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EasyFS is the cloud accounting and inventory system from Humedit Philippines Inc. This manual documents

build v2.20.013.31, screen by screen, in the order the screens appear in the left-hand navigation. Every
screenshot was taken from the running application, not redrawn.

The screenshots come from a demonstration environment and the sample data in them is anonymised —

party names, addresses, contact details and account balances are placeholders. Document numbers, dates,

quantities and prices are left as they were, so the worked examples stay consistent with each other.
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Signing in
Open the site and you are taken to the sign-in page. Enter your username and password and press the sign-
in button. On success EasyFS opens the Dashboard for the company and branch your account is assigned

to; the current context is always shown in the top-left of the toolbar, for example Company A | MAIN
BRANCH.

The screen frame

Every screen sits inside the same frame. The hamburger button on the far left opens the navigation drawer; it
appears as an overlay and closes with the Escape key or by choosing a menu entry. On the right of the
toolbar are, in order: the language selector, the account menu, notifications, the calendar, the light/dark
toggle, and the FAQ (help) panel. The build number is printed in small type at the bottom-left of every screen,
which is the quickest way to confirm which version you are looking at.

List screens

Most modules open on a list screen built on the same grid. The bar above the grid holds Clear Filters, a Start
date and End date, a Branch selector, a free-text Search box, a Column Filter selector and a Functions
menu. Each column header also has its own filter arrow. Below the grid, Show Rows sets the page size and
the arrows move between pages; the box between them shows the current page and the page count.

Take note of the date range. Transaction lists open with the date filter set to the current month. If a
document you expect is missing, widen the Start date and End date before concluding it is not there — this is
the single most common reason a list looks empty.

Detail screens

Opening a record with Edit shows the detail screen. The header fields sit at the top, the line items sit in a grid
below, usually under an ltems tab with an Attachment tab beside it, and the created-by / updated-by audit
line is always at the very bottom. The action buttons along the top are consistent across documents:

» Save — write your changes.

» Lock — finalise the document. A locked document stops being editable and starts affecting
e Unlock — reverse a lock, where your permissions allow it.

e Print — open the printable version of the document.

e Audit — record an audit stamp on the document.

» Cancel — cancel the document (greyed out when it does not apply).

* Functions — extra per-document commands.

» Close — leave the screen and return to the list.

Creating a record with Add opens the same screen with the fields empty, so the field-by-field descriptions in
this manual apply equally to new documents.

Draft screens

Several modules have a matching Draft screen. Drafts are a staging area for records that have been imported
or prepared but not yet accepted into the ledgers. The buttons are different from a normal list: Validate
checks the staged rows, Post accepts them, and Delete All clears the staging area. A ValidationStatus
column shows the result of the last validation run.
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Note that the Draft grids currently show raw database column names — Branchld, Currencyld, Customerld
and so on — rather than the friendly headers used on the posted lists.

Printing a document

Every printable document opens on a preview screen with a Paper Size selector and, for some documents, a
Paper Orientation selector. Choose the format and print or save from there.
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1. Dashboard

The landing screen and the summary it presents.

Dashboard

/office/dashboard

The Dashboard is the landing screen. It is organised into tabs — Financials, Purchases, Sales, Inventory,
Budget and Fixed Asset — each summarising its area for the date range and palette chosen at the top. The
Financials tab shows an Account Watch table of selected account balances plus Top 70 Expenses and Top
10 Income charts. Below the charts is a grid of shortcut tiles that jump straight to the most-used screens.

= Company A| MAIN BRANCH @ a ﬂ‘u b ] D 9
Dashboard
Financials Purchases Sales Inventory Budget Fixed Asset
P08 ® [ & | |55 |
Account Watch
Account T Balance T
Cash on Hand - Direct Sales -96,951,629.56
Cash on Hand - Dealers -4,360,806.04
Top 10 Expenses Top L0 Income
REPAIRS AND MAINTENANCE
SALES - DIRECT SALES
DEPRECLATION EXPENSE
0 00 400 600 800 1,000 1200 0 10000 20000 30000 40000 50000 0000 70000 BO0O0 90,000
Exparnses p—
Chart of Accounts Bank Journal Voucher
] €N sl

Dashboard — list screen

COLUMNS

Account Balance

ACTIONS ON THIS SCREEN

Chart of Accounts Bank Bank Reconciliation Currency  Journal Voucher Financial Statements BIR CAS Reports

The dashboard uses the same current-month date default as the list screens, so a quiet-looking dashboard usually just
means the range needs widening.
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2. Master Files

The reference data every transaction draws on. Set these up before entering documents.

Item
/office/inventory/setup-item-list

The ltem master holds everything you buy, sell or hold in stock. Each item carries its codes (manual code,
SKU, bar code), a description, category, unit and price, and a flag for whether it is inventoried.

= company Al WAN BRANGH @ e Peod0 @
ltem © [ |
Visible Invisible Inactive
[ Column Fiter
Lock. 7 ManualC.. ¥ | SKUCode ¥ | BarCode ¥ Descriptian 1| SerialNo. T | AssetNo. ¥ Category T Price T Unt Y Inwentory ¥
el 0000000148 MO4REPRO-S . MS4REPRO-B.  Sample em 02 SH-MB4-558 - Equipment 000 Pefs)
— m 0000000148 - - Sample e 03 - - - 000 Pefs)
0T 0000000147 - - Sample ltern 03 - - - 000 Pefs)
Bl T ZZZ-TEST-17.. ZEZ-TEST-17. ZZZ-TEST-17.. Sample Rem 04 ZZZTEST-17.  ZZZ-TEST-I7.. Test 000 Pefs)
Bl e ZZZ-TEST-17..  ZZZ-TEST-17.. ZZZ-TEST-17.. Sample em 05 ZZZ-TEST-17.. ZZZ-TEST-17.. Test 000 Pefs)
— e 0000000144 - = Sarple ke 03 B - - 000 Pels)
- m 0000000143 - - Sample liem 03 - - - 000 Pols)
— m 0000000142 | NA MA Sample e 06 NA NA NA 000 Pels)
- m 0000000141 MA MA Sample em 07 NA NA NA 0.00  Pels)
Bl TR o 00000 (Na NA Sample fern 08 NA NA NA 000 Pofs)
| show Rowe -
10 I | € Pegelofls x| ¥

HEAD 42 20013 31 preg

Item — list screen

COLUMNS

Locked Manual Code. SKU Code  Bar Code  Description  Serial No.  Asset No. Category  Price  Unit

Inventory

ACTIONS ON THIS SCREEN

Add Close Clear Filters Functions Edit Delete

DETAIL SCREEN (CREATE / EDIT)

/office/inventory/setup-item-detail/6598
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= Company A| MAIN BRANCH @ o ’“ »0 @

Module94 FullUIRepro Fixed Asset Item
0000000149
Manual Code Category
10000000143 Equoment
KU Cace Bar Code [ | Detsutr suppier
| MB4REPRO-SKU-6598 MAREPRO-BC-6558 | il || e o} ‘ 260 EXPRESSING |
| L -
Description | BR & Inventary B L Acdive
Sampke fern 01 |
?ﬂ'ﬁw | i R{Wﬂe{ Quantity ‘ | Samlewi |
AL L
Ak |
RR VAT
| LR I. 12% Ingut VAT T
Serial Number 7
N-ho- VAT
SN-M34-6536 | | 12% Output VAT i
un - | ot g 1[prce I7
5000 | 000 || kang <
& [ [ B
Particutars e
Sacvgle ftem 01 | Gl ‘
Unit Conversion price Upload Image GL Accounts Components Production Inventory Cost Reference History
foct
Muitipier v urit v

0 59

42 20013 31 pregred P006-09.07

Iltem — detail screen

Fields: ManualCode  SKU Code BarCode Description  Principal ~ Alias ~ Serial Number ~ Unit  Cost Reference
Price  Particulars  Category  Date Acquired Default Supplier ~ Re-order Quantity =~ Stock Level RR VAT  SIVAT

Kitting ~ GenericName  Show Rows

Tabs: Unit Conversion  Price  Upload Image ~ GL Accounts ~ Components  Production  Inventory

Cost Reference History

Buttons: save Lock Unlock Invisible/Void Close  gr_code_2 Add Functions Edit Delete Edit edit
Delete delete 1. Manual Code 2. SKU Code

The list has three tabs — Visible, Invisible and Inactive. An item hidden from normal use is not gone; it is on one of the
other two tabs.

ltem (Draft)

/office/inventory/setup-draft-item-list

Staging area for imported items. Validate the rows, then post them into the Item master.
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== Company A| MAIN BRANCH

Draft Item

| ‘Show Romws -
10

350907

Item (Draft) — list screen

ACTIONS ON THIS SCREEN

Post Close

Customer

/office/sales/setup-custome

K < Paelai0 3

r-list

® e ferdO O

The Customer master holds the accounts you sell to: codes, contact and address details, terms, and the

receivable account each customer posts to.

== Company A| MAIN BRANCH

Customer
:Sealch

Lock.. ¥ | Manual C
[ e N oo | Z2Z-TEST-17.
[ comenes
e 0000002004
= L o203
R u o
[_coc N oeee] 0000002001
2 0000002000
RS o oo
[_co Joseal] c00o00ise
I I
Show Rows Al
10 (£4 <

Customer — list screen

EasyFS User Manual - v2.20.013.31

T Customer
Sample Trading 02
Sample Trading 03
Samgle Trading 04
Sample Trading 05
Samgle Trading 06
Sample Trading 07
Sample Trading 08
Sample Trading 09
Sample Trading 10
Sample Trading 11

1197 » b1l

T

Address T
02 Sample Street, Sample (i
02 Sample Street. Sample Ci
02 Sample Street, Sample Ci

02 Sample Street, Sample (i

02 Samgle Street, Sample €1

02 Sample Street, Sample Ci_.

02 Sample Street, Sample €1

02 Sample Street, Sample Ci_.

02 Samgie Street, Sample Ci

02 Sample Street. Sample Ci.

Contact Mo
0900 000 0002
0300 000 0003
0800 000 0003
0900 000 0003
0900 000 0003
0300 000 0003
0500 000 0003
0300 000 0003
0900 000 0003
0900 000 0003

