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I: Introduction

1.1 Overview

EasyFS is a cloud-based accounting system where users can easily access it anytime and
anywhere as long as they have a stable internet connection with the use of their laptops,
desktops and tablets. This system offers a range of features to simplify financial tasks, such as
invoicing, expense tracking, and financial reporting.

Using cloud-based accounting software like easyFS can provide numerous benefits to small and
medium-sized enterprises (SMEs). Here are some of the benefits:

Low cost of deployment

EasyFS is a cloud-based software, which means it's delivered over the internet as a service,
so you don't need to invest in expensive hardware or infrastructure to deploy it. This can
result in significant cost savings for SMEs, particularly those that have limited budgets.
Savings include not having to employ and deploy and maintain a whole IT infrastructure
among others.

Always get the latest version

With easyFS, you don't need to worry about upgrading to the latest version of the software
as it is done automatically. This means that you always have access to the latest features
and functionality, without having to go through the hassle of manually upgrading your
software.

Improve team efficiency and collaboration

With easyFS, you can streamline your accounting processes and automate routine tasks,
which can save your team a lot of time and effort. Different teams in different locations can
collaborate seamlessly because they work with the same set of data accessed in real time.
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This can free up your team to focus on other important areas of your business and
improve their overall efficiency.

Anytime, anywhere convenience

easyFS is accessible from anywhere with an internet connection and at any time, in real
time giving you the flexibility and convenience you need to manage your finances on the
go. This is essential for modern SMEs that need to stay connected and responsive to their
customers and stakeholders.

At easyFS, we pride ourselves on offering a range of cutting-edge features that help small and
medium-sized enterprises (SMEs) in the Philippines manage their finances with ease. Here'’s a
closer look at each of our seven features:

BIR CAS-ready

Our platform is fully BIR CAS-ready, making it easier for your company to apply for BIR
Computerized Accounting System (CAS) registration. This feature ensures that you are
compliant with the latest regulations, while also simplifying your accounting processes.

Sales and Inventory Management

With easyFS, you can easily manage your sales and inventory, helping you to stay on top of
your stock levels and make informed decisions about your products and services. This
feature also allows you to generate reports on your sales performance, helping you to
optimize your sales strategies and drive growth.

Tracking business expenses and purchases

With easyFS, you can easily track your business expenses and purchases, helping you to
stay on top of your cash flow and make informed financial decisions. Our platform allows
you to quickly enter expenses and purchases, categorize them, and generate reports to
help you understand where your money is going.
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On-the-spot invoicing

easyFS allows you to create professional invoices on the spot, making it easy to bill your
customers and get paid quickly. This feature is perfect for SMEs that need to generate
invoices quickly and efficiently, without sacrificing quality or accuracy.

Generate financial reports

With easyFS, you can generate powerful financial reports like cash flow statements, balance
sheets, and income statements with just a few clicks. This feature gives you valuable
insights into your financial performance, helping you to make informed decisions about
your business and plan for the future.

Capable of handling multi-branch and multi-company operations

easyFS is designed to handle the unique needs of SMEs with multiple branches or
companies. This feature allows you to easily manage your finances across multiple
locations or businesses, giving you a complete view of your financial performance.

Cloud-based accounting software

easyFS is a cloud-based accounting software that makes it easy for your teams to
collaborate no matter where they are. That's because your teams have access to the same
data that is stored remotely in the cloud.

1.2 Purpose of this User Manual

Our primary purpose of this user manual is to provide comprehensive guidance and information

to users of the EasyFS system. Also, this manual aims to assist you in effectively utilizing the
features it offers.

In addition, this manual strives to achieve the following objectives:
1. To help users become familiar with the EasyFS system, its interface, and the overall
layout.
2. To empower users to navigate the system confidently and understand the features it
offers.

Page 9



3. To enhance awareness of best practices related to data problems.

By referring to this manual, you will gain valuable insights and practical knowledge about the
features of our EasyFS system.

1.3 Who Should Use This Manual

This manual is designed for all users of the EasyFS Accounting System. Whether you're a business
owner, financial manager, or a new user eager to explore our system, this guide will provide you
with valuable insights on using the system effectively and securely.

Throughout this manual, you will find detailed information, step-by-step instructions, and best
practices for making the most of our accounting system. By following the guidance within these
pages, you can confidently navigate our system, enhance your financial management skills, and
ensure the security of your financial data.

1.4 Best Practices and System Limitations

In this section, we'll cover a set of best practices to help you prevent future issues and maximize
the efficiency and safety of your EasyFsS.

1.4.1 Setting up the Master Files
EasyFS offers two master files setup features: one for manual adding and another for bulk
uploads. Master files on EasyFS include: Items, Customers and Suppliers.

Keep the following guidelines in mind to ensure successful entry when setting up the
master file(s):
a. ltem
1. Among the Item detail fields listed below,
a. We've set a character limit of 50 and added validation to prevent the use
of special characters:
i. Manual Code
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ii. SKU Code
iii. Barcode
iv.  Serial Number
b. We've set a character limit of 255 and added validation to prevent the
use of special characters:
i.  Principal
ii. Generic Name
2. These are the special characters that were restricted: ~ " '@ #$ % A& *()-_+
={}[1|\/:;""'<>,.?
3. Avoid the issuance of duplicate Manual Code, so please ensure that each item
is assigned with a unique Manual Code.
4. Avoid the issuance of duplicate SKU Code, so please ensure that each item is
assigned with a unique SKU Code.
5. Avoid the issuance of duplicate Barcode, so please ensure that each item is
assigned with a unique Barcode.
6. When using the new feature for uploading new items, we strongly advise a
maximum of 300 items per upload.
7. When bulk updating the items, we strongly advise a maximum of 300 items per
bulk update.

b. Customer
1. Among the Customer detail fields listed below, we've set a character limit of
255 and added validation to prevent the use of special characters:
a. Manual Code
Contact Person
Contact Number
Street Barangay
City
Province
Region
Zip Code

S®@ 0 a0 o
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i. Business Style
j. Extension
k. TIN
|.  TIN Branch Code
m. Senior Citizen Code
2. These are the special characters that were restricted: ~" 1@ #$ % A& *()-_+
={H1|\/:;" <>,
3. Avoid the issuance of duplicate Manual Code, so please ensure that each
Customer is assigned with a unique Manual Code.
4. Avoid the issuance of duplicate Customer names, so please ensure that each
Customer is assigned with a unique Customer name.
5. When using the new feature for uploading new Customers, we strongly advise
a maximum of 300 Customers per upload.
6. When bulk updating the Customers, we strongly advise a maximum of 300
Customers per bulk update.

c. Supplier
1. Among the Supplier detail fields listed below, we've set a character limit of 128
and added validation to prevent the use of special characters,
a. Manual Code
Contact Person
Contact Number
Street Barangay
City
Province
Region
. Zip Code
i. Business Style
j. Extension
2. These are the special characters that were restricted: ~ " '@ #$ % A& * ()-_+
={H1|\/:;""<>,.?

S@ 0 a0 o
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3. Avoid the issuance of duplicate Manual Code, so please ensure that each
Supplier is assigned with a unique Manual Code.

4. Avoid the issuance of duplicate Supplier names, so please ensure that each
Supplier is assigned with a unique Supplier name.

5. When using the new feature for uploading new Suppliers, we strongly advise a
maximum of 300 Suppliers per upload.

6. When bulk updating the Suppliers, we strongly advise a maximum of 300
Suppliers per bulk update.

1.4.2 Internet Connection

To ensure a smooth experience with EasyFS and to avoid unexpected issues when
uploading new master files or updating existing ones, it's important to have reliable
internet connection. Here are some best practices to consider:

1. Use a Secure Network: Connect to a secure and trusted Wi-Fi network or
wired connection.

2. Minimum Upload Speed: For efficient uploading of new master files and
updates, your internet connection should have a minimum speed of at least 25
Mbps.

1.4.3 Device Shutdown
To maintain the condition of your device and ensure consistent access to the EasyFS
cloud system, it's essential to follow these best practices for proper device shutdown:

1. Regular Device Shutdown: Shut down your computer or mobile devices
regularly to prevent overheating and extend hardware lifespan.

2. Graceful Closure: Before shutting down your computer, ensure all
applications, including EasyFS, are closed properly. Saving any unsaved work is
essential.

3. Close EasyFS: Specifically, close EasyFS and log out of your EasyFS account
before shutting down your device. This ensures that any ongoing tasks are
saved and that EasyFS is in a stable state.

Page 13



4. Update Software: Keep your device's operating system and EasyFS software
up to date. Updates often include bug fixes and security enhancements that
can prevent hardware-related issues.

5. Battery Maintenance: If you're using a laptop or mobile device, manage your
device's battery health by following the manufacturer's recommendations for
charging and discharging cycles.

6. Uninterruptible Power Supply (UPS): If possible, use a UPS to provide backup
power during brief outages, ensuring that your device has enough time to shut
down gracefully.
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Il. Version History

2.1 Overview

Welcome to EasyFS! This section provides an overview of the version history, highlighting
key features, improvements, and bug fixes introduced in each release.

2.2 Gamma.003.001

e Release Date: March 18, 2023
e Description of Updates
o Basic master files setup
o The overview and basic creation of different EasyFS transactions.

2.3 Gamma.004.003

e Release Date: September 25, 2023
e Description of Updates
o Added section for the master file setup (Item, Customer, Supplier) to avoid using
special characters
o Added a section on Stock In Things to Remember.
o Added a section on Stock In on how to bulk upload line items.
o Added a section on the Item setup on how to use the new upload feature.

2.4 Gamma.004.004

o Release Date: November 24, 2023
e Description of Updates
o Updated EasyFS User Manual format.
o Added an Introduction section for an EasyFS overview, purpose of the manual,
persons who should use the manual, and best practices.
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o Added a Version History section so users could keep track of the user manual
updates.

o Added a Getting Started section consisting of Login and Forgot Password.

o Added Master Files section where it helps the user to easily setup and update the
EasyFS master files.

o Added an Integration section consisting of overview, types of integrations, how to set
up integrations, managing integrations, and the guidelines when having integrations;
the do’s and don'ts.

2.5 Gamma.004.004

e Release Date: December 5, 2023
e Description of Updates
o Added Process Flow Chart on Sales, Purchases, Inventory and Financial Transactions
o Added Additional Description on the Flow of Transactions to be understood by
Common Users

2.6 Gamma.004.004

e Release Date: December 6, 2023
e Description of Updates
o Updated Item Fields Definition
o Maximizes Margins and Remove Spaces
o Added Use Cases for Each Features
o Added Reports Screenshots

Page 16



lll: Getting Started

3.1 Introduction

Welcome to the “Getting Started” section of the EasyFS User Manual. This section is your gateway
to entering the world of secure financial management. By this section, you will be guided through
the initial steps to access and navigate our system effectively.

3.2 Accessing to EasyFS

3.2.1 Logging In
1. Open your web browser: Launch your preferred web browser. We recommend

using the latest version of popular web browsers like Google Chrome, Mozilla
Firefox, Safari, or Microsoft Edge.

2. Visit the system’s web address: In the address bar of your web browser, enter the
URL for EasyFS. The web address may look like "https://preprod.easyfs.ph/".

3. Enter your credentials: You will be redirected to the login page. Here, enter your
username and password. Make sure to use the correct credentials associated with
your EasyFS account. If you have no account yet, better inform the system’s

Administrator to create you an account.
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4. Click “Login”: Once you've done entering your credentials, click the Login button.

3.2.1 Forgot Password

If you've forgotten your password, no need to worry. Simply click the "Forgot Password"

link on the login page. You'll receive instructions on how to reset your password via your
registered email address.
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3.2.1 Dashboard Page
1. Once login is successful, you will be redirected to this page.
2. Menu - this can be found on the left side of the page and it shows all features that
users can use in the system.
3. Dashboard - shows the most important things in the system such as the Graphs,
Financials, Purchases Sales, Inventory, Budget, and Fixed Asset.
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IV: Master Files

4.0 Overview

EasyFS Master Files serve as centralized repositories for critical data that is fundamental to the
business processes managed by the application. They serve as centralized repositories for critical
data that is fundamental to the business processes managed by the application.

Following are the Major Master Files of EasyFS.

Master File Purpose Key Data / Information
Type

Manual Code

SKU Code

Barcode

Description and specifications

ltem Detailed information about
products/items

Unit of measure

Cost and pricing details

Stock levels and locations

Supplier information

Historical data and lifecycle information

Customer Manual Code

Name and contact details

Customer addresses

TIN (Tax Identification Number)
Payment terms and credit limits
Purchase history and transaction details
Customer-specific preferences or special
agreements

Customer Manage customer
relationships and transactions

Supplier Information about suppliers or e Supplier Manual Code
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Name and contact details

TIN (Tax Identification Number)
Payment terms and credit terms
Delivery terms

Product or service offerings
Performance metrics and ratings

vendors

Bank name and contact details
Account numbers

Account types (e.g., checking, savings)
Signatories and authorized personnel
Transaction history

Credit facilities and loans

Bank Crucial for financial
transactions and management

Employee Details about individuals
employed by the organization

Employee ID or code

Personal information (name, address,
contact details)

Job title and department

Salary and benefits information
Employment history

Performance evaluations and training
records

Chart of Foundation of the Account codes and numbers

Accounts organization's accounting e Account names and descriptions

system e C(lassification of accounts (e.g., assets,
liabilities, revenue, expenses)
Opening balances and current balances
Hierarchical structure for easy
navigation

e Relationship to financial statements
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4.1 Setup Master Files

4.1.1 Item

Item refers to a specific product, part, or unit that is tracked within a company's
inventory system. The item's info includes a short description, how it's measured (like
pieces or pounds), how much it costs to buy or make, how much it's sold for, how many are
currently in stock, when it's time to order more, how long it takes to get more, where it's
stored, and who the supplier is. All this info helps a business manage its stock better,
making sure they have enough products at the right time and avoiding running out.

4.1.1.1 Add Item Manually
Item Detail
1. Click the Add button on the upper right corner from the Item List.

noonizao2a | 00 i Pefs)

0000122027 NA 000/ Pois)
Q000122026 MA 000 | Pois)
0000122025 NA 0.00 | Peis)
0000122024 MA 0.00 | Pels)
0600122023 MA 0.00 | Pef=s)
0000122022 MAa 000 | Pois)
0000122021 MA 0.00 | Pcis)

0D0OT 22020 NA 0.00 . Pols)

08 800000 DI
EE E B EEEEA@

00007220719 | NA 0.00 Pefs)

B Chock Wamhousing °

2. Fill up all the Required information SKU Code, Barcode, Description,
Category, Unit, Cost Reference, Price
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Name

Description

Acceptable
Values

SKU Code

An SKU (Stock Keeping Unit) code is a unique identifier
assigned to each distinct product or item in a retailer's
inventory or stock. It is used for tracking and managing
inventory, facilitating accurate and efficient
management of stock levels, sales, and restocking.

The SKU code allows for quick and precise identification
of products, making it easier to monitor inventory
movements and conduct accurate stock counts

The SKU code often includes information about the
product, such as its color, size, style, and other relevant
attributes. This helps in quickly identifying and locating
the exact variant of a product in the inventory system.
Overall, the use of SKU codes is crucial for efficient
inventory management in retail and other industries.

50
Alphanumeri
c Characters

Barcode

A barcode is a machine-readable representation of data
in a visual, linear, or two-dimensional format. It consists
of a series of parallel lines, dots, or rectangles that can
be scanned and interpreted by a barcode scanner or
camera-equipped device. Barcodes are used to uniquely
identify products, assets, or entities and are commonly
employed in various industries for purposes such as
inventory management, retail, logistics, and more.

Barcodes are widely used in retail for product
identification and inventory management, in logistics for
tracking shipments, in healthcare for patient
identification, and in various other applications to

50
Alphanumeri
c Characters
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streamline data capture and reduce errors associated
with manual data entry. They provide a quick and
efficient way to access information about a particular
item or entity in a digital format.

EasyFS uses the following types of Barcode
UPC (Universal Product Code)
e Used in the retail industry for product
identification.
e Consists of a 12-digit numeric code.

EAN (International Article Number)
e Similar to UPC but can have 13 digits.
e Widely used in global trade and logistics.

Code 39
e Avariable-length, alphanumeric barcode.
e Commonly used in industrial and manufacturing
applications.

Code 128
e A high-density, variable-length barcode.
e Supports alphanumeric characters.
e Used in various industries, including shipping and
logistics.

QR Code (Quick Response Code)

e Two-dimensional matrix barcode.

e (Can store a significant amount of data, including
alphanumeric characters, binary, and kanji
characters.

e Commonly used for marketing, mobile payments,
and inventory tracking.

Description

Refers to a detailed and informative text or label that

50
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describes a specific product or item within a company's
inventory. This description provides essential
information about the characteristics, features, and
specifications of the item, helping to identify and
manage it effectively.

Having detailed and accurate Item Descriptions is crucial
for effective inventory management. It helps streamline
processes such as order fulfillment, stock
replenishment, and overall tracking of inventory
movements. Automated systems and databases often
rely on well-defined Item Descriptions to organize and
manage inventory data efficiently.

Alphanumeri
¢ Characters

Category

An "ltem Category" in the context of inventory and
product management refers to a classification or
grouping assigned to a specific type of product or item
based on common characteristics or attributes. Item
categories help organize and streamline inventory
management by grouping similar items together,
simplifying the tracking, analysis, and reporting of
products within a system.

Depending on how the organization categorizes its
products. The following is a guide on various Criteria for
Product Categorization

Product Type

Categorizing items based on their general type or
nature. For example, grouping products into categories
like electronics, clothing, or office supplies.

Function or Use
Classifying items based on their intended use or
function. This might include categories such as tools,

255
Alphanumeri
c Characters
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consumables, or accessories.

Industry Standards

Adhering to industry standards or regulations that
require specific categorization. For instance, in
healthcare, items may be categorized according to
medical equipment, pharmaceuticals, or surgical
supplies.

Lifecycle Stage
Organizing items based on their lifecycle stage, such as
new arrivals, in-stock, clearance, or discontinued.

Sales or Marketing Strategy

Grouping items according to their sales performance or
marketing strategy. This could involve categories like
best-sellers, seasonal items, or promotional products.

Supplier or Brand

Categorizing items by their supplier or brand, especially
if there are specific agreements or considerations
associated with different suppliers.

Profitability

Grouping items based on their contribution to
profitability, allowing businesses to prioritize or analyze
products accordingly.

Location

Categorizing items based on their physical location
within a warehouse or facility. This helps in efficient
inventory management and retrieval.

Unit

Refers to the basic counting or measurement unit

50
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assigned to individual items or products within the

inventory. The "unit" is the standard quantity in which
items are counted, tracked, bought, and sold. It serves
several important purposes in inventory management

Alphanumeri
¢ Characters

Cost Refers to the financial value associated with acquiring or | Numeric up
Reference producing goods that are held in inventory. The cost of [to (-)
inventory is a crucial aspect of managing a business's 999,999,999.
finances and involves various components. 99 up (+)
This is the amount paid to acquire products from
suppliers. It includes the purchase price of goods,
transportation costs, import duties, and any other costs
directly attributable to obtaining the items.
Cost Reference will be automatically updated
Price Numeric up
to ()
999,999,999.
99 up (+)

e Principal

e Alias

e Serial Number
e Particulars

3. For the fields that are optional, default it to “NA” if there’s nothing to provide:
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4. |In the taxes fields, select a correct Tax value:
¢ RR (Receiving Receipt) VAT
e Sl (Sales Invoice) VAT
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Unit Conversion

1. Assumption: Item detail is filled with necessary information.

2. Unit Conversion allows you to include multiple units for an item, eliminating
the need to create a new item record with the same description.

3. Click the Add button, select first the unit that you selected on the Item detail
and provide a multiplier. This is for you not to be able to hit an error when
locking the Item detail.

Page 30



LOGOLIZE || Bock
: Wijmo Evaluation Version {5.20202.699)
ot i Date Ao e Deseu Zunpher
VRU H H‘ 124130 o] CHANDRU, FARMAN]
Dy e u
E E |
[ Zens o |
‘ = - H S o H o =000 ‘ e
. = - i hiowE k3
-"' ok Tn s _,:, E ‘
oy Stock Ou
'..'.5; Stock Trarufer Aequent
&5 Tk Unit Comeersian Price Upicad irate Gl. Agroiunts Components Production Trnestilnry

—
o | Sk Whkdrua D s

H Shrck Cairr
ol ey e : 1%0] "ﬁ

& [reaEmtary REpart

4. Provide a multiplier and after that, click the Save button.

Edit Ttem Unit

Fineline Book

5. If you wish to add a new Unit Conversion record, repeat Steps 3 and 4.
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Price

1. The price tab in inventory is used to add one or more item prices to be used
when having future transactions.

2. Click the Add button, provide first the Price that you provided on the Item
detail and provide a price description. This is for you not to be able to hit an
error when locking the Item detail.

LD

L= - 7 it —— Wijmo Evaluation Version {5.20202.689)
Deszrpnn -]
Fingling Book
‘ o e e ‘
E | 3
® - b :
-4 Stk z : ‘
T ot )
Stock Trarfer = = - E = =
Unit Conversion Price Jpicad [mags GL Accitits Componsnts Productior Trventary

v C ez pdeted 2y ten Ihan
C & ne: Decerniper D1, 2023 0331 P Updated Dt / Time: December 01 2023 02:31 Py
g Check Warehousig e

vGamma. 004.006-next

3. After that, click the Save button.
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Edit Item Price

Fineline Book

Price Descepton

SEP

4. If you wish to add a new Item Price record, repeat Steps 3 and 4.

General Ledger Accounts
1. The importance of the General Ledger account is to know where the
transaction will be recorded. Make sure all the accounts that you select on the

GL account are also in the chart of accounts.

Unit Conversion Prics Uplosd Tmisge GL Accourts Camponents Protiuction Invesitory

ACEDUN ST
Merhandise [mveriory

Azzet Acoount Tooe

DL01131

Zakz Accourt Crgs
0401003

et ACteurt Cooe

0501106

05.03.050 Furchazes

o We have a default set up for this but if you have a specific account you

want to use, you can do so.
o If your Item is an Inventory, select an Account for Inventory. By this, the
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isinventory checkbox on the Item detail will automatically be checked.

Fineline Book

o Ifyour Item is a Non-Inventory, select an Account for Non Inventory. By
this, the islnventory checkbox on the Item detail will automatically be
unchecked.

o If your Item is a Fixed Asset, select an Account for Fixed Asset. By this,
the islnventory checkbox on the Item detail will automatically be

unchecked.

Save and Lock

1. Review the Item detail first.
2. Once everything is okay, click Save. Save button allows you to save your item
detail, however, the item will not be visible when you do future transactions.
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3. Inorder for your Item to be visible when doing future transactions, click the
Lock button.
@ e a2 o) 0O @

Encode NA or NULL if you don't have any vaiue.

i1
.

Ttack Transfe Request

o, TR Trapster
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4.1.1.2 Add Item Via Import Function
e Go to Inventory, then select Items.

@ 8 s+ o) 0O

O |soooi2z0a0 |N"ﬁ ]

o 0000122023 | WA NA Secand Sample ltem M N A 0.00 Pe(s) =

] 0000122023 | HTEGKHXO4.. HTEGKHXODA_ Firstesample ftem A A HA 0.00° Pels) -]

o 0000122027 .N,ll M MA MA .NA NA 0.00 Pois) -]

(=] 0000122026 .hl.'\ A NA HA NA NA 0.00 Pcis) ]

[m} 0000122025 .NA NA NA MNA .NA NA 0.00 Pcls) ]

Jack Sut O ooomizzzd | Na N NA M I NA 0.00 Pels) =

VL ool areter Rt o 0000122023 | NA HA N A Ha HA 0.00 Pels) ]

o 0000122022 | MA A 175 HA HA A 000 Pels) -]

i o 0000122021 | NA HA MA HA NA& NA 0.00 Fels) =
@ , Stock Withdraws ) ) ) .

E:I Stack Courm,
‘ Trwarrory Ladger
H Imverzory Regort

~Wijmo Evaluation Version {5-.50202,599) °

e C(lick the Functions button, then click Download Item File Format.
= ® e @) 0O (7]

W em @ [

L Frine item Lt
[] 0000071872 OOOOOZ172 N N Na NA i 000 Poi;
] 000021871 VALIOMANU.. VALIDSKUS  VALIDBARG.  Vabd hems 0 i Chamicals sty =7 i
[ 0000021870 CHIWDODTD. CHIWDOO10. CHIWDOO10. WO-40-Specialistdyhbe O NA Ghemicale Detmesd Upiea
Bi 0000021869 MBYODT1102  MABYWIPES. MABYWIPES.. BabyWipes 11102 0 NA NA 5 =
B 000001868 DODODZ163  NA JUICEDDT  juice NA NA ha ch =
| O 0000021867 BBYDDIG100  BABYWIFES.. BABVWIPES.. BabyWipes 15100 0 NA HA o 3 B
B 0000021856 BEYOO16099  BABYWIPES. BABYWIPES.. BabyWipes 15099 o NA NA [ 50.00 Pack =
B 0000021855 BEVOO16098  BABYWIPES. BABYWIPES, Baby Wipes 16098 0 NA NA | 5000 Fols) =
B 0000021864 BEYOO16057  BABYWIFES. BABYWIPES. Baby Wipes 16097 i NA NA 5000 Pris) =
| B 0000021863 BBYODIG096  BABYWIPES. BABYWIPES.. Baby'Wipes 16096 o HA e [ 50.00 Peis) ‘=

e An excel file is automatically downloaded for the Item File Format.
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Open the file. The file is used if you want to import multiple items in our

system. Just keep in mind, we advise with a maximum of 300 items per upload.
As you can see on the file, it has sample data where you can see the following

columns (all in all, there are 44 columns):

O

@)

@)

ManualCode
SKUCode
Barcode
ltemDescription
Unitld

Unit

Category
Isinventory
CostReference
Price
ProductionCost
ReorderQuantity
StockLevel
Kitting
WarrantyExpiry
AssetNumber
PurchasePrice
SerialNumber
DepreciationStartDate
DepreciationMethod
Custodian
Particulars

Alias
GenericName
DateAcquired
SalvageValue
UsefulLife
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o DefaultSupplierld

o DefaultSupplier

o Principal

o ArticleAccountGroupld

o ArticleAccountGroup

o AssetAccountld

o AssetAccount

o SalesAccountld

o SalesAccount

o CostAccountld

o CostAccount

o ExpenseAccountld

o ExpenseAccount

o RRVATId

o RRVAT

o SIVATId

o SIVAT

e If you have multiple items to be uploaded, we suggest copying first the sample

data then pasting on the next row until it reaches out on the number of items
to be uploaded. Take note, there is a limitation of the number of items to be
uploaded. Better read the “Best Practices” section first.

Cligbosid &l Fart ) Alignnert & Humber ] Styles

A B L D E F G H | 1 K 3t M | N Q P | Q R S
1 ManualCode SKUCode  BarCode ltemDescription  Unitid Unit Category  |slnventon CostRefere Price Productior ReorderCy StockLevel Kitting WarrantyE AssetNumi PurchaseP SerialNum Depreq
2 IMC100001 100000001 100000001 Fineline Book 1 1 Pefs Bool True 30 50 0 0 0 NONE 12/1/202=NA 0 012/1/J
3 MC100002 100000001 100000001 Fineline Book 2 1 Pefs) Book True 30 50 0 0 0 NONE 12/1/2024NA 0 0 12/1/i
4 IMC1000032 100000001 100000001 Fineline Book 2 1 Pels) Book True 30 50 0 0 0 NONE 12/1/202ENA 0 012/1/Z
5 §MC100004 100000001 100000001 Fineline Book 4 1 Pcfs) Book True 20 50 0 0 0 NONE 12/1/202ENA 0 D 12/1/:
6 IMC100005 100000001 100000001 Fineline Book 5 1 Pefs) Book True 20 50 0 0 0 NONE 12/1/2027 NA (] 012f1/.
7 IMC100006 100000001 100000001 Fineline Book 6 1 Pels) Book True 30 50 0 0 0 MONE 12/1/202ENA i} 012/1/:
& MC100007 100000001 100000001 Fineline Book 7 1 Pefs) Book True L 50 0 [i] 0 NONE 12/1/2025NA 0 012/1/3
9 §MC100008 100000001 100000001 Fineline Book 8 1 Pefs) Book True 30 50 0 4] 0 NONE 12/1/203CNA 0 012/1/2
10 {MC100009 100000001 100000001 Fineline Book 9 1 Pcls) Book True 20 50 0 0 0 MONE 12/1/2021NA i} D12/1/%
11 gMC100010 100000001 100000001 Fineline Book 10 1 Pefs) Book True 30 50 0 0 0 NONE 12/1/2032NA 0 012/1/:
12
= In this example, | want to upload 10 items into the system. J
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e Next, provide a correct value for each column especially on the following

column(s):

o Take note: Highlighted with ORANGE are the required column, otherwise
put NA as value:

— should be unique, alphanumeric and should not
exceed 50 characters. Example: ABCO000001
— Should be unique, alphanumeric and should not exceed
50 characters. Example: XYZ CA1001
— should be unique, alphanumeric and should not exceed
50 characters. Example: XYZ CA1001
— should be unique, has no special characters and
should not exceed 128 characters.
— you can select a unit value from the dropdown. Do not edit the
Unitld column.
— should be numeric
— should be numeric
— should have no special characters, (if none, default to NA)
— true or false
Asset Number — alphanumeric, should have no special characters (if
none, default to O or NA)
Custodian — alphanumeric, should have no special characters (if
none, default to NA)
Particulars — alphanumeric, should have no special characters (if
none, default to NA)
Alias — alphanumeric, should have no special characters (if none,
default to NA)
Principal — alphanumeric, should have no special characters (if none,
default to NA)
— you can select a RRVAT value from the dropdown. Do not
edit the RRVATId column.
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m SIVAT — you can select a SIVAT value from the dropdown. Do not edit
the SIVATId column.

m For the General Ledger Accounts, make sure to select correct
accounts. If confused, you may check the GL of Account list on the
System>System Tables>Article Account Groups.

e Once okay, save the file.
e Go back to the system, then go to Inventory, then select Items.

Locked
O 0000122030 iN":. Ha N M i NA I 000 Pels) ]
O 0obmiazoza | WA NA Second Sample ltem NA NA NA 000 Peis) B
B 0000122023 | HTEGXHXO4. HTEGKHXDA_  Firstexample tem A NA NA 000 Peis) =
O 0o0mazmeT | Na N& NA NA NA NA 0.00 Pels) =
O ooooizam NA NA NA NA NA NA 0.00° Pels) B
O 0000122025 | NA NA NA NA nA NA 0.00 Feig) )
O 0000122024 | NA N NA m N NA 0.00 Pels) -]
O ooomazoza  Na NA NA NA Na N 000 Peis) B
O  ooomzzozz  Na NA NA A NA NA 000 Fels) =
O  toomzzoz Na NA NA NA N NA 0.00 Fele) ]

fuation Version (5.20202.699)

e C(lick again the Functions button, then click Import Draft Item.
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Functions

Print ltarn List

0.00 ‘ Pc(s)

i Download hem List

Optimized Upload

]
]

nnn Peiel

i Dowrnload tem File Format

i Import Draft ltem

Look for the item file format, then double click.

A confirmation popup will display, just select confirm.

Wait until it will successfully be imported. At this stage, the item(s) is not yet
added on the item list. Instead, it will be added on the Draft Item list. Meaning,
the items being imported are subject for a review.

To view the items on the Draft Item, click the Functions button, then click on
the Draft Item.

Page 42



L

[J 0000021872 0000021872 NA 000 Pefs) ]
B2 0000021871 |VALIDMANU. VALIOSKUS  VALIDBARC.  Valid ltem5 0 NA Chemicals 43000 Bottle(s) =
B 0000021870 CHIWDOOTO.. CHIWDOOIO.. CHIWDOOT0.. WD-I0- Specialist dry lube.. © NA Chemicals ' 1000 Bolels) | B
B 0000021869 |MBYOO11102  MABYWIPES. MABYWIPES.. BabyWipes 11102 0 A A 10.00 Pefs) ‘m
B2 0000021868 |00DOD21868  NA JUICEDDT juice NA NA N 1000 Fouch 'm
[ 0000021867 |BEVOD16100 BABYWIPES.. BABYWIPES. BabyWipes 16100 0 NA NA 50.00 Pefs) ‘m
@ 0000021866 BEVOUIS03 BABYWIPES.. BABYWIPES.. BabyWipes 16099 0 A NA ' 50.00 Pack ‘m
B 0000021865 BEVODIGS  BABYWIPES. BABVWIPES.. BabyWipes 16098 0 NA NA 50.00 Pels) ]
B 0000021864 |BBVOD16097 BABYWIPES.. BABYWIPES. Baby Wipes 16097 0 NA NA 50.00 Pefs) 'm
B 0000021863 |BEVOD16036 BABYWIPES.. BABYWIPES.. Baby Wipes 16096 0 NA NA ' 50.00 Pefs) ‘®

Functions

Print e List

t Download ftem List

- == nnn Peafe)
b | NA B ¥ Download Item File Format Optimized Upload
A MA

1 Import Draft Item

Draft [tem

e Review if the item(s) being imported are added on the Draft Item list.
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e Once okay, click the Validate button. This is to validate first the Item detail if

everything is correct before it can be posted. Please refer to the following

validation status:

(@)

No ManualCode provided — means that ManualCode column has no
value.

Duplicate ManualCode in list — means that ManualCode column has a
duplicate value from the Draft Item list.

ManualCode already exists — means that ManualCode column value
exists on the Item list.

No Particulars provided — means that Particulars column has no value.
No SKUCode provided — means that SKUCode column has no value.
Duplicate SKUCode in list — means that SKUCode column has a
duplicate value from the Draft Item list.

SKUCode already exists — means that SKUCode column value exists on
the Item list.

No Barcode provided — means that the Barcode column has no value.
Duplicate Barcode in list — means that Barcode column has a duplicate
value from the Draft Item list.

Barcode already exists — means that Barcode column value exists on the
Item list.

Unitld not found — means that the Unitld column value does not exist on
the database.

No Category provided — means that the Category column has no value.
ArticleGroupld not found — means that the ArticleGroupld column value
does not exist on the database.

AssetAccountld not found — means that the AssetAccountld column
value does not exist on the database.

SalesAccountld not found — means that the SalesAccountld column
value does not exist on the database.

CostAccountld not found — means that the CostAccountld column value
does not exist on the database.
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ExpenseAccountld not found — means that the ExpenseAccountld
column value does not exist on the database.

No Price provided — means that the Price column has no value.

Price should be numeric— means that the Price should be in number
format.

RRVATId not found — means that the RRVATId column value does not
exist on the database.

SIVATId not found — means that the SIVATId column value does not exist
on the database.

Invalid Kitting value — means that Kitting column is not equal to NONE,
COMPONENT, PRODUCED, or PACKAGE.

No ProductionCost provided — means that the ProductionCost column
has no value.

ProductionCost should be numeric— means that the ProductionCost
should be in number format.

Invalid DateAcquired value — means that the DateAcquired column is
not in valid date format.

No SalvageValue provided — means that the SalvageValue column has no
value.

SalvageValue should be numeric— means that the SalvageValue should
be in number format.

No UsefulLife provided — means that the UsefulLife column has no
value.

UsefulLife should be numeric— means that the UsefulLife should be in
number format.

No CostReference provided — means that the CostReference column has
no value.

CostReference should be numeric— means that the CostReference
should be in number format.

No ReorderQuantity provided — means that the ReorderQuantity
column has no value.
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ReorderQuantity should be numeric— means that the ReorderQuantity
should be in number format.

No StockLevel provided — means that the StockLevel column has no
value.

StockLevel should be numeric— means that the StockLevel should be in
number format.

No AssetNumber provided — means that the AssetNumber column has
no value.

No PurchasePrice provided — means that the PurchasePrice column has
no value.

PurchasePrice should be numeric— means that the PurchasePrice
should be in number format.

Invalid WarrantyExpiry value — means that the WarrantyExpiry column is
not in valid date format.

No SerialNumber provided — means that the SerialNumber column has
no value.

Invalid DepreciationDate value — means that the DepreciationDate
column is not in valid date format.

No DepreciationMethod provided — means that the DepreciationMethod
column has no value.

No Custodian provided — means that the Custodian column has no
value.

No Alias provided — means that the Alias column has no value.

No GenericName provided — means that the GenericName column has
no value.

No Principal provided — means that the Principal column has no value.
DefaultSupplierld not found — means that the DefaultSupplierld column
value does not exist on the database.
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CHIWDOO1000.

MN& VALIDSKLT VALIDBARCOD.,  Valid ltem] 14 Boitleis)

-]

Chemicals 19 Merchandise In.

VALIDMANUALT ' NA BABYWIFESTG,. VALKDBARCOD.. VafdltemZ 14 Baottie{s) Chemicals 1] 19 Merchandise In
VALIDMANUALZ  N& VALIDSKLZ BABYWIPEST6. Valid ltem3 14 Baottleis) Chemicals 19 Merchandise In
VALIDMANUALZ  NA CHIWDDO1000, GHIWDDO1000.. Valid llem3 14 Bottleis) Chemicals ] 19 Merchandise In..
VALIDMANUALS | N& VALIDSKL3 VALIDBARCOD'E | Valkid llemd 14 Botthels) Chemicals ] 19 Merchandise In.
VALIDMANUALE  NA VALIISKL4 VALIDBARCOD., Valid|tems 14 Bonle{s) Chemicals /] 19 Merchandisein..
VALIDMANUALT  NA VALIDZKUG MNA Vakd ltemi 14 Bottlefs) Chemicals ] 19 Merchandise In..
VALIDMANLALE | NA VALIDSKLIT hA Valid Itam? 14 | Bottlefs) Ehemicals ] 19 | Merchandise In..
.Mcl .Pa:Iicdafs .MU .Mt‘1 .Mcllem'l [ 1 .Fﬂc{sfl [ ] 19 .Mer\:handiﬁe In.. |
MC2 Particulara MC1 MCT MChem 2 1 Pels) 19 Merchandise In..

" m

e Once validation is okay, it will update the ValidationStatus. Read the
validationStatus on what issues are being found. To correct the item detail,
double click on the column where it has an issue then enter a valid value, then
press Enter. After that, validate again by clicking the Validate button.

= ® 6 a@d0O @

ﬁ Draft ltem n m
[ een | cocen |

m lissue(s) found: Dupplicate Manual Code. EHTWDODI 000, NA VALIDSHUT VALIDBARCOD. | Valid Hem] 14 Bottlels)
Issue(s) found: Dupplicate SKU Code IMALIDMANLALT  NA BABYWIPES16. VALIDBARCOD.  Valid liem2 14 Bottle{s)

Issue(s) found: Dupplicats Barcode. ALIDMANUALZ  NA VALIDSKUZ BABYWIPESTE.. Valid llem3 14 Betlieds)

Isgue(s] found: Dupplicets Barcooe Dupplicate SKU Code. IVALIDMANUALS - NA CHIWDODT000,, CHIWDDDT000... Valid llema 14 Bottleds)

PALIDMANUALL | NA VALIDSHUS VALIDBARCODT | Valid emd 14 Bettis{s)
lssue(s) found: Invakd SKUCode ALIDMANLUALS  NA VALIDEKLS VALIDEARCOD.  Valid Hemd 14 Betthe{s)
|asueis) found: Dupplicate Barcoce: Dupplicats Barcode in List BLIDMANLIALT - NA WALIDEKLIE MA Valid temé 14 Bottie(s)
|seue(s) found: Dupplicate Barcode. Dupplicats Barcode in List ALIDMAMUALS A WALIDSKUT N& WValid Item7 14 Bottie{s)
|seua(z) found: Dupplicate Barcode in List. Dupplicate SKU Code in List. Default supplier 1d not found. @401 Paruculars MG MGT MClitem 1 1 Pels)

Issue(s] found: Dupplicate Barcode in List. Dupplicate SKU Code in List Default supplier Id not found. @42 Particulars MC1 MC1 MCltem 2 1 Pels)

S 1
- pocmon

e Once everything is okay (ValidationStatus is equal to Validated), click the Post
button. A confirmation message will display, click the Confirm button. This will
now add the validated item(s) on the Item list.

e To check if the item(s) are added on the Item list, click the Close button then
look for the item on the Item List.
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Locked Manusl C.. 5KL Code Bar Code Description

=3 immaa NA- N IM ] NA ; I m‘l Pefs). =2
m 0 0000122028 NA NA Second Sample item A NA A 0.00 Pels) =
m = 0000122028 HTEGNHXNO4. HTEGXHXO4_  First examgle item A A A 000 Pe(e) -]

m o 0000122027 NA NA NA NA NA Na 0.00 Pels) ]
m o 0000122026 NA NA NA NA NA HA a0 Fris) ]
m' o 0000122025 NA A A A i i [ 000 Fels) ]
m 0 0000122024 NA N NA NA N HA 000 Pe(s) =
m (=] 0000122023 NA A A A A A 000 Peig) =
7 m o aUOD1Z2022  NA Na Na Na NA NA 000 Pels) ]
m o 0000122021 NA NA NA NA MA NA 000 Peis) ]
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4.1.2 Customer

4.1.2.1 Add Customer Manually
Customer Detail
1. Go to Sales, then click Customer.

ﬂ Customer

[  O00000Y3E3 |NA G

d 0000001352 “NA o
-] melo00aal Custaimer A1 A A 0
[ ] mei0niod3  Customer A3 A (1% a
] 0000001349 Butch Ha KA a
(] e U] RAE 00216485 A a
(=] 12368 & NA A o
] 00000071346 NAdsdad. A NA o
] 0000001345 Joger Escala HA (T3 0
[m] Rizal Rizal 032146511 keyoeahira-cret a

Customer List I

2. To add a new Customer, click the Add button that can be seen on the

VGamma. 004, 006-rext.

Customer List.

ﬂ Customer

Locked T
m o OUD0O0TIE2 WA NA N 0
m. B mr.mm‘r Euﬂ_wiirl'l | :iu ;M 'd!
m B melnnnoal Custamer A3 MA Ha o
m ] 0000001343 Buteh HA e, 0
m o A #l Lad 00216465 i [
m o 123e2d ] A 4 o
m B OD0D0MI3AE  MAdsdad NA HA o
m B 0I0DO01345 | Jigger Eacala HA A o
ER o 12281 Testinglang Rzl Rizal 032346511 kayoaaghira-c et o
m = 0000001343 dnan Alu NA Y 1

I~

3. Fill all the important fields for Customer Detail like:

VGamma. 004, 006-rext.
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a. Note: Highlighted with Orange are required fields. If there is no value,
just put NA. In addition, do not provide special characters like ~"! @ #
S%A&*()-_+={}[1]|\/:;""'<>,.?.

m Customer (Name of the Customer)

Contact Person

Contact Number

Email Address

Proprietorship

First Name

Middle Name

Last Name

TIN

TIN Branch Code

Address lines (Street Barangay, City, Province, Region, Zip

Code)

Category

m Business Style
s WTAX

ﬂ Custamer Detail @ Encode MA or MULL if you dorit have any value. u n E

Butch Canada Il

000500135+

o= e

Hacional Drarmiz MizamizDccidantal X

Page 50



4.1.2.2 Add Customer Via Import Function
1. Go to Sales, then select Customer.
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2. Click the Functions button, then click Optimized Upload, and click Download
Customer File Format.

Functions

3. An excel file is automatically downloaded for the Customer File Format. As your
indicator, the file is named CustomerFileFormat.

[@ CustomerFileFormat (3).xlsx
16.1 KE - Done

4. Open the file. The file is used if you want to import multiple Customers in our

system. Just keep in mind, we advise with a maximum of 300 Customers per
upload.

et i e w | S=ERe | B Genenl B o [ ool Hitral ainn B B (] E putcter - g /%]
o Capy - S ! = . =l LB ;
e e | BTN T A | === = Svegtcew s | Se % 1 418 | Dot fo v EETENRR cnotory [ I R e L s i

Formatting = Takle - i - - . # Gl
- sivie an | ewng

A B 5 D E F G H | J K L M N (8]
1 EManuaECu%Custamer Category PWDorSCITIN Zipcode BusinessStContactPe ContactNuTermld  Term CreditLimi EmailAddr Particulars AddressLir
2 000-000-0 icoo 0
3
4

5. As you can see on the file, it has sample data where you can see the following
columns (all in all, there are 29 columns):
o ManualCode
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@)

O

Customer

Category
PWDorSCDNo

TIN

Zipcode
BusinessStyle
ContactPerson
ContactNumber
Termld

Term

CreditLimit
EmailAddress
Particulars
AddressLineStrtBarangay
AddressLineCity
AddressLineProvince
AddressLineRegion
WTaxId

WTax

Discountld

Discount
ReceivableAccountld

ReceivablePayableAccount

Proprietorship
LastName
FirstName
MiddleName
TINBranchCode

6. If you have multiple Customers to be uploaded, we suggest copying first the
sample data then pasting on the next row until it reaches out on the number of
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items to be uploaded. Take note, there is a limitation of the number of
Customers to be uploaded. Better read the “Best Practices” section first.

st Delete Fomat

& 2% EWT
D00-000-0 o0 1 6 2% EWT
D00-000-0 1000 % 62 EWT
000-000-0 100 3 & 2% EWT
000-000-0 1cop 7 & BREWT
D00-000-0 10 5 625 EWT
000-000-0 100D 2% EWT
T00-000-0 1000 6 2% EWT
D00-0H00-0 1000 & 2% EWT
OD0-000-C 1 COD &.2% EWT

[P P

i In this example, | want to upload 10 Customers.

7. Next, provide a correct value for each column especially on the following
column(s):
o Take note: Highlighted with ORANGE are the required column, otherwise
put NA as value:

] — should be unique, alphanumeric and should not
exceed 50 characters. Example: ABCO000001
] — should be unique, has no special characters and should

not exceed 128 characters.

] — alphanumeric, should have no special characters (if
none, default to NA)

m PWDorSCDNo — should have no special characters (if none, default
to NA)

m TIN — format should be 000-000-000

m Zipcode — should be numeric

] — should have no special characters (if none, default
to NA)

m ContactPerson — should have no special characters (if none, default
to NA)

m ContactNumber — should have no special characters (if none,
default to NA)
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m Term — you can select a Term value from the dropdown. Do not edit
the Termld.

m CreditLimit — should be numeric, (if none, default to 0)

m EmailAddress — should be valid email address, (if none, default to

NA)

m Particulars — if none, default to NA

] — should have no special characters (if
none, default to NA)

] — should have no special characters (if none,
default to NA)

] — should have no special characters (if none,
default to NA)

] — should have no special characters (if none,
default to NA)

m WTax— you can select a WTAX value from the dropdown. Do not edit
the WTaxld.

m Discount — you can select a Discount value from the dropdown. Do
not edit the Discountld.

m ReceivableAccount — you can select an Account Receivable value
from the dropdown. Do not edit the ReceivableAccountld.

] — just select Corporation or Individual

n — should have no special characters (if none, default to
NA)

] — should have no special characters (if none, default to
NA)

] — should have no special characters (if none, default to
NA)

m TINBranchCode — should be numeric
8. Once okay, save the file.
9. Go back to the system, then go to Sales, then select Customer.

Page 55



ﬁ Customer

E - =
Locked
m 0O  0000OMIEEd | MA A LTS o
m' [u] 00D0IT35T WA HA HA 1
m o 0006001352 MA HA A 0
m = MEIOINaT  Customer A1 M Ha 0
& o | = MeID0Inal | Customer AS HA HA ]
m B 0000001349 Buteh A A ]
m [u] e fl (11 Q0216465 A 1
o 12dead ] HA HA u
m;e=n ] 0000001346 MAdsded_ HA HA 0
=2 ] 0000001345 Jigger Escala HA HA ]
10.  Click again the Functions button, then hover to Optimized Upload, then

click Import Draft Customer.

e Functions

i Download Customer List

NA
NA

NA

11.
12.

i Downlead Customer File Format

Optimized Ugload

A Import Draft Customer

Draft Customer

T w—y

Look for the Customer file format, then double click.

Wait until it will successfully be imported. At this stage, the Customer(s) is
not yet added to the Customer list. Instead, it will be added on the Draft
Customer list. Meaning, the Customer(s) being imported are subject for a
review.
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Uploaded Successhully
W Cumliime wiss mecesisiy
= ]

n Customer

Locknd ,

EIES B owwwss e A N (i

[ E™En o ¢ ey [ ] |ttt il
E| omdriens ER o o ] T o )
e - m -] oID00I346  MAdadacd. NA e o
m -] OD00001245 | dgger Escala N NA o

m o 12230 Testinglang Rizal Rizal 03246511 keyosehing-c net a

m -] 0000001343 | Jhon Al HA he o

m o onpanIza R A -2 o

o 0000001341 WA A e [

= o 000001240 MA e Ha o

13. To view the Customer(s) on the Draft Customer, click the Functions button,
then hover to Optimized Upload, then click on the Draft Customer.

Functions

i Download Customer List

¥ Download Customer File Formar  [§ Optimized Ugload

MA i Import Draft Customer
NA P

Draft Customer
NA

14. Review if the Customer(s) being imported are added on the Draft Customer
list.

15.  Once okay, click the Validate button. This is to validate first the Customer
detail if everything is correct before it can be posted. Please refer to the
following validation status:

Page 57



No ManualCode provided — means that ManualCode column has no
value.

ManualCode already exists. — means that ManualCode column value
exists on the Customer list.

No Particulars provided — means that Particulars column has no value.
No Customer provided — means that the Customer column has no value.
Invalid TIN Format — means that the TIN column has an invalid format.
Format should be: 000-000-000.

No TIN provided — means that the TIN column has no value.

No ZipCode provided — means that the ZipCode column has no value.
No BusinessStyle provided — means that the BusinessStyle column has
no value.

No PWDorSCDNo provided — means that the PWDorSCDNo column has
no value.

No ContactPerson provided — means that the ContactPerson column
has no value.

No ContactNumber provided — means that the ContactNumber column
has no value.

No Category provided — means that the Category column has no value.
No CreditLimit provided — means that the CreditLimit column has no
value.

No EmailAddress provided — means that the EmailAddress column has
no value.

Invalid EmailAddress — means that the provided email address is not in
the format of email.

No AdddressLineStrtBarangay provided — means that the
AdddressLineStrtBarangay column has no value.

No AdddressLineCity provided — means that the AdddressLineCity
column has no value.

No AdddressLineProvince provided — means that the
AdddressLineProvince column has no value.
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o No AdddressLineRegion provided — means that the AdddressLineRegion
column has no value.

o No Proprietorship provided — means that the Proprietorship column has
no value.

o InvalidProprietorship — means that the Proprietorship is not equal to
Individual OR Corporation.

o No LastName provided — means that the LastName column has no
value.

o No FirstName provided — means that the FirstName column has no
value.

o No MiddleName provided — means that the MiddleName column has no
value.

o No TINBranchCode provided — means that the TINBranchCode column
has no value.

o Customer already exists — means that Customer column value exists on
the Customer list.

o ReceivableAccountld not found — means that the ReceivableAccountld
column value does not exist on the database.

o Discountld not found — means that the Discountld column value does
not exist on the database.

o Termld not found — means that the Termld column value does not exist
on the database.

o WTAXId not found — means that the WTAXId column value does not exist
on the database.

16.  Once validation is okay, it will update the ValidationStatus. Read the
validationStatus on what issues are being found. To correct the Customer
detail, double click on the column where it has an issue then enter a valid
value, then press Enter. After that, validate again by clicking the Validate
button.
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HOGO0B00). | 1234 TRADWNE Ha N [ i 12
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me 1 O00003 b,
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a3 00000502 1234 TRADING A Ha A TS

me1000004 000000002

| CntmeAl 00000000

Jmerounnn 1

mel0UiE A Customer A2 OGO0GDL 1234 TRADING Ha Na Ha ha 1
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1

me1000004 Customes 44 OO0-000-003

e Once everything is okay (ValidationStatus is equal to Validated), click the Post
button. A confirmation message will display, click the Confirm button. This will
now add the validated Customer(s) on the Customer list.

..................
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|meloo0nrt | | DO0-H00-000 ris | TRADING
[ G Customera2 000000001 TRADING
m VALIDATED me1000003 \ Customes A 000-0D3-002 TRADING
m VALIDATED 1000004 Customes A4 000-000-003 z TRADING

easy ) ®
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wGamma. 004 005+ 20-next

17. To check if the Customer(s) are added on the Item list, click the Close button
then look for the Customer on the Customer List.

m Wijmeo Evauation Version {3.20202.639)
n Customer “ N

Locked '
-] UDOCOOT34Y  Butch o
o (1) 2 e | [} Iov us.lsl'ars (1]
o Tz3ead K H HA o
] 0000001346 NAdsdad_ He NA o
= 0000001445 Jigger Escala Ha WA o
o 1223 Testinglang Rezal Rizal X651 heyoes@iio-c.net o
= 0000001343 Jhan &lu Ha A o
o o014l - HA £ o
o TON000TI4T NA HA Ha o
o IONOOTI340 NA He HA [

Famena 004,005+ 20-

4.1.3 Supplier
4.1.3.1 Add Supplier Manually
1. Go to Purchases then click Supplier.
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B 000000296 utch Supplier  naigmail.com
o AAARAAEG.  ~1G#5WEA) =07 | AMMAAAECEEEEIBDNOD . AAAAAAECEEEEINIDROD.  abcdafgniblmnonnrstuvw
O OM0IDOS29A  MAdsdads A He
[m] Q00pOCOE2E  MA A (1%
O C00D00OEITA  Madsds Ha ha
O 000C00CAZE WA Ha N
o8 :":”J el B ON00N0G25  Test Supplier Name HA ha
. i ” O 0l0ooosa4 WA Ha A&
Supp[;er I (=] 0000ODOEZI.  MA M WA
B OUDDODOZZ2  Thisis test Supplier Name Ha A

/|

Supplier List J

VGamma. 004, 005-rext.

2. To add a new Supplier, click the Add button that can be seen on the Supplier
List.

Supplier

T surerer EER DS m o suosupie _ s gt
= ) m o ARRRAAEC.  gEswsor=(ll s . AAAARAECEEEEIMENO0. AAAAMAECEEEENNBNGG.  abcdefgniblmnopgrative
L rissats =3 o O0IDANE2TA | MAdsdads A [y
g Purhass O Bl o ooonss Nk o
5 Hrina e m= O OIDOOGEITA  Madsds A A
m o OD0DOOCAZE  MA A 4
m ] 0000000325 Teen Supplier Mama HA A
[a o] (] o00D000EZA WA WA ey
=3 o 0000000323 A m N
m = 0000000322 This is test Supplser Name HA Y

VGamma. 004, 005-rext.

3. Fill all the important fields for Supplier Detail like:
a. Note: Highlighted with Orange are required fields. If there is no value, just

put NA. In addition, do not provide special characters like ~ '@ # $ % N & *

(O-_+={}[1[\/::""<>,.2.
m Supplier (Name of the Supplier)
m Contact Person
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Contact Number
Email Address
Proprietorship
First Name
Middle Name
Last Name

TIN

TIN Branch Code
Address lines (Street Barangay, City, Province, Region, Zip
Code)

Category

m Business Style
s WTAX

? Supplier Detail @ Encode MA of NULL if you dont have any value n - n

Ced Supplier
0000000332

4. After filling up the important fields, click Save then Lock buttons.
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SUATon Versi iF 33y
Encode N& or NULL if you dont have any vahie # n

HA H Corpora =
” JEEEie H [ H con -
o Zmet BaangY, <y
Hacicnat Szamiz
‘ MizamizCeciaents H " ‘
Zaooe
7200 AT
-t Fe- eriacsbhmpe i,
A % B
| ‘D Targ B
I fistory
F N

4.1.3.2 Add Supplier Via Import Function
1. Go to Purchases, then select Supplier.

-3 Wijme Evaluation Version |5.20202.699)
Functions button 'L [ o | o ]

00000033 | NA (N NA

EAEs o
m' . o00D00ZIS  Auteh Supplier HA naggmal com
Jits e m [m] ARARAAEC, < 1@esw s =00 e AAMAAAECEEEEIBENOD.  AARARAECEEEENNBRON. | abcdefghidmnoparsiuve,
S 0O 0oomsmd Madsdsds HA N
m o O00DO0OZ2E WA A Ha
m o O00DO0CAZTA | MAdsds A 4
m o 0000000326 A
m B DDODO0O32S  Test Supplier Mame HA NA
Em o owomess W m Na,
m o 0000000323 | WA NA Y

2. Click the Functions button, then click Optimized Upload, and click Download

Supplier File Format.
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All ¥ Functions

i Download Supplier List
MNA

abecdefghijklmnopgrstu # Import Draft Supplier

i Download Supplier File Format

na@gmail.com

Ohptirized Upload

NA

NA

Craft Supplier

3. An excel file is automatically downloaded for the Supplier File Format. As your
indicator, the file is named SupplierFileFormat.

@ SupplierFileFormat (2).xlsx
15.1 KB » Done

4. Open the file. The file is used if you want to import multiple Suppliers in our
system. Just keep in mind, we advise with a maximum of 300 Suppliers per
upload.

..... T xw " o b il Ay D
P = =
= slmeas | == = = - 1 = Explanatory : Z "

Sant & F
Filbe + St

hpacant i Pant 3 Mg ! b 5 sy Caii bing

"5 £

d g | o | e | & | & [ & [y 'y [Fg | v |l [N e | e w5 | v | |
1 TN ZFiprode  BusinessSt ContactPe ContactMuTermid = Term EmailAddr Particulars Category | AddressLir AddressLir Addresslic AddressLir WTaxtd — WTax yabl Payabl Propri 1L
2| 000-000-0 1 coD 6 2% EWT 14 Cash in Ba' Corporatio
3]

il

3

LA

il

4l

9|

5. As you can see on the file, it has sample data where you can see the following
columns (all in all, there are 25 columns):
o ManualCode
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o Supplier

o TIN

o Zipcode

o BusinessStyle

o ContactPerson

o ContactNumber

o Termid

o Term

o EmailAddress

o Particulars

o Category

o AddressLineStrtBarangay

o AddressLineCity

o AddressLineProvince

o AddressLineRegion

o WTaxld

o WTax

o PayableAccountld

o PayableAccount

o Proprietorship

o LastName

o FirstName

o MiddleName

o TINBranchCode

6. If you have multiple Suppliers to be uploaded, we suggest copying first the

sample data then pasting on the next row until it reaches out on the number of
items to be uploaded. Take note, there is a limitation of the number of
Suppliers to be uploaded. Better read the “Best Practices” section first.
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. A B
1 ManualCo Supplier  TIN

2 000-000-0
3 00D-000-0
4 0000000
3 000-000-0
& 000-000-0
7 Q00-000-0
& Q000000
9 000-000-0
10 000-000-0
11 000-000-0

=5 EiMergelContne - | B85 0 01 M | € N'“";:'_M ¢ Cioar
Agment 5w et stfes tiking
B E I i S 1 | ! = & L i . 2 | L I e e e B
ipcode  Businessht ContactPe ContactNuTermid  Term _EmailAddr Particulars Category AddressLir AddressLic AddressLir AddressLir WTaxid W Tax PayableAc PayableAc
100D b 2% EWT 14 Cashin Ba
100D 6 2% EWT 14 Cash in Ba
1cCoD 6 2% EWT 14 Cashin Ba
100D 6 2% EWT 14 Cash in Ba
1 CoD 6 2% EWT 14 Cash in Ba
1.¢oD b 2% EWT 14 Cash in Ba
1000 6 2% EWT 14 Cashin Ba
1con b 2% EWT 14 Cash in Ba
1000 6 2% EWT 14 Cashin Ba
1.C00 6 2% EWT 14 Cashin Ba

In this example, | want to upload 10 Suppliers. J

7. Next, provide a correct value for each column especially on the following

column(s):

o Take note: Highlighted with ORANGE are the required column, otherwise

put NA as value:

— Sshould be unique and has no special characters

— format should be 000-000-000

Zipcode — should be numeric
BusinessStyle — should have no special characters (if none, default
to NA)
ContactPerson — should have no special characters (if none, default
to NA)
ContactNumber — should have no special characters (if none,
default to NA)
Term — you can select a Term value from the dropdown. Do not edit
the Termld.
EmailAddress — should be valid email address, (if none, default to
NA)
Particulars — if none, default to NA

— should have no special characters (if
none, default to NA)
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] — should have no special characters (if none,
default to NA)
] — should have no special characters (if none,
default to NA)
] — should have no special characters (if none,
default to NA)
] you can select a WTAX value from the dropdown. Do not edit
the WTaxld.
m PayableAccount— you can select an Account Receivable value from
the dropdown. Do not edit the PayableAccountld.
— just select Corporation or Individual
— if none, default to NA
— If none, default to NA
— If none, default to NA
— should be numeric

A B C D E F G H I 1 K L M M
1 ManualCode Supplier TIN Fiprode BusinessStyle  ContactPerson  ContactMumber Termld Term Emalladdress  Particulars Category  AddresslinestriBarangay  AddressLineClty  AddressLin
2 100000001 Test Supplier 1 000-000-000 7200 TRADING MA MA 100D NA MA NA A MA MNA
3 100000002 Test Supplier 2 000-000-001 T200 TRADING MA MNA 1COon NA MA N A A MNA
4 100000003 Test Supplier 3 000-000-002 F200 TRADING Ma MNA 1000 NA Ma N& MNA Na NA
5 100000004 Test Supplier 4 O00-000-003 7200 TRADING Ma MNa 1C00 NA MA NA MA Na NA
6 | 100000005 Test Supplier 5 000-000-004 7200 TRADING Ma Ma 1000 NA Ma NA A N& A
& 100000006 Test Supplier 6 000-000-005 7200 TRADING Ma MA 100D NA Ma N NA MNA NA
B 100000007 Test Supplier 7 000-000-006 7200 TRADING NA MNA 100D NA NA NA NA Na NA
9 100000008 Test Supplier 8 000-000-007 7200 TRADING MA MNA 100D NA MA N NA MNA NA
10| 10000000% Test Supplier 9 000-000-008 7200 TRADING MA NA 100D NA MA N NA Na NA
11 | 100000010 Test Supplier 10 000-000-009 7200 TRADING MA NA 100D NA MA N NA Na NA

8. Once okay, save the file.
9. Go back to the system, then go to Purchases, then select Supplier.
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Purchases |

- O 0000000332 |(NA Ha Ha

m' . 000000295 Auteh Supplier M nagmail.com
m [m] AAARAAEC,  <1@assor=0lne . AAARALECEEERIBDNOD.  AMAAAAECEEERINIDROD. | abcdefghikimnoparanusw
S 0O 0oomsmd Madsdsds HA N

ms o O00DO0OZ2E WA A Ha

=n o OIODO0GEZTA  MAdsds A [

=] oMo0InEIE A HA (3

m B 0000000325 Test Supplier Name HA A

m (=] 0000000E24  MA M WA

m o 0000000323 | WA NA Y

10. Click again the Functions button,then click Optimized Upload, and click
Import Draft Supplier.

VGamma. 004, 005-rext.

Colurmn Fiter

- T r
Al Functions

# Dourioss Suppler i
NA | |
Optimized Upload

t Download Suppfier File Format

na@gmail.com

abcdefghijklmnopgrst
NA
NA .

11.Look for the Supplier file format, then double click.

12.  Wait until it will successfully be imported. At this stage, the Supplier(s) is not

yet added to the Supplier list. Instead, it will be added on the Draft Supplier
List. Meaning, the Supplier(s) being imported are subject for a review.
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Upkoaded Succezzhly
o/ Euppiies e fommal data wat
secresafully imporied o drfi

Supplier

Locked
m O | 0o0000D3sE NA bR HA
n -1 NODE0295  Butch Supplier [ naEgmail com
=3 5] AEG.  =1EAsnBor=fillie.  ARARAA 00 AARAAA i
m [a] (0000003294 | NAdsdsds [ Ha
m o 0000000IZE  HA e, e
m =] 00000003ZTA | NAdsds M N
m o 0000000326 NA Nt A,
m = 0O00000FZS  Test Supnlier Mame A HA
m o oO0A000IZE | NA 3 M
m o IOAO0NIZE  NA e HE

13. To view the Supplier(s) on the Draft Supplier, click the Functions button,
then click on the Draft Supplier.

t Cownload Supplier Fle Format

A AR
Loiumn FiTer

All

ol ‘ Functions

Email Address T
i |

i Download Supplier-List

Optimizad Upload
na@gmail.com

abcdefghijklmnopgrstu & Imoor: Dra%t Suppiier

NA

Craft Supplier

NA
NA

14. Review if the Supplier(s) being imported are added on the Draft Supplier
list.

15.  Once okay, click the Validate button. This is to validate first the Supplier
detail if everything is correct before it can be posted. Please refer to the
following validation status:
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No ManualCode provided — means that ManualCode column has no
value.

ManualCode already exists. — means that ManualCode column value
exists on the Supplier list.

No Particulars provided — means that Particulars column has no value.
No Supplier provided — means that the Supplier column has no value.
Invalid TIN Format — means that the TIN column has an invalid format.
Format should be: 000-000-000.

No TIN provided — means that the TIN column has no value.

No ZipCode provided — means that the ZipCode column has no value.
No BusinessStyle provided — means that the BusinessStyle column has
no value.

No ContactPerson provided — means that the ContactPerson column
has no value.

No ContactNumber provided — means that the ContactNumber column
has no value.

No Category provided — means that the Category column has no value.
No CreditLimit provided — means that the CreditLimit column has no
value.

No EmailAddress provided — means that the EmailAddress column has
no value.

Invalid EmailAddress — means that the provided email address is not in
the format of email.

No AdddressLineStrtBarangay provided — means that the
AdddressLineStrtBarangay column has no value.

No AdddressLineCity provided — means that the AdddressLineCity
column has no value.

No AdddressLineProvince provided — means that the
AdddressLineProvince column has no value.

No AdddressLineRegion provided — means that the AdddressLineRegion
column has no value.
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o No Proprietorship provided — means that the Proprietorship column has
no value.

o InvalidProprietorship — means that the Proprietorship is not equal to
Individual OR Corporation.

o No LastName provided — means that the LastName column has no
value.

o No FirstName provided — means that the FirstName column has no
value.

o No MiddleName provided — means that the MiddleName column has no
value.

o No TINBranchCode provided — means that the TINBranchCode column
has no value.

o Supplier already exists — means that Supplier column value exists on the
Supplier list.

o PayableAccountld not found — means that the PayableAccountlid
column value does not exist on the database.

o Termld not found — means that the Termld column value does not exist
on the database.

o WTAXId not found — means that the WTAXId column value does not exist
on the database.

16. Once validation is okay, it will update the ValidationStatus. Read the
validationStatus on what issues are being found. To correct the Supplier
detail, double click on the column where it has an issue then enter a valid
value, then press Enter. After that, validate again by clicking the Validate
button.
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Validsted Successfully
w Ul swplien(s) was successhlly
ralidated!

"-: Draft Supplier

Validate button '

Bulch Supplier | | 123456769 7200

17.  Once everything is okay (ValidationStatus is equal to Validated), click the
Post button. A confirmation message will display, click the Confirm button. This
will now add the validated Supplier(s) on the Supplier list.

*

n Diraft Customer

[ e ]
WaiathmS.

frorconnnt N Customer A1 000000000 1234 TRADING s hik ha & T
o 1000002 M .Cu:lolne;:.i 'nw-'nm-nc-u .Ii'sﬂ .TﬂAUIMG .m\ .;IA ”rm m 1 .i'
1000003 KA Customes A3 003000002 T34 THADING K& LS NA HA 12
i 1000004 Customer A4 T00-000-003 TRADING TE

18. To check if the Supplier(s) are added on the Item list, click the Close button

then look for the Supplier on the Supplier List.




lLocked
= 120000295 iwwiun s naggmalcom |
[m] DODO000AIZ  NA Na Na
= 000000295 Butah Supglier | Ny na@arnail com
o ARARAAEC.  ~IERSRtEO =V AAAARAECEEERITIDNOO.. 'MAMA.ﬁcEE'EEII'laﬂoo... abedefghiikimnopgrstuv_
[m] 00000003294 NAdsdsds A NA
[m] 0000000328 NA A NA
[m] 00000003274 NAdsds NA NA,
[m] 0000000326 | NA A NA
= : 0000000325 ' Test Supplier Name | | HA I HA
(=] 0000000324 NA A NA
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4.2 Update Master Files

I'll walk you through the process of bulk updating master files, including Items, Suppliers,
and Customers. There are two methods for bulk updates: performing updates in bulk or opting
for manual updates.

4.2.1 Item
4.2.1.1 Manual Update Item Detail

1. Go to Inventory, then click Item.

VGamma. 004, 005-rext.

s & voonss
o oo | @ owoizzosn
El o v
S = owooos
[ oo o Q000122027
=3 o 0000122026
O omoizzos
;3 O omoizzoa
Em o oweens
=a o 0000122022

2. On the Item list page, click the Edit button.
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1200005682 o U | 560000 | Pafa)

= ]
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VGamma. 004, 005-rext.

3. You will be routed to the Item Detail page.

@' Itern Detail @ Encode: MA or NULL 1f you dont have any value. ﬂ n

First example item

[

t= Cox s Dot St
HTEGXHNOAXTCK O CHANDRL PARNAMNT

#
Lirst Comwesrsion Price Liplead tmage Gl Accounts Components Prodaaticn ety °

4. If your item is locked, click the Unlock button found on the top right part of the
Item Detail page.
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= | Wijme Evaluation Version (5.20202.699)

ﬁ Itern Detall @ Encode NA ar NULL if you don't have any value _.E

First example item
0000IZZ0ZE

o Cope g0

DO0CLIAT28

L eoe e e Ao Sem oo

HFEERHYOHXTCER HTESXHXOAXTCK 1327933 2 CHENDRL PARRANT

]
eEmpk e

e
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1 e VAT
= o Asterancs =res
g 000 Vreng

Uit Correersion Price Upliaet v GL Accoiits Compmens Procducton Irventory °

5. Once unlocked, you can now change the Item field values that you want to. Just
make sure not to provide special characters like:~ " '@ #$ % A& *()-_+={}
[1|\/:;""<>,.?and should not exceed the character limit of 128 to prevent

errors.

8 e Dotail SRR — BE B

First example item
DOCOL2on28
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6. If everything is okay, just click Save then Lock.

g [tern Detail @ Ercode MA or NULL if you don't have sny value

First example item
DODg1IZ0zE

Unit Conversizn Price Uplaad Image Gl Accounts Crampoments Production Inveniory °
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4.2.1.2 Update Item Detail in Bulk
1. Go to Inventory, then click Item.

L Code MmnuslCode. #1iCods Bur Code Oescription Serinl No.
[0 000000SeS4  DOOODGESE | N4 Ha iew Manttcr (Sinch) N
| O Doooonsess. 0o0T00SESS A Ha A NA
B 000O0SESZ 0OOODSESZ  ACEDIZI4  ACEDIZE  ViewFlus Monitor 0
B 0O0000SEHT  DOOJDOSGR]  MAKRUO17G. KREQVTGFG.  Chicken Burger N
-] - o y Ha
B 0000005659 DDOJOOGGES  NASBASHRC_ JBASHRCOA  Cabhge hi
W (000005685 UDDDDOSEES | MMCSFNSAL.  MACHFNSAL  Lettuce A
B U0O000SEET  MsnuplCode. | SXUIDODDT  BCTO0COT Koo XA Case U
0O 0000005686 DOOOD0S6ES  MA MA testing gericol] Ha
O 0000005685 AARRRAED. AARRALEC. AARRRAEC. - l@aswaty_ssDiite. O

B Grock Transher Baguez

Teck Transhe

&) ek Wikl

[l s Count

-
VBAMa, 004 005+ - prepioed

@
AmitMo  Category
Ha NaR%EFS
NA na
L} Manitor
NA He
A Ha
m na
NA HA
nA A
N W

AssetMumber |~ NEESEARM)_s=(

8 a2®)d QO @

0.0 Pels]
.00 Pefsl
SE00.00 Plsl
120.00 Pe(s)
00 Kalst
.00 Kals}
000 Kalsh
10000 Pelsl
100/ Pefz)
.00 Pefs)

S EE R ERODOEAB

Wijme Evaluation Version {5.20202.639)

2. On the Item list page, click the Functions button, then click Download Item

List. Item List will be used as a template for bulk updating Item detail.

L
0 oooooosead iews Manttor (Sinch)

| O Doooonsess. 0o0T00SESS A Ha Ha NA
B 000O0SESZ 0OOODSESZ  ACEDIZI4  ACEDIZE  ViewFlus Monitor 0
B 0O0000SEHT  DOOJDOSGR]  MAKRUO17G. KREQVTGFG.  Chicken Burger N
-] - |0 y Ha
B 0000005659 DDOJOOGGES  NASBASHRC_ JBASHRCOA  Cabhge hi
B 000005683 DOODDOSGES  MAACSFNBAL.  MACSFNBAL.  Letiwce A
B U0O000SEET  MsnuplCode. | SXUIDODDT  BCTO0COT Koo XA Case U
0O 000005686 DOODD0S6ES  MA MA testing gericol] HA
O 0000005685 AARRRAED. AARRALEC. AARRRAEC. - l@aswaty_ssDiite. O

B Grock Transher Baguez
Sitek Tan

&) ek Wikl

[l s Count

-
VBAMa, 004 005+ - prepiod

-3

NARSREFS
HA na
L} Manitor
NA He
A Ha
m na
Na Ha
nA A
N W

AssetMumber |~ NEESEARM)_s=(

8 a2®)d QO @

SE00.00 Pl
120.00 Pefe]”
00 Kalst
.00 Kals}
000 Ka(sh
10000 Pelsl
100/ Pefz)
.00 Pefs)

B EEBE @O

Wijme Evaluation Version {5.20202.639)

3. Once the download is complete, open the file. File name of the downloaded file

is File List.

Page 79



wart o o

5| E auosm sy D

Caibe e ea W = Genenl - T4 [ Normal Bad Goad Newtral T2

e ormutPuiey | BT M 7| Bt A o % [ | Coniion P [chocccen [0 [ L o T | immt Dubte Famat :ZL 1 fran

Cipnoand 5 Fut 5 5 Humber 5 ET cets Eikirg 5

al h & i -

B C o E F G H 1 1} K L M N o P a R 5 T u v w ES Y z -

1 [ [Manuakcoissuicods Bartode  Descriptiontm Category |stnmntorybslocked  Price Particulars Aliaz Genericha GLADcour SerialNumi DefaultSus Priocipal

2 14853 000000565 ACB01234 ACBD1234 ViewFlus b Pe(s) Micaitor TRUE TRUE 5500 0 26TEST1 001 VAT o002 LY ViewPlus BNA 00007 A DOODO000L NA

El 14251 000000565 NAKRBO17 KRBO1TGF Chicken BuPels) NA FALSE TRUE 120 o O RONVAT NONVAT D02 LY Chickan BLNA ooo1a A DOODO000L NA

4 14550 QOOOD056S AFMREGDH APMREGDI Chicken Pa Kgis] N TRUE TRUE a o 150 RONVAT  NONVAT 002 A Chicken PaNA 000013 WA DOODO000C NA

5 14549 OOOOD056E NAJBASHR JRASHRCO Cabbage  Kgis] N TRUE TRUE a o 100 RONVAT  NONVAT 002 A Cabbage NA 000013 WA DOODO000C NA

3 14248 Q0O00056E M4 CEFNES MACEFNBS Lattuca. Egls) NA TRUE TRUE [} o 100 RONVAT NONVAT 002 LY Lattuca NA 000013 A DOODO000L NA

7 14547 Manua o SKUL0000 BC100001 lphone XR Pefs) NA TRUE TRUE 100 0 3464286 001 VAT 002 NA NA NA 00007 KA DO000000( Principal

[] 13887 12317312:12312317: awd12312: wias Pels) awda TRUE TRUE a o 000 001 41 Particulars Alias Generichs 00007 GenericName Principal

8 | 13225 Q0O00G M DOD0000EL HI00000E. Ram & Pels) Items TRUE TRUE [} o 0 om 001 a1 Particul: i i Priscipal

1D_ 13255 QOO00G MK DOD0000S, HO00000S. Ram 5 Pefs) Items TRUE TRUE [} o 0 om 001 a1 Particuk i i Principal

11 13EE4 QOOOOS00C 00000005, 00000005 Rem 4 Pelsh Items TRUE TRUE a o 000 001 41 Particulars Alias Gerericha 00007 GenericName Primcipal

1z 13553 QOOO0S 0 HO00000SE DHH00S, Rem 3 Pels) Items TRUE TRUE 0 o Qoo 00 41 Particulk i Generica Priecipal

1!_ 13227 Q000G DOD0000EC 000000 Ram 2 Pels) Items TRUE TRUE [} o oo 001 a1 Particul: i i Priecipal

14 13851 QO0OOS00C 00000005, 00000005 em 1 Pels) Items TRUE TRUE a o 000 001 41 Particulars Alias Generichs 00007 GenericName Principsl

15 13879 000000567 100021-01 1000021-0 16" Macho Pefs) 16" Macha  TRUE TRUE a o O RONVAT  NONVAT 002 A 167 Macha NA 00007 WA DOOOOD000 Apple Store.

16 | 13278 1000198 B910001 B9L10001 15" Lagtop Pols) Lagtop 15" TRUE TRUE [} o 0 om 001 a1 Particul: i i Priscipal

17| 1377 9900 989 aeeF ! @@ Pls) TRUE TRUE L] o Qo001 001 41 Particulars Alias Genericha 00007 Generichame Principal

18| 13874 s 1] NASSSSS TRUE TRUE a o O RONVAT  NONVAT 002 NANREE  NARNNRE  NANNRER 00007 Nasiry  OOOOOOD00 NARHHRNNN

13 | 13272 OOOOO056E 123PGEE0 123PGEE0 BAG Pels) NA TRUE TRUE [} o O RONVAT NONVAT D02 LY BAG NA 00007 A DOODO000L NA

ID_ 13571 0OD00056E ESIWELN] BSAWELNL Dong Balle Pe(s) NA TRUE TRUE 5 o 10 NONVAT VAT o002 LY Doy Balle NA 00007 A DOODO000L NA

2 13870 000001 29: 490163017 490162017 Missin Cisc Pefs) FD Jam Ho  TRUE TRUE 215 o 108 001 VAT 002 A Mis=iny Cisc NA 00007 WA Primcipal

22 13559 000001291430255145 490288 142 Myajo Cha Pls) FDWstant  TRUE TRUE 133 o 70 001 VAT 002 WA Myojo Cha NA 0007 NA Principal

23 | 13358 000001291450154011 450194011 Tohato Cre Pes) FD Soachs TRUE TRUE 109 o 55 001 VAT o002 LY Tohato Cro NA 00007 A Priscipal

24 13867 000001291490154011 490194011 Tohato Cr. Pefs) FD Smacks  TRUE TRUE 109 o 55 001 VAT 002 A Tokato Cro NA 00007 WA Principsl

25 13866 0000012914901 33059; 49013309 Calbes Sup Pefs) FD Smacks  TRUE TRUE 119 o 60 001 VAT 002 A Calbee Sup NA 00007 WA Privcipal

26 | 13355 O0000129145013603% 4901 3603% Bourbon & Pes) FD lally Gu TRUE TRUE as o I3[ om VAT o002 LY Bourkbon & NA 00007 A Priscipal

7| 13864 00000129149013603% 490136032 Bourbon A& Pcfs) FD lelly Gu TRUE TRUE 45 o 3001 VAT 002 NA Bourbon & NA 00007 KA Principal

28 13863 00000129149013603¢ 490136035 Bourbon & Pefs) FD Jeliy Gy TRUE TRUE a5 o 3001 VAT 002 A Bourban & NA 00007 NA Principal

23 | 13357 O00001291457130531 457130931 Rad Gumi | Pls) FD lally Gu TRUE TRUE 179 o =0 001 VAT o002 LY Rad Gumi |NA 00007 A Priscipal

!D_ 13351 O00001291457130531 457130931 Blue Sapph Pls) FD lally Gu TRUE TRUE 179 o =0 001 VAT o002 LY Blua Sapph NA 00007 A Priscipal

3 13860 000001 29149013603 490136035 Bourbon FePefs) FD Jeliy Gy TRUE TRUE 99 o 50 001 VAT 002 A Bourban FeNA 00007 WA Principal

37| 13859 000001290 030255145 90288145 Myajo ChaFels)  FDiastant  TRUE  TRUE 133 0 70 001 VAT 0z WA Myoj Cha NA 00T WA Principsl

EE] | 13Z58 Q0000129 490FEE14% 450288 142 Myajo Cha Pe(s) FDWnstant  TRUE TRUE 139 o 70 001 VAT o002 LY Myajo Cha NA 00007 A Priescipald

34 13857 00000129 490755145 490288145 Myajo Cha Pofs) FD nstant  TRUE TRUE 139 o 70 001 VAT 002 A Myojo Cha NA 00007 WA Principal

35 13856 00000129 490755145 490288145 Myajo Cha Pofs) FD nstant  TRUE TRUE 139 o 70 001 VAT 002 A Myojo Cha NA 00007 WA Primcipal

EL] | 13255 Q00001290 490FEE14% 450288 142 Myajo Oha Pe(s) FDWnstant  TRUE TRUE 139 o 70 001 VAT o002 LY 00007 A Priscipal

4. Update the column value that you want to change. Take note, do not touch the
Id column as it is needed for the update functionality.

5. If you want to update the TAX values, just make sure you provide the correct
Manual Code for the taxes. There's no need to worry about the Manual Code,
since you can find it on System>System Tables>Tax Types on our EasyFS
system.

= (-3 Wijmo Evajuation Version (5.20202.699}

System Tables Tax Types [ Jio)

W Ched: Warehoisng -

System :
m-n Manual Code for Tax]

System Tabl I
easy ystem Tables

B GasyFS by Huvan kot
VGamma. 004, 005-rext.

]

6. Once everything is okay, just Save the file.
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7. Go back to the EasyFS system.
8. Go to System, then click Company.

Comparny

0000000003
0000000004
0000000005

3390 Haksings Ine
Testing

MPORT

ing Carparstic

DO0R000007
D000000008
0000000009
Q000000010

O EO@EO@

easy i)

B GasyFS by Huvan kot
VGamma. 004, 005-rext.

Ced import

ABE Campany

Test Finanicial Compny
Mudlys Goodies Goep

“ompany Testing

0000000003
0000000004
0000000005

F0 Hakings Inc
Testing

MPORT

ing Carparstic

DO0R000007
D000000008
0000000009
Q000000010

O EO@EO@

easy i)

B GasyFS by Huvan kot
VGamma. 004, 005-rext.

10.  You will be routed to the Company Detail page. If it is locked, click the

Ced import

ABE Campany

Test Finanicial Compny
Mudlys Goodies Goep

Edit button |

“ompany Testing

Uit 02 Chate Verde Conda Valle Verde _ | VAT REG TINAPA48750930 |

#1726 Naga Naga. Taclaban cify Leyte Reg
11 Libsrty Ceriter 104 H V. DELA COSTA..
test testest test

CEBL, CEBU CERU X

A, HA A NA

San Roque. Astipolo Rizal Calabarzon

A NA NA NA

Cemba, Makati MCR 2

Uit 02 Chate Verde Conda Valle Verde _ | VAT REG TINAPA48750930 |

#1726 Naga Naga. Taclaban cify Leyte Reg
11 Libsrty Ceriter 104 H V. DELA COSTA..
test testest test

CEBL, CEBU CERU X

A, HA A NA

San Roque. Astipolo Rizal Calabarzon

A NA NA NA

Cemba, Makati MCR 2

Unlock button to unlock.

VAT REG TINODS-T67-561
WAT REG TIN.239-506-223
WAT REG TINADG-000-000
D00-000-000
000-000-000
HON-VAT REG TIN.00G-000.
D00-000-000
D00-000-000

LOO-000-000

VAT REG TINODS-T67-561
WAT REG TIN.239-506-223
WAT REG TINADG-000-000
D00-000-000
000-000-000
HON-VAT REG TIN.00G-000.
D00-000-000
D00-000-000

LOO-000-000
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.i. Company Detail @ Unlock button ?

Test Financial Company

000000008

Vs Cose = BT fra

SN0 et T 00000 0 il

ot Flnas TRACBAG ‘ ol T
It Bronan: o l =
Ha LRES
e g

‘ HA ‘ ‘ i H ------- e ‘
— e L] 8] O
i Caract | Limber
&000 £l B (]
" J ]
5 Wioire et

U& Company Detall @

Test Financial Company

[ R = ” 000-000-000
” B e T
H ilj VAT Erarrpe
A | O] Zomfidermiz B2 ] Hite Sz ¥ Trvesrcory Tarcasiion i e
o ) | ] Can-Zsil Beow Can [ = Satiing Price in frem Transfer [ o R Mot than 20 gaartity
] = Lipsiata Invmitoiey Coct i ) Ugdtas imveraary CasticT [T ks dute Focted

m 100003 Brancn

11. Click the More Settings tab found below the page, then click Utility then

Uploads.
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.l' Company Detall @ - - -

1 P | it e |
|| Pre ] - 200:200-000 || cooo || L fckie |
||:| Y S | = . |
[ Canbemmal 58 L] Hide Coten oty Traracion L1 Ak Pielintos Fvériony
[ G 5ol B Gt O UseSofingPrice b Trirtter L] S B8 ko 50 sy
O . [0 e Lisckara Cort ot 0 1 e pecan
Wil SO -
2 Hems
=

easy/=
pin
W a5 by i runats
¥Gamma. 004, 006-next

12.  To bulk update the item detail, click the Item Bulk Update button.
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13. Look for the Item List file, then double click to upload.
14.  Wait until it will successfully update the Item detail.

v

Heme were succesafiilly opdated

are Setfings

HIR CAS Setfincs

Uploads

15.  Once okay, you may now review the item you updated by clicking again the
Inventory, then Item.
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0000122023

0000122023

0000122027

0000122026

0000122025

0000122024

0000122023

0000122022

OO0oDOoo0OO0OO0Oa&O00

0000122021

iy ey edger

fum erzory Regort

Version {6.26202.699)

16.  You may use the Search bar to search the item you updated, then click the
Edit button to see the changes.

Inmnmuan- |véA

HA

HTEGXHAO4.. HTEGKHXO04_

NA

Second Sample ltem
First example it2m
i

N&

NA

)

Na

NA

A

Search Bar

HNA

HA

HA

HA

A

NA

HA

0.00 Fels)
0.00 Pels)
000 Pols)
0.00 Pefs)
0.00 Pofe)
000 Pois)
000 Pels)
000 Fols)

0.00 Pols)

0000123330

00000 O0O0BEOon

Q000122028
000122028
00022027
Q000122026
000012025
0000122024
0000122022

0000122022

B oS by Human Incutstar

vGamma004.006-rext

4.2.2 Supplier

4.2.2.1 Manual Update Supplier Detail

ez

NA
HTEGKH X4,
A
NA
HA
Ly
HA

Ha

HTEGXHAD4

LY

Secand Sample ltem

First exairal fem
s
e

1. Go to Purchases, then click Supplier.

000 Pels)

000 Pofs)




] iuﬂoﬂm’s'  Butch Supplier 1|
O oooooosaz M
B 000000295 Buteh Supplier N na@gmal com
[m] BRARALEC. ~I@asear(os=lVe AAARAARCEEEEIEOANG. AARARAECESEENNBAON.  abcdefghikimnopgrstuvm
O oo000o3ish  Madsdsds Ha [
O ooococazs M e m
o coocerer O oonoonoszvh  Madsds A A
] 0 0000000326 MA Ha A&
H R Py ] 0000000325 Test Supplier Mama LT W
O oocooaia M A N,

B e
- .

VGamma. 004, 005-rext.

T e F DI R ha nagralcom |
= o oDONEEAZ WA M HA
[1] Purhias=Régue: I~ 000000295 Buten Supplier HA naggmall com
-":0 Durchase Order [m] AAARRAEC, ~IgaswEs=Ole . ARARRAECEEEEIEOAN0.  AARARLECEEEEIONGD.  abedefghikimnopgrstivm
B0 oo i o 000D0ROZ2GA | MAdsdsds Ha ha
o CO0C0DCAZE  MA Ha N
L O oonoonoszvh  Madsds A A
I= [m} 0000000326 MA Ha N
[ ] DU0B000E25  Test Supplier Nama M N,
-] 0000000GZA | MA Ha A

Edit buttons I

VGamma. 004, 005-rext.

3. You will be routed to the Supplier Detail page.
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? SUpr er Detall @ Encode Na or NULL IT you don't have any valus ﬂ m

nnnnnnnn

Ly T gy Frcresr -
oo 14, Corporation
[ Buteh Suplier H 198 455~ H oK {<os) - ‘
mabessmiass 00 || tessam Mo S Bang Il = I
pLOLIO Cachin Ba LTS N&
Farte: aame T
4 P N
Soemae ez Iy
200 RADI!
Qe R = o WX
A A SHEWT b
. T
Emad Ao [
e |
Mravaaction HElory
Document Numbsr [Drate Amount

Updated 3y Jhon mon °
kb Ty P B s ERET T

4. If your Supplier is locked, click the Unlock button found on the top right part of

the Supplier Detail page.

