checking the items below is correct.
No. Doc. No. Doc. Date Doc. Type Due Date Amount Bill Amount
1 |TV620927-000 27/09/2019  |Credit Sale 28/09/2019 9,619.30 9.619.30

+ Note: The hilling documents are in the form of extension. Pdf.
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