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Petty Cash Payment

Means to pay cash to employees. Recording can pay cash accounts and posting (Posting) accounted for the General
Ledger (General Ledger)

Windows to save paying cash

Save data window is divided into 6 sections :

" Tab Basic Data IS [eCOrded detailed information Cash paid documents including Document Number
Document Date petty cash account. The amount paid etc

= Tab VAT IS t0 record the details. VAT

= Tab WHT IS t0 record the details of tax deducted at source

" Tab Post GL IS 10 record transactions. To Ledger

" Tab Note & Attachment IS 0 1ecord the details. Description of Notes and conditions

Tab Define Field is the data that users generate more forms to fill out manually (Tab Define Field will

only appear if it is set Define Field only)

Steps to save the cash payment Document

1. The user makes the selection of the "Petty Cash" Menu > "Petty Cash Payment" as shown.
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2. The system displays the cash Payment Document List screen. Users can create new sub-payment documents
by pressing the "New" button at the top right of the program screen.

< Petty Cash Payment New  + ‘
Q || e a8l s n Action ~
Doc. Date Doc. No. Ref. Request No. Petty Cash No Petty Cash Name Amount Post GL
2 B 02/12/2019 PCP621202-0001 PC601215-001 ‘Jdlﬁuﬁmﬂ'auuuunﬁ'ﬂgﬁ 1,570.00 ] -
| 29/11/2019 PCP621129-000 PCAG21129-000 PC62112%-000 WiadnldHnaanuas 6,070.00 v
& B 25/10/2019 PCP521025-000 PCA621025-000 PC621025-000 nduandasldiimfmiuniauag... 3,745.00 *
s B 11/10/2019 PCP621011-000 PCAG21011-000 PC621011-000 ATldR AL IAL TS N AUET 5,350.00 ]
| 20/09/2019 PCP620920-000 PC620920-000 dsnauiandn 4,210.00 v
& B 24/06/2019 PCP620624-000 PCAG20624-000 PC620624-000 dadinduaatan 500.00 <
s B 08/02/2019 PCP620208-000 PC620208-000 Wuaadao-Tasandud 500.00 4
| 24/10/2018 PCP611024-000 PCAG11024-000 PC610703-000 [SHETHEHE "n_lv{u' 1,040.00 v
& B 27/09/2018 PCP610927-000 PC601215-001 :dlﬁuﬂma'auuuunﬁrgii‘ 1,070.00 ]
s B 27/09/2018 PCP610927-001 PC610426-001 test 1,070.00 #
e | 16/08/2018 PCP610816-000 PC610816-000 uaatan 80.00 v
ra | 16/08/2018 PCP610816-001 PCA610816-000 PC610816-000 LJuamtan 380.00 i
s B 14/07/2018 PCP610714-000 PCAG610714-000 PC610714-000 Guandamiatl 20,000.00 #

5 402 bk 20 9w [¥]

3. Inthe "Basic Data" Tab, is the record details of the cash payment document, The user should fill in a
form marked with "*" as shown in the image.

VAT WHT Post GL Mote & Attachment

= Doc. No. PCP630406-000 Q. ~Doc. Date  06/04/2020 * Petty Cash PCE01215-001 Q| adudadasununiad
Petty Cash Request PCA621011-001 Q. »aviudmdasunundyd Employee No 001 Q| deiu Suda
Detail
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4. InTab, select an expense. Users can add multiple expenses by pressing the "+ Select Expenses” The
system will list all expense information, such as expense code, expense name. Note, as a result, users select the
expense item as needed.

VAT WHT Post GL Note & Attachment

* Doc. No. PCP630406-000 Q| *Doc. Date | 06/04/2020 * Petty Cash PCB01215-001 O ssduantoousuniied

Petty Cash Request PCA621011-001 Q  1aduaadanusndod Employee No 001 Q| dweu fysuda

Detail

Expense List + Select Expense | T Insert Expense W

| MNo. Expenses No. Expenses Name Account No. Account Name Cost Center Internal Order Amount Remark Free Tax

11 0002 Q| Alwdn 53300002 Electricity Expenses Q Q 5,000.00
# 001 Q. Stationery Expense | 53200001 Stationery Expense Q Q 2,000.00 L

Total 7,000.00

Before VAT Amount 7,000.00

Base VAT 5,000.00

Value Added Tax PO-EX8 ¥ 7.00 350.00

Witholding TAX 0.00

Total Amount 7,350.00

Select Expense X

Q
Expanse Mo. Expense Name Remark
' 0001 AT B
v 0002 Al
00056 AridEne.....
0o1 Stationery Expenses
0010 Wwdau

« Note: In case the expense code has a lot. The user can type the expense code. Name, expense, and other
information in the Search list box.
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5. Users can assign Cost Center in order amount. Note and tax calculator of the above expenses.

Expense List + Select Expense = S Insert Expense W

No. Expenses No. Expenses Name Account No. Account Name Cost Center Internal Order Amount Remark Free Tax

L 0002 Q| it 53300002 Electricity Expenses ~ BUO2-DEPOT: 0001 Q 5,000.00 =

2 00 Q Stationery Expense 53200001 Stationery Expense BUOZ-DEPOT: 0001 Q 2,000.00

6. Users can insert expenses hetween other expenses. Select 1 Expense ling and then press the "Insert Expense”

button > "Select the expenses that you want to insert Add" The system will display the added cost on the top of the
selected item.

Expense List + Select Expense | = Insert Expense W

No. ExpensesNo.  Expenses Name Account No. Account Name Cost Center Intemal Order Amount Remark Free Tax
1 0002 Qs 53300002 Electricity Expenses  BUO2-DEPOTY 0001 Q 5,000.00 ¢
@ 2 001 Q| | Stationery Expense | | 53200001 Stationery Expense |~ BUOZ2-DEPOT 0001 Q 2,000.00

Expense List + Select Expense | =i InsertExpense W

No. Expenses No. Expenses Name Account No. Account Name Cost Center Internal Order Amount Remark

Free Tax

L 0002 Q| | Flvi 53300002 Electricity Expenses | BUO2-DEPOD, | 0001 Q 5,000.00

2 001 Q| | Stationery Expense 53200001 Stationery Expense BU0O2-DEPOT, 0001 Q 2,000.00

T 0002 Q| | AW 53300002 Electricity Expenses Q Q 0.00

7. The system will include the total amount of costs.

Total 7,000.00
Before VAT Amount 7,000.00
Base VAT 7,000.00
WValue Added Tax  PO-EX8 v 7.00 490.00
Witheolding TAX 0.00

Total Amount 7,.490.00
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8. Users can select the taxes that appear in the final hill.

PO-EXY

Total | PO-NO7 7.000.00
Before VAT &mount | NO-EXT 7,000.00

DOP-EXS
Base VAT NOP1-EX7 7.000.00
Value Added Tax || PO-EX8 v 7.00 490.00
Witholding TAX 0.00
Total Amount 7.490.00

9. Inthe "VAT" Tab, it is a record of VAT details. Users can add or edit value-added tax information by
pressing "+" key to add value-added tax information or "~ " to make corrections by the system. The user has set up
tax from the "Payables Setup" and "Purchase duty Setup" and the system automatically calculates the tax as an image.

Basic Data n. WHT Post GL Note & Attachment Define Field

VAT + £ 0
Invoice No. Invoice Date Description Base VAT % VAT VAT Amount % Claimed Avg. VAT
) -
06/04/2020 Petty cash payment 7,000.00 7.00 490.00 100.00 490.00
-
Base VAT 7,000.00 VAT Amount 490,00 Avg. VAT 490.00
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Add VAT X

* Invoice No.
* Invoice Date 06/04/2020
* Payer No. Q
*Tax ID * Branch ...
* Description Petty cash payment
* Base VAT
FVAT PO-EX8 v 7.00
* VAT Amount 0.00
* 94 Claimed 100.00 & Use Average TAX
* Avg, VAT 0.00
* Period No. 4/2020 Q
Type Ordinary Filing v  “Time

10. In"WHT" Tab is to record the withholding tax. Used if the tax is deducted at the expense by pressing the
"+" button, the Withholding Tax logging window will be displayed. The user should fill in a form marked with "*"
and then press "+" key to create a tax entry. Withholding to "Select tax type" > "Enter the amount paid” >" +~ "in
order to save the data as shown.

< New Petty Cash Payment “

Basic Data VAT Post GL Note & Attachment Define Field
WHT Return s B
Doc. No. Doc. Date Month/Year AP. Name Amount WHT Amount

0.00 0.00
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WHT Return

* Doc. No. WHT200406-000 Q

* Doc. Date 06/04/2020 April 2020 * Period Mo, 442020 Q

* Payer No. AP-0000033 Q| uidn veudn tneesinenmans " Type Ordinary Filing v

*Tax ID 0105558186703 “Branch Head Office *Time

* Address 10200

*Type P.N.D. 53 r

* Payee Type withholding Tax *

WHT Return /0
WHT Name Section Tax Rate % Pay Amount WHT Amount

r X 3% auins Q 3 wsd asanad 3.00 895.00 26.85

Total 0.00 0.00

11. In'Tab "Post GL" is the recording via list (Posting) to the ledger (General Ledger) user can Post GL by
pressing the "Simulated" button. Users can add more accounts by pressing the"+ Select Acc™ button to add account
information. The description can be edited by pressing the "DOC. Info" button

< New Petty Cash Payment “

Basic Data VAT WHT Post GL Note & Attachment Define Field
Post GL Format GL-0028 Q. Petty Cash Payment PV - Payment Voucher Simulated Clear

Journal Entry

+ Select Acc. Spinsertace.| B ®
No. | Account No. Account Name Debit Credit|Cost Center  Internal Order Description Remark
1 | 53300002 @ evlvih 5,000.00 0.00 | BUDZ-DEFCQ 0001 Q
2 53200001 Q. FuATasdouuunsiud 2,000.00 0.00 | BUD2-DEt Q. 0001 a,
3 11110050 Q  Juasadas 0.00 7,490.00 Q Q
] 3
Total Amount 7,000.00 7,490.00
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12. In Tah "Note & Attachment™ is a record of notes, note the list of conditions, and attach additional document
filles. Users can specify the notes you want by pressing the "+" button.> "specify the details "> "v~Set to form remark”
Used in the case of the end of a bill with more than 1 or more to be shown in the end of the document form > *~"
to record the data as shown .

Basic Data VAT WHT Post GL Define Field
Note List s Elels
! Not

« 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 * " button to make the modification.
« 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.

13. Tab "Define Field" is data that users generate more forms to fill out manually Define Field which will
feature all five forms ;

= Data Format Text Box is a small text box. The user can not enter. A limited number of characters
And enter only one ling only

= Format Text Area is to display large text box model. The user can enter An unlimited number of
characters. And enter several lines

= Forms Dropdown is a display format options. The user can set the option in the menu "Setting">
"General"> "ENUM"

= Date format is the data format, date
= Time format is the data format.
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Basic Data VAT WHT Post GL Note & Attachment

Text Box Text Area
Dropdown Fusiall v Date
Time

14. After the users have checked all the information, click "Save" on the top right of the program screen to save
the petty cash documents. By recording data into 3 types ;
®  Save is to save the petty cash document normally Ready to show the recorded information

B Save & New is a document to save petty cash. While also opening the document recording screen to

set New petty cash immediately

B Save & Close is a document to record petty cash receipt. Ready to return to the document set screen

All petty cash bands immediately

D Save & MNew
[ 7 save & Close
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The copying petty cash

IS to copy documents to pay cash. If the user would like to pay cash, documents and details have been changed.
To help reduce the time to create documents. The user can copy documents. Cash subsidiary Here's how to copy
follows :

1. The user selects the document pays cash to copy the document image

< Petty Cash Payment New  +
Qe a8 7 0 Action ¥
Doc. Date Doc. No. Ref. Request No. Petty Cash No Petty Cash Name Amount Post GL
-
rd 2 B 12/03/2020 PCP630312-000 PCA630312-000 0001023 ArlgEnaarinsdvw 4,140.00 |

2 B 06/03/2020 PCP&30306-000 PC610703-000 tﬁuﬂmﬂaufﬁrgﬁ 5,350.00
2 B 07/0z/2020 PCPG30207-000 PC610714-000 Wudrbgamialy 5,000.00
/2 B 24/01/2020 PCPG30124-000 PCAG30124-000 PC630124-000 udrtan 5,350.00
Z B 10/01/2020 PCP630110-000 PC630110-0001 AnldF e AumMs T A Aud 4,570.00
2 B 20/12/2019 PCP621220-000 PC621220-000 Tadwiuessuuivand 1,267.50

« Note: If users want to edit the original data by pressing the " " button to edit
« Note: If the user. To delete the original data by pressing the " @ " button to delete

2. Next, the user presses the "Action"> "Copy" will show Pop - up to copy the document. Cash payment method

< Petty Cash Payment New  +

am SIE
Doc. Date Doc. No. Ref. Request Mo. Petty Cash No Petty Cash Name Amg

s B 12/03/2020 PCP630312-000 PCAB30312-000 0001023 anlgEnadrinsdwd 4,140 fesn
i Z B 06/03/2020 PCP630306-000 PC610703-000 Iﬁuﬁmiaﬂ-ﬁ'iyﬂ 5,350.00 i |
2 B 07/02/2020 PCP630207-000 PC610714-000 Wudndasiald 5,000.00
A B 24/01/2020 PCP630124-000 PCAB30124-000 PC630124-000 Wuantan 5,350.00
£ B 10/01/2020 PCP§30110-000 PC630110-0001 anlEaAnITuAT TR N Fus 4,570.00
s B8 20/12/2019 PCP621220-000 PC621220-000 Taidmiunessuuivandr 1,267.50

= Note: If users want to edit the original data by pressing the "~ " button to edit
+ Note: If the user wants to delete the original data by pressing the " ® " button to delete the data
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€ Copy Confirmation X

Confirm copy petty cash payment
Do you want to copy petty cash payment?

11

oK Cancel
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