? Supplier Detail @ Encade NA or NULL f you dovtt have any value Unlock button I...—

Butch Supplier

T T -
et e ] e
! = [E = |
7] PurchossGequect
= tch s b4 ._:!J ] ] 2L
oy Durchess Orde i ” || |
— [ J——
-3 fee=iing Reesipt Tk Be bk
- e B[ | e || - |
] thema |:.=- || = |
E |

e By o fhan °

5. Once unlocked, you can now change the Item field values that you want to

change.




o limine, el
Supplier was saccoifally unlocoed!

? Supplier Detall @ Encode NA or NULL if you dant have sy vaiue

Butch Supplier

0000331

T sunpier ”
Zorpamnon N
E:I Pichece Regiest
R, i E |
Frate S L

ol S Recsig L0 Cahin St 114
i - i - | g |

Dsburtement W . o
= Dentienp | oo |
b oo P e || R || ¥

'IEI sena sl

Trarsaclion Hietory

Document Mumber v Date v Amownt

Crmateg By fhon Jhon

Lipdlated B fran fhon °

6. If everything is okay, just click Save then Lock.

, Supplier Detail @ Encade MA o MULL If yois dortt have any value,

Butch Supplier

e

1 s :

L= |
[*] Purchass fagece
= aren ¥
Fo turas o ” |
o5 Fresiing Reeipt |
o oo e e |
1= pspriere Camerd || sty |
b icomie Py | (e

E g
|'|:| 2énd Emiait
Frarissction Hstory
Document Nermber v + Amount

VGamma. 004, 005-rext.
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4.2.2.1 Update Supplier Detail in Bulk
1. Go to Purchases, then click Supplier.

:m B 120000295 Butch Supplieril
— ) S o owowes: w
} Tumricgrcg: B B OMIDO0ZIS | Buteh Supplier NA Nagpgmall com
5 aopli B O Adslsbec. ~gaswiloe=(loc AARRACEEEEIROAN0. AARARLECEEEEIMBRG.  abcdefgnikimnoparsi
= PP I?r I ms o OUIDONO329A | Nidsdsds WA i
e =n o O00DUOOAZE M A s
sl S o oowmoszh Nades I Ha
= m [m] 000DO00EZE WA A NA
P e Py EERCES B 000mss  TeSpplerhame NA I
m o 0000000324 | MA NA Y
B - OEEEE
p—

2. On the Supplier list page, click the Functions button, then click Download
Supplier List. Supplier List will be used as a template for bulk updating
Supplier detail.

VGamma. 004, 005-rext.

Supplier

L
- :m 0 0000000295 (000000295 K Pascual
s _. m B 0000000254 TDOANOONGD  Jigger Kamagayan Cebu Cébu O, | NA Jigaeegmal com s
m O 0000000253 | 0O0O0DOZSE ~ L ESRTEA{)-_te M NA
[m B 0000000252 | DOOODODZSZ ~P@ESRCRR()o+s N HA
m O 0000000251 0OCAO0O2%1x  MAx e HA
m [0 0000000280 0000000220 WA M A
m O 7000000259 DOODDDOZEY gjerico- I3 A
[N = 000000285 000M00OZEE Jay-be Ligan I HIA HUA NEA Nk Ha
m 0O 000000257 DOODDOOZET  MA i L
m [0 0000000286 OODODOIES  MA Ha A

Wijme Evaluation Version {5.20202.639)

VBAMa, 004 005+ 5-Drepioed

3. Once the download is complete, open the file. File name of the downloaded file
is Supplier List.
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4. Update the column value that you want to change. Take note, do not touch the
Id column as it is needed for the update functionality.

5. If you want to update the WTAXManualCode column, just make sure you
provide the correct Manual Code for the WTAX. There's no need to worry about
the Manual Code, since you can find it on System>System Tables>Tax Types
on our EasyFsS system.

(-3 Wijmo Evajuation Version (5.20202.699}

[ System Tables Tax Types ﬂ ﬂ

m-n Manual Code for Tax]

S Tabl |
easy ystem Tables °

6. Once everything is okay, just Save the file.
7. Go back to the EasyFS system.

8. Go to System, then click Company.
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-3 Wijme Evaluation Version |5.20202.699)

A, conpory T

Lockad - Addroas © TN v
= | ¥ | Unit 102 Chateu Verde Conda Valle Verde | VAT REG TINATS48750934 |
=] o 4 Comorsti oz Magi Maga, Taclaban eity Leyte Feg [T e ——
B 00000003 3390 Holdings inc T1/F Libsrty Ceriter 104 HV, DELA COSTA. | VAT REGTIN.230-508-223
[m] QO00ONO004 | Testing test testiest test WAT REG TIN D000
B O0000G0OOS | WPORT CEBLL CEBL CEBL X 00000000
B Ced impart pany Testing  Hia, NAHA NA 00000000
B 0000000007 | ABC Compary San Roaqué. Antipelo Rizal Calatsrzan RONAAT REG TIN00-000...
B 0000000008 | Test Financal Company A NA NA NA 0000000
] O0GOCO00S  Mollys Goodies Gom Cemba, Makati NGR 2 OO0-009-000
o obococoand LO0-000-000

Company |
easy =) ®

B GasyFS by Huvan kot
VGamma. 004, 005-rext.

+  Addreas + TN .
| Uit 902 Chateu Verde Corda Valle Verde _ | VAT RES TINGPO40750930 |

e i 4 Comorsti #7126 Mg Maga, Taclaban city Leyte Reg.. | VAT REG TINADS-TET-581
ONRO0DON3 5390 Holdings Inc: T1/F Libsrty Ceriter 104 HV, DELA COSTA.. | VAT REGTIN.239-506-223
QO00ONO004 | Testing test testiest test WAT REG TIN D000
O00DOR0O0S | WAPORT CEBLL CEBL CEBL X 00000000
Ced impart pany Testing  Hia, NAHA NA 00000000
aUDONDAT | ABC Compart San Roaqué. Antipelo Rizal Calatsrzan RONAAT REG TIN00-000...
ODODOODODB | Test Financal Company A NA NA NA 0000000
O0GOCO00S  Mollys Goodies Gom Cemba, Makati NGR 2 OO0-009-000
QU0C000ATD LO0-000-000

Edit button |

B GasyFS by Huvan kot °

VGamma. 004, 005-rext.

10.  You will be routed to the Company Detail page.
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.i. Company Detail @ Unlock button ?

Test Financial Company

000000008

Vs Cose = BT fra

SN0 et T 00000 0 il

ot Flnas TRACBAG ‘ ol T
It Bronan: o l =
Ha LRES
e g

‘ HA ‘ ‘ i H ------- e ‘
— e L] 8] O
i Caract | Limber
&000 £l B (]
" J ]
5 Wioire et

U& Company Detall @

Test Financial Company

[ R = ” 000-000-000
” B e T
H ilj VAT Erarrpe
A | O] Zomfidermiz B2 ] Hite Sz ¥ Trvesrcory Tarcasiion i e
o ) | ] Can-Zsil Beow Can [ = Satiing Price in frem Transfer [ o R Mot than 20 gaartity
] = Lipsiata Invmitoiey Coct i ) Ugdtas imveraary CasticT [T ks dute Focted

m 100003 Brancn

11.  Click the More Settings tab found below the page, then click Utility then

Uploads.
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.l' Company Detall @

I T d
| = |
— : [ Caricrmi o L] Hide Coten oty Traracion L1 Ak Pielintos Fvériony
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12.  To bulk update the Supplier detail, click the Supplier Bulk Update button.
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13. Look for the Supplier List file, then double click to upload.
14.  Wait until it will successfully update the Supplier detail.

y 7 Updete ucomared

‘Suppiiers were sucesshully updatect

1 Hafic Flies

15.  Once okay, you may now review the item you updated by clicking again the
Purchases, then Supplier.
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s e, s
O ooooocossz
[7] Pustiofibeguec:
] B 000000295 Buteh Supplier A Repixaf oum
= = , [0 BARARAEC ~Igasesis=(ve AARBAABCEEEEIEONO0.  AAABBEAECESEENOAGN abedsfghidmnopgretmm
uppler O 00000003284 Madsdsds Ha e
E o CO0C0DCAZE  MA Ha o
B noncerer O 0000000S2TA  Madsds WA A
i O oooooooszs | Na L bl
_ B OUD00S25  Test Supplierhiams NA e
H oot Fyabe
i) 0000000GZA | MA HA e

s pomon
B e
-

16.  You may use the Search bar to search the Supplier you updated, then click

VGamma. 004, 005-rext.

the Edit button to see the changes.

=} 0000000332 WA HA A

[m] OI000EIS | Buteh Supplier HA nagEgmall cem

(] BERRRAEG, ~@ASEEA=OINce . AAARRAECEEEEITLAN0.  AAMRAAECEEEEITEAGO.  abcdefghikimnoparsiivy
[m] OI0DO0OE2GA  MAdsdsds A Ha

(] 0000000328 WA A Na

=} 0D0D0NnEITA  MAdsds NA A

[m} D00DO0O3ZE  NA A LS

B 0000000325 Test Supplier Name M m

[m} 0000000324 [ MA A &

VGamma. 004, 006-rext.
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4.2.3 Customer
4.2.3.1 Manual Update Customer Detail
1. Go to Sales, then click Customer.

o0IDNDIIET WA HA A 0
oMICIMISE  NA NA N& 0
meioniodl  Customer A1 A N o
mel000od3 | Custamer A3 WA i [
0000001348 Hutch A s o
HA fl (43 00276465 A 0
1230 H Ha A ]
0000001346 MAdsdsd M W o
000001345 Sgger Escala A (3 [

VGamma. 004, 006-rext.

v Address * Contact Ma.

B 0000000011 - ACLAND ELECTRONICS | CRUZ-MDAANSANRAFAE. IM|mm
fA womre B 00000000 SUNRISEELECTRONSS  BRADN NDRAGNSHOPFL. NA 1A

B ON0O0DODY  WIDGETS APFLIANCE SER. FINGOL 5T LOMWAN OZA.  0998-535-8450 1A 0
] BAGLOD0Y  TIONG SAN SUPER BAZAAR | MAGSAYSAY ST BAGUID . 9176785198 Na o
B CUODOOOONT | FiX AND PAINTCOMPUTE. DGR SWOC BLDG NOTR.. | 0830-0676717 Ha i
B C00DG0O00E  SUGINI SUPER STORE COTABATO CITY (DO115861/911-5781 | N4 a
B 00000005 CS LGEMERAL MERCHAN, 255 LIBERTAD ST FASAY  (02) B314953 ha a
B 0000000004 | STANDARD RATSO GONZAGA ST BACDLOD C.. | 0917-3008-008/(034) 434 NA 0
] 0000000003 SADGURU SALE PARARACUE CITY (02} 4030271 Ha o
B O000ON  STEVETAN QuiAPe HA A a

Edit button |

VGamma. 004, 006-rext.

3. You will be routed to the Customer Detail page.
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4. If your Customer is locked, click the Unlock button found on the top right part
of the Customer Detail page.

5. Once unlocked, you can now change the Item field values that you want to
change.
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4.2.3.1 Update Customer Detail in Bulk
1. Go to Sales, then click Customer.

-3 Wijme Evaluation Version |5.20202.699)

Sales | Functions button [~ J oo |

:m [0 0000001354 M o
m o oIDO0I3ST  MA MA HA o
m [m] OMICONTISE  NA NA Wi o
= B meiomodl  Customer A1 A A i
ms -] mel000003 | Custamer A% A Ha [
m -] 0000009343 Butch A 4 o
m (=] A L] ang 0028465 A o
W sctni feat m [m] 12384l f HA A o
m ] 0000001346 MAdsdsd M W o
m ] 0000001345 JiggerEscala NA Y 1

—_— °

2. On the Customer list page, click the Functions button, then click Download
Customer List. Customer List will be used as a template for bulk updating

VGamma. 004, 006-rext.

Customer detail.

Functions

i Download Cusiomer List

Optimized Upload

NA 0

= | - . -
NA | 0

NA | 0 |

3. Once the download is complete, open the file. File name of the downloaded file
is Customer List.
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] e o £ I I | i 3 L '} H a ) i s T u y w % ¥ z
1l |MenualCoiCustomer Category PWDorSCE T Tipfode  BusinessStContactPerContoctb Tarm  Discount Creditl TANMan Particuiars Addresstie AddressLin AddressLir AddressLineRegion
2 1 0000M00MO%Y  NA He HA bk A e WA €O0 MoDiscow  SO0000 NA TAUE  FALSE D02 M
3 2 DOU000D0E STEVE TANNA. nA Ha wa A WA A CO0 MoDiscow  SO00NA TRUE  FALSE 01 e auiero
41 3 DODDOO0OL SADGURL NA N& ha wa A NA {02] 403-3COD Mo Discous 1000000 NA TRUE FALSE 001 s A
| 4 DODDNODL STAKDERT NA NA hik HA [Ty MS CATHAGA7.3008C00 Mo Discow 2000000 NA TRUE | FALSE DO M GONZAGA BACOLOD
6 5 OODI0ALC 5 L GENENA e A [ A M5 UUET{02) BIL-8:€00 Mo Discow  SU000 NA TRUE  FALSE 00 A 283 LIBERTPASAY
? 6 DODDIOODL SUSING SLINA e 4 he A A {02 91151600 Mo Discow 110000 NA TRUE  RAISE 001 ik COTABATE
8 7 TRO0O000LFI3 AN FFHA N 1A Ha e SIF LEQ IOO9I006TRCO0 Mo Discow 200000 N& TRUE  FALSE D1 e DOOR 5 WMIDSAYAP COTARATC
i) B BAGLRO-DNTIONG S4%NA N& & b o SIR MARK S1767B91560 Days Mo Discow 1346000 NA THUE FALSE  DOZ Na MAGSAYSSHAGLIO O
1] 5 DODDGGOL WIDGETS JNA N& hs A A A 0995384600 MoDiscoss  SO00D NA TAUE  FASE DD M BINEOL ST OZANS 1
1] 10 DOOCO0T SUNRSE £ N H nA he A A i 00 WoDiscow 50000 NA THUE  FALSE 001 M B RACN NI
12 11 DBOCO00T REILAKD £ NA A HA hA A MR ROLMO9Z140B0C00 Mo Discows 100000 NA TRUE  FALSE 001 e CRUZ W D¢
1] 12 000000001 RAS ELECT NA na A A WA MR, RUBEIDS18-8214000 N Discows 50000 NA TAUE  FALSE 001 H MM BLEXCAVITE (0]

N& A N A A oo No Discous 10000 NA TRUE FALSE D01 ha MANILA

12 13 000000001 GARMENT: NA Na

4. Update the column value that you want to change. Take note, do not touch the
Id column as it is needed for the update functionality.

5. If you want to update the WTAXManualCode column, just make sure you
provide the correct Manual Code for the WTAX. There’s no need to worry about
the Manual Code, since you can find it on System>System Tables>Tax Types
on our EasyFS system.

(-3 Wijmo Evajuation Version (5.20202.699}

0 Sysiem Tables Tax Types [~ §coe)]
- oo ety Pay e ‘ il Artihe & i P

D00 | Wikhaiding - Espaded | WEL0D ik

SFS Ly

a Husvan ez
VGamma. 004, 005-rext.

6. Once everything is okay, just Save the file.
7. Go back to the EasyFS system.
8. Go to System, then click Company.
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-3 Wijme Evaluation Version |5.20202.699)

A, conpory T

Lockad - Addroas © TN v
= | ¥ | Unit 102 Chateu Verde Conda Valle Verde | VAT REG TINATS48750934 |
=] o 4 Comorsti oz Magi Maga, Taclaban eity Leyte Feg [T e ——
B 00000003 3390 Holdings inc T1/F Libsrty Ceriter 104 HV, DELA COSTA. | VAT REGTIN.230-508-223
[m] QO00ONO004 | Testing test testiest test WAT REG TIN D000
B O0000G0OOS | WPORT CEBLL CEBL CEBL X 00000000
B Ced impart pany Testing  Hia, NAHA NA 00000000
B 0000000007 | ABC Compary San Roaqué. Antipelo Rizal Calatsrzan RONAAT REG TIN00-000...
B 0000000008 | Test Financal Company A NA NA NA 0000000
] O0GOCO00S  Mollys Goodies Gom Cemba, Makati NGR 2 OO0-009-000
o obococoand LO0-000-000

Company |
easy =) ®

B GasyFS by Huvan kot
VGamma. 004, 005-rext.

+  Addreas + TN .
| Uit 902 Chateu Verde Corda Valle Verde _ | VAT RES TINGPO40750930 |

e i 4 Comorsti #7126 Mg Maga, Taclaban city Leyte Reg.. | VAT REG TINADS-TET-581
ONRO0DON3 5390 Holdings Inc: T1/F Libsrty Ceriter 104 HV, DELA COSTA.. | VAT REGTIN.239-506-223
QO00ONO004 | Testing test testiest test WAT REG TIN D000
O00DOR0O0S | WAPORT CEBLL CEBL CEBL X 00000000
Ced impart pany Testing  Hia, NAHA NA 00000000
aUDONDAT | ABC Compart San Roaqué. Antipelo Rizal Calatsrzan RONAAT REG TIN00-000...
ODODOODODB | Test Financal Company A NA NA NA 0000000
O0GOCO00S  Mollys Goodies Gom Cemba, Makati NGR 2 OO0-009-000
QU0C000ATD LO0-000-000

Edit button |

B GasyFS by Huvan kot °

VGamma. 004, 005-rext.

10.  You will be routed to the Company Detail page.
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.i. Company Detail @ Unlock button ?

Test Financial Company

000000008

Vs Cose = BT fra

SN0 et T 00000 0 il

ot Flnas TRACBAG ‘ ol T
It Bronan: o l =
Ha LRES
e g

‘ HA ‘ ‘ i H ------- e ‘
— e L] 8] O
i Caract | Limber
&000 £l B (]
" J ]
5 Wioire et

U& Company Detall @

Test Financial Company

[ R = ” 000-000-000
” B e T
H ilj VAT Erarrpe
A | O] Zomfidermiz B2 ] Hite Sz ¥ Trvesrcory Tarcasiion i e
o ) | ] Can-Zsil Beow Can [ = Satiing Price in frem Transfer [ o R Mot than 20 gaartity
] = Lipsiata Invmitoiey Coct i ) Ugdtas imveraary CasticT [T ks dute Focted

m 100003 Brancn

11.Click the More Settings tab found below the page, then click Utility then

Uploads.

Page 102



.l' Company Detall @

I T d
| = |
— : [ Caricrmi o L] Hide Coten oty Traracion L1 Ak Pielintos Fvériony
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12.  To bulk update the Customer detail, click the Customer Bulk Update
button.
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13. Look for the Customer List file, then double click to upload.
14.  Wait until it will successfully update the Customer detail.

15.  Once okay, you may now review the item you updated by clicking again the
Sales, then Customer.
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D0DDO0T3EA  [MA I i NA

I:| ! i % |
o oIDORIZEY  MA HA A 0
(] oMICIMISE  NA NA N& 0
[ ] meioniodl  Customer A1 A (1% 1]
-] mel000od3 | Custamer A3 WA i [
] 0000001348 Hutch A s o
[m] HA fl [ 00216465 A o
[m] 12384l f HA A o
] 0000001346 MAdsdsd M W o
] 000001345 Sgger Escala A (3 [

16. You may use the Search bar to search the Customer you updated, then click
the Edit button to see the changes.

VGamma. 004, 006-rext.

Search Bar

ﬂ Customer

. o
fi e O ooo0rEss MA HA A [
: o 000DONI35E  MA NA N& 0
[ ] meioniodl  Customer A1 A (1% 1]
B mclONOl3  Customer A3 Ha ha i
B 0000003343 Butch Ha N a
[m] HA fl [ 00216465 A o
[m] 12384l f HA A o
] 0000001346 MAdsdsd M W o
B OU00NIZ4E  ogerEscala Ha A i

|
i

VGamma. 004, 006-rext.
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V: Transactions

5.1 Overview

Accounting transactions is a financial activity or event that involves the exchange of money
or something of value between two parties. These events are recorded to keep track of how
much money a business makes, spends, and owns. Every transaction affects the financial health
of the business, and accountants use these records to create reports and make sure everything
adds up correctly. For example, when a business sells a product, it's an accounting transaction
because money is exchanged for a product, and both the sale and the money received are
recorded.

Our EasyFS system has the following transactions:

1. Purchases
o Purchases in accounting refer to the buying of goods or services by a business.
It's when a company acquires items it needs to operate, such as raw materials
for manufacturing or products for resale. When you spend money to get
something for your business, it's a purchase.
2. Sales
o Sales are transactions where a business exchanges goods or services for
money. It's the process of transferring ownership of a product or providing a
service in exchange for payment.
3. Inventory
o Inventory in accounting refers to the goods a business holds for the purpose of
resale. It includes items a company has purchased or produced but has not yet
sold.
4. Financials
o Generates the Balance Sheet, Income Statement, Cash Flows Statement, Trial
Balance, General Ledger and General Journal.
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Pub.2 Purchases Transaction Module

The purchasing process in accounting involves a series of steps that outline the flow of a
procurement transaction, from the identification of a need to the payment of suppliers.

Purchases Flow

Purchase
2 Request
Summary

Supplier N Purchase | | Receiving | | Disbursement J Debit | Accounts
| Order " Receipt ' | Memo Payable

Purchase
Reguest

Disbursement
Summary

Receiving
= Receipt
Summary

Purchase Order
Summary

Inventory
Posting

Supplier Creation/Management
e (reate and manage supplier records within the system, including contact information,
Email, TIN (Tax Identification Number), and payment terms.
e Assign unique Supplier Code for easy tracking.

Purchase Request
e When a department identifies a need for goods or services, a purchase request is
generated.
e The purchase request includes details such as the items or services required, quantities,
and any specific requirements.

Purchase Order
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e Based on the approved purchase request, a purchase order is created and sent to the

supplier.
e The purchase order includes details like the quantity, price, and description of the items or

services.

Receiving Receipt
e Upon receiving the goods or services, a receiving receipt is generated to confirm that the

items have been received in the quantity and condition specified in the purchase order.

e Update inventory levels if applicable.

Accounts Payable
e Record the purchase in the accounts payable ledger.
e Accounts payable represents the amount the business owes to suppliers for the received

goods or services.
e Accounts Payable Formula is computed as Receiving Receipt less Disbursement less Debit

Memo

Disbursement (Payment)
e Issue payment to the supplier based on the terms specified in the purchase order and

agreed-upon payment terms.
e Payment methods may include checks, electronic transfers, or other agreed-upon

methods.

Debit Memo (if necessary)
e If there are issues with the received goods or services, such as damaged items or

discrepancies, a debit memo may be issued to adjust the accounts payable balance.
e Update records to reflect the debit memo.

Purchasing Module Reporting and Analytics
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e Monitor and analyze purchasing performance, accounts payable aging, and other relevant
metrics.

e Generate reports to gain insights into the financial aspects of the procurement process.

e Integration with General Ledger, Income Statement and Balance

5.2.1 Purchase Request
Overview
This is where you input the entire purchase request needed.

Purchase Request List
e List of all the PR (Purchase Request) and will also show the overview of the
transaction. In addition, it also has filter functionality where you can select the
Start and End Date of the transaction.

EBranch | O0OD000004  11/16/20.  O0COAD004 CHANDRL PAANANI 19,080 29 HEW

Branch 1 0000000O03 111520 0000000003 CHANDRU PARNAN 2] 446429 MEW

Branch | 0000000002 11/13/20..  (O00O0002 CHANDRU PARNANI [ TO0.00 MEW

Branch 1 0000000007 111020, 0000000001 CHANDRU PARNANI ! 0.00 HNEW

VGamma. 004, 006-rext.

Purchase Request Detail
1. To add a new Purchase Request, go to Purchases then click Purchase Request.
After that, click the Add that can be seen in the Purchase Request list.
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@)

|" Purchase Request Detal

Q0000004 11/16/20. | D000ONN004

0000000O03 111520 0000000003

0000000002 11/13/20..  (O00O0002

Branch 1 0000000007 111020, 0000000001

Currency
Supplier Name
PR Date

Term

CHANORL PARNANI : 1908029 NEW

CHANDRLU PAANANI 5l 246029 MEW

CHANDRU PARNANI TO0.00 MEW

CHANDRU PARMANI 050 HEW

2. Fill out all the needed information for the Purchase Request Detail like,

Document Reference

Currency

PR Date J

VGamma. 004, 006-rext.

3. To add line Item(s), click the Add button on the right part of the page under the
Items tab.
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*1 Purchase Request Detall

T i ==
Brasch 1 |
|‘J Furcrace Bague = -
e
AN | i &8
b Furcrase Oroer
i i Tl
N Peesing feceie e | e o |
‘ Crbursement ACRL PR || _:’::-a_r |
= oeotisane - | = || = |
b s e _ Items tab |
BeEm Attt

Add button

VGamma. 004, 006-rext.

Pick button

5. Once the Pick button is clicked, fill out the quantity and the cost. For
Particulars, put NA if nothing to provide.
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Add Purchase Request ltem Quanﬁty ]

BorTaoe
Q000218

S Particulars

Add Purchase Request em

Save button

7. If you wish to add additional items, repeat Steps 4 up to 6.
8. If you're done adding line items, just click the Close button to hide the popup.
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Pick Item

Locked Artcle

LISE/SO/ET Av-73¢
T SEH ST TRL. M
| icante wy gz '
CHITANN AL
£ AVPLIFIER FLA
& AMPLIFIER W)

n £000021822 ¥ CAR AMPLIFIER Wy LISE/FM 4 CHANNEL MR

9. Review the Purchase Request you created. If it is all good, click the Save button,
then Lock button.

- Reguest

Qg

] Receipt

mEnt

20

- Payshle

et

umeiar

CHANDRL BARHAHT

lems Attachment

100060 Lnt

n Ihzn fhon
December 04, 2022 0420 F14 Updated Tirra: Diecember 04, 2003 042080 ‘
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5.2.2 Purchase Order
Overview
This is to finalize the purchases for the company.

Purchase Order List
e List of all the PO (Purchase Order) and will also show the overview of the
transaction.
e Here, you can also filter the Start and End Date of the transaction and the
button to add a new PO.

Filter functionality

+ ManuslNo. v+ Doc.Ref. 1 Supplier ¢ Remarks

= | Brarich 1 |uuoquo'21 | 12/07/20..  0ODOVDODZ] VISITA 5000 NEW
B Banchl | 000000020 | 11/28/20. 000000020 CHANDRU PARNANI 500000 NEW
' Branch 1 0000000019 | 11/29/20.. 0000000019 CHANDRU PARMNANI 11,000.00 NEW
O Branch 1 0000000078 | 11/29/20..  0ODOODOO1E CHANDRU PARNANI 0.00 NEW
B Bmnchl 0000000017 | 11/16/20.. 0OOD0OMT CHANDRU PARNANI 19,089.29 NEW
- Branch 1 0000200016 | 11/15/20.. 00DODDOOT & CHANDRU PARNANI 499629 NEW
[} Branch 1 Q000000015 | 11/15/20.. 0000000015 CHAMDRU PARNAN] 4404 NEW
B Benchl 0000000074 | 11/15/20. 0000000074 CHANDRU PARNANI 446429 NEW
. Branch 1 0000000013 | 11/13/20.. 0000000013 CHANDRU PARNANI 70000 NEW
=] Branch 1 0000000072 | 11/08/20... CQ0D00D00ON 2 CHAMNDRU PARNANI 0.00 NEW

- EEEED

Purchase Order List J

Purchase Order Detail
1. To add a new Purchase Order, go to Purchases then click Purchase Request.
After that, click the Add that can be seen in the Purchase Order list.
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F Réguest

= Cfder

Wit

F. ase Order

Purchases

-] :B'l‘amﬂ 1 |DODO0GONZY 10120 0ODO0OODZ] | VISITA 50.00 | NEW
B Sohl  0O00D0D0Z0 11/29/20. 0OODDOODZD | CHANDRU PARNANI 500000 NEW
] Branch 1 0000000013 11/29/20_  00DO0OQOD19 CHANDRL! PARNANI FHP 11,000.00 | NEW
O Branch 1 0000000018 11/29/20_ 0000000018 CHANDRL PARNAN] uso 0.00 | NEW
] Branch 1 0000020017 17/16/20 0000000017 CHANDRL PARMANI | uso 19,089.29 | MEW
] Branch 1 0000000016 11/15/20  00000QD01& CHANDRL PARMAMI UsD 499629 | NEW
-] Branch 1 0000000016 11/15/20_ 0000000015 CHANDRL PARMANI | | uso | 464 | NEW
-] Branch 1 Q000000014 11/16/20_ 0000000014 CHANDRL PARNANI | .I.!SD [ 446425 | NEW
-] Branch 1 00000300013 T1/13/20 - 0000000013 CHANDRL PARNANI uso T00.00 NEW
] Branch 1 0000000012 19/08/20 - 000DDOODO12 CHANDRL PARNANI .USD 0.00 NEW

2. Fill out all the needed information for the Purchase Order Detail like,
o Currency
o Supplier Name
o PO Date
o Term
o Document Reference
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;;;;;

Document Reference

H
viz v ‘

3. To add line Item(s), click the Add button on the right part of the page under the
Items tab.

4. Choose either Purchase Request or Locked Article (Items).
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Click Purchase Request tab if you have Purchase Order already.

I Purchise Riglest Locked Artice
L\* Click Locked Article tab if you have no Purchase Order.

SKUCode 7 BarCode 7 Manual Code

5. If you already have a Purchase Request, you 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.

Pick ltem

Purithiass Request Locked Articls

PR Number field
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Pick Purchase fequest

R oench)! |aomnuous 12/4/2023 | 0000000005

6. Then to add that Purchase to the Purchase Request, click the Pick button
beside the Branch column.

Plck Purchaze Request PICk bUttOFI I

7. After clicking the Pick button, it will automatically display the list of items based
on your chosen Purchase Order.
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ick Ttem

Purchase Request Locked Article

PR Marrber
0C00000000s

K AMBLIFIER WITH BT AV5022

8. Select the items, by clicking the Pick button.

Pick ltern

Purchiase Reguest Lockeg) Articie

ixmm'-marmm

9. Once the Pick button is clicked, fill out the quantity and the cost. For
Particulars, put NA if nothing to provide.

Page 120



Particulars

10. After providing the Quantity, Cost and Particulars, click the Save button.

Save button

11.  If you wish to add additional items, repeat Steps 8 to 10.

12.  There's no need to worry if you don't have a Purchase Order since you can
automatically select the items. Just go directly from steps 8 to 10 after clicking

the Locked Article tab that is mentioned on Step 4.

13. If you're done adding line items, just click the Close button to hide the

popup.
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Close button

14. Review the Purchase Order you created. If it is all good, click the Save
button, then Lock button.
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5.2.3 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 Detail

e List of all the RR (Receiving Receipt) and will also show the overview of the
transaction. In addition, it also has filter functionality where you can select the
Start and End Date of the transaction.

&% Receiving Receipt / Filter functionality J

m -] | G00000000R  THO1/20. | 0000B0O00S WISITA PHP 50,00
w -] Aranch 1 ON0GOOBOT | TV2H20.  O000000OGT CHANDAL FARNANI AP 5.000.00
&3 [m] Branch 1 0000000006 1172920 | 1000000006 CHANDRL PARNAN) JPY 000
[m] Branch 1 0000O000AS  1/YEA0.  D00DD0OO0S CHARDAL PARRANI (=2 0aLo
m= o Sranchi | OODDOODOO4 10I5Z0.  0OGONOOO04 CHANDAL PARNANI i3 5000
=3 o Sranchi  ODOCODDOO3 10/2520.  DO00DOOGES CHARDAL FARNAHNI 1= 503,00
[m] Branch 1 O0000000Z | TEY2SE0. 0000000002 CHANDAL FARNANI usp 050
=3 [m] ranch 0000000001 10A2520. | 0000000501 CHANGAL PARNANI FHP 5400.00

Receiving Receipt List

VGamma. 004, 006-rext.

Receiving Receipt List
1. To add a new Receiving Receipt, go to Purchases then click Receiving Receipt.
After that, click the Add button that can be seen in the Receiving Receipt list.
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VGamma. 004, 006-rext.

VGamma. 004, 006-rext.

-
¥
1

3. To add line Item, click the Add button on the right part of the page under the

Receiving e
Receipt

©)

@)

| GOOOOD0DOR | TN/
Branch 1 Q000OON0TT | 1129720
Branch 1 O0COD0006 1172920,
Branch 1 0000O000AS  11/YE
Sranch1 0000000004 10/2520_

Branch 1 000000003 | 102520,

Q000000002 | TV2S20.

TOODOO0DDT  T0V2SZD.

Currency

| 0000000008

0000000007
000000006
Q00000005
0000000004
OO0000003
0000000002
OODD00001

Supplier Name

RR Date
Term

Document Reference

WVISITA

CHANDAL PARNANI
CHANDRL PARNANI
CHANDAL PARNANI
CHANDAU PARNAMNI
CHANDALU PARNAMI
CHANDAL PARNANI

CHANDAL PARNANI

1
FHP <B0L00H
JPY 5000.00
JPY 000
s 0000
uso 50.00
(1=6 5,003.00
Usgy 000

2. Fill out all the needed information for the Receiving Receipt Detail like,

ltems tab.




oF Fetsing Receige

‘ Crburement

VGamma. 004, 006-rext.

4. You need a Purchase Order before you can proceed on adding line items.
From the popup, click the PO Number field.

Pick Purchase Order ferm
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Pick Purchase Order Hem

SKliCode ' BarCode T Manual Code v Description

Pick Purchasze Order

PONo. T PODate 7 ManualNo. v Doc.Ref. 7 Remarks

0000000019 | 11/29/20.. inﬂouoooma | 11,000.[J|]iNEW

m 0000000005 | 4/1/2023 | 0000000OOS 1,503.04  NEW

6. To add that PO, click the Pick button.

Pick Purchasze Order

PONo. 7 PODate 7 ManualNo. v Doc.Ref. T Remarks

h00D0DO0T9 | 11/29/20.. iUBOl]DOOmQ [ 11,MO.DBiNEW

00000000S | 4/1/2023 000000Do0s 1,503.04 NEW

7. After clicking the PICK Button, it will automatically display the list of items
based on your chosen Purchase Order.
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Pick Purchase Order Item

T 0000021823 0000021823 0000021823 KAMPLIFIER W/ USB/SD/SD/FM/BT AV60... | NA

8. Select the items, by clicking the Pick button.

Pick Purchase Order fiem

| Pick 0000021823 | DDOO0Z1823 | 0000021823 K AMPLIFIER W/ USB/S0/SD/FM/BT AVED.. | NA

Add Receiving Receipt Trem
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10. After providing the Quantity, Cost and Particulars, click the Save button.

Add Recsiving Recsipt iem

Sam Demryrion
[ ¥ SRPLIFIER Wy LEBDEEYFR/BT Avenee

Pack Puschase Qrder ftem

-;mnmm=gmmms:ﬂ ODODOXIEEE | K AMPLIFER W/ USESOASDFMIBT AVED MA

11.  If you wish to add additional items, repeat Steps 8 to 10.
12.  If you're done adding line items, just click the Close button to hide the
popup.
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Plck Purchase Order ltem

-mmm"_m |numwza 0000021823 K AMPLIFIER W/ USB/SD/SD/FM/BT AVG0.. MA

Close button

13. Review the Receiving Receipt you created. If it is all good, click the Save
button, then Lock button. Then if everything is all good, click SAVE and LOCK.
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Furchase Croer

Retaivig Amcsip

VGamma. 004, 006-rext.

=8 Receiving Receipt Detail

Branch L

X000

tans D

CON0O0EH0E

‘ ‘ hon Ihan

upplar

CHANDAL PAREEN]

L0000

I ‘ Refrans
| |

[zamg Anachmeart Inventory aumal Enfries
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5.2.4 Disbursement
Overview

The Disbursement is created for expenses of the company and also payment

for all the purchase orders.

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

e Here, you can also filter the Start and End Date of the transaction and the

button to add new Disbursement.

o Disbursement

7 !Iii-lter functionality |

Bl ESs B Gmachi | O0000000O2 THONZ0. | 0O00GOOO0Z ISITA

ONO0ODO0DT  TZATVE0., 0000000007 CHANDAL PARNAMNI

Aranch 1

VGamma. 004, 006-rext.

Disbursement Detail

1. To add a new Disbursement, go to Purchases then click Disbursement. After

that, click the Add that can be seen in the Disbursement list.
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| Purchace faguest

il e

Disbursement |

VGamma. 004, 006-rext.

©)

@)

O

| U00000DO2 | T2A01/20- | 000O00CO0E

ONO0ODO0DT  TZATVE0., 0000000007

Currency

Supplier Name

CV Date

Document Reference
Pay Type

Bank

WVISITA

CHANDAL PARNANI

2. Fill out all the needed information for the Disbursement Detail like,




3. To add the Disbursement line, click the Add button on the right part of the
page under the Lines tab. Choose either RR number or a Disbursement for
other expenses.

o8 Distursement Detail BB Wijmo Evaluation Version (5.20202.699)

Branch Acart

4. If the user will Disburse the RR, the user can select that RR by clicking on the RR
Number.
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Add Disbursement Line

Idx

- Click to Pick RR Number J

5. Once clicked it will pop up all the RR that has not yet Disburse.

n Version (5.20202.699)

6. To add that RR, click the pick button. Once picked, the following fields will
automatically populated :
m Account
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m Article
m Amount

Fick Receiving Receipt Pick button I

Add Dibursement Ling

7. If you will Disburse for other expenses, just directly click the Account Manual

Code then input an amount.
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Add Disbursement Ling

Lire

Click to Pick
=* Account Manual
Code

Add Disbursement Ling

Lire

9. If the disbursement is all good, make sure to click Save and Lock.

Dizbursement Detail
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T e

Flurcrisce Saguest

: o [ [ o
--0 Furcrase Oroer
5 Pet=ing = I

&1

Crbursement O e
| | ey Jhors

Lines Attachmnmit Jcarmal Erveries

VGamma. 004, 006-rext.

Lock Sucoessh
o Distbursemen was aucceaailly
lnchet

.‘ Disbursement Detall - -

el Ly =
PR 1 || - dswaans
T e [ i l
Surcnate Sequest s
| || PEl o a] n |
Dinaer
pivl || Tecurare Ratatenss | rrBi |
o ecsang Recept
e [
‘ Dibursmant CHANDSL FARN: .
3 | SHANDRU AR AN || |
maians |

Lirtes Anachmeny Jourrwnd Ermriss

Base Amourtt © WTAX
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5.2 Sales Transaction Module

The Sales Module includes the whole Sales Cycle from adding a Customer up to generating
Invoices and Sales Reports. Here's the flow of the Sales Module

Sales Flow
Customer | Sales X Sales | Collection | | Credit | Accounts
| Order Invoice ' ' Memo ' Receivable
Collection
> Summary
Reports

Sales Summary

Reports
Sales Qrder
Reports
Inventory
Posting

Customer Creation/Management
e Create and manage customer records within the system, including contact information,
credit limit, credit terms, TIN (Tax Identification Number), Type of Business
e Assigning of Manual Code unique to customer for easy tracking.

Sales Order
e Generate sales quotes or orders for potential customers, detailing the products or services
offered along with prices.
e Share the quote or orders with the customer for approval.
e Once the customer approves the quote, convert it into a sales invoice.
e The sales order includes details like the quantity, price, and description of the products or
services.
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Order Fulfillment

Sales Invoice

Generate a sales invoice based on the delivered products or services.

The invoice includes the total amount due, payment terms, and other relevant details.
Prepare and deliver the products or services based on the details specified in the sales
order.

Update inventory levels if applicable.

Accounts Receivable

Record the sale in the accounts receivable ledger with the Aging of Days

Accounts receivable represents the amount the customer owes for the delivered goods or
services

Formula for Accounts Receivable Report is Sales Invoice less Collection less Credit Memo

Collection/ Payment

Receive payments from the customer against the issued invoice.
Apply payments to the corresponding accounts receivable entries.

Credit Memo (if necessary)

If there are adjustments, returns, or discounts, issue a credit memo to adjust the accounts
receivable balance.
Update records to reflect the credit memo.

Sales Module Reporting and Analytics

Monitor and analyze sales performance, accounts receivable aging, and other relevant
metrics.

Generate reports to gain insights into the financial health of the sales function.
Integration with General Ledger, Income Statement and Balance Sheet.

Page 140



Following this flow, businesses can effectively manage their sales transactions, monitor cash
flow, and maintain accurate records of customer interactions. The integration of these steps
within the accounting system streamlines the financial processes associated with sales and
contributes to a more efficient and accurate overall accounting process.

5.2.1 Sales Order
Overview
This is where to input the entire Sales Order needed. This is optional so you
can go directly to the Sales Invoice.

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

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

e Also, you can search data by providing a value on the Search Bar and select the

Column Filter on where to search the data.

| GO000O0002 110N, | HOOIGI000E

Q00COOO0DDT  DEOE20., 0000000007

VGamma. 004, 006-rext.
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Sales Order Detail
1. To add a new Sales Order, go to Sales then click Sales Order. After that, click
the Add button that can be seen in the Sales Order list.

Add button |

+ Cumency

Branch 1 Q00COOO0DDT  DEOE20., 0000000007

Sales Order I
i P Acoourts Beceiatle

&
2. Fill out all the needed information for the Sales Order Detail like,
o Currency
o Customer Name
o SO Date
o Term

o Document Reference
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3. To add a Sales Order Line Item, click the Add button on the right part of the
page under the Items tab.

Cussonr

. Yo Evalugton Version

Items tab |

[l sales Order Detail

3_:_ | e
= BE= |

4. Select the items, by clicking the Pick button.
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/ Pi__ck button |

“ =

Add Sales Order ftem

6. After that, click the Save button.
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Add Sales Ordar ftem

Save button [== [:]

7. If you wish to add additional items, repeat Steps 4 to 6.
8. If you're done adding line items, just click the Close button to hide the popup.

Close button |

9. After adding Sales Order line items, simply click the Save and Lock button.
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Sales order was success

[:], Sales Order Detai

Cragi Mame

|CaR anEuRER Wy LA e | Dieotenoteo-0i0. |
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5.2.2 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
e List of all the Sl(Sales Invoice) and will also show the overview of the
transaction.
e You can filter the data to be displayed by providing the following:
o Start Date
o End Date
o Branch

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

| GO000O00S2 TGN | DOOIG0GIE MOMU PHP 000

Branch 1 0000000031 TZA0V20., 000000003 MO PHF 000
Branch 1 Q000000030 11320 HOOD000030 MOMR PHF 515000
Branch 1 0000000029 | 1173020 0000000 MonL FHP 000
Hranch1 0000000028 | 113020 0000000023 MoNU PHP 000
Branch 1 C000000027 | 11/2%/20.. | 0OO0D00OZT JMG TROPHIES PHP 500000
Branch 1 Q000000026 112820, 0000000026 007 - 000000 MONU Trangaction from DS Usgy 135375
Branch COOCO00025 11120 DOODDOOOZS | 007 - 00000, | MOMU Tranaaction from POS usg 600.00
ranch 1 0000000024 19ASE0 . 000000034 007- 000000, MONA Transactian from POS UsE 2400000

Branch1 Q000000023 | 19/15/20..  00ODOOOGZE 001 -00000K.. MONU Transactian from POS ust 600,00

Sales Invoice Detail

1. To add a new Sales Invoice, go to Sales then click Sales Invoice. After that, click
the Add button that can be seen in the Sales Invoice list.
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@ o

Add button [

Saléé Invoice |

F
Wiitma Evaluation Version (5.20

VG I UL -

2. Fill out all the needed information for the Sales Invoice Detail like,
Currency

Customer Name

Sl Date

Term

Document Reference

@)

O

Branch 1 ONO0ODO0AT  TZATVED.  D00D000DG3

Branch 1 Q000000030 11320 HOOD000030

Branch 1 0000000029 | 1173020 0000000

Hranch1 0000000028 | 113020 0000000023

Branch 1 0000000027 1172920 0000000027

Branch 1 Q000000026 12820, 0000000026 007 - DO00OS:
Branch 000000025 11120 DOODOOOOZS | 007 - D0000S..
ranch 1 0000000024 11ASE0 . (000000034 0071 - 000000,

Branch1 Q000000023 | 19/15/20..  00ODO0OGZE G071 - DO00OK...

Currency

Mor PHF
Mo PHF
Mon FHP
MOt PHF
JMG TROPHIES PHP
MO Trangaction from PDS uso
LT Transaction from POS usD
Mo Transaction from POS Ush
MoNU Transactian from POS ust

* Cumency

Sl Date

gk,
e

Pl et Baceivatie

b——————————
Wijme Evaluation Version |

e
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3. To add a Sales Invoice Line Item, click the Add button on the right part of the
page under Items tab.

L
fhan ]t

m Iterns tab J Bslarril Eriteizn

Add button _I:I

Chaaritity Urit

4. If you already have a Sales Order for the Sales Invoice, select the Sales Order
by clicking on the SO Number.

5. Once clicked, it will pop up all the Sales Order line items. Click the Pick button.
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6. There are two ways to add 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) You need to click the Pick button.

Pick button |

Pick All button

7. Once the Pick button is clicked, fill out the Quantity, Price, Particulars,
Discount, etc.
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Discount Quantity

Price

Particulars

8. After that, click the Save button.

Save button

9. If you wish to add more items, repeat Steps 6 to 8.
10. There's no need to worry if you don't have a Sales Order since you can go
directly to the Inventory or Non-inventory tab and follow the steps from 6 to 8.
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Inventory Tab |

Mor-triventary Fiieed Avssst

Description 1 Satsl Munber T Prindpal
FEV B00 WSS XOMBE T BOH, | Hia i

Pick button l

Non-Inventory I

11.  Review the Sales Invoice you created, once everything is okay, just click the
Save and Lock button.
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ﬂv Sales Invoice Detail

Lok Succersful
ay Saies evolcs wos sccesafilly
leckes

5.2.3 Collection
Overview
Collection is created when Sales Invoice payment is already collected.

Collection List
e List of all the Collection and will also show the overview of the transaction.
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e You can filter the data to be displayed by providing the following:
o Start Date
o End Date
o Branch

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

Filter the transaction by Start Date, End Date and Branch

Finarcials

Aot

Collection Detail
e To add a new Collection, go to Sales then click Collection. After that, click the
Add button that can be seen in the Collection list.
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e Fill out all the needed information for the Collection Detail like,

)

o Currency

o Customer Name
o Cl Date
o Document Reference

Currency l

e To add a Collection Line Item, click the Add button on the right part of the page
under the Lines tab.
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ﬂ Cunnrar
[l cam e
[ -

3 Cokeman

E| wedtiere

Pl et Baceivatie

e If you already have a Sales Invoice for the Collection, the user can select the
Sales Invoice by clicking on the SI Number.

e To select a Sales Invoice Number, click the Pick button.
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Pack Sales Invoice Pick button

e Once selected, provide all the necessary information such as:
o Amount

o

Pay Type
Depository Bank
o Account

o

Add Coilaction Line

—= Pay Type
Depository Bank

|

e Once done, save the Collection line item by clicking on the Save button.
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| Znsci Tam

Save button
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VI: Inventory

6.1 Overview

The Inventory module is a powerful tool designed to help you manage your item inventory
efficiently. Whether you're running a retail business, a warehouse, or any operation that involves

tracking and handling physical goods, this module provides essential features to streamline your
inventory management processes.

Here are the most common scenarios in EasyFS Inventory Flow

1. Single Branch - applies to the use of the Inventory system for a single Branch Monitoring

Inventory Flow

. Inventory
Single Branch Ledger
| Stock In
ltem Inventory
Report
Stock | )
Out W
Stock Count

Item Creation/Management
e (Create and manage item records within the inventory system.

e Include essential details such as item code, description, unit of measure, and other
relevant information.

Stock In
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e Record the addition of new inventory into the system.

e Used for Stocking In Items as a Beginning Balance

e Also used for Stock Adjustments

e Also used for Stock Returns from Customers

e Update the inventory levels for the corresponding items.

Stock Out
e Record the removal of items due to return to the Supplier.
e Also used for spoilages and internal company use
e Adjust the inventory levels to reflect the reduction in stock.

| cannot understand the relationship between Inventory report, stock count and
inventory ledger posting.
Which one is the parent feature among three?

Inventory Ledger Posting
Is the process of posting the cost of the inventory to reflect into the Actual Inventory Cost
for the purpose of computing Cost of Goods Sold.

Stock Count
e Conduct periodic stock counts to reconcile the recorded inventory levels with the
actual physical count.
e Adjust the system based on the results of the stock count to correct any
discrepancies.

Inventory Report
e Generate regular inventory reports to monitor stock levels, identify any
discrepancies, and track overall inventory performance.
e Reports may include current stock levels, stock valuation, and other relevant metrics.
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2. Multi-Branch - applies to the process flow where there are Multiple Branches or
Warehouses that the company is utilizing. An additional sub-module is needed such as
Stock Transfer Request and Stock Transfer form in order to efficiently transfer stocks from

one branch to another.

Inventory
Multi Branch
Stock
Branch A Transfer Branch B
Request
Stock In | _ StockIn |
ltem | . Stock | Item
Transfer ?
| Stock Stock
' Out Out
Inventory _ i Inventory | Stock Count
Ledger S Report -

Item Creation/Management
e Create and manage item records within the inventory system.
e Include essential details such as item code, description, unit of measure, and other

relevant information.

Stock In
e Record the addition of new inventory into the system.

e Used for Stocking In Items as a Beginning Balance
e Also used for Stock Adjustments
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e Also used for Stock Returns from Customers
e Update the inventory levels for the corresponding items.

Stock Out
e Record the removal of items due to return to the Supplier.
e Also used for spoilages and internal company use
e Adjust the inventory levels to reflect the reduction in stock.

Stock Transfer Request
e When there is a need to move inventory from one branch or warehouse to another,
initiate a stock transfer request.
e Specify the items, quantities, and the destination branch or warehouse.

Stock Transfer handled by management or directors?
e Process the stock transfer based on the approved request. only after stock transfer
request by employees?
e Record the movement of items from one branch or warehouse to another in the
system.

Inventory Ledger Posting
Is the process of posting the cost of the inventory to reflect into the Actual Inventory Cost
for the purpose of computing Cost of Goods Sold.

Stock Count
e Conduct periodic stock counts at each branch or warehouse to reconcile the
recorded inventory levels with the actual physical count.
e Adjust the system based on the results of the stock count to correct any
discrepancies.
Inventory Report
e Generate regular inventory reports to monitor stock levels across all branches or
warehouses.
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e Reports may include current stock levels, stock valuation, and other relevant metrics
for each location.

3. Integrated Inventory with Purchasing and Sales - shows the flow of the Inventory when
using other Major modules of the system.

Inventory
Purchasing Inventory
| Stock Count

Receiving | StockIn

Receipt

Item N Inventory
‘ Report
Sales .| StockOut Inventory

Invoice ' Ledger
Sales Inventory

4. How about the inventory for users with easyPOS?
a. Show the diagram of relationship.

Item Creation/Management
e (Create and manage item records within the inventory system.
e Include essential details such as item code, description, unit of measure, and other
relevant information.

Receiving Receipt
e When new inventory is received, create a receiving receipt to document the receipt of
items.
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e Update the inventory levels for the received items.

Sales Invoice
e When items are sold, generate a sales invoice to record the sale.
e The sales invoice includes details such as the items sold, quantities, prices, and customer
information.

Stock In
e Record the addition of new inventory into the system, returned items and beginning
inventory balance.
e Update the inventory levels for the corresponding items.

Stock Out
e Record the removal of items due to spoilage, theft or pilferage.
e Adjust the inventory levels to reflect the reduction in stock.

Inventory Ledger Posting
Is the process of posting the cost of the inventory to reflect into the Actual Inventory Cost for the
purpose of computing Cost of Goods Sold.

Stock Count
e Conduct periodic stock counts at each branch or warehouse to reconcile the recorded
inventory levels with the actual physical count.
e Adjust the system based on the results of the stock count to correct any discrepancies.
Inventory Report
e Generate regular inventory reports to monitor stock levels across all branches or
warehouses.
e Reports may include current stock levels, stock valuation, and other relevant metrics for
each location.
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6.2 Stock In

Overview

This module is used if you want to set up beginning balances of your item(s). In
addition, if a Customer wants to return an item he/she purchased e.g., an item is damaged,
this module helps manage those Customer Returns as well.

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

= 8 6 yedO o
T y Stockl { Filter Functionality [ o o |
EES e -
(@ < — —
[ g
a uareh 1 b
[ G T % =
wa o e ater o
z B Bt T R - MG TREPHIES nie
T O Bunent Ot o
S wooctur O eanckl aocamoa1 iter o
ST o bl B Bamel  DOMKOWD UL 0000M0H)  DOOOINTL  Sales fetuma wonis s
0 Bamhl  OGSNMY | 100 000D0NMR ot Bark e e
=S B Barchl  DOGIODOMGE 1ZOVED 0OOODO0OZS  OOODIDOOND  SakesFetons Ry o
= s
L Stock In List
& ey i
P sy R
S E——— °
" Wiimo Evaluation Version 5 70302 669}

Stock In Detail
1. To add new Stock In detail,go to Inventory then click Stock In. After that, click the
Add that can be seen in the Stock In list.
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Add button e (20 JE23

Amaum ¢
(8] ibﬂwmw- TR0, GONEENIET sl n Bark
a 00DI0000SE  T2/00/I0.  COOD000036 Caah is Bark Othar oo
=l 3 (=] Branch 1 OUDINDOGES 12020, CODOX0N0IS Cash in Bark Gtrer oo
[ = J oo | o Banch1 0000000034 120720, 0000000034 Cash in Bark Otrer oo
EE -] Branch1  DODDODOOED fH04/20_ CODODODD3I  OMOD000LT  SalesRetums IMG TROPHES. [l
[ = oo ] (=] Branch1  ODOOOODG3E 1HVI0.  GONNNNIEZ Cash inBark Other 00
En a Beangh | ODODOGODE! 1220, GODO0O003) Caah n Bark Ourer 056
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| Wijmo Evaiuation Version (5.20207.698) °
2. Fill out all the needed information for the Stock In Detail like,
o IN Date

o Document Reference
o Account

o Article

EEn
IN Date '|

Document Reference | |

g E=

3. To add Stock In line item(s), you can:
o Manual add a line item
1. Click the Add button under the Items tab.
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Add button E

3. Fill up the necessary field for adding the item for Stock In such as

Quantity and its Cost.
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Add Stock In Ttem

4. Click Save button to Save the item as a Stock In line item.

Atig Stock In Ttem

5. If you wish to add another item, just repeat Steps 2 to 4.
6. Click the Close button to close the popup and review your Stock In detail.
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Close button

7. After filling up the important fields, Save and lock the record. The Save
button allows you to save the Stock In detail you created and it does not
affect the inventory yet. If you want to have an effect in your inventory
(increase the item’s quantity), click the Lock button.

o Bulk Upload Line item(s)

1. Click on the Functions button then click on the Download File Format

to download the template for bulk uploading Stock In line item(s).

2. Open the downloaded file then provide correct data. File name of the
downloaded file is Stock in Item Format. Please see sample:
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Write down all conditions here such as

Don't change the column names.

Don't change the order of columns.

Use the date format like 2010-03-03

Don't use special characters.

How about the negative score?

Cost must be more than 0?

Which values must be unique?

Barcode format?

How many letters can you use in the field of particulars?

Use the same barcode as you used for the same kind of item.
What kind of name should be used for this excel sheet each time?
What kind of validation will be applied in this process?

What if users upload the wrong format of files?

What is the condition for our rejection for the uploaded file?

ADD the new tab in the excel sheet and show how to use this sheet. Or you should show how to
use in the different way.

For this process, all the same rules should be used for all kinds of uploaded files even in easyHR.
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barcode.
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1 BarCode Particulars Unit Quantity Cost
2 WLBIS5VLGBVAM  NA Pc(s) 100 500
3
4
5
6
k)
8
9

3. Save the file.
4, Go back to the system, then click again the Functions button then click
the Upload Items.
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5. Locate the file then you can double click the file to upload.

6. Once bulk uploading is successful, you will see a success toast message
and the Stock In line item will automatically be supplied with data from
the template.

Susmestull
Vv e upland surcesfol
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Items from the Stock In Item Format
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BB TS ccoo02isnd [DOD0NIELG | MPMARAOKEANPUFER WIASESD. | Ne

| N n < i .n

7. Review the details and if everything is okay, Save and lock the record. The
Save button allows you to save the Stock In detail you created and it does
not affect the inventory yet. If you want to have an effect in your
inventory (increase the item'’s quantity), click the Lock button.

= 2@ 86 a2 @) Q] @

. Stack In Detail =
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6.3 Stock Out

Overview

This module is used if you want to remove a quantity of an item e.g., damaged or
expired item(s). In addition, if you want to return an item purchased to your Supplier e.g.,
an item is damaged, this module also helps manage those Supplier Returns as well.

Stock Out List
e List of all the OT(Stock Out) and will also show the overview of the transaction.
e Here, the user also has the filter functionality and the button to add a new OT.
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Stock Out Detail

1. To add a new Stock Out detail,go to Inventory then click Stock Out. After that, click

the Add that can be seen in the Stock Out list.

L Stock Out

Inventory |
m| Tose M |r - )| =

OO0

Cazh in Bark

Branch 1 000COO00TD | TZACV20., | D00D00DGT0 Caah In Bark Dther a0

Branch 1 DOODOD000Y | TZONZ0. | HO0DD0000R Caah In Bark Dther 000
Branch 1 0000O0O00R | F2ONE. 00000000 Cash in Bark Otfier 000
Hranch1 Q000000007 | 12/01/20_.  000D000OGT Cash in Bark Other 000
Branch 1 CO00000006  12/07/20.. | 0OODD0CA0S Cash in Bark Other BO.OC
Branch 1 Q000000005 1ZA0V20. 0000000005 Cash in Bark Dther 279400
Branch TOODOOODO4  TZAGV/Z0.  DOODINOON4 Cash in Bark, Dther 143804
ranch 1 CODOOON003 | VERNLED . BO0000000E Cash i Bark ter 000

Branch1 11/2%20.. Sales Returns. CHANDRU PARNANL

-St_ock 6u1|

2. Fill out all the needed information for the Stock Out Detail like,
o OT Date
o Document Reference
o Account
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3. To add Stock Out line item(s), you can:
o Manual add a line item
1. Click the Add button under the Items tab.

2. Click the Pick button that you want to add an Item for Stock Out.
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Pick button
_p Pick buton

3. Fill up the necessary field for adding the item for Stock Out Item such as
Quantity and its Cost.

Acid Stock Ot tiemn Quantity

4. Click Save button to Save the item as a Stock Out line item.
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Add Stock Cut e

5. If you wish to add another item, just repeat Steps 2 to 4.
6. Click the Close button to close the popup and review your Stock Out
detail.

Bulk Upload Line item(s)
1. Click on the Functions button then click on the Download File Format
to download the template for bulk uploading Stock Out line item(s).
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2. Open the downloaded file then provide correct data. File name of the
downloaded file is Stock Out Item Format. Please see sample:
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3

4 4

5 4

s

7 A .

s Make sure to provide a Unit to provide here should be the

same on the item's unit based on the
provided barcode.

5 barcode that exists on
10 the system

5 oo o - -
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3. Save the file.
4. Go back to the system, then click again the Functions button then click
the Upload Items.

® 8 a2 @) 0

L]
L. Stock Out Detal BB B3

5. Locate the file then you can double click the file to upload.
6. Once bulk uploading is successful, you will see a success toast message
and the Stock Out line item will automatically be supplied with data from

the template.
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4. Review the details and if everything is okay, Save and lock the record. The Save
button allows you to save the Stock In detail you created and it does not affect the
inventory yet. If you want to have an effect in your inventory (increase the item’s
quantity), click the Lock button.
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6.4 Stock Transfer Request

Overview
The Stock Transfer Request feature provides a streamlined process for requesting to
move an inventory from one branch to another.

Stock Transfer Request List
e List of all the STR(Stock Transfer Request) and will also show the overview of the
transaction.
e Here, the user also has the filter functionality and the button to add a new Stock
Transfer Request).

Filter the transaction by Start and End Date

LF, Stock Transfer Request / [ no Jis]
EECENN o | T =] - S -
¥ - = r L v L

e

e .

. Tockh

B f=choua

Sarck Tranae

[

o Evaluation Version (5.20202.699) °

Stock Transfer Request Detail
1. To add a new Stock Transfer Request, go to Inventory then click Stock In. After that,
click the Add that can be seen in the Stock Transfer Request list.
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1
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Inventory

2. Fill out all the needed information for the Stock Transfer Request Detail like,

o STR Date

O

Account

o

I} . Stack Transfer Reguest Detal

To Branch (where you want to request an Item)
o Document Reference

e o A=) 0 @
[ o | = | [ s | oo |
STR Date |

—=» Document Reference |

I reoteaCiste T Decermter 05, 3028 Qa3 0

v

3. To add Stock Transfer Request line item(s), click the Add button.
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5. Fill up the necessary field for adding the item for Stock Transfer Request such as

the Cost and the Quantity.
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Add Steck Transer Raguest Tiem o Quantity

6. Click Save button to Save the item as a Stock In line item.

add Stock Transfer Request Trem

Save button & D

7. If you wish to add another item, just repeat Steps 4 to 6.
8. Click the Close button to close the popup and review your Stock Transfer Request
detail.
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Close button

9. Review the details and if everything is okay, Save and lock the record. The Save
button allows you to save the Stock Transfer Request detail you created. If you want
this to be seen on the branch you requested, click the Lock button.

Lok Succsastul
" Siock tanster roquest vag
sisorsatly lockid)

Wilme Evaluation Version (5.20202.699) -~ - oo oo LR | e '
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6.4 Stock Transfer handled by management? With different ID?

Overview

The Stock Transfer Request feature provides a streamlined process for moving an
inventory from one branch to another. Whether you're transferring items between
warehouses, stores, or different sections of your business, this tool ensures a smooth and
organized method for managing stock movements

Stock Transfer List
e List of all the ST(Stock Transfer) and will also show the overview of the transaction.
e Here, it has the filter functionality and the button to add a new Stock Transfer.

0000000002 | 12/07/20_ | 0000000002

0000000001 11/13/20  0DOCDDODOT

Stock Transfer List J

;_@]@;@@@MIMJ&ML&B} H

Stock Transfer Detail
1. To add a new Stock Transfer, go to Inventory then click Stock Transfer. After that,
click the Add that can be seen in the Stock Transfer list.
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2. Fill out all the needed information for the Stock Transfer Detail like,

o ST Date
o Document Reference
To Branch (where you want to transfer the items)

o

Account

o
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. Stock Transfer Detail e

Brancr 1

., Stack Transfer Datail

T Description

4. If there's a Stock Transfer Request, you can go with the Stock Transfer Request List.
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Stock Transfer Request List |

Picx Itern

Stock Trarefer Regquist List

STRBranch 7 S5TR No.
7 »

5. Click the Pick button to select a Stock Transfer Request to be added on the Stock
Transfer.

Pick utton

Picx Itern
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6. To confirm adding, click on the Confirm button.

Confirm button Close

7. If you wish to add Stock Transfer line items based on the Stock Transfer Request,

repeat steps 5 and 6.
8. There's no need to worry if you don’t have a Stock Transfer Request, since that you
can also transfer an item from your current branch to the other branch. Just go

directly to the Items tab.

Iltems tab I

9. To pick an item that you want to transfer, click the Pick button.
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10.  Fill up the necessary field for adding the item for Stock Transfer, changing the

Quantity and the Cost of the item.

Add Stack Transfer em

B locn 2
Q0OCIZ3GLIL

‘ ;E"' BOO WATTS XZMORRS T S0HMLTNVES DNPLT W FEEDBACK REDUTER UEBZSD/ET GXT ‘ R

‘ ‘ P

Quantity

Cost
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11. Click Save button to Save the item as a Stock Transfer line item.

Add Stack Transfer em

el
00G01230LLL

12.  If you wish to add another item, just repeat Steps 9 to 11.
13.  Click the Close button to close the popup and review your Stock Transfer detail.

Pick Trem
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14. Review the details and if everything is okay, Save and lock the record. The Save
button allows you to save the Stock Transfer detail you created. If you want this to
have an effect on your inventory (current branch’s inventory will be deducted based
on your Stock Transfer and the other branch’s inventory you transfer stocks will be
increased), click the Lock button.

9, Stock Transfer Detail

B Frarasl - —
| Wijmo Evaluation Verston (5.20202.600)

Page 196



Lock Successtul
" Stock transfer wos successfuly
locked!

. Stock Transfer Detail

Branch L

000DD21EZT i DG000Z182T SA AMPLIFIER W/ LISB/S0/ET SCH 2 | RR-0000000001-00

B0 TFIER W/ USB/ED... | TH-0000000002-000 100 Pl

____________________

¥ AP KARADHK 115c08 1I50
i i &

———
i _ijm(MMg}

6.5 Stock Withdrawal

Overview

Stock Withdrawal List
e List of all the SW(Stock Withdrawal) and will also show the overview of the
transaction.
e Here, it has the filter functionality and the button to add a new Stock Withdrawal.
Stock Withdrawal Detail
e To add a new SW, click the Add that can be seen in the SW list.
e Fill out all the needed information for the Stock Withdrawal Detail like,
o Branch
o SW Date
o SW Number
o Document Reference
o Account
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e Pick the item you would like to add in your Stock Withdrawal
e Fill up the necessary field for adding the item for Stock Withdrawal, Changing the

6.6 Stock Count

Unit for the Item, Particulars,Value, and the Quantity of the item.

Stock Count List
e List of all the SC(Stock Count) and will also show the overview of the transaction.

e Here, the user also has the filter functionality and the button to add a new SC.
Stock Count Detail

e 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,

@)

@)

©)

@)

O

Branch

SC Date

SC Number
Document Reference
Account

Pick the item you would like to add in your Stock Count

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.

Once everything is okay, Save and Lock the details.

To correct the inventory, click the Functions button then click Post Inventory. It will

automatically create a Stock In or Stock Out.

6.7 Inventory Ledger

Inventory Ledger List
e List of all the IL(Inventory Ledger) and will also show the overview of the transaction.
e Here, the user also has the filter functionality and the button to add a new IL.
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Inventory Ledger Detail
e To add a new SC, click the Add that can be seen in the IL list.
e Fill out all the needed information for the Inventory Ledger Detail like,

o Branch
o |IL Date
o IL Number

o Document Reference
o Account
e When Generate IL is clicked the items will generate the cost.

Page 199



7.0 Overview

VIl: Financials

The financial module generates the Financial Statements such as Trial Balance, General Ledger,

Balance Sheet and Income Statement. It collates all the journal entry transactions from Sales,
Purchasing and Inventory Modules.

Which documents are required for BIR? The documents should be downloaded only with PDF

format, not CSV format.

Financials l
Sales
Invoice Balance
Collection Sheet
Income
Credit Statement
Memo S |
enera
Chart of Journal
 — Ledger
Accounts Voucher
Receiving Stock Out GE"EFB:
Receipt Journa
Disbursement Stock In Trial
2 Balance
Ll Inventory
ERLD Ledger +
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Chart of Accounts

e Establish a chart of accounts, which is a structured list of all accounts used by the
organization.

e (ategorize accounts based on assets, liabilities, equity, income, and expenses.
Note: An Accountant can advise what will be the best suited Chart of Accounts for your type
of business.

Journal Voucher

e When a financial transaction occurs, create a journal voucher to record the details of the
transaction.

e The journal voucher includes information such as the accounts affected, amounts, and a
brief description of the transaction.

e FEasyFS has an automatic Journal Entry recording in its Sales, Purchasing and Inventory
Management Module.

e The Journal Voucher form will only be for posting of Adjusting Entries such as accruals,
depreciation and amortization. These can be explained further by your Accountant.

General Journal

e This is automatically generated by the system after Posting of Transactions on the Sales,
Purchasing, Inventory and Journal Voucher

e Ajournal entry documents the dual-entry accounting system, where each transaction
affects at least two accounts with equal and opposite debits and credits.

General Ledger

e The general ledger is a complete record of all financial transactions organized by account. It
shows the account balances over time.

Page 201



e This is automatically updated each time there is a posting of transactions in the Sales,
Purchasing and Inventory

Put the screenshot of the general ledger.

Trial Balance

e An auto generated trial balance can be printed and viewed to ensure that the total debits
equal the total credits.
e The trial balance lists all the account balances at a period of time.

Put an image.

Balance Sheet

e A balance sheet provides a snapshot of the company's financial position at a specific date.

e The balance sheet includes assets, liabilities, and equity.

e Itis one of the three main financial statements used by businesses, alongside the income
statement and cash flow statement. The balance sheet is also known as the "statement of
financial position" because it presents an overview of the company's assets, liabilities, and
equity at a particular moment.

Put an image.

Here's what a balance sheet does and what it includes:

Assets:
e Current Assets: These are assets that are expected to be converted into cash or used
up within one year. Examples include cash, accounts receivable, and inventory.
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e Non-current Assets: Also known as long-term assets, these are resources that are
expected to provide value for more than one year. Examples include property,
equipment, and intangible assets like patents or trademarks.

Liabilities:

e Current Liabilities: These are obligations that are due within one year, such as
accounts payable, short-term loans, and accrued expenses.

e Non-current Liabilities: Long-term obligations that are not due within the next year,
such as long-term debt and deferred tax liabilities.

Equity:

e Shareholders' Equity: This represents the owners' residual interest in the company's
assets after deducting liabilities. It includes common stock, retained earnings, and
additional paid-in capital.

Equation:

e The balance sheet follows the accounting equation: Assets = Liabilities + Equity. This
equation must always balance, ensuring that a company's resources (assets) are
financed by its obligations (liabilities) and the owners' stake (equity).

What the balance sheet does:

e Financial Position: It provides a snapshot of the company's financial position, indicating
what it owns (assets), owes (liabilities), and the residual interest of the owners (equity).

e Liquidity and Solvency: It helps assess the company's ability to meet short-term
obligations (liquidity) and its overall financial health and ability to meet long-term
obligations (solvency).

e Investor and Creditor Perspective: Investors and creditors use the balance sheet to
evaluate a company's financial stability, risk, and overall attractiveness as an investment or
lending opportunity.

e Decision-Making: Management uses the balance sheet to make decisions about financing,
investing, and operating activities. It aids in strategic planning and resource allocation.

In summary, the balance sheet is a crucial financial statement that provides a comprehensive
view of a company's financial health and position. It is used by various stakeholders to make
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informed decisions about the company's financial stability, performance, and potential for

growth.

Income Statement

An income statement, also known as a profit and loss statement (P&L), is a financial statement
that summarizes the revenues, expenses, and profits or losses of a business over a specific
period of time. The primary purpose of the income statement is to show the company's ability to

generate profit by increasing revenue, controlling costs, and managing expenses.
Here's what an income statement does and what it typically includes:

Revenue:

e Represents the total amount of money earned from the sale of goods or services.
e Revenue is sometimes broken down into categories, such as sales revenue, service

revenue, or other sources of income.
Cost of Goods Sold (COGS):
e Represents the direct costs associated with producing goods or services.
e This includes costs like raw materials, labor, and manufacturing overhead dire
tied to production.
Gross Profit:
e Calculated by subtracting the cost of goods sold from total revenue.
e Gross profit reflects the profitability of a company's core business activities.
Operating Expenses:

ctly

e Includes expenses related to the day-to-day operations of the business, such as

salaries, rent, utilities, marketing, and administrative costs.

e Operating expenses are deducted from the gross profit to arrive at operating profit.

Operating Profit (Operating Income):
e Obtained by subtracting operating expenses from gross profit.

e Operating profit represents the profit generated from the core business operations

before considering interest and taxes.
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Other Income and Expenses:
e Includes non-operating items such as interest income, interest expenses, gains, and
losses from investments.
e These items are not directly related to the main business activities.
Profit Before Tax (PBT):
e (Calculated by adding other income and subtracting other expenses from operating
profit.
e PBT represents the company's profit before considering income taxes.
Income Tax Expense:
e Represents the amount of income tax owed by the company based on its taxable
income.
e The income tax expense is subtracted from PBT to arrive at net profit.
Net Profit (Net Income):
e The final line on the income statement, representing the company's profit after all
expenses, taxes, and other income or losses.
e Net profit is a key indicator of a company's overall financial performance.

What the income statement does:

e Performance Measurement: It provides a summary of the company's financial
performance over a specific period, indicating whether the business is generating a profit
or incurring a loss.

e Profitability Analysis: Investors, creditors, and management use the income statement to
assess the company's ability to generate profit, control costs, and manage its operations
efficiently.

e Decision-Making: The income statement helps management make informed decisions
regarding pricing strategies, cost management, and overall business operations.

e Financial Planning: It serves as a basis for financial planning and forecasting, helping
businesses set realistic goals and allocate resources effectively.
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In summary, the income statement is a crucial financial statement that provides insights into a
company's ability to generate profit and manage its expenses. It is a key tool for assessing
financial performance and making informed decisions about the business.

Cash Flow Statement

The cash flow statement is a financial statement that provides an overview of how cash and cash
equivalents move in and out of a business during a specific period. It's one of the three main
financial statements, along with the income statement and balance sheet. The cash flow
statement is crucial for assessing a company's liquidity, solvency, and ability to meet its financial
obligations.

Here's what a cash flow statement does and what it typically includes:

Operating Activities:
e Cash Inflows: Represents cash generated from the core business operations, such as
cash received from customers, interest, and dividends.
e (Cash Outflows: Represents cash payments for operating expenses, suppliers,
employees, and other day-to-day operational costs.
Investing Activities:
e (Cash Inflows: Represents cash received from the sale of investments, property, plant,
equipment, or other assets.
e (Cash Outflows: Represents cash spent on the acquisition of investments, property,
plant, equipment, or other assets.
Financing Activities:
e (Cash Inflows: Represents cash received from issuing stock or taking on debt,
including loans and bond issuances.
e (Cash Outflows: Represents cash payments for dividends, repayment of debt, or the
repurchase of stock.
Net Cash Flow:
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e (Calculate the net cash flow for each category (operating, investing, financing) by
subtracting cash outflows from cash inflows.

e The net cash flow provides a summary of the overall cash movement for a specific
period.

Beginning and Ending Cash Balance:

e The beginning cash balance is the amount of cash and cash equivalents at the start
of the period.

e The ending cash balance is the amount of cash and cash equivalents at the end of
the period, calculated by adding the net cash flow to the beginning cash balance.

What the cash flow statement does:

e Liquidity Assessment: It helps assess a company's ability to generate cash to meet its
short-term and long-term obligations.

e Operational Performance: Investors and analysts use the cash flow statement to evaluate
the cash-generating capabilities of a company's core operations.

¢ Investment and Financing Decisions: Businesses and investors use the cash flow
statement to make informed decisions about investing, financing, and overall financial
strategy.

e Risk Evaluation: The statement helps assess a company's financial risk by providing
insights into its cash flow trends and sources of cash.

e Reporting Transparency: It enhances financial reporting transparency by presenting a
detailed breakdown of cash flows from different activities.

In summary, the cash flow statement is a crucial tool for understanding how cash moves within a
business. It provides valuable insights into a company's financial health, operational efficiency,
and its ability to meet financial obligations.

Page 207



7.1 Chart of Accounts

Chart of Accounts Lists
e List of All Accounts that were added to the System
e Here the user can choose what Account they want to set up for them to use in their
transactions, there are the tabs:
o Account - This is the name of the account used to record financial transactions.
o 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.
o 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.
o 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

samma D02.007 +5-next

expenses.
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7.2 Bank Reconciliation

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

o 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.

o 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.

o 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.

o 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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7.3 Journal Voucher

Overview
e Ajournal 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
e List of All Journal Voucher that were added to the System
e Here the user can add Journal Voucher to set up for them to use in their transactions.

@ Joumnal Voucher
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Journal Voucher Detail
e To add a new JV (Journal Voucher), click the Add that can be seen in the Journal
Voucher list.
e Users need to fill up required fields, and can also add new Line items for the Journal
Voucher.

Q Journal Voucher Detail Journal '\*:J'J-'_ﬁr_-r It-ul_u-.a: m “
0 ransac

|
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VIl : Check Warehousing

8.1 Check Warehousing

Check Warehousing List

e List of All Check Warehousing that were added to the System

e Here the user can add Check Warehousing to set up for them to use in their
transactions

= @ 6 sy e)d 9

wn

é IIIIIII é
&

-= (Check Warehousing
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Check Warehousing Detail
e To add a new Check Warehousing detail, click the Add that can be seen in the Check
Warehousing list.
e Fill up the required field for adding a new Check Warehousing.

Fall ap Thee redqumned
liglds

Check Warehousing Detail

8.2 Check Writer

Overview
e Check Writer allows the user to enter the cheque information in an
advanced/automated way (without manually writing the cheque information).

Check Writer Detail
e The user needs to provide the following information needed for Check Writer such
as:
o Check Date
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o Issued To
o Amount

\/l Check Writer RenuNEl e I To preview cheque
] -
Preview
- ALCOUNT Ma. ACCDMT Mt LHCh Ll LU
Ganme HUBAN INCUBATOR INC
HUMAN INCURBATOR INC
= e
03-29-2023
- T
- § o TaE JHON CEDRICK MADULA # 10,000.00
- i Ragng LT TR SRNGE ONLY
5 af b ook and I prymant of e angiu i Msmanne
|
CEBU-BUSINESS PARK BRANCH
: CEBU BUSINESS PARK. CEBU CITY

LA AT

e To preview the Cheque, click the Preview button beside the Amount field.

e To print the generated Cheque, click the Print button.
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IX: Budget

NO overview.

What for?

9.1 Budget Manager

Budget Manager List
e List of All Budgets that were added to the System

e Here the user can add Budgets to set up for them to use to their transaction.
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Budget Manager Detail

e Fill up the required fields for Budget

9.2 Cash Flow Projection

Cash Flow Projection List
e List of All Cash Flow Projection that were added to the System

vBamema 002 001+ 5-eat
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e Here the user can add Cash Flow Projection to set up for them to use to their
transaction
Cash Flow Projection Detail
e Fill up the required fields to project the Cash Flow for the Cash Flow Projection.
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X : Fixed Asset

NO overview.

What for?

10.1 Fixed Asset

Fixed Asset List

e List of All Fixed Asset that were added to the System

e 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:

o 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.

o 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.

o 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.

wGamma 002,001+ Enext
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10.2 Asset Disposal

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

¥Gamma. 002 007+ 5-next

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

easyss

® 6 a@d0 @
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" Agset Disposal Detai

Gamma. 002007 +5-naxt
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Xl : Apps

NO overview.

What for?

11.1 Price

NO overview.

What for?

Price List
e 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.

wGamma. 002007 +T-next

Price Detail
e Fill up the required fields for Price detail
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11.2 Discount Schedule

NO overview.

What for?

Discount Schedule List
e 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.

wamma. 002,001+ 7-next

Discount Schedule Table
e Fill up the required fields for adding a new Discount Schedule.
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Xll : System

NO overview.

What for?

12.1 Company

Do companies mean clients for these users?

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

III Campany

| ania B humbmg 51 - VAT REG TIN

OX0000002  DOD0DMNEZ  Dummy Company .ﬂn_NaNl\ M,

DU000003  COODDIDES OO0
DX00004 | GOO00DDONE 00005000
OMOI0000T 0000000005 000-000-000

DMO00000E  DOD00OD0ODG  Jerey Gimeery Gtare RanZ,

000000007 | D00000D0ODT | GREENEALL Camba Cobu Mrdanas NCR VAT RET TINS99-509.990
OUOOI0A00E | 0OA00DD0%E 000000000

OROC000S | DOD0DINOE D00-D00-000

METWOL. ALY un.Ek.UKJH(’!O-%’T GEMS. 253561349

b Chery

9
[ ]

Zine Talties

wGaMME 0L D T+7-next

Company Detail

e To add a new Company detail, click on the Add button that can be seen on the Company list page.
e Provide all the necessary information for the Company.

,.l Compary Detail @
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e More Settings for the company the tabs shown here are:
o Company Settings - more settings for company tweaking
o BIR CAS Settings - more settings to tweak BIR Forms format
o Utility - use for several functions, like uploading items in bulk, truncating all transactions, etc.

Mare Settings
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12.2 Users

What is the user?

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

You can add the users up to the number of users contracted for in our agreement.
Contact us if you would like to have more users.

{uman
ncubator

- B sdmin  Adrministratee Fretiotics Lall Ormoe Branch
- [m] | lourdes_lebrada I Lowrdes Labeada Prebiotics [ Bain Tadoban Branch
- B vicworia_acala Victorla Acala FPrebiotics Main Tacloban Branch
B beverly Beverly Culanculan Prebiotics Main Tacloban Branch
- O  nireshi_oka Hirgahi Oka Prebiotics Main Tackobar Branch
- O coke Hiroshi Cha Prebiotics Main Tacloban Branch
D SNazkamure Shuichi Nakamura Prebiotics Main Tacloban Branch
- B Tomomi Kitani Tamemi Kitani Prebiotics Main Tacloban Branch
B Asuka Shida Asuka Shida Prebiotics Main Tackahar Branch
- B eaticia Paricia Billeran Frebiotics Whain Tacloban Branch

-preprod

Users Detail
e 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:
e Forms - set the form that can be used by this User, authorize them to use that module
e 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.
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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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e |P 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)

- Human
r Incm:ator f User Detail

ock he user

Administrator

admin

LActie
1 Zend Emall

| . BERnE

Forrms Bratwhis Lisit Swtrings Arcont

q

mpany

mmy Tl

07 +&preprod
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XIlI: Integration

13.1 Overview

Our accounting system seamlessly integrates with other EasySeries products to enhance the overall
functionality of your business operations. Below is an overview of key integrations:

Put images.

What is the benefit of integrating?
What can you do with integration?
About Inventory.
About sales.
How do you handle the inventory with easyFS?
How can you see the sales with easyFS?

13.2 Types of Integration

13.2.1 EasyPOS Integration
Overview

Integration with our Point of Sale (POS) system, easyPOS, allows for direct recording of sales
transactions into the accounting system, ensuring accurate and up-to-date financial records.

Benefits:

1. Seamless sales-to-accounting data flow
2. Reduced data entry errors
3. Efficient inventory management.

13.3 How to Set Up Integrations

13.3.1 EasyPOS Integration
When integrating easyFS to easyPOS, the following master files, purchases and inventory
transactions should be set up on the easyFS side:
1. Master Files
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a. ltem
b. Customer
c. Supplier
2. Purchase Transactions
a. Purchase Order
b. Receiving Receipt
3. Inventory Transactions
a. StocklIn
b. Stock Out
c. Stock Transfer

Inorder for this to be integrated to easyPOS, the easyPOS side should be the one to setup the
correct configuration e.g.:
1. easyFS Domain (ex: https://easyfis-perrochikoph.hi-api.io)
2. easyFS Branch (ex: 0000000001)
3. User Code (ex: admin)

13.4 Managing Integrations

13.4.1 EasyPOS Integration
In this section, | will walk through the process of managing easyPOS transactions using our easyFsS:
1. Go to Apps, then click POS.
2. Under the Sales menu, this is where you will monitor the sales transactions from the
easyPOS:
a. Select a correct Terminal Code and Date:
m Terminal Code — based on the easyPOS settings
m Date — easyPOS sales transaction
b. After that, Sales transactions from easyPOS will be displayed based on the provided
Terminal Code and Date.

Page 228


https://easyfis-perrochikoph.hi-api.io

WGATITA.004. 005+ - pragrod

AACVY .

VBAMMa, 004 005+ -Drepioed

Za Point of Sales (POS)

| ONDOTHIOBE | 1134720, POS 0000000 00030001 ACBDIIA

WewFfus Wanitor

c. Before posting it to the easyFS Sales Invoice, you need to validate it first.

d. To validate the sales transactions, click the Functions button then click Validate

button.

= Point of Sales (POS)

e. Once validation is complete, check the Remarks column value, if:

| 0000000038 | 11/24/20,. | FOS: 0000000 000CO0CONT  ACBD1234

| ViawPliez Monor

Remarks is equal to VALIDATED, this means that you can now post this to the

Sales Invoice.
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Senrmewtul
o PG sl s sy
valtfied! Chesk Riemeran for

&g Point of Sales (POS) e ——

wiamma 004 D05+ -preprod

m Remarks don't match VALIDATED, it causes an integration error. To fix it, just
align the Manual Code from easyPOS to easyFS. In simple terms, you don't have
to make any changes in easyPOS to resolve an error in validating sales
transactions.

f. To post the validated sales to the Sales Invoice, click again the Functions button, then
click the Post to Sales Invoice button.

Za Point of Sales (POS) [ ou |

AASVY °

wiarmma. 004,005+ 3-preprod

g. This time, validated sales transactions are removed from the Sales module, and are
moved to the Posted Sales module.
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]
E

Pt Sucenecdul

o/ Fust nees inwuloe was sccessiuly
2 i welidatesd!
i Point of sales (POS) -—
Talms Funcicnr
| T
Romados POS POSOuts  Order No. Customer Code  hem Code o Catagory

'g

50000000, | OO0COO0038 17/2420, | FOS 00000M.. 00OJ00CO0T  AGED1Z34

h. Inorder to check if it is successfully posted to the Sales Invoice, check first the
Document Reference column under the Posted Sales to get the Sales Invoice No.
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= Point of Sales (POS) E

AACVY . °

VBAMMa, 004 005+ -Drepioed

i. Since you now know the Sales Invoice Number for the easyPOS sales transaction, you
may go to the Sales Invoice module by clicking on the Sales, then Sales Invoice.

= (-3 Wijmo Evajuation Version (5.20202.699}

L Bmnch SiNo. 51 Date. Monusd No. Doc. Ref. Customar Remarks (= Amourt.

B SADGURU . 000000007 | 11/24/20. |0G000OOCOTE | DO1-DOOG0A.. MONJ  Teansaction from POS- PHP E.500.00 | L
B SADGURY 000000075 "l.-’Z.”Zﬂ D000OO0OTS DO - 000000 MONU Trangacticn fram FOS FHF 27.500 00 000
B SADGURY 0000000074 | 17/21/20.  00OCOODOT4 | D01 - 000300, MONY Tramaaction from FOS FHP 27.500.00 000
B SADGURU.  0O0D00G0TE 107200200 0000000012 MOk JRY 550000 000
B SADGURY. 0000000071 19/20/20.  0O00OCO0011 IO S 50000 000
B SADGURL . 0000000090 19/20/20. 0000000010 | D01 - DOOO0O..  WAORRL Transaction from POS PHP 71.500.00 00C
B SADGURY 0000000009 | 11/16/20. | 0000000009 | DOT - 000000, MONU Trangaction from FOS PHP 10090 00T,
B SADGURY DOOO0DONOT 111420, 0000000007 MO FHP 12090 0
B SADGURY . DOODDDOOS 19940200 O00DOOCKIG D1 - DOOO00..  MONY Tranzaction fram FUS EHP 220000 000

< | < | > >

BAMa, 004 005+ - prepioed

j- Look for the Sales Invoice Number or you may use the Search bar to look for the Sales
Invoice Number.
k. Click the Edit button to review the details. To give you a hint that it is coming from the
easyPOS:
m Sales Invoice’s Remarks field is automatically provided with “Transaction from
POS".
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m Sales Invoice's Document Reference is automatically provided with this
format: {terminalCode} - {OR Number}.
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13.5 Guidelines for Integrations: Do’s and Don'ts

13.5.1 EasyPOS Integration
To prevent errors during integration with easyPOS, adhere to the following steps:
1. Make sure that the Manual Code for Discounts should be the same on the easyPOS’
Discount Code.

(5 Systerm Tables - -
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2. Make sure that the Manual Code for Pay Types should be the same on the easyPOS' Pay
Type Code.
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3. Make sure that the Manual Code for Tax Types should be the same on the easyPOS’ Tax
Code.

(-3 Wijmo E n Version |4 i
_ g - -
_ Ll [ Dlsisaitts Py = T Ty Lniky rmy At Arreasd Gitags Ot At 4'+ ¥
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m 0000000 T Eammet [0y 006 | Cutmut AT I
_ m 0000000 2 Cutpes a7 VAT L300 Cutput VAT (n [
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4. The Item detail that you should be attentive to is the “Tax Code” for each “Tax Type"” saved in
each system. In EasyFS it is “SI VAT” and in EasyPOS it is “Sales VAT”. Otherwise you will be
getting an error in integration that says “Output Tax Mismatch”.

5. Once the Items have been integrated to easyPOS, you can ONLY change or update the Price.
If you want to change the Unit of Measure or Barcode, what you should do is to create a
new entry or should | say add a new item with the updated item UOM/Barcode and then
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unlock the old entry of that item. If you insist on changing the Item detail directly, issues in
the EasyPOS will start to show up like duplicated barcodes with the same item description
which will cause system error as well as user confusion In making transactions in the
EasyPOS. To avoid problems please follow what we have stated above.

For the inventory transaction, all “Stock In”, “Stock Out” and “Stock Transfer” should be
made in the EasyFS.

As for the sales transaction, as much as possible no “sales transaction” should be manually
made in EasyFS “Sales Invoice”. All sales transactions should be made in EasyPOS. Because if
you don't inventory discrepancies between the two systems will occur which takes time fixing
it. To avoid conflicts or problems that will affect your business’s operation. Be attentive to the
process that was instructed in this document.
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