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Petty Cash Request  

Refers to the recording of a cash deposit that may allow the employee to make a cash deposit. Save the 
picking list before with a cash settlement to an employee, it may be referred to as a cash payment document again

 

The record of the sub-cash request window  

The Save window will divide the data into two sections : 

 Tab Basic Data is to record details. The cash can be received in the bank. The sub-account document 
date. The amount of the receipt  

 Tab Note & Attachment is to record the details of the transaction text. Note and Conditions   

The document status details of the sub-cash request 

Cash Payment Document Status There are two status

 Pending is the cash payment document that is saved in the system. To pay for the sub-cash later 

than the payment.

 

 Paid is the sub-payment document is based on Sub-paid lines have already been completed. 
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Petty cash recording procedure  

1. The user presses a button "Petty Cash"> "Petty Cash Request" as shown in Figure. 

 

 

2. The system will then display a list of documents requested to pay cash. Users can create documents 
for payment. Fresh small new device by pressing the "New" button at the top right of the screen shown in Figure.
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3. In the Tab "Basic Data" is to save the details of the documents requested to pay cash include the 
document number, date, document the cash. sub-code employees can select the charge by pressing the "+ 
Select Expense" stated the amount of notes and more. Users should fill in the form marked "*" are required 
Figure.

 

 

4. Option to choose a tax code in each expense item. The system calculates the base Tax on items that 
are not only choose Option.
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5. The user can choose a tariff that appears in the documents by the tax, according to data by the user is 
working. "Having the data input tax" on the default form.

 

 6. In Tab "Note & Attachment" is a record of notes note the list of conditions and attach additional document,  , 
files. Users can specify the notes you want by pressing the "+" button> "specify the details"> "  Set to form remark"

Used in cases where the end of the bill has more than one or more items to be taken. As shown in the End document

form > "     " is the data as the image.

 

* Note: the symbol "     "and" "is to scroll the message up or down as required by the user

* Note: If the user wants to edit the original information by pressing the"     " to make the correction

* Note: If the user wants to erase the original data by pressing the" "to erase the data

* Note: If the user has other documents to be referenced in the cash payment document. Users can 
"Add Files" other documents 
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7. In Tab "Define Field" is a record of information that users have created. Fill in additional information 
manually Define Field will have 5 types : 

 The Text Box is a small display of data erector that a user can fill in an unlimited number of 
characters and fill only one line of information

 The Text Area is a large display of text box formats that users can fill in an unlimited number 
of characters and fill  

 The Dropdown format is to display the option format information that the user can customize the 
options in the "Setting" menu > "General"> "ENUM"

 Date format is to display the data format of date, month, year 
 Time format is the time format information display

 
 

8. After the user has completed the information, press the "Save" button at the top right of the program 
screen to save the cash payment document information. There are 3 types of records:  

 Save is a record of the sub-cash payment document. It is normally ready to display the 
recorded information 

 Save & New is a request for a cash payment document and open the Record screen. Request 
a new cash deposit now  

 Save & Close is to save a cash payment document and return to the list screen. Documents for 
all cash payments immediately
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Copying documents petty cash 
 
 Copying documents petty cash is to copy the documents received cash. In case the user to create new 

documents, cash and small details do not change. To help reduce the time to create documents. The user can 

copy documents. How to copy petty cash follows:

 

 
1. The user selects the document receiving cash to copy the document, then the user presses the "Action"

> "Copy" will show Pop - up to copy the diagram

 * Note: If users want to edit the data store by pressing the "     " button to edit

 

* Note: If the user wants to delete the data store by pressing the "     " button to delete the data
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According to the documents would pay cash to pay cash documents 

  According to the documents requested to pay cash. Paying cash to a document that is a way that minimizes 
the time. To create a new document, pay cash. And allows data processing of cash is contiguous with the reference 
method are as follows :

1. The user selects the document requested to pay cash at a "Pending" only Figure.

2. Then, the user presses. the "Action"> "Create Petty Cash Payment" will show Pop - up document to 
confirm paying cash form.  
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