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Section I: Login Page

Login Page

● When opening the system, the user will be redirected to this page.
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Section II: Dashboard Page

Dashboard Page

● Once login is successful, the user will be redirected to this page.
● Menu - shows all features that users can use in the system.
● Dashboard - shows the most important thing in the system.
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Section III: Set Up

Item Setup

Overview
● Items will be used in making a Purchase Order, Receiving Receipt, Sales

Invoice, Sales Order, Inventory, Stock In,Stock Out, Stock Transfer.

Item List
● Shows the list of all added items.

Item Detail
● Assumption: The user already clicked the Add button on the upper right

corner in the item list
● The user need to fill up all the necessary information like

○ Manual Code, SKU Code, Bar Code, Description, Category, Unit, Cost
Reference and Price

● Some fields are optional like
○ Principal, Alias, Serial Number, Particulars and Category

● In the taxes field the user will set it up according to the user like
○ RR VAT, SI VAT, and WTAX
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● In the check box if the item is Inventory the user will need to put a check
mark, if the item is non-inventory just leave the box uncheck

Unit Conversion
● Assumption: The user already filled out the necessary information

● The unit conversion is used when the specific item will be sold in a different
unit

○ Sample : If 1 item, its base unit is grams, instead of adding multiple
items with the same description you can add a multiple conversion
like kilograms and sacks.

○ Just click the ADD button to add multiple units
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Price
● The price tab in inventory is used when the user have a multiple prices for

that item
○ Just click ADD button to add multiple prices

GL Accounts
● The importance of the GL account is to know where the transaction will be

recorded. Make sure all the accounts that they select on the GL account are
also in the chart of accounts.

○ We have a default set up for this but if the user has a specific account
they want to use they can do so.
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Save/Lock
● Make sure to save/lock the record so that in every transaction the item will

show.
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Supplier Setup

Overview
● Supplier is used in making Purchase Order, Receiving Receipt, Disbursement,

Accounts Payable Memo.

Supplier List
● Shows list of Suppliers being added to the system.

Supplier Detail
● To add a new Supplier, click the Add button that can be seen on the Supplier

List.
● Fill all the important fields for Supplier Detail like:

○ Supplier (Name of the Supplier)
○ Contact Person
○ Contact Number
○ Email Address
○ TIN
○ TIN Branch Code
○ Street Barangay
○ City
○ Province
○ Region
○ Zip Code
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○ WTAX
● After filling up the important fields, Save and lock the record.
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Customer Setup

Overview
● Customer is used in making Sales Order, Sales Invoice, Collection, Accounts

Receivable Memo.
Customer List

● Shows list of Suppliers being added to the system.

Customer Detail
● To add a new Customer, click the Add button that can be seen on the

Customer List.
● Fill all the important fields for Customer Detail like:

○ Customer (Name of the Customer)
○ Contact Person
○ Contact Number
○ Email Address
○ Proprietorship
○ TIN
○ TIN Branch Code
○ Address lines (Street Barangay, City, Province, Region, Zip Code)
○ WTAX
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● After filling up the important fields, Save and lock the record.

14



Chart of Accounts Setup

Overview
● Chart of Account is used in the Journal Entries and in all Financial Reports.

Chart of Account List
● Shows a list of all Chart of Accounts being added to the system. It can be

seen under the Account tab.

Chart of Account Detail
● To add a new Account, click the Add button that can be seen on the Chart of

Account List under the Account tab.
● Fill all the important fields for Account Detail like:

○ Manual Code
○ Account
○ Account Type
○ Account Cash Flow
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● Before saving the Account detail, make sure to add an Article Type by clicking
the Add button under the Article Type tab.

○ Select an Article Type for the Account created by clicking the Article
Type dropdown.

○ Click the Save button.
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○ Check if the Article Type being selected is added to the Account’s
Article Type.

● Click the Save button to save the Account detail being created.

Account Type List
● Shows a list of all Account Types being added to the system. It can be seen

under the Account Type tab. (Note: Adding an Account Type is optional).
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Bank Setup

Overview
● Bank is used in choosing a bank in Collection, Disbursement, Bank

Reconciliation and in Journal Voucher

Bank List
● Shows list of all Depository and Disbursing Bank

Bank Detail
● To add a new Bank, click the Add button that can be seen on the Bank List

page.
● Fill all the important fields for Bank Detail like:

○ Bank (Name of the Bank)
○ Bank Account Type
○ Bank Account Number
○ Address
○ Contact Person and Contact Number

● Save and lock the record.
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Currency Setup

Overview
● Currency Setup is where to set up all the money currency
● Currency is used in all transactions that need a currency conversion

Currency Detail
● Shows a list of all Currency being added to the system.
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Section IV : Transaction

Purchases

Purchase Request

Overview

● This is where you input the entire purchase request needed.

Purchase Request List

● List of all the PR (Purchase Request) and will also show the overview of
the transaction.

● Here, the user also has the filter functionality and the button to add
new PR.
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Purchase Request Detail

● To add new PR, click the Add that can be seen in the PR list.
● Fill out all the needed information for the Purchase Request Detail

like,
○ Currency
○ Supplier Name
○ PR Date
○ Term
○ Document Reference

● To add Item, click the Add button on the right part of the page. Select
the items, by clicking Pick button
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● Once the Pick button is clicked, the user needs to fill out the quantity
and the cost and also particulars.
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● After selecting the items click the Save/Lock button

Purchase Order

Overview

● This is to finalize the purchases for the company.

Purchase Order List

● List of all the PO (Purchase Order) and will also show the overview of
the transaction.

● Here, the user also has the filter functionality and the button to add
new PO.
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Purchase Order Detail

● To add a new PO, click the Add that can be seen in the PO list.
● Fill out all the needed information for the Purchase Order Detail like,

○ Currency
○ Supplier Name
○ PO Date
○ Term
○ Document Reference
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● To add line Item, click the Add button on the right part of the page.
Choose either Purchase Request or Locked Article (Items)

● If the user already has a Purchase Request, the user can select that PR
by clicking on the PR Number. Once clicked it will pop up all the PR
that was not yet created as PO. Then to add that PR the user needs to
click the pick button.
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● After clicking the PICK Button, the user now needs to click or pick the
items that need to be added or included in PO.
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● After selecting the PR number all the items that you select of that PR
will populate in the PO Detail

● Then click save and lock if it’s all good

Receiving Receipt

Overview

● When the supplier already sent or provided the product/item from the
PO that the user sent. The user can use this to check if the items are
all correct using the RR.

Receiving Receipt List

● List of all the RR (Receiving Receipt) and will also show the overview of
the transaction.

● Here, the user also has the filter functionality and the button to add
new RR.
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Receiving Receipt Detail

● To add a new RR, click the Add that can be seen in the RR list.
● Fill out all the needed information for the Receiving Receipt Detail

like,
○ Currency
○ Supplier Name
○ PO Date
○ Term
○ Document Reference
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● To add line Item, click the Add button on the right part of the page.
Choose either Purchase Order

● If the user already has a Purchase Order, the user can select that PO
by clicking on the PO Number. Once clicked it will pop up all the PO
that has not yet created an RR. Then to add that PO the user needs to
click the pick button.

● After clicking the PICK Button, the user now needs to click or pick the
items that need to be received or be included on the RR.
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● After selecting the PO number all the items that you select of that PO
will populate in the RR Detail

● Then if everything is all good the user can SAVE and LOCK

Disbursement

Overview

● The Disbursement is created for expenses of the company and also
payment for all the purchase orders.

Disbursement List

● List of all the Disbursements and will also show the overview of the
transaction.

● Here, the user also has the filter functionality and the button to add
new Disbursements.
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Disbursement Detail

● To add a new Disbursement, click the Add that can be seen in the
Disbursement list.

● Fill out all the needed information for the Disbursement Detail like,
○ Currency
○ Supplier Name
○ Disbursement Date
○ Document ReferencE
○ Pay Type
○ Bank
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● To add the Disbursement line, click the Add button on the right part
of the page. Choose either RR number or a Disbursement for other
expenses.

● If the user will Disburse the RR, the user can select that RR by clicking
on the RR Number. Once clicked it will pop up all the RR that has not
yet Disburse. Then to add that RR the user needs to click the pick
button.

○ Once pick the information will populate in the field like
■ Account
■ Article
■ Amount

● If the user will Disburse for other expenses, Just click the Account
Manual Code then input an amount.
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● After the user clicks the RR Number, It will show all the lists of RR that
need to be disbursed. The user just needs to click the PICK button.

● After picking the RR number just click save for it to show on the
Disbursement Detail
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● If the disbursement is all good and the user is done creating it make
sure to click Save and Lock.

Sales

Sales Order

Overview

● This is where to input the entire Sales Order needed.

Sales Order List

● List of all the SO (Sales Order) and will also show the overview of the
transaction.

● You can filter the data to be displayed by providing the following:
○ Start Date
○ End Date
○ Branch

● Also, you can search data by providing a value on the Search Bar and
select the Column Filter on where to search the data.
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Sales Order Detail

● To add a new Sales Order, click the Add button that can be seen in the
Sales Order list.

● Fill out all the needed information for the Sales Order Detail like,
○ Currency
○ Customer Name
○ SO Date
○ Term
○ Document Reference

● To add a Sales Order Line Item, click the Add button on the right part
of the page. Select the items, by clicking the Pick button.
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● Once the Pick button is clicked, the user needs to fill out the
Quantity, Price and Particulars. After that, click the Save button.

● After adding Sales Order line items, simply click the Save and Lock
button.
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Sales Invoice

Overview

● Once the Customer responds/says that the Sales Order is all good, we
can now proceed to creating a Sales Invoice.

Sales Invoice List

● List of all the SI(Sales Invoice) and will also show the overview of the
transaction.

● You can filter the data to be displayed by providing the following:
○ Start Date
○ End Date
○ Branch

● Also, you can search data by providing a value on the Search Bar and
select the Column Filter on where to search the data.
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Sales Invoice Detail

● To add a new Sales Invoice, click the Add button that can be seen in
the Sales Invoice list.

● Fill out all the needed information for the Sales Invoice Detail like,
○ Currency
○ Customer Name
○ SI Date
○ Term
○ Document Reference

● To add a Sales Invoice Line Item, click the Add button on the right part
of the page.

● If you already have a Sales Order for the Sales Invoice, the user can
select the Sales Order by clicking on the SO Number. Once clicked, it
will pop up all the Sales Order line items.. There are two ways to add
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the Sales Order’s line items to the Sales Invoice line items: (1) Click the
Pick All button to automatically add the SO line items to the Sales
Invoice line items; (2) The user needs to click the Pick button.

● Once the Pick button is clicked, the user needs to fill out the
Quantity, Price and Particulars. After that, click the Save button.

● After adding Sales Order line items, simply click the Save and Lock
button.
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Collection

Overview

● Collection is created when Sales Invoice payment is already collected.

Collection List

● List of all the Collection and will also show the overview of the
transaction.

● You can filter the data to be displayed by providing the following:
○ Start Date
○ End Date
○ Branch

● Also, you can search data by providing a value on the Search Bar and
select the Column Filter on where to search the data.

Collection Detail

● To add a new Collection, click the Add button that can be seen in the
Collection list.

● Fill out all the needed information for the Collection Detail like,
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○ Currency
○ Customer Name
○ CI Date
○ Document Reference

● To add a Collection Line Item, click the Add button on the right part of
the page. If you already have a Sales Invoice for the Collection, the
user can select the Sales Invoice by clicking on the SI Number. Once
selected, provide all the necessary information such as:

○ Amount
○ Pay Type
○ Depository Bank
○ Account
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○ Once done, save the Collection line item by clicking on the Save
button.

● To totally save the Collection detail, Save and Lock the record.
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Section V : Inventory

Stock In

Overview
● This module will be used when you want to add a quantity of an item. This

can also be used when setting up the beginning balances of an item.

Stock In List
● List of all the SI(Stock In) and will also show the overview of the transaction.
● Here, the user also has the filter functionality and the button to add new SI.

Stock In Detail
● To add new SI, click the Add that can be seen in the Stock In list.
● Fill out all the needed information for the Stock In Detail like,

○ Branch
○ IN Date
○ IN Number
○ Document Reference
○ Account
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○ Article

● To add Stock In line item(s), you can:
○ Manual add a line item

■ Click the Add button then pick the item you would like to add
in your Stock In.
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■ Fill up the necessary field for adding the item for Stock In,
Changing the Unit for the Item, Particulars, and the Quantity of
the item.

Stock Out

Overview
● This module will be used when you want to remove a quantity of an item.

Stock Out List
● List of all the OT(Stock Out) and will also show the overview of the

transaction.
● Here, the user also has the filter functionality and the button to add a new

OT.
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Stock Out Detail
● To add a new OT, click the Add that can be seen in the Stock Out list.
● Fill out all the needed information for the Stock Out Detail like,

○ Branch
○ SO Date
○ SO Number
○ Document Reference
○ Account
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● To add Stock Out line item(s), you can:
○ Manual add a line item

■ Click the Add button then pick the item you would like to add
in your Stock Out line item.
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■ Fill up the necessary field for adding the item for Stock Out,
Changing the Unit for the Item, Particulars,Value, and the
Quantity of the item. Then, hit the Save button.
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Stock Transfer Request

Stock Transfer Request List
● List of all the STR(Stock Transfer Request) and will also show the overview of

the transaction.
● Here, the user also has the filter functionality and the button to add a new

STR.
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Stock Transfer Request Detail
● To add a new STR, click the Add that can be seen in the Stock Transfer

Request list.
● Fill out all the needed information for the Stock Transfer Request Detail

like,
○ Branch
○ STR Date
○ STR Number
○ Document Reference
○ Account

● Pick the item you would like to add in your Stock Transfer Request
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● Fill up the necessary field for adding the item for Stock Transfer
Request, Changing the Unit for the Item, Particulars,Value, and the
Quantity of the item.
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Stock Transfer

Stock Transfer List
● List of all the ST(Stock Transfer) and will also show the overview of the

transaction.
● Here, the user also has the filter functionality and the button to add a new

ST.

Stock Transfer Detail
● To add a new OT, click the Add that can be seen in the Stock Transfer list.
● Fill out all the needed information for the Stock Transfer Detail like,

○ Branch
○ ST Date
○ ST Number
○ Document Reference
○ To Branch
○ Account
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● Pick the item you would like to add in your Stock Transfer

● Fill up the necessary field for adding the item for Stock Transfer, Changing
the Unit for the Item, Particulars,Value, and the Quantity of the item.
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Stock Withdrawal

Stock Withdrawal List
● List of all the SW(Stock Withdrawal) and will also show the overview of the

transaction.
● Here, the user also has the filter functionality and the button to add a new

SW.

Stock Withdrawal Detail
● To add a new SW, click the Add that can be seen in the SW list.
● Fill out all the needed information for the Stock Withdrawal Detail like,

○ Branch
○ SW Date
○ SW Number
○ Document Reference
○ Account
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● Pick the item you would like to add in your Stock Withdrawal

● Fill up the necessary field for adding the item for Stock Withdrawal,
Changing the Unit for the Item, Particulars,Value, and the Quantity of the
item.
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Stock Count

Stock Count List
● List of all the SC(Stock Count) and will also show the overview of the

transaction.
● Here, the user also has the filter functionality and the button to add a new

SC.

Stock Count Detail
● To add a new SC, click the Add that can be seen in the SC list.
● Fill out all the needed information for the Stock Count Detail like,

○ Branch
○ SC Date
○ SC Number
○ Document Reference
○ Account

● Pick the item you would like to add in your Stock Count
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● Fill up the necessary field for adding the item for Stock Count, Changing the
Unit for the Item, Particulars,Value, and the Quantity of the item.
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Inventory Ledger

Inventory Ledger List
● List of all the IL(Inventory Ledger) and will also show the overview of the

transaction.
● Here, the user also has the filter functionality and the button to add a new IL.

Inventory Ledger Detail
● To add a new SC, click the Add that can be seen in the IL list.
● Fill out all the needed information for the Inventory Ledger Detail like,

○ Branch
○ IL Date
○ IL Number
○ Document Reference
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○ Account

● When Generate IL is clicked the items will generate the cost.
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Section VI : Financials

Chart of Accounts

Chart of Accounts Lists
● List of All Accounts that were added to the System
● Here the user can choose what Account they want to set up for them to use

in their transactions, there are the tabs:
○ Account - This is the name of the account used to record financial

transactions.
○ Account Type - This refers to the type of account based on the nature

of the financial transactions. Common account types include assets,
liabilities, equity, revenues, and expenses.

○ Account Cash Flow - This refers to the direction of cash flow
associated with the account. Accounts can be classified as cash
inflows or cash outflows.

○ Account Category - This refers to the grouping of accounts based on
their function within the business. Common account categories
include current assets, fixed assets, current liabilities, long-term
liabilities, income, and expenses.
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Bank Reconciliation
Bank Reconciliation Detail

● Here the user can choose what Account they want to set up for them to use
in their transactions, there are the tabs:

○ Deposits (Collection) - This refers to any money that the company
has received and deposited into its bank account. Deposits can
include sales revenue, customer payments, and other types of
income.

○ Withdrawals (Disbursement) - This refers to any money that the
company has paid out of its bank account. Withdrawals can include
payments to vendors, employee salaries, and other expenses.

○ Adjustments (Journal Voucher) - These are entries made to the
company's records to account for any differences between the bank
statement and the company's records. Adjustments can include bank
fees, interest earned on the account, and any errors or omissions
made in recording transactions.

○ Bank Book Journal - This is a record of all transactions that have
taken place in the company's bank account. The bank book journal
should include all deposits, withdrawals, and any other transactions
that affect the balance of the account.
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Journal Voucher

Overview
● A journal voucher is a document on which the essential information about an

accounting transaction. This voucher contains a unique identifying number,
the transaction date, transaction description, and transaction amount.

Journal Voucher List
● List of All Journal Voucher that were added to the System
● Here the user can add Journal Voucher to set up for them to use in their

transactions.
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Journal Voucher Detail
● To add a new JV (Journal Voucher), click the Add that can be seen in the

Journal Voucher list.
● Users need to fill up required fields, and can also add new Line items for the

Journal Voucher.
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Section VII : Check Warehousing

Check Warehousing

Check Warehousing List
● List of All Check Warehousing that were added to the System
● Here the user can add Check Warehousing to set up for them to use in their

transactions

Check Warehousing Detail
● To add a new Check Warehousing detail, click the Add that can be seen in the

Check Warehousing list.
● Fill up the required field for adding a new Check Warehousing.
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Check Writer

Overview
● Check Writer allows the user to enter the cheque information in an

advanced/automated way (without manually writing the cheque information)..

Check Writer Detail
● The user needs to provide the following information needed for Check Writer

such as:
○ Check Date
○ Issued To
○ Amount

● To preview the Cheque, click the Preview button beside the Amount field.
● To print the generated Cheque, click the Print button.
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Section VIII : Budget

Budget Manager

Budget Manager List
● List of All Budgets that were added to the System
● Here the user can add Budgets to set up for them to use to their transaction.

Budget Manager Detail
● Fill up the required fields for Budget
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Cash Flow Projection

Cash Flow Projection List
● List of All Cash Flow Projection that were added to the System
● Here the user can add Cash Flow Projection to set up for them to use to

their transaction

Cash Flow Projection Detail
● Fill up the required fields to project the Cash Flow for the Cash Flow

Projection.
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Section IX : Fixed Asset

Fixed Asset

Fixed Asset List
● List of All Fixed Asset that were added to the System
● Here the user can add Fixed Asset to set up for them to use to their

transaction, these are the tabs that can found in the Fixed Asset:
○ Draft - A draft refers to a preliminary or provisional version of a

document or agreement that is subject to revision or further editing. It
is often used as a starting point for the creation of a final version.

○ Registered - Registered refers to the process of formally recording
something with an official authority. This could include registering a
business with the government, registering a trademark or copyright
with the appropriate agency, or registering a vehicle with the
department of motor vehicles.

○ Sold or Dispose - Sold or disposed refers to the process of getting rid
of a fixed asset, either by selling it to another party or disposing of it
in another way, such as scrapping it. This process typically involves
removing the asset from the company's balance sheet and accounting
for any gains or losses that result from the sale or disposal.
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Asset Disposal

Asset Disposal List
● List of All Asset Disposal that were added to the System

Asset Disposal Detail
● Here the user fills up the required fields, and add new Items for the Asset

Disposal detail
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Price
Price List

● List of All Prices that were added to the System. Also, the user can add Price
to set up for them to use to their transaction.

Price Detail
● Fill up the required fields for Price detail
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Discount Schedule

Discount Schedule List
● List of All Discount Schedules that were added to the System. Here, the user

can add a Discount Schedule to set up for them to use to their transaction.

Discount Schedule Table
● Fill up the required fields for adding a new Discount Schedule.

72



Section X : System

Company

Company List
● List of All Companies that were added to the system.

Company Detail
● To add a new Company detail, click on the Add button that can be seen on the

Company list page.
● Provide all the necessary information for the Company.
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● More Settings for the company the tabs shown here are:
○ Company Settings - more settings for company tweaking
○ BIR CAS Settings - more settings to tweak BIR Forms format
○ Utility - use for several functions, like uploading items in bulk,

truncating all transactions, etc.
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Users

Users List
● List of All Users that were added to the System.

Users Detail
● Fill up the required fields for the User to use, you can set also the Apps for

the user either All (Both EasyFIS and EasyHQ), EasyFIS, EasyHQ, this are the
tabs found in:

● Forms - set the form that can be used by this User, authorize them to use
that module

● Branches - set the branch this user can use, there should be a button there
that says Copy Branch that will copy another user's set of branches.

● User Settings - set the users preferences on what charts to be seen on the
Dashboard upload electronic signature on this tab also

● Account - set the Account for you to watch the balance of, this can be found
in the Dashboard, which is called Account Watch
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● IP Address - add an IP Address to limit access for this user based on the
added IP Address example of IP Address is (255.255.255.0)
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