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Purchase Credit Note 
 
 Means saving the return line and reducing the credit from purchases of goods or services as credits/cash. 

 
Result Make the debt reduce the Save Credit memos window

 
 Save data window is divided into 6 sections :

 Basic Data is saved profile data, documents, reducing debt, creditors are creditors code, document 
number, date of the document and the document etc.

 Detail is to save more of their customers. Including billing address Place of delivery modes of 
transport, responsible departments, etc.

 VAT is to record the details. VAT
 Tab Post GL is to record transactions. To Ledger
 Note & Attachment is to record detailed description Remarks conditions and attach additional 

documentation.

 Define Field is the data that users create a form to fill out more information on manually (Tab 
Define Field displays. when it is set Define Field only)

The records document to reduce debt.

 
 Record reduce debt Can record two formats :

 Document reducing debt. Without reference document for credit / cash purchase. The documents 
and other creditors.

 Document reducing debt. With reference document for credit / cash purchase. The documents 
and other creditors. The program retrieves information such as name, list of creditors, which is 
displayed in debt reduction accounts payable automation users updated by sending. 
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Description Documents reduce debt.

 
 Documents reduce debt with a total of 5 states

 Draft documents are reducing debt at a record figure, the user can save incomplete. Can be 
saved later

 Open the document is to reduce the debt rebuilt. Open documents or documents from buying 
loans / cash awaiting adoption papers reduce debt next.

 Partial document is to reduce debt with the field. To use some already

 Close the document is to reduce debt to pay off reference topper reduce debt. Believes the 
purchase / buy fresh. Already

 Cancel document is to reduce debt to be canceled. I cannot use it again.  
 
The document notes payable, debt reduction.

 
1. Users can save documents to reduce debt by pressing the "Purchase"> "Purchase Credit Note" 

as shown in Figure. 
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2. The system will display the list of creditors to reduce debt. Users can create documents, reduce debt, 
payables device by pressing the "New" button at the top right of the screen shown in Figure.

 

 

3. In the Tab "Basic Data" is to save the information document, reducing debt, such as code creditor number. 
The document on the document, the user should fill in the form marked "*" are required Figure.
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4. Tab catalog, users can add multiple items by pressing the "+ Select Item"system lists information such 
as Code Name Unit Price / Unit, and allow users to select items on Figure.

 

 
 

5. The system lists information such as Code Name Price / Unit as shown.
 

 
* Note: If the product is produced. Users can type in the product name, product name, unit and other information 

channels.  
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6. The user can define a warehouse. Storage of items and discounts for the product you want to return the 
debt reduction has shown.

 

 
 
* Note: In the case of product discounts. Users can customize the discount is 2 "full amount" and "percent"

 
7. Users can insert products between other products. By selecting 1 product item then click "Insert Item">

"Select the product you want to add" The system will display the product added at the top of the selected item as 
follows.
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8. The system will include the amount of the total offer in the end the bill Users can specify discounts. 
The amount and percentage form

 

 

9. The user can choose a tariff that appears in the documents. The tax information is based on information 
available as of the challenge "creditor data" or "data set tax" as shown in Figure.

 

 

10. In the Tab "Detail" detailed records of clients with Additional information, including the issuance of 
documents. Transport Information Purchase Information Billing Information Pay and other The system is based 
on information available to the creditors is set. Detailed information is available from the beginning of creditors. 
Users can modify information in this section. Including the means of transport department in charge of responsibility. 
And affect the stock. Users can choose whether to return the product to affect the stock or not shown.
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11. In the Tab "VAT" is a detailed record of VAT. The system displays the current value added tax as the 

main tax from recorded data. Users can add or edit the VAT by pressing the "+" button to add information. Value 
added "     " to make a change. The system will retrieve the user has set up a tax. "Setting payable" and "tax 
preferences" and the system will calculate taxes automatically, as shown in Figure
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12. In the Tab "Post GL" is to save the posting (Posting) to GL (General Ledger) people. Post GL can be used 
by pressing the "Simulated" user accounts can be added by pressing the "+ Select Acc" to add user accounts can

 modify explained this by hitting the "Doc. Info"
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 13. Tab "Note & Attachment" is to note the bill. Users can specify the notes you want by pressing the "+">

"specify the desired"> "     Set to form remark" used in the definition. Because the bill of over 1 and up to the 
present in the form > "      " to save



 

 
* Note: Symbol "     " and "     " to scroll the text up. Or according to user requirements.

* Note: If the user has other documents. According to the document, reduce debt, the user can "Add File" other 
documents.

 
14. In the 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 fill out a one-line format only. 

 

 Text Area is to display large text box model. The user can enter An unlimited number of characters.
And enter the pattern lines.   

 Forms Dropdown is a display format options. The user can set the option in the menu "Setting"

> "General"> "ENUM". 
 

 Style Date is the date format month year.  

 Style Time is the time.  
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15. Users press the "Preview" button before saving documents to reduce debt. To determine the accuracy 
of the information shown.

  
 

 
 

 
 

16. After the check is complete, press the "Save" button at the top right of the screen to save the document 
to reduce debt. The recorded data can be divided into 4 recording format is as follows : 

 

 Save to save the document normally reduce debt. Available data show that the record is complete.  
 Save Draft to save a draft document. When users save documents to reduce debt successfully. 

The system will display the document immediately reduce debt drafts. 

 Save & New to save and open documents log reduction in new debt. When a user logs Information 
Documents reduce debt successfully. The system will display the recorded document data immediately 
reduce debt.

 Save & Close to save and return to the list of creditors to reduce debt. When a user logs Documents 
already reduce debt. The system will display a list back all creditors to reduce debt immediately. 
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To verify the status of a document, reducing the debt you owe 
 

1. Users can confirm the status change documents, reducing debt by pressing "select reduce debt who want 
to change the status 1"> "Action"> "Change Status" system. Show Pop - up to the user to confirm the change. 

Documents reduce debt Status change conditions are as follows :

 Status Open, Partial changing the status Cancel button

 Status Close, Cancel can not be changed from the original. Because the document is closed or 
canceled already.  
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The assignment documents to reduce debt 
 
 Is to reduce the debt assignment documents. If the user wants to assign a document to a person, officer 
or other person responsible for the debt papers. The delegation 2 format : 

 

 Tab Employee is assigned a document to reduce debt payable to employees in the company. 
Or from Settings Staff at the "Setting"> "Company"> "Employees" 

 

 
 

 Tab Queue is the sort of documents assigned to debt payable to employees in the queue. Or from 
the Queue Menu "Setting"> "Company"> "Queue ".

1. The user selects a list of credit memo documents that need to be assigned as shown.
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2. Then, press the "Action" > "Assign" will show Pop - up to confirm the assignment document formats 
and Employee Queue shown.
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According to the document, reduce debt receipts, billing documents

 
  Is a reference document to reduce debt. To document receipts, billing it as a way to reduce the time to 

create. New billing receipt documents Information and help the sales process is continuous. By way of reference 
as follows : 

1. The user selects only the items of the credit memo document with Open, Approve, Partial status as in the picture.

 
 

2. Then, press the "Action"> "Create Bill Acceptance " system. Show Pop - up to confirm the creation. 
Document receipt billed.
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             Reference document to reduce debt payments to the document 

Documents provided to the payment method that reduces the time to create. Document preparation and 
settlement process allows the data acquired are contiguous. By way of reference as follows :

 
1. Select the document to apply for debt reduction with the status Open, Approve, Partial only Figure.

  
2. Then, press the "Action"> "Create Pre-Payment" will show Pop - up to confirmation building Documents 

prepared payment method.
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Reference of credit certificate   
 

In this study, the reference of debt document is a method to reduce the creation time of debt document. 
The results of this study are as follows.

 
 1. Allow users to challenge the creditor's selection and Open, Approve,Partial status, only partially as shown 

in the figure.

 
 

2. Then, the user presses the "Action" button and "Create Payment " will display a pop-up confirmation to 
create a payment file.
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Debt relief based on letter of credit

 
1. Users can reduce debt by viewing "Purchase"> "Credit Purchase".
 

 
 

2. system will display a trusted purchase list. The user must select an "Open" "Partial" or "Close" status, 
as shown in the figure.
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3. The user presses the "Action" button on the screen of the application, and then selects "Create Credit Note" 
the system will display a pop-up window for the user to confirm debt reduction.
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References to debt relief

 
1. Users can reduce debt by viewing "Purchase " and "Cash Purchase".
 

 
 

2. System will display a shopping list. The user must select an "Open" status.
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3. The user presses the "Action" button on the screen of the application, and then selects "Create Credit Notes" 
the system will display a pop-up window for the user to confirm debt reduction.
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Opening documents to reduce debt, creditors By reference to other creditors' documents.

 
1. The user can open the document reducing creditors debt. By referring to the documents to set up other 

payables by pressing the menu "Accounting"> "Account Payable"> "Credit Non-Stock". 

 

 
 

2. The system will display a screen for setting other payables. The user must select other creditors' documents 
with status "Open" or "Partial" only as in the picture.
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3. Then the user should press the "Action" button on the top right of the program screen. And select the 
"Create Credit Note" command. The system will display a pop-up to allow the user to confirm the opening of the 
documents to reduce the creditor's debt. 

 
 

 
 
 
 
 
 
 
 
 

Prosoft CRM Co., Ltd.

2571/1 Software Resort, Ramkhamhaeng Rd.Huamak, Bangkapi, Bangkok 10240 

Contact Tel : 02-402-6141, 02-402-6143-4    Email : support@myaccount-cloud.com   Website : www.myaccount-cloud.com

mailto:support@myaccount-cloud.com
mailto:support@myaccount-cloud.com
file:///E:/งาน/เอกสารทั้งหมด%20myAccount%20Cloud/เอกสารการติดตั้ง%20myAccount%20Cloud/www.myaccount-cloud.com
file:///E:/งาน/เอกสารทั้งหมด%20myAccount%20Cloud/เอกสารการติดตั้ง%20myAccount%20Cloud/www.myaccount-cloud.com
http://www.myaccount-cloud.com/
Prosoft
Rectangle

Prosoft
Rectangle

Prosoft
Rectangle



25 
 

 

Tel.:02-402-6141, 02-402-6143-4, 02-402-6561 Email: support@myaccount-cloud.com Website: www.myaccount-cloud.com  

Download, print and email documents to reduce creditors debt. 
 

1. The user has finished creating the credit discount documents, needs to download, print, or email have 
the user press the "      " button on the top right of the program screen. In the document details screen of the 
credit note. 

 
 

2. System displays the screen for the form of credit memo Users can choose to click "Download", "Print" 
or "Send Email" on the top right of the program screen. As the user wants immediately.

 

 
 
* Note: The creditor discount document file is in the .pdf format
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