T

Email Address
sample0S@example.com
sample06@example.com
sample06@example.com
sample06@example.com
samplel6@exarnple com
sampleQ6@example.com
sample06@example.com
sampled6@emmple.com
sample06@example.com
sample06@example.com

v

Cohumn Fiter
| A

Total AR T
oo

000
000
000
000
0.00
000
000
000
000

® e ferdD O

-



COLUMNS

Locked Manual Code. Customer  Address  Contact No. Email Address  Total AR
ACTIONS ON THIS SCREEN
Add  Close  Clear Filters Functions Edit Delete
DETAIL SCREEN (CREATE / EDIT)
/office/sales/setup-customer-detail/5804
= Company A| MAIN BRANCH @6 ferdN @
Customer Detail [@)] DO NOT USE SPECIAL CHARATERS SLCH AS COMMAL) AND TILDE(~) - Close
RT CHAN GROCERY DS3
0000002005
|uuua|code ||C‘.ﬁ°°°” Hmm i
Customer Term » || Discount =
‘Sample Trading 01 |COCF ) HIHDW
eceadle Account Code ‘ et T ||m¢ ; ”Tmmcode Ho“sfaamcmwwomm I
Partculars
Sarngle em 01 | 01 Sample Strest, Sample City |
5 [%?“mw«umm H%?mmmm |
Contact Person Contact Number Prowince Regicn
| A | 0500 DO 0001 H 02 Sample Street, Samgle City -Hozsmuhsumsmuecuy ]
Emai Addrass. Credit Limit Zipeode Businass Style
e [ = oo 5 |
1 s Send Email WTAX -
No WHT
Transaction History
Document Number ki Date T Amount x
S-0000082162 2212026 45000

Created By: Prebiatic Secretary
Created Date / Time: March 27, 2006 0401 P

HEAD 52 20013 31 pregrod 2006-09.07

Customer — detail screen

Customer (Draft)
/office/sales/setup-customer-draft

Staging area for imported customers.
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= Company A| MAIN BRANCH
a Draft Customer

.. TR

ValidationS.. T | ManuatCo... ¥

Particulars ¥ | Customer 7 TN bl Ei
= ocis found.. | 2Z2-TEST-ML. | Sample hem 02 | Sample Tradin. 1000 Retail MA
m lesunls) found,, | ZZZ-TEST-ML. Saemple lem 02 | Sample Tradin 1000 Retai M
Show Roes |k ¢ mmier > 3l
1542200832 pprod 03037
Customer (Draft) — list screen
COLUMNS
ValidationStatus ManualCode Particulars Customer  TIN ZipCode
ContactNumber

Category Discountld Discount ReceivableAccountld

ACTIONS ON THIS SCREEN

Post Close Validate Delete All Delete

Supplier

/office/purchases/setup-supplier-list

ipCode T | BusinessSt., ¥ | PWDorSC., 7 | ContactPer.. T | Contactu.. ¥

lane Doe

Jane Doe

BusinessStyle

® e ferdD O

0900 0000002 | Reqular

PWDorSCDNo

Category ¥ | Discountid 7
0000 000 0002 | Regular

- =

Discount T | Receive
1| None

1| Mone

ContactPerson

The Supplier master holds the accounts you buy from: codes, contact and address details, terms, and the

payable account each supplier posts to.
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= Company A| MAIN BRANCH @ e ’. ) Bmi -]

Supgplier - m

E Cohurmn Filer |
i |SEBICh IM I . _

Lock. ¥ | ManualC.. T Suppler v Address v Contact No v Emall Address *
| e ] C 0000000067 Sample Trading 02 02 Sample Street, Sample Ci_. 0900 000 0002 sample06@example com
[ e | []  2ZZ-TEST-17.. | Sample Trading 03 0300 000 0003 sample0)7 @example.com
| e | 0000000068 Sample Trading 04 03 Sample Street, Sample Ci. 0300 000 0003 sample08@example.com
el 0000000065 Sample Teading 05 0300 000 0003 sampledi@example.com
| e ] 0000000068 Sample Trading 06 0900 000 0003 sample08@example.com
| e ] 0000000064 | Sampte Trading 07 04 Sampe Street. Sample CL. 0300 000 0003 sampie0@example.com
[ e ] 0000000063 Sample Trading 08 05 Sample Street, Sample L. 0900 000 0003 sampleOB@example.com
| e ] 0000000066 Sample Trading 09 06 Sample Street. Samgle Ci. 0900 000 0003 sampledé@eramplecom
e 0000000067  Sampie Teading 10 0900 000 0003 sampleD8@example.com
R 0000000062 Sampde Trading 11 07 Samgple Street, Sample Ci. 0900 000 0003 sample08@example.com
i - | Bl e T

HEAD 2 3001331 pregrod 2006-09.07

Supplier — list screen
COLUMNS
Locked Manual Code.  Supplier ~ Address  Contact No. Email Address

ACTIONS ON THIS SCREEN

Add Close Clear Filters Functions Edit Delete

DETAIL SCREEN (CREATE / EDIT)

/office/purchases/setup-supplier-detail/601

= Company A| MAIN BRANCH e 0 SerdD @

Supglier Detail @ DO NOT USE SPECIAL CHARATERS SUCH AS COMMA) - - m
ZZZ-TEST-179830 Supplier
0000000067

Manual Code 1K= 1|

!

| 000000067 T ‘ Proprietorship 4
Suppler I [ T4 Branch Code Term N

Saemple Trading 01 000-000-000-001 0000 oD

Payable Account Code Faryable Accourt " || sreet Barangay City

216000 ACCOUNTS PAYABLE TRADE || "ox'Sample Street, Sample Ciy 02 Samphe Street, Sample City

Partcudars I Prewince: Region

Sarngle hem 01 03 Sample Street, Sample City 04 Sample Street, Sample City

IL
|| ziococse [ musness soe
|| oo Test

i 1 1| wrax

Contact Person Contact Number -
| Test Persen 0900 000 0001 | el

Emall Address 100 Send Email

ampie0 @erampie com |

Transaction History
Document Number T Date 7 Amount v

- | ¢ metsto s

Created By Administrator Updated By Adminkstrator

Created Date / Time: September 01, 2026 0401 PM Updated Date / Tire: September 01, 2026 04:01 PM

HEAD 42 301013 31 gvegred 2006-09.07

Supplier — detail screen
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Fields: Manual Code  Supplier = Payable Account Code  Payable Account  Particulars ~ Contact Person ~ Contact Number
Email Address Category Proprietorship ~ TIN TIN Branch Code  Term Street Barangay  City Province Region
Zipcode Business Style ~ WTAX  Show Rows

Tabs: Transaction History

Buttons: save Lock Unlock  Close 1. Manual Code 2. Supplier 3. Payable Account 4. Particulars

5. Contact Person 6. Contact Number 7. Email Address 8. Term 9. TIN 10. Address

Supplier (Draft)
/office/purchases/setup-supplier-draft
Staging area for imported suppliers.

= Company A| MAIN BRANCH 2 ] ﬂ.u ) ] D [7]

Draft Supplier ﬂ

Show Rows

- 1< € PageOofd 3 Edl

Supplier (Draft) — list screen

ACTIONS ON THIS SCREEN

Post Close

Company
/office/system-company-list

Companies and their branches. The company and branch you are working in are shown in the toolbar; this
screen is where those records are maintained.
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I= Company A| MAIN BRANCH

Company

Lock. T |Mamal.. T Company

WEEEEE o owon owos

Addnese A TN
02 Sample Street, Sample City

@ e Sfevd @

000-000-000-002

Delestee I 0000000002 .ZZZ-TESF-DHETEM{CIEH3\!¢WMM... 03 Sample Street, Sampie City 000-000-000-003
TS o
R || T S ey
HEAD 2 2001331 praprod NOS-09-07 -
Company — list screen
COLUMNS
Locked Manual Code = Company  Address  TIN
ACTIONS ON THIS SCREEN
Add Close Edit Delete Editedit Delete delete
DETAIL SCREEN (CREATE / EDIT)
/office/system-company-detail/2
= Company A| MAIN BRANCH e 0 SerdD @
Company et @ )=
|Mnmlcaae Prefoe TIN - ||™ Hmm:me [Emilmdle!! |
VAT REG TN 000-000-000-003 00000 sampied] @exarmpie com
= s = 3
Company A Company A Sample Trading 01
[ s | — | e e :
[mwmwm ||"6'3"5mms“m5a-rwov | oo G Suaaaaan I
[zm H‘o"s‘n@’?“o&“&‘é’i‘ l[_’i Confidenial PR [ Hide CostIn bwentory Tansaction |84 Afiow Negative Ewventory
o B Con Sell Below Cost Use Seling Price in ern Transfer H Can RR More than PO quantity
B Update Inventory Cost IN B s Update Irventory Cost ST Bk Auto Posted
[C1 s Show Lot Na. & Expiry Date 1 s Show Discount Rate & Discount Ameunt in PO & RR
1 Show PO Number in DR
Branches More Settings
Manual . ¥ Branch b TIN A Regional District Office RDCO) 7
0000000001 | MAIN BRANCH 000-000-000-002 123
| 00D0000002 | MAIN BRANCH | 000-000-000-002 13
0000000003 MAIN BRANCH 000-000-000-002 123

Created By Administrator
Created Date / Time: August 23, 2020 1200 AM

HEAD 52 30013 30 regred A006-059.07

Company — detail screen
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Fields: ManualCode Company = Street Barangay City  Province Region  Zipcode  Contact Number  Prefix TIN

TIN TIN Branch Code Email Address Business Style Proprietorship Cost Method Series Range from Series Range to
Tabs: Branches  More Settings
Buttons: 1. Manual Code 2. Company  4.TIN 5. Email Address 6. Business Style 7.1s VAT Exempt 8. Cost Method
9. Series Range 10. Branches Add Branch Edit Branch Delete Branch 11. Company Settings Default Asignatories

Default Income Accounts Default Currency Upload Logo Default Taxes Default AR and AP Accounts

Default Article Account Group ~ 12. BIR CAS Settings  Save

Users
/office/system-user-list

User accounts and the permissions attached to them. Each user is tied to a company and branch and to the
set of modules they may open.

= Compaoy A1 MAM BRANGH @0 fodD @
Users n
Lock.. ¥ Username ¥ Full Name ¥ Company T User App v Branch
Bl T adrin Adrinistrator Compary A A MAIM BRANCH
S T prebiotichealthme0L Mestor N. Manilag Company A EagyFs MAIN BRANCH
S e prebiotichealthme02 Eua Maria U Manilag Compary A EagyFs MAIN BRANCH
Sl T pretiatichealthme0s Allan F. Fababair Compary A EasyFS MAIN BRANCH
BT prebiotichealthme0s Emelinda H. Bermejo Company A A MAIN BRANCH
Bl e HllAccounting BOSS Comparty A EasyFs MAIN BRANCH
el T HilAcoounting? BOSS2 Company A EasyFs MAIN BRANCH
[ == Res] SALVADOR M. ANDRES SALVADOR M. ANDRES Company A EasyFs MAIN BRANCH
“ [ Deete ] YASUYUKT FUNUNE J YOICHI KAWA... | YOICH! KAWASAKI Compary A EasyFs MAIN BRANCH
Bl pretiatichealthmel3 Chaistle Anne Marilag Company A EasyFs MAIN BRANCH

s
s
o
=
=
w

2l

42 2001330 fregro 20060907

Users — list screen

COLUMNS

Locked Username Full Name Company User App Branch

ACTIONS ON THIS SCREEN

Add Close Edit Delete Edit edit

DETAIL SCREEN (CREATE / EDIT)

/office/system-user-detail/1l
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= Company A| MAIN BRANCH @ a ﬂ‘ ) ] U (7]
User Detail ﬂ m

Administrator

admin
| Usemame User A =
admin Al
[ Fumame [
Samgle Trading 01 User Role -
| Email Address Is Active
| saerple0l @eaample com
F B4 s Send Ema
[ ; Abwarys verify emai on login
‘Company A winys verify emad on kgin

| aranch
| MARM BRANCH

Access Token

Forms Branches User Settings Account 1P Address
Form T Add ¥ Edit 7 Delete 7 lok ¥ | Unlock ¥ | Cancel T Print ¥ Audit T
Activity - Sales Ivoice List = = ] = = = = =
Activity - Sales Invoice Deta = = = = = = = =
Sep - fem Lt = = = = = ] = ]
Setup - lern Detail [ ] = [} ] = =
@ Setup - Job Department List = [} = = = ] =
= Setup - oD Type Lis = = = = = = = =
E Activity - Collection List ] ] ] = = = ] =

Users — detail screen

Fields: Username  Fullname  Email Address  Company  Branch  Access Token  User App  User Role
Tabs: Forms Branches User Settings ~ Account IP Address

Buttons: Save Lock Unlock Close  Change Password  Generate Token Multiple Update =~ Copy Rights ~ Add

Edit Delete

Chart of Accounts
/office/financials/setup-chart-of-accounts

The Chart of Accounts is the backbone of the ledgers: every document ultimately posts to accounts defined
here.
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= Company A| MAIN BRANCH

Chart of Accounts

1< CHE 72 A b

Account Account Type Account Cash Flow Account Category
Code 7 | Manual Code 7 Account v Account Type i

- m 0000000038 00000D009E PURCHASES RETURN Operating Expenses
[ es ] 000000009 0000000089 PURCHASES Cost of Sales
- m 0000000103 0000000103 INTEREST & BANK CHARGES Other Expensa
[ e ] 0000000104 0000000104 VOUCHERS PAYABLE Current Liabilities
_ EEEE 0000000107 000000107 IT SOLUTION Intangible Assets
eEn 0000000001 | 111001 Cash on Hand - Direct Sales Current Assets
= T | ooocoo0003 111002 Cash on Hand - Dealers Current Assets
=D 9 ootz 111003 Cash on Hand - YL Materials Current Assets
_ = | cooo000004 112001 Petty Cash Fund = Manila Cument Assets
=D 8 cooocooo17 | 112002 General Fund Current Assels
i i;m Rows - -

Chart of Accounts — list screen
COLUMNS
Code Manual Code  Account  Account Type

ACTIONS ON THIS SCREEN

Add Close Functions Edit Delete

This screen has no separate detail page — accounts are maintained on the list itself.

Bank

/office/financials/setup-bank-list

Account Cash Flow

Account Cash Flow
OPERATING

OPERATING
OPERATING
OPERATING
INVESTING

OPERATING
OPERATING
OPERATING
OPERATING
OPERATING

® e ferdD O

-

Bank accounts used by Disbursement, Collection, Check Warehousing and Bank Reconciliation.
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® e ferdD O

-

Column Fiter
All

K ¥ Code 7 | ManualC. 7 Bank T Address v Contact No. b

02 Sample Street, Sample Ci.. | 0900 000 0002
0000000005 | 0OO000000S CASH OM HAND
bank - Rizal - SA 103 Sample Street, Sample Ci.. (00 000 0003
Metrobank - Burges - SA 04 Sample Street, Sample Cl..
bank - Rizal - CA
h bank - Burgos - CA
0000000010  0OD0000010 | Rebinsons Bank
0000000011 | 0000000011 BANCC DE ORD
0000000012 | 0000000012 PECOM

; - | Bl i o

[P ———
Bank — list screen
COLUMNS
Locked Code Manual Code Bank  Address Contact No.

ACTIONS ON THIS SCREEN

Add Close Clear Filters Edit

DETAIL SCREEN (CREATE / EDIT)

Delete Edit edit

/office/financials/setup-bank-detail/27

= Company A| MAIN BRANCH

@ e Sded0 @

Bank Detail
Metrobank
0000000004
Detail
|aankcﬂde Manual Code Bank Account Type Bank Account No
| 9000000004 0000000004 Checkings 20812376123
Bark Address |
Metrobank 01 Sample Street, Sample City
:lm:.cn-de i | Aczount
112102 || CASH BN BANK - MBTC BURGOS - S& &
: Contact Perscn
Particulars | | Julhs Perez |
Contact Number |
|| 05000000001

Created By: Administrator
Created Date / Time: July 08, 2021 05:47 PM

HEAD 42 301013 31 gvegred 2006-09.07

Bank — detail screen
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Fields: BankCode ManualCode Bank AccountCode  Account = Particulars ~ Bank Account Type  Bank Account No.

Address Contact Person Contact Number
Tabs: Detail

Buttons: Save Lock  Unlock  Close

Currency

/office/financials/setup-currency-list

Currencies and their codes. Documents carry a currency and an exchange rate; the base currency is set here.

= Company A| MAIN BRANCH
Currency

Search

Lock.. ¥ Code T MawalC. T Cumency T
[ o o 0000000001 | PHP PHP
T 0000000002 0000000002

| Cumency &
10

1< & | L > kd

Currency — list screen

COLUMNS

Locked Code  Manual Code  Currency = Symbol

ACTIONS ON THIS SCREEN

Add Close Clear Filters Edit Delete Edit edit

DETAIL SCREEN (CREATE / EDIT)

/office/financials/setup-currency-detail/1l

EasyFS User Manual - v2.20.013.31

@0 ford0 0

[ - N

Column Filter
All

Symbol i

Delete delete
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== Company A| MAIN BRANCH
Currency Detail

PHE

@ e SfevdD @

E-

Currancy Code Manusl Coda
0000000001 PP

Currency
PHP

| Symbol

Exchange

Exchange Cumency T Exchange Date T
§/28/2026
B/28/2026

Created By: Administrator
Created Date / Time: August 23, 2020 1200 AM

HEAD 2 3001331 pregrod 2006-09.07

Currency — detail screen

Fields: Currency Code  Manual Code  Currency
Tabs: Exchange

Buttons: Save Lock Unlock Close  Add

EasyFS User Manual - v2.20.013.31

Exchange Rate ¥

60,00
5500

Updated By: Administrator
Updated Bate / Time: May 11, 2023 09:02 AM

Symbol Show Rows

Delete Edit edit Delete delete
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3. Purchases
Buying, from the internal request through to paying the supplier.

Purchase Request
/office/purchases/activity-purchase-request-list

A Purchase Request (PR) is the internal ask: someone needs something bought.
purchasing chain and feeds the Purchase Order.

== Company A| MAIN BRANCH

Purchase Request

It is the first document in the

@0 ford0 0

[ i |
- R |
lock. ¥ | Branch ¥ PRMo, ¥  PRDate 7 | ManwalNo. ¥ | Doc.Ref ¥ Supplier X Remarks L Amaunt ¥ Statug 1
El MAIN BRAN... | 0000000005 9/4/2026 0000000005 Sample Trading 02 0.00 NEW
— m MAIN BRAN... 0000000004  9/4/2026 0000000004 sample Trading 02 2000 NEW
El MAIN BRAN. DD00000003  9/3/2026 0000000003 Sample Trading 02 000 MEW
Fia - e |l e e 5| s
Purchase Request — list screen
COLUMNS
Locked Branch PR No. PR Date Manual No. Doc. Ref. Supplier Remarks ~ Amount Status
ACTIONS ON THIS SCREEN
Add Close Clear Filters Functions Edit Delete Edit edit Delete delete

DETAIL SCREEN (CREATE / EDIT)

/office/purchases/activity-purchase-request-detail/141
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= Company A| MAIN BRANCH

Purchase Request Detail

® e ferdD O

Currency Exchange Rase

[ | 1 || Remarks

Branch

MAIN BRANCH

PR Number || o8 e :

10000000005 { G4SI0PE

Manual Mo,
| 0000000005 | Document Reference I

- O Show Stalf

Suppler I

Samghe Trading 01 || status e
= || bW 000
o v || Date ieeded |
| coD Y4326 al

Ttems Attachment
SKU Code ¥ Bar Code ¥ Description i Particulars ¥ Quantity Y Unt ¥ Cost ¥ Amount T Base Quantity ¥

. 7
Shadtom =Kk < Pgelofl 5 | 31

Created By: Administrator
Crested Date / Time: Septernber 04, 2026 0555 PM

0L L prepred I2E-09-07

D

Purchase Request — detail screen

Fields: Currency Exchange Rate  Branch PR Number

Date Needed Remarks Status Total Show Rows

Tabs: Items  Attachment

Updated By: Administrator

Updated Date / Time: September 04, 2026 0555 PM

PR Date Manual No.

Document Reference

Buttons: Save Lock Unlock  Print  Audit Cancel Functions Close Add
PRINTED DOCUMENT
= Company A| MAIN BRANCH
f==} Print Purchase Request
I Pagser Size =
Letter
—+
= ——
Sample Dat
Sample Data
Sample Dat
Sample Data
Sample Data
PURCHASE REQUEST
Supplier: Sample Data No: Sample Data
Address; Sample Data Branch; Sample Data
Business Styla: Sar Data: Sample Data
Term: Samy Date Needed:  Sample Data
Remarks: Manual No: 0000000003
Currency: Sample Dal Document Ref:
TIN: Sample Data
Oty Unit Samj Barcade Itam Particulars. Cost Amount
TOTAL: Samph
Sampie Data Samgle Data Sample Datr  Sample Dala “THIS DOCUMENT IS NOT VALID FOR CLAIM OF INPUT
Sample Data o3 Samy
Sampila Data Sample Data To Sampia Data
Sample Date Sample Dati Sample Data Sample Data
Sample Data Sample Data Sample Data Sample Data

D oo 2006 09-08

Purchase Request — print preview
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Supplier

Term
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Purchase Order

/office/purchases/activity-purchase-order-list

A Purchase Order (PO) is the commitment sent to a supplier. It carries the supplier, currency and terms in the
header and the ordered items in the ltems tab.

= Company A| MAIN BRANCH
Purchase Order

Start date End date
912026 m

9/30/2026 MAD BRANCH ™ | | Search
Lock.. ¥ Branch T POMNo. ¥ | PODate ¥ | Manusl No. ¥ Doc Ref T Supplier v Remarks
BN BT () MANBRAN. 0000000746 %/3/2026 0000000745 Sample Trading 02
_ m MAIN BRAN... 5 9172026 7 Sampie Trading 02
— m MAIN BRAN_. 0000000744 9172026 0000000744  ZZZ-TEST-17.. Sample Trading 02 Samphe liem 02
o e - | Bk | | PageTofl >0
Purchase Order — list screen
COLUMNS
Locked Branch PO No. PO Date Manual No. Doc. Ref. Supplier Remarks
ACTIONS ON THIS SCREEN
Add Close Clear Filters Functions Edit Delete Edit edit Delete delete

DETAIL SCREEN (CREATE / EDIT)

/office/purchases/activity-purchase-order-detail/1083

EasyFS User Manual - v2.20.013.31

| [ consmn Fiver

All

v Arnaunt

Amount

v
000 NEW
000 NEW

140000 NEW

Status

Status

Fun

@ e fod0 O



= Company A| MAIN BRANCH

® e ferdD O

Purchase Order Deti B (=) Emes
h I\
C;l(:'l;l!\t Exchange Rate o Remarks
Branch [
T s |
"B [[ro0ze, .
|w-15 | Document Reference
Suppler
Sarmgle Trading 01 &
Tm 1 O Show Stalf
b ik o ] e - || T |
| NEW 000
Items Attachment
PRINum.. ¥ | SKUCode ¥ BarCode T Description b Particulaes ¥ Cuantity X Ut 7 Cost v Arngunt ¥ Bat
Shaw Rows | -
10 hd K <  Pagelofl > 31
Created By. Administrator Updated By, Adminkstrator
Created Date / Time: September 03, 2026 03.08 PM Updated Date / Time: September 03, 2026 03:09 P
02331 praprod 205-09-07 -
Purchase Order — detail screen
Fields: Currency Exchange Rate  Branch PO Number PO Date  Manual No.  Document Reference  Supplier
Date Needed Remarks Status Total Show Rows
Tabs: Items  Attachment
Buttons: Save Lock Unlock  Print  Audit Cancel Functions Close Add
PRINTED DOCUMENT
I= Company A| MAIN BRANCH
f==} Print Purchase Order
I Pagser Size =
Letter
s+ [ ] 50,7 Go=
—
Sample Dat
Sample Data
‘Sample Dat.
Sample Data
Sample Data
PURCHASE ORDER
Supplier: Sample Data No: Sample Data
Address; Sample Data Branch; Sample Data
Business Styla: Sar Data: Sample Data
Term: Samy Date Needed:  9/3/2028
Remarks: Sample 0000000746
Number:
TIN: Sample Data Doc. Rel.:
Currency: Sample Dat
gamph Unit SKUCode BarCode  ltem Particulars g:wum Discount  Cost Amount
R imy
Sample Data Samole Dat:  Dabe lssued:  Sample “THIS DOCUMENT IS NOT VALID FOR CLAIM OF INPUT TAX"
Caniiicate No.; ?mmm 02
Suries From: Sampie " Sampie
Prepared by: Chacked by: Approved by: Requested by:
Sample Data Sample Data Sample Data Sample Data

HE 3t

eegred M2E-09-07

Purchase Order — print preview
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Purchase Order (Draft)

/office/purchases/activity-draft-purchase-order-list

Staging area for imported purchase orders.

= Company A| MAIN BRANCH @& e @. »0 @

Draft Purchase Order m m

Show Row
Tk T e [Relatn [

Purchase Order (Draft) — list screen

ACTIONS ON THIS SCREEN

Post Close

Receiving Receipt
/office/purchases/activity-receiving-receipt-list

A Receiving Receipt (RR) records what actually arrived against a Purchase Order. Locking an RR is what
moves the goods into inventory and creates the payable.
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= Company A| MAIN BRANCH

Receiving Receipt

Bl oo oo [ -
Lock.. ¥ Branch 7 | RRNo. ¥ | RRDate ¥ | ManualMNo. ¥ | DocRef T Supgpler T Fiemnarks v Arrunt T Paid v Adjh
[ e ] [ | MAMNBRAN. 0000000736 9/1/2026  ZZZ-TEST-17.. Sample Trading 02 Sample ltem 02 000 000
— MAIN BRAN. 9/1/2026 27Z-TEST-17.. | Sample Trading 03 Sample tem 03 1,400.00 0.00
’35‘”‘”‘”‘ - Ui | e reeroin || 5| s
Receiving Receipt — list screen
COLUMNS
Locked Branch RR No. RR Date Manual No. Doc. Ref. Supplier Remarks ~ Amount Paid Adjusted
ACTIONS ON THIS SCREEN
Add  Close  ClearFilters  Edit Delete  Editedit Delete delete

DETAIL SCREEN (CREATE / EDIT)

/office/purchases/activity-receiving-receipt-detail/982

= Company A| MAIN BRANCH

Receiving Receipt Detail

@ e ded0 @

Exchange Rate

| curency
| %
|

Branch
MAN BRANCH

AR Murmber [
0000000736 l e al

[ basnuia o
T TESTATORI0-RR | Document Reference

Supplier

Samgle Trading 01

" Stow St

| Status
HEW

Term
€oD

Items Attachment Inventory Journal Entries

Branch T PO Mo, ¥ | SKUCode ¥ BarCode 7 Description

Srow s T & Pmelel > 3l
L

¥ Particulars i Quantity ¥ Unit ¥ <

Upclatied By: Adrinktratar

Cretad By: Adminissrator
Created Date / Tima: September 01, 2026 04:03 PM

HEAD 42 301013 31 gvegred 2006-09.07

Receiving Receipt — detail screen
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Fields: Currency ExchangeRate  Branch ~RRNumber RRDate  Manual No.  Document Reference

Remarks Status  Total Show Rows
Tabs: Items  Attachment Inventory  Journal Entries
Buttons: Save Lock Unlock  Print  Audit Cancel Functions Close Add

PRINTED DOCUMENT

= Company A| MAIN BRANCH

f=) Print Receiving Receipt

Paper Size 2
Letter

_+
————
Sample Dat
Sample Data
Sample Dat
Sample Data
Sample Data
RECEIVING RECEIPT
Supplier: Sample Data No: Sample Data
Address: Sample Data Branch; Sample Data
Sample Data
Business Style: Sar Date: Sample Data
Currency: Sample Dat Due Date: Sample Data
Term: Samp Manual No.: Sample Data
Remarks: Sample Data Dec. Ref.:
Sample Data
TIN: Sample Data
Sample  Unit Sku Code Bar Code Item Particulars Sg;n"?le Discount Cost Amount
) Bl
TOTAL: Sampli
Sampia Cata Sammie Dat  Date lssued:  Sampe “THIS DOCUMENT IS NOT VALID FOR CLAIM OF INPUT TAX™
Caniicats No.: Sampie Dats 2093
3
Sarles From: Samph Too Samph
0000000001 et
Sample Date Sample Dati Sampie Data

HEADI <2 30013 31 gvegred 2006-05.07

Receiving Receipt — print preview

Receiving Receipt (Draft)

/office/purchases/activity-draft-receiving-receipt-list

Staging area for imported receiving receipts.
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a

Supplier

Close

-
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Term
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= Company A| MAIN BRANCH

@ e PerdD @
Draft Receiving Receipt n
[ e |
Validation5_. ¥ | Cumencyld T Currency 7 | ExchangeR_. T | RRMumber T ARDate 7  ManualMu_. T | Document.. T Termid ¥ Term ¥ Rermaris T Amount T | PaidAmount ¥ | Adjus
[ Dot | 1 PHP 1 YIYI6 | ZZZ-TEST-ML. MILOE testcraft 1 oo Samgle lem 02 350 0
i M T E S R
Receiving Receipt (Draft) — list screen
COLUMNS
ValidationStatus ~ Currencyld Currency ExchangeRate RRNumber RRDate ManualNumber DocumentReference
Termld  Term Remarks ~ Amount PaidAmount

AdjustmentAmount
ACTIONS ON THIS SCREEN

Post Close Validate Delete All Delete

Disbursement

/office/purchases/activity-disbursement-list

A Disbursement records money going out — the payment against payables. It carries the bank account and
the payment details, and settles the documents it is applied to.
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= Company A| MAIN BRANCH @ o " ) Bmi -]

Disbursement
[ ranch min [ Coturan Fiter
- |¥i‘%3§ al [3.933:2"325 o} Immamncn | Search ] ‘M 4
| L |
Lock.. ¥ Branch 7 | CWMNo 7 | (VWDate ™ | ManualNo. ¥ | DocRef T Supgpler T Fiemnarks v Arrount T
[ e ] MAIN BRAN.. 9/1/2026 Sample Trading 02 100000 NEW

Shaw R ]
v ke |k % Pgelel | 3 3l

D

0L L prepred I2E-09-07

Disbursement — list screen

COLUMNS

Locked Branch CV No. CV Date Manual No. Doc. Ref. Supplier Remarks Amount Status

ACTIONS ON THIS SCREEN

Add Close Clear Filters Functions Edit Delete Edit edit Delete delete

DETAIL SCREEN (CREATE / EDIT)

/office/purchases/activity-disbursement-detail/898

= Company A| MAIN BRANCH @ 6 '. > n 7]
Disbursement Detal o ][] N N D ) D D
Curmency | [ Exchange Rate | | Baric |
b 1 || Metrobank:
Brarch Pay Type. -
MAIN BRANCH Cash
CV Number [ €V Date
0000000730 | wnzoes = HCheckNumber I Chedk Date ) ‘
q
Manual No. k Bank
mﬁw | Document Reference | | m |
Suppiier - [0 ks Crioss Check [0 Show Staff
Sample Trading 02
L ks Clear
Fayee. [3
| Sample Trading 02 | | m % %.m |
‘ Remarks
P
Lines Attachment Joumai s..a.,
Branch ¥ Account Y Artiche ¥ AR Mo 84 Amount T | BaseAmount ¥ WTAK T owTAXRa. T | wTAx.
MAIN BRANCH ACCOLNTS PAYABLE TRADE  Sample Trading 02 1,00000 1,000.00  ho WHT 0.00
i | Ik ¢ regelcit > 30
Crivated By Adminisrator Updated By. Administrator
Created Date / Time: September 0L, 2026 0628 PM Updated Date / Time: Sentember 03, 2026 03:52 PM
HEAD w2 0013 31 praprod NOE-05-07 -

Disbursement — detail screen
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Fields: Currency Exchange Rate  Branch = CV Number ~CVDate  ManualNo.  Document Reference  Supplier
Payee Remarks Bank Pay Type @~ Check Number  Check Date =~ Check Bank  Status  Total Show Rows
Tabs: Lines Attachment  Journal Entries
Buttons: save Lock Unlock Print  Audit Cancel Functions Close  Add Edit Delete Edit edit
Delete delete
PRINTED DOCUMENT
= Company A| MAIN BRANCH 2 ] ‘“ > D [7]
f= Print Disbursement
I Paper Sze .|
Letter
- oom BEQLTELS
+ [z | =
Sample Dat
Sample Data
‘Sample Dat.
Sample Daa
Sample Data
Sample Data
Supplier: Sample Data No: Sample Data
Address: Sample Data Branch: Sample Data
Business Style: Sar Date: Sample Data
Payee: Sample Data Manual No: 0000000730
Currency: Sample Datl Doc. Rel.:
Check No.: Remarks:
Check Date:
Chack Bank: Sample Da
TIN: Sample Data
Branch: Code: Account: Article: Debit: Credit:
Sample Data 210000 mmﬂl: Data Sample Data 1,000.00 0.00
Sampie Data 112102 g::g:: gl,: Sample Da 0.00 1.000.00
TOTAL: Sample Da Sample Da
RR No.: RR Date: Particulars: Paid Amount:
Sample Data 1.000.00
TOTAL: Sample Da
_Sample Dala Agcount Debit Credit
210000 Sample Data 1,000.00 0.00

HEADI <2 30013 31 pregred 2006-09.07

Disbursement — print preview

Disbursement (Draft)

/office/purchases/activity-draft-disbursement-list

Staging area for imported disbursements.
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= Company A| MAIN BRANCH @ a a. >0 e

Draft Disbursement m m

| Show Rows s
10

Disbursement (Draft) — list screen

ACTIONS ON THIS SCREEN

Post Close

Debit Memo

/office/purchases/activity-payable-memo-1list

A Debit Memo adjusts a payable balance without a full purchase document — a returned delivery, a
correction, an agreed deduction.

= Company A| MAIN BRANCH @ a a. >0 e

Debit Memo =
Start date o] End date 3] Brarch - Column Fiter il
Y1026 AEO2026 MAIN BRANCH Search i

Lock. ¥ | Branch T | DMMNo. ™ DMDote ¥ | ManualNo. ¥ | DocRef 7 Suppher = Femarks v Amount T Status =

;:;—.w Fows - 1< € Pegelold > 2

Debit Memo — list screen
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COLUMNS

Locked Branch DM No. DM Date Manual No. Doc. Ref. Supplier Remarks ~ Amount Status

ACTIONS ON THIS SCREEN

Add Close Clear Filters Functions

This module has a detail screen. The demonstration environment holds no records for it, so it is not illustrated here.

The demonstration environment holds no Debit Memo records, so this manual documents the list screen only.

Accounts Payable Reports
/office/report/accounts-payable

The Accounts Payable reports show what is owed and to whom. Set the criteria at the top and generate;
output can be produced by currency or as a summary.

= Company A| MAIN BRANGH ] ﬂ. ) ] D (7]
Accounts Payable m
B Branch | Paper s:
“Jg_{;g, VA BRANCH Labwr
PDF Report Results
— + | automatic Zoam v/ BRLATEHLE
PR
Company A
128 Maga Naga Tacloban Layte 8
Company A

VAT REG TIN 123-456-123-00000
Printed September 08, 2026 09:16 AM

ACCOUNTS PAYABLE
Date as of 08/08/2026

Branch RRNumber R Date g:femnm Due Date Balance Current 1-30Days  31-60Days 61-00Days 91-120Days Over 120 Days
forence

260 EXPRESS ING

TACLOBAN 0000000735 91/2028 ZZZTEST-  GN72026 1,400.00 0.00 1,400.00 0.00 0.00 0.00 0.00

MAIN 179830-RR

SUB TOTAL 1.400.00 0.00 1.400.00 0.00 0.00 0.00 000

ALICEMAR CORPORATION

'IMA‘%OEAN 0000000202 172023 D324 172023 6.650.00 0.00 0.00 0.00 0.00 0.00 6.650.00

SUB TOTAL 8.650.00 0.00 .00 0.00 0.00 0.00 6,650.00

Bursau of Internal Revenue

mosm 0000000543 53172025 B762 S12025 5.076.00 0.00 0.00 0.00 0.00 0.00 5,076.00

TMI:JC;WAN D0D00O0S44 53172025 B763 SAE025 108.292.51 0.00 0.00 0.00 0.00 0.00 109,282,917

mOEhN 0000000558 B2S2025 E790 B262026 471000 0.00 000 0.00 0.00 0.00 4,710.00

mo@m 0000DO0SSE  B/2572025 6791 6252025 91.284.60 0.00 0.00 0.00 0.00 0.00 1,264.80

SUB TOTAL 210,345.71 0.00 .00 0.00 0.00 0.00 210,343.71

Cassh Dividend Payable

m;OBAN DODO0DD0SEE  B26R2025 Degzy B2BZ025 10.725.000.00 0.00 0.00 0.00 0.00 000 1072500000 T

Accounts Payable Reports — list screen

ACTIONS ON THIS SCREEN

Close Accounts Payable Report Functions Document Outline Attachments Layers Current Outline Item Add image
Tools Presentation Mode  Open Print Save  Go to First Page Previous Next Go to Last Page Rotate Clockwise

Rotate Counterclockwise Text Selection Tool Hand Tool Find
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4, Sales

Selling, from the customer's order through to collecting the money.

Sales Order

/office/sales/activity-sales-order-list

A Sales Order (SO) is the customer's order as accepted. It carries the customer, currency, term and date
needed in the header, and the ordered items in the ltems tab. It is the first document in the sales chain.

== Company A| MAIN BRANCH e e ’.ﬁ »)0 e

Sales Order n

[ Star date (o}

112015 e 0es B | | i arancn ¥ | | Search }:;m' o i _

J 1 L
Lock. T | Branch T | SOMo. T | 5ODate T | ManwalMo T | Doc Ref T Customer v femarks T Amaunt T Status '
e MAINBRAN.. 0000001525  7/14/2026 0000001525 Samgle Trading 02 2080 NEW
El T MAINBRAM.. 0000001524  7/3/2025 0000001524 Sampie Trading 02 000 NEW
el T MAINBRAN.. 0000001523 10/3/2024 0000001523 Sample Trading 02 000 NEW
| e ] [ MAINBRAN. 0000001522 9/27/2023 0000001522 (0022230 Sample Trading 03 000 DONE
Em s MAIN BRAN.. 0000001521 9252023 0000001521 0022229 Sample Trading 04 000 DONE
Kl MAIN BRAN_. 0000001520 9/22/2023 0000001520 0022228 Sampie Trading 05 000 DOME
Bl 0T MAINBRAM_. 0000001519 9222023 0000001519 0022227 Sample Trading 06 000 DONE
| e ] MAINBRAN_ 0000001518  9/22/2023 0000001518 0022226 Sampie Trading 07 000 DONE
T MAIN BRAM_. | 0000001517 9212023 0000001517 0022224 Sample Trading 08 000 DONE
| e | MAINBRAM.. 0000001516  $/21/2023 0000001516 0022222 Sample Trading 09 000 DONE
Soou Rows - | e (e (v s =1

D2 2001331 pree

Sales Order — list screen

Captured with the date filter widened to 1 Jan 2015 — 31 Dec 2026; the screen opens on the current month.
COLUMNS
Locked Branch SO No. SO Date Manual No. Doc. Ref. Customer Remarks Amount Status

ACTIONS ON THIS SCREEN

Add Close Clear Filters Functions Edit Delete

DETAIL SCREEN (CREATE / EDIT)

/office/sales/activity-sales-order-detail/1952
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= Company A| MAIN BRANCH

® e ferdD O

Saes Order Deti B e
[ i
cﬂ‘ﬂ;m | e z||Remark5
Branch |
T s |
e |/ soeaes 8
|%T;:5 | Document Reference I «|
- O Stew Stat
Customer |
| Samngle Trading 01 || Statu - || Tt |
| NEW 08
& " || ot ]
Items Artachment
SKU Code ¥ Bar Code ¥ Description T | InventoryCode ¥ Particulars a Quamiity i Unit T Price: ¥ Descount |
SN 0 SRFOGRW.. | XSRFOGRWED..  Sample iem 03 100 Pefs) 1000 Mo Discount
N 5 cecvQos.  GBCTQOSIND..  Sample liem 04 IN-0000000001-000... 100 Pefs) 1080 No Discount
i | T ¢ Pgerer |y |3
Created By: Administrator Updated By: Administrator
Created Date / Time: July 14, 2026 09:50 AM Updated Date / Time: July 14, 2026 0950 AM
02331 praprod 205-09-07 -
Sales Order — detail screen
Fields: Currency Exchange Rate  Branch ~ SO Number SO Date  Manual No. ~ Document Reference ~ Customer
Term Date Needed Remarks  Status = Total Show Rows
Tabs: ltems  Attachment
Buttons: save Lock Unlock Print  Audit Cancel Functions Close  Add Edit Delete Edit edit
Delete delete
PRINTED DOCUMENT
= Company A] MAIN BRANCH @& e ’- »0 e
f= Print Sales Order
Ipauers.ze < | [ Paper crientation &
Letter Portrait
- + 80, 100=
—
Sample Dat
Sample Data
Sample Dat
‘Sample Data
Sample Data
SALES ORDER
Customer: Sample Data No.: Sample Data
Email Address:  Sample Data n
Address: Sample Data Branch: Sample Data
Contact Number:  Sar Date: Sample Data
Contact Person:  Sar Dale Meeded:  Sample Data
Business Style: Manual No: 0000001525
Term: Samy Doc. Ret.:
Remarks: Sold By: Sample Data
TIN: Sample Data Cumrency: Sample Dat
Quantity Unit  SkuCode BarCode Iem Particulars Price Discount  Discount Amount

Sample |____Amount

1.00 Samp  Samole Dat Samole Dat.  Sample Data 10,80 0.00 0.00 10.80
Sample Sample Sarmg
1.00 Samp  Samole Da Samole Da Sample Data 10,00 0.00 0.00 10.00
- Sample __Sample Sample
TOTAL: Sample

“THIS DOCUMENT IS NOT VALID FOR CLAIM OF INPUT TAX"

3L pengred MRS09.07

Sales Order — print preview
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Sales Order (Draft)
/office/sales/activity-draft-sales-order-list
Staging area for imported sales orders.

== Company A| MAIN BRANCH @& e ’.ﬁ »0 @
Draft Sales Order “
.

ValidationS... ¥ Branchid ¥ Branch ¥ | Curencyid ¥ | Currency ¥ |BaseCure. ¥ | BaseCurre. ¥ | BochangeR. ¥ | SONumber T SODate 7 | ManualNu_ T |Document. T | Customedd ¥ | Custo
[ oo | 3 1 1 1 97/2026 ZZZ-TEST-ML..  DR-MI10T 10,733
Pt < lae ¢ Peeidl 3 3
Sales Order (Draft) — list screen

ValidationStatus ~ Branchid Branch  Currencyld  Currency  BaseCurrencyld BaseCurrency  ExchangeRate

SONumber SODate ManualNumber DocumentReference Customerld Customer

ACTIONS ON THIS SCREEN

Post Close Validate Delete All Delete

Sales Invoice
/office/sales/activity-sales-invoice-list

A Sales Invoice (Sl) bills the customer. Locking an invoice is what creates the receivable and relieves
inventory.
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= Company A| MAIN BRANCH @ o ‘“ »0 @

Sales Invoice -
[ s End da [Braren <[ | [Cotumn Fieer n
- | Tiz0is [ It B | | v erancH | Search | } o _
L J J 1 |

Lock. T | Branch T SiNo. ¥ | SiDate T | ManualMo. ¥ | Doc Ref T Customner T fRemarks T Amount T Paid ' Adjh

| e ] T MANBRAM. DO0C0B2853 9/7/2026  ZZZ-TEST-M.. ZZZ-TEST-M..  Sampie Trading 02 Sample Ttem 02 54.00 000
— MAIN BRAM_ | 0000082852  9/7/2026  ZZ2-TEST-M.. ZZZ-TEST-M.. Sample Trading 02 Sample tem 03 88,200.00 0.00
| e | MAINBRAM.. OO0C0G2851  97/2026  MII4RACE-D. MI14-RACE-. Sample Trading 02 Samgle liem 04 900 0.00
[ e | MAINBRAN.. 0000082850 %7/2026  MIL14BUG-00.. M114-BUG-DR  Sample Trading 02 Sample hem 05 200 000
| e ] MAINBRAM._. 0000082843  9/7/2026  ML14DBG-00.. M114-M114.  Sample Trading 02 Sampgle Tiem 05 1800 0.00
| e ] MAIN BRAN.. 0000082848  9/7/2026  M113-GOOD.. MI4-FIX-34 | Sample Trading 02 Sampgle lrem 07 3528 0.00
Em T MAIN BRAN. 0000082847 9/7/2026  MI113-GOOD., MI14-fIX-2  Semple Trading 02 Sample liem 08 1764 0,00
[ e W 1 MANEBRAN. 0000082846 8282026 0000082845 Sample Trading 03 000 000
e MAIN BRAM._. 0000082845  8/24/2026  0O000BZBAS Sample Trading 03 Samgle ltem 09 900 000
R MAIN BRAM_. 0000082844  8/12/2026  DOCODE2844 Sampie Trading 03 900 000
Eal

= (L4 < 1/8216 > 21

0907

Sales Invoice — list screen

Captured with the date filter widened to 1 Jan 2015 — 31 Dec 2026; the screen opens on the current month.
COLUMNS
Locked Branch S| No. S| Date Manual No. Doc. Ref. Customer Remarks ~ Amount Paid Adjusted

ACTIONS ON THIS SCREEN

Add Close Clear Filters Functions Edit Delete

DETAIL SCREEN (CREATE / EDIT)

/office/sales/activity-sales-invoice-detail/84231
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= Company A| MAIN BRANCH

Sales Invoice Detail

® e ferdD O

1

Curmency | | Exchane Rate [ e
[ 1 | | sample hem 03
Branch |
T s |
Tosomeanss l “Wmozs al
Meanusl No. | Dotument Reterence
ZZ-TEST-M117-0001 ZZZ-TEST-ML17-DR IL
- O show Staff
Customer |
| Sarngle Trading D1 || status -
1 NEW
Tty + || Date Needed It
(o]
1472026 al | ! L 5400 |
Items Attachment Inventory Journal Entries
SO mMum.. ¥ | SKUCode T BarCode T Description T | lwemory Code T Job Type ¥ Particulars 1 Quantity ¥ unit T
CNGLEATOT... | CMGLEATOTOL.. Sample lem 03 IN-0000000001-000... Sample iem 04 100 Peis)
CNGLGATOT.. | CNGLEATOTOL... Sample hem 03 IN-000000001-000... Sample iem 05 100 Peis)
CHGLEATOT... CNGLEATOTQL.. Semple liem 03 IN-0000000001-000... Sample iem 06 100 Peis)
CNGLGATOT.. | CHGLEATOTOL... Sample hern 03 IN-0000000001-000... Sample iem 07 200 Pols)
CNGLEATOT.. CNGLEATOTOL.. Sample hiem 03 IN-0000000001-000... Sample hem 08 100 Pols)
|k < Pageloft | x| 3
Created By: Administrator Updated By: Administrator
Created Date / Time: September 07, 2026 08.00 PM Updated Date / Time: September 07, 2026 08.21 PM
T —
Sales Invoice — detail screen
Fields: Currency Exchange Rate  Branch ~ SINumber  SlDate  Manual No.  Document Reference  Customer
Date Needed Remarks = Status  Total = Show Rows
Tabs: Items  Attachment Inventory  Journal Entries
Buttons: Save Lock Unlock Print  Audit Cancel Functions Close  Add Edit Delete Edit edit
Delete delete
PRINTED DOCUMENT
= Company A| MAIN BRANCH
f= Print Sales Invoice
I Paer Se o
Letter
- [Foomcion ] 2sTas=
—
Sample Dat
Sample Data
Sample Dat
Sample Data
Sample Data
DELIVERY RECEIPT
Customer: Sample Di No: Sample Data
Email Address: Sar Business Style:  Sar
Branch: Sample Data Address: Sample Data
Date: Sample Data Contact Person:  Sar
Date Needed: Sample Data ContactNo.:  Sar
Manual MNo: Sample Data TIN: Sample Data
Document Ref: Sample Data Term: Samg
Sample Sample Data Remarks Sample Data
Sarr Unit Iterm Price Discount Sample © Amount
Sample |
1.00 Samg Sample Data 900 0.00 .00 900
Sample Dala
Sample Data
Sample Data
2.00 Samg Sarnple Data 800 0.00 .00 18,00
‘Sample Data
Samplo Data
Sampie Data
1.00 Samg Sample Data 9.00 0.00 900 200
Sample Data
Sample Data

3L pengred MRS09.07

Sales Invoice — print preview
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Sales Invoice (Draft)
/office/sales/activity-draft-sales-invoice-1list
Staging area for imported sales invoices.

== Company A| MAIN BRANCH

Draft Sales Invoice

.. R

ValidationS.. T Branchid ¥ Branch ¥ | Curencyid ¥ Curtency T |BaseCurre. ¥ | BaceCurre. ¥ |EwchangeR. 7 | SlNumber T

= vossuero 3 1 1 1

it = | Wil e Eeareiofa | =57 K551

42 2001338 fregrod 20060907

Sales Invoice (Draft) — list screen

COLUMNS

ValidationStatus ~ Branchid Branch  Currencyld  Currency  BaseCurrencyld

SIDate ManualNumber DocumentReference Customerld Customer

ACTIONS ON THIS SCREEN

Post Close Validate Delete All Delete

Collection

/office/sales/activity-collection-list

A Collection records money coming in against invoices, and applies it to the receivables it settles.

EasyFS User Manual - v2.20.013.31

SiDate T |ManualMu. T | Document. T | Customedd ¥
9/7/2026 ZZZ-TEST-ML... | ZZZ-TEST-ML
BaseCurrency ExchangeRate

@0 ford0 0

=

10,733

Custa

SINumber

38



Company A | MAIN BRANCH @ e ’w »H e

Collection n Close

1 ot End date [[3raren -1 | [(cotmn Freer ol
L al 1273172026 B | | v erancH Search | a1 _
I 1

_._.Z'
kR
&
bt

Lock.. ¥ | Branch T CiMo. ¥ | ClDate ¥ MaawalNo ¥ | DocRef ¥ Custormner T Femarks v Arnaunit T Status '

— m [ MAIN BRAN. 8/78/2026 Sample Trading 02 SB0.00 NEW
— MAIN BRAN 8282026 Sampie Trading 02 000 NEW
e MAIN BRAN... 0000000005 8282026  0D0000D00S Sample Trading 02 100000 NEW
— " MAIN BRAN... 771472026 Sampie Trading 02 000 NEW
— m MAIN BRAM... 0000000004  3/20/2025 0000000004 Sample Trading 02 000 NEW
| e ] MAIN BRAN.. 32072025 Sampie Trading 03 405000 NEW
Em T MAIN BRAN.. 0000000002  &1/2023  00000DDO02 6118 Sample Trading 02 163100 NEW
| e ] MAIN BRAN... 9/14/2023 Sample Trading 04 20000 NEW
S e - | EEN B b ey

D2 201330 e

2050907

Collection — list screen
Captured with the date filter widened to 1 Jan 2015 — 31 Dec 2026; the screen opens on the current month.

COLUMNS

Locked Branch Cl No. Cl Date Manual No. Doc. Ref. Customer Remarks Amount Status

ACTIONS ON THIS SCREEN

Add Close Clear Filters Functions Edit Delete Edit edit Delete delete

DETAIL SCREEN (CREATE / EDIT)

/office/sales/activity-collection-detail/228
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= Company A| MAIN BRANCH

® e ferdD O

Colection Deta L1 e
[ 1
cﬂ‘ﬂ;m | e 1 || Remarks
Branch |
T s |
a5 - 1
[ Soss |/ 2t ® ||
|% | Document Reference -
- O show Staff
Customer |
| Samgle Trading 02 || status || saes ngent |
H wew | Administrator |
® |
980.00
Lines Attachment Journal Entries
Branch T Account T Article ¥ 51 Mg, T Amount T Base amount ¥ Pay Type v Parti
B2 0 v BRANCH Accounts Receivable Trade - Sample Trading 02 1,000.00 980.00 Cash Sample em 02
|§S‘""°“ - | B iR
Crested By: Administrator Updated By: Administrator
Created Date / Time: August 28, 2026 02.06 PM Updated Date / Tire: August 28, 2026 02:07 PM
02331 praprod 205-09-07 -
Collection — detail screen
Fields: Currency Exchange Rate  Branch ~ ClNumber ClDate  Manual No.  Document Reference  Customer
Remarks  Status  Sales Agent  Total =~ Show Rows
Tabs: Lines Attachment  Journal Entries
Buttons: save Lock Unlock Print  Audit Cancel Functions Close  Add Edit Delete Edit edit
Delete delete
PRINTED DOCUMENT
= Company A] MAIN BRANCH @& e ’- »0 e
f= Print Collection
I Paer Se o
Letter
- [Foomcion ] 502/ 7a0=
—
Sample Dat
Sample Data
Sample Dat
Sample Data
Sample Data
Sample Data
Customer: Sample Data No: Sample Data
Business Style: Sar Branch: Sample Data
Address: Sample Data Date: Sample Data
Contact Person:  Sar Manual No: 0000000008
TIN: Sample Data Document Ref:
Contact No: Sar Sales Agent: Sample Data
Remarks:
Samph Sample Sample Sample Ds Sample Dat: Sample Dat: Amount
Samp 1.000.00
TOTAL: Sample Da
VATable Sales: 0.00 Sample Data 1.000,00
Inclusiva):
Sample Date 0.00 Less VAT: 0.00
Sales:
Zero Rated Sales: 0.00 Amount Net of VAT: 1,000,00
VAT Amount: 0.00 Withholding: 20.00
TOTAL AMOUNT DUE: Sample C
SC/PWD Signature:

3L pengred MRS09.07

Collection — print preview
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Collection (Draft)
/office/sales/activity-draft-collection-list
Staging area for imported collections.

== Company A| MAIN BRANCH @& e ’.ﬁ »0 @
Draft Collection “
o

Validations... ¥ | Beanchid T Branch ¥ | Currencyid 7 Curfercy ¥ | BaseCurre. 7 |BaseCume. 7 | BxchangeR. 7 | CINumnber T CDate 7 | ManualNu. T | Document. ¥ | Customedd ¥ | Custo
[ Deieee | 3 1| pHP 1 2/1/2026 ZZZTEST-ML... | DR-M111 10733 | Sample

. 1< € Pagelofl 3 Edl

Collection (Draft) — list screen

COLUMNS
ValidationStatus ~ Branchid Branch  Currencyld  Currency  BaseCurrencyld BaseCurrency  ExchangeRate ~ CINumber

ClDate ManualNumber DocumentReference Customerld Customer

ACTIONS ON THIS SCREEN

Post Close Validate Delete All Delete

Credit Memo

/office/sales/activity-receivable-memo-list

A Credit Memo adjusts a receivable balance without a full sales document — a return, a correction, an agreed
discount after invoicing.
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® e ferdD O

[ T

= Company A| MAIN BRANCH

Credit Memo
| st End da Branch - ] .” | [Cotumn Fieer N
-| Tiz0is o ‘ T2rat/a00s o Immakmcn | Search Al _
Lock. ¥ Branch 7 | CMMo, ¥ | CMDate™ | ManualMNo. ¥ | DocRef T Custormner T Femarks v Arrunt T Status N

[ e ] [ MAINBRAN.. 9/1/2026 27Z-TEST-17.. | Sample Trading 02 Sampie Ttem 02 000 NEW

| e ] [0 MAINBRAN. 9/1/2026 ZZZ-TEST-17.. Sampie Trading 02 Sample Item 03 100000 NEW

oo e - | e e s s sy

e —

Credit Memo — list screen

COLUMNS

Locked Branch CM No. CM Date Manual No. Doc. Ref. Customer Remarks Amount Status

ACTIONS ON THIS SCREEN

Add Close Clear Filters Functions Edit Delete Edit edit Delete delete

DETAIL SCREEN (CREATE / EDIT)
/office/sales/activity-receivable-memo-detail/45

= Company A| MAIN BRANCH @ 6 ‘“ ) ] D 9

Credi Vo Detl mmEm -] e

ic.mm | Exchange Rate || Remarks.
| e | 1 || Sample em 02
Branch
AN BRANCH
M Number
CM Date
[ l 3/1,2026 )
[ saanuat o | coumen Reterence
0000000001 722-TEST-179758-AM-2 | E
- [ Showw Staff
Customer
Sarmghe Trading 02 Status - || T
| MEW 000
Lines Attachment Journal Entries
Branch ¥ Account v Article ¥ SINo. v Amount ¥ | BaseAmount Particulars ¥
Shew Rows
l 10 x (14 4  Pagalofl 3 31

Created By: Administrator Updated By Administiator
Created Date / Time: September 01, 2026 10:58 AM Updated Date / Time: September 01, 2026 11:33 AM

HEAD 42 301013 31 gvegred 2006-09.07

Credit Memo — detail screen
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Fields: Currency ExchangeRate  Branch ~ CM Number CMDate  Manual No.  Document Reference ~ Customer
Remarks Status  Total Show Rows
Tabs: Lines  Attachment  Journal Entries
Buttons: Save Lock Unlock  Print  Audit Cancel Functions Close Add
PRINTED DOCUMENT
= Company A| MAIN BRANGH e a6 gerd @
f==} print Credit Memo Ciose
I Pager Size =
Letter
T 80/ ao=
—
Sample Dat
Sample Data
Sample Dat.
Sample Data
Sample Data
CREDIT MEMO
Customer: Sample Data MNo: Sample Data
Address; Sample Data Branch; Sample Data
Business Style: Sam Date: Sample Data
Remarks: Sample Data Manual No: 0000000001
Sample Data
TIN: Sample Data Document Ref:  Sample Data
Currency: Sample Dat
Sample Sample Da Samp Account Samplh Amount
TOTAL: ‘Sampl
Sampla Data Sample Data Sarmple Dati  Sample Data “THIS DOCUMENT IS NOT VALID FOR CLAIM OF
Sampia Data oi1s Sampie Date
Sample Data Sampls Data To ‘Sample Data
Sample Date Sample Date Sample Data

HEADI <2 30013 31 gvegred 2006-05.07

Credit Memo — print preview

Accounts Receivable Reports

/office/report/accounts-receivable

The Accounts Receivable reports show what is owed to you.

as a summary.

EasyFS User Manual - v2.20.013.31
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I= Company A| MAIN BRANCH @ o ‘- > n
Accounts Receivable =

"

= Accounts Receivable Report

Rt | Branch Fapersze
aisese E1 || weRaNc | Letter

PDF Report. Results

HEAD 2 30013 31 pregrod 2006-09.07

Accounts Receivable Reports — list screen

ACTIONS ON THIS SCREEN

Close  Accounts Receivable Report ~ Preview  Thumbnails =~ Document Outline  Attachments  Layers  Current Outline ltem
Addimage  Tools  Presentation Mode = Open Print ~Save  Goto First Page  Previous  Next = Go to Last Page

Rotate Clockwise Rotate Counterclockwise Text Selection Tool Hand Tool

EasyFS User Manual - v2.20.013.31
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5. Inventory

Moving, counting and valuing stock.

Stock Transfer Request
/office/inventory/activity-stock-transfer-request-list

A Stock Transfer Request asks for stock to be moved between branches or warehouses. It is the request that
a Stock Transfer fulfils.

== Company A| MAIN BRANCH e e "3 »)0 e

Stock Transfer Request n

Start date End date Column Fiiter -
R m iy B Seaxh L e _

Lock. T | STRMo T | STRDate ¥ ManuaiMo. T Dot fed 7 From Branch M To Branch Li Account N Article N Ren
B T (0000000009 9/4/2026 | 00DOO0000S MAASIN TACLOBAM MAIN Cash on Hand - Direct Sales  Sample Trading 02 Sample hem 02
B T (0000000008 9/4/2026 | 000DO0000S MAASIN TACLOBAM MAIN Cash on Hand - Direct Sales  Sample Trading 02
el T 0000000007 | S/4/2026  OO0D00007 MAASIN TACLOBAM MAIN Cash on Hand - Direct Sales  Sample Trading 02
BEE T () 0000000006 9472026 0000000006 MAASIN TACLOBAN MAIN Cash on Hand - Direct Sales  Sample Trading 02
Em s 0000000005 | 9/4/2026 0000000005 MAASIN TACLOBAN MAIN Cash on Hand - Direct Sales  Sample Trading 02
BEE T () 0000000004 942026 0000000004 MAASIN TACLOBAN MAIN Cash on Hand - Direct Sales  Sample Trading 02
Bl 0T 0000000003 | 9/4/2026 | 000000003 MAASIN TACLOBAN MAIN Cash on Hand - Direct Sales  Sample Trading 02
| e ] 0000000002 | 9/4/2026 | 00ODO00002 MAASIN TACLOBAN MAIN Cash on Hand - Direct Sales  Sample Trading 02
T 0000000001 | O2/2026  ZIZ-TEST-IT. ZZZTEST-17.. MAASIN TACLOBAM MAIN Cash on Hand - Direct Sales  Sample Trading 02 Sample ltem 03

1< < 1L >

H]

42 2001338 fregrod 20060907

Stock Transfer Request — list screen

Captured with the date filter widened to 1 Jan 2015 — 31 Dec 2026; the screen opens on the current month.
COLUMNS
Locked STR No. STR Date Manual No. Doc. Ref. From Branch To Branch Account  Article Remarks

ACTIONS ON THIS SCREEN

Add Close Clear Filters Functions Edit Delete

DETAIL SCREEN (CREATE / EDIT)

/office/inventory/activity-stock-transfer-request-detail/25
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== Company A| MAIN BRANCH

® e fordD O

Stock Transfer Request Detail n “ -

Detail

|"u'§.'am} | [ Remaris

TACLOBAN MAIN | | Samphe hem 03

STR Number s;‘:zd E‘d?a E
i % | Document Reference
| e | ez al
[ Account Marual Code [ et
| 111001 || Cashon Hand - Direct Sales |
= L -~ O Show Staff
[ Article -
| Samgie Tradng 01 Status =

STARTED
m Total Cost Amourit Tatal Seling Price Armiount l
0.00 000
SKUCode ¥ | BarCode Description T | InwentoryCode ¥ Particulars T Quantity * Unit ¥ Cost T Amount '

lﬁ{,‘”‘ Fows sl | ¢ Pagelsto | > | o3

Created By Administrator Updated By: Administrater

Created Date / Time: September 04, 2026 1224 PM Updated Date / Tim: September 04, 2026 1229 PM

Stock Transfer Request — detail screen

Fields: ToBranch STRNumber STRDate  Manual No.  Document Reference  From Branch  ETA
Account Manual Code  Account  Article =~ Remarks  Status = Total Cost Amount  Total Selling Price Amount ~ Show Rows

Tabs: Detail

Buttons: Save Lock Unlock  Print  Audit Functions Close  Add

Stock Transfer

/office/inventory/activity-stock-transfer-list

A Stock Transfer moves stock between branches or warehouses. Locking it takes the stock out of the source

and puts it into the destination.
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= Company A| MAIN BRANCH

Stock Transfer

Start date
2ns E

End date
121312026

o]

§THo. T | STDate ¥ | ManualMo. 7

9/4/2026

Locked T | Branch ¥
R e
—— s
I - | e e e s

Stock Transfer — list screen

8/28/2026

>

Branch
MAIN BRANCH

¥ | | Search
Doc. Ref T To Branch M Account
MAASIN Cash on Hand - Dirext Sales
TACLOBAN MAIN Cash on Hand - Direct Sales

| S Fiter
|

Remarks

Captured with the date filter widened to 1 Jan 2015 — 31 Dec 2026; the screen opens on the current month.

COLUMNS

Locked Branch ST No. ST Date
ACTIONS ON THIS SCREEN

Add Close Clear Filters Functions

DETAIL SCREEN (CREATE / EDIT)

Manual No.

Edit

Delete

Doc. Ref.

Edit edit

/office/inventory/activity-stock-transfer-detail/128
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To Branch Account

Delete delete

Remarks

Amount

® e ferdD O
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= Company A| MAIN BRANCH

® e fordD O

Stock anserDetl T [l - T
Branch
MAEN BRANCH | | Remarks
ST Bumber [ [
[ 0000000002 94412006 ) |
i N,
| ibeooooicn | Document Reference
To Branch ETA
[ AN /472026 al
— J
; == |
Account Manual Code || Account
11001 ‘Cash on Hand - Direct Saies |
' £ show staf
Siatus -
| reEw
g Com Ames Total Selling Price Amount ‘
Items Inventory Journal Entries
L
SKUCode ¥ | BarCode ¥ Description T | Inventory Code ¥ Particulars T Quaniity ¥ Unit ¥ Cost T Amount bl
ol | Uiel| e | na| x| s

Created By: Administrator
Created Date / Time: September 04, 2026 0202 PM

HEAD 2 3001331 pregrod 2006-09.07

Stock Transfer — detail screen

Uptlated By Administratee
Updated Date / Time: September 04, 2026 0208 PM

Fields: Branch  STNumber STDate ManualNo. Document Reference  To Branch  ETA
Account  Remarks  Status = Total Cost Amount = Total Selling Price Amount ~ Show Rows
Tabs: Items Inventory  Journal Entries
Buttons: Save Lock  Unlock  Print  Audit Functions Close  Add
PRINTED DOCUMENT
I= Company A| MAIN BRANCH
f==} Print Stock Transfer
I Pagser Size =
Letter
— 4 | Automatic Zoom
Sample Dat
Sample Data
‘Sample Dat.
Sample Data
Sample Data
STOCK TRANSFER
Account: Sample Data No: Sample Data
Article: Samp Branch: Sample Data
Remarks Date: Sample Data
To Branch: Sample
Manual No: 0000000002
Ref:
TOTAL: 0.00
ma: mpah Data Sample Dati  Sampla Data m;’ng:l:umsﬂmuunmn CLAIM OF
Sampla Data Sampile Data To ‘Sampio Data
Sample Date Sample Dati Sample Data Sample Data
Sample Data Sample Data Sample Data Date Received:
Sample Data Sampie Dala

D —F

Stock Transfer — print preview
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Stock Transfer (Draft)

/office/inventory/activity-draft-stock-transfer-list

Staging area for imported stock transfers.

== Company A| MAIN BRANCH @& e p. ) D (2]
Draft Stock Transfer n m
| ?lo\cwﬁzcm | g | < | Pagelofo | > | i

Stock Transfer (Draft) — list screen
ACTIONS ON THIS SCREEN

Post Close

Stock In

/office/inventory/activity-stock-in-1list

Stock In records inventory arriving other than through a Receiving Receipt — opening balances, adjustments

upward, returns to stock.
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Company A | MAIN BRANCH @ o ’“ »0 @

Stock In -

Start date End date | Brarch -l Cokumn Fiter .
| 112015 al ‘ 12/31/2006 o} | MAN BRANCH | Search ! Al _
| J 1 L 1

Lock.. ¥ | Branch T | INWe. ¥ ([NDate ¥ ManualNo. ¥ | DocRef 7 Account T Article ) FRemarks T Armaunt T

[ e ] MAIN BRAN.. 9/4/2026 Cash on Hand - Direct Sales  Sample Trading 02 500000 B
[ e | MAIN BRAN._. 0000000061  1/31/2026 0000000061 06961 DUETOYPI Sample Trading 02 Sample ltem 02 896,50000 B
| e | MAINBRAN.. 0000000060 222026 0000000060 06055 DUE TO YPI Samgle Trading 02 Sample Item 03 2704,50000 B
el MAIN BRAN... 20212026 05052 DUETO YPI Sample Trading 02 Sample Item 04 2704,50000
| e ] MAIN BRAN.. 0000000058  1/28/2026  OD0ODDOSS  26-1443 OUE TO ¥PI Sample Trading 02 Sample ltem 05 272300000 »
el MAIN BRAN.. 7 1281/2005 7 06930 DUETOYPI Sample Trading 02 Sample ltem 05 179300000 ©
| e ] MAIN BRAN.. 0000000056  12/2/2025 0000000056 06904 OUE TO YPI Sample Trading 02 Sample ltem O7 3616,00000 b
| e ] MAIN BRAN... 10/6/2025 06866 DUE TO YPI Sample Trading 02 Sample ltem 08 896,500.00 b
e MAIN BRAM_. 0000000054  10/L/2025  0000O0D0S4 06864 DUE TOYPL Sampgle Trading 02 Sample Ttem 03 361200000 b
R MAIN BRAN_. TIB2025 05795 DUE TO YPI Sample Trading 02 Sample Item 10 130800000 K
ik - | BN b b 1 s

HEAD 2 3001331 pregrod 2006-09.07

Stock In — list screen

COLUMNS

Locked Branch IN No. IN Date Manual No. Doc. Ref. Account Article Remarks Amount Status

ACTIONS ON THIS SCREEN

Add Close Clear Filters Functions Edit Delete Edit edit Delete delete

DETAIL SCREEN (CREATE / EDIT)

/office/inventory/activity-stock-in-detail/366

= Company A| MAIN BRANCH e 6 SerdH O

Stock I Detal e - -1
Branch

MARN BRANCH | | Remarks

B rumber |

I Date

[ Q000000062 942006 al l |

Manual No.
| 0000000062 | Document Reference | |

Account Manual Code Account ] |

111001 Cash on Hand - Direct Sales |

3 1'[] Show Staff

Article ]

Samgle Trading 01 | [ status - || sses Agent
L 1| NEW Administrator

Total Amount
5,000.00
Items Inventory Journal Entries
SKU Code T Bar Code T Description i Particulars hi Quantity b Unt T Value ¥ Amount b Base Quantity ¥

MO4REPRD..  MS4REPRO-BC..  Sample ltem 03 Sample lter 04 100 Pols) 5,000.00 5,000.00 100
= ] :
| oo MR T
L

Created By: Administrator Updated By. Adminktratar

Created Date / Tim: September 04, 2006 02:53 PM Updated Date / Time: September 04, 2026 0253 PM
HEAD w2 0013 31 praprod NOE-05-07 B

Stock In — detail screen
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Fields: Branch  INNumber INDate Manual No. Document Reference  Account Manual Code  Account  Article

Remarks  Status  Sales Agent  Total Amount  Show Rows

Tabs: Items Inventory  Journal Entries

Buttons: save Lock Unlock Print Audit Functions Close Add Edit Delete Edit edit Delete delete

PRINTED DOCUMENT

= Company A| MAIN BRANCH

f==d print Stock In

Paper Size
Letter

@ e ded0 @

-+ [omcion] 80/ ao=
————
Sample Dat
Sample Data
Sample Dat
Sample Data
Sample Data
STOCK IN
Account: Sample Data No: Sample Data
Article: Samp Branch: Sample Data
Remarks Date: Sample Data
Manual No: 0000000082
Sales Agent: Sampla Data
Ref:
aty Unit Barcode Hem Particulars Samp. Amount
100 Samp  Sample Data Sample Data Samole D: 5,000.00 5,000.00
6596 Itern Samole Dati
Sample Dat.
__Sample _ .
TOTAL: 5,000.00
Sample Data Account Debit Credit
111001 Sample Data 0.00 5,000.00
113103 Sample Data 5,000.00 0.00
Samg. -m
Sample Da Sample Da Sampie Dl Sample Dal “THIS DOCUMENT IS NOT VALID FOR CLAIM OF
Sample Bara b . Sample Dals
Sampla Cata Sample Data Ta ‘Sampie Data
Sample Date Sample Dat Sample Data Sample Data

HEADI <2 30013 31 gvegred 2006-05.07

Stock In — print preview

Stock In (Draft)
/office/inventory/activity-draft-stock-in-1list

Staging area for imported stock-in documents.
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= Company A| MAIN BRANCH @ a ’.ﬂ ) ] U (7]
Draft Stock In n
[ oo [N

ValdationS... ¥ INDate 7 | Manuaiu.. T | Document. T | Accountd T Account ¥ Articleld 7 Article ¥ Remarks 7 Amount Y Sats T Temid ¥ | MemDeseri. T | P
AR02026 ZZZ-TEST-ML. DR-ML03 1 Acct 1 Sample Tracin.. Sample kem 03 100 NEW 1 ltem Sar

k .
Show R
e = | e || e | Pagedafl | 30| o)

0 42 2001331 pregrod P006-09.07

Stock In (Draft) — list screen

COLUMNS
ValidationStatus INDