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The petty cash (Petty Cash)

Means to save the petty cash. This is a cost-based management within a company or organization in each
department works. The company or organization, such as the cost accounting department, Sales department costs etc.

The Document of set up Pretty cash

The record IS divided into 3 sections :

= Tab Basic Data IS DeIn Saved. Other receivables document details include a pretty cash code, pretty
cash name, amount of pretty cash and account code etc.

®  Tab Note & Attachment IS {0 detailed note the transaction text. The conditions and attach additional
document files

" Tab Define Field IS {0 record the data that the user has created. Fill out additional information manually
(Tab Define Field is displayed only if the Define Field is set)

Step for saving the Petty Cash

1. Select the user to press the “Petty cash"> "Petty Cash" as shown in Figure

Prosoft CRM LTD., co (USGN G22enw iia)

(A
= myAccount

(3]
fleme Petty Cash Work Flow

[ Sales

Inventory w @)

! Accounting Petty Cash Petty Cash Receive Petty Cash Request Petty Cash Payment

@@
)
Il
®

L |

(6] ‘
®

T Cheque &Bank

o CRM

& Approve Center

# Dashboard

e oot

. Audit & Internal Control

',\et Setting

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


http://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
Sarayut
Rectangle

Sarayut
Rectangle


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

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

2

2. The system will then display a list of documents the petty cash. Users can create a new Set petty cash by
pressing the "New" button at the top right of the screen as shown below

< Petty Cash New  +
Q|| e PR | Action ~
Petty Cash No Petty Cash Name Amount Inactive

/2§ PC630323-000 PPRREP 9,000.00
ra | PC630313-000 Dird 17,000.00
P | PC630227-000 \Juamzay 30,000.00
| PC630212-000 tgkmkl 1,000.00
P | PC630124-000 \Juamzay 30,000.00
| PC630115-000 \udntay 30,000.00
# B PC630110-0001 anldEnodefuamstasandud 30,000.00
Z B PC621220-000 T niunessunivands 100,000.00

« Note: If users want to edit the original data by pressing the " ~* * button to edit
« Note: If the user wants to delete it by pressing " & " to erase

3. Tab "Basic Data" is to save the details, the document is petty cash. The details are as follows :

= Petty Cash Code is a document ID number is petty cash. To apply for classification Each document
IS petty cash. Users can set up a form of ID document number is petty cash to Setting> General> Running.

= Petty Cash Name is to specify a name for setting up a petty cash That helps to identify the usage.
= Amount is specifying the amount of money setting the petty cash.

= Account code is the selection of the relevant account code in daily postings (Post GL).

= Note is to specify additional user should do to fill, in form marked "+" to complete the picture.

Mote & Attachment Define Field

* Petty Cash No PC630402-000 Q

* Petty Cash Name Wudatasunun Sale

* Amount 5,000.00

* GL Account 11110050 Q| | Petty Cash
Remark
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4. InTab "Note & Attachment™ is a record of note details, the list of conditions, and attach additional document
files. Users can specify the notes you want by pressing the "+" button. "Enter Details" >" vSet to form remark" Used
in the case of the end of a hill with more than 1 or more to be shown in the end of the document form >" " to

record the data as shown
Note List VAR RSl
" 1 IFiﬁtn‘qwu%msmumu

add Files Set to form remark.

+ 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 document, the user can "Add Files" to other documents

5. InTab "Define Field" is a record of the data that a user has created. Fill out additional information manually,
which define Field will contain all s types:

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

= The Text Area format is a large display of text box formats that users can fill in an unlimited number
of characters and fill multiple lines of information.

= 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.

Basic Data Note & Attachment

Text Box Text Area

Dropdown nsdandaya v Date

Time
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6. After the user has completed the information, press the "Save" button at the top right of the program screen
to save the document data. A separate limit is divided into three types :

= save I$ 2 5ave pretty cash document normally and the data that is saved successfully.
" Save & New 15 10 Save the document and open a new document immediately.

" Save & Close I 10 5ave the document and return to all of document pretty cash immediately.

D Save & New
[ Y save & Close
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The petty cash copying

That is to copy the petty cash. If the user wants to create a new document, the petty cash and details of any
change. To help reduce the time to create documents. Users can copy the document petty cash has Here's how to
copy follows:

1. The user selects the document is petty cash to be copied documents Figure

< Petty Cash New  +
Q || e AN | Action ~
Petty Cash No Petty Cash Name Amount Inactive
I Z B PC630227-000 Judrtay 30,000.00 i
/ B PC630212-000 tgkmikl 1,000.00
Fa | PC630124-000 WJuantay 30,000.00
Fa | PC630115-000 uantay 30,000.00
@ / B PC630110-0001 AnlgEeirafuns i andud 30,000.00

2. Then, press the "Action"> "Copy" will show Pop - up to. copy document The petty cash form

< PC630227-000 P

Info | Status : Active
Active

Note & Attachment Inactive

* Petty Cash No PC630227-000 ony
* Petty Cash Name Wudadan
* Amount 30,000.00
* GL Account 11110001 Q  Cash
Remark

€ Copy Confirmation X

Confirm copy petty cash

Do you want to copy petty cash ?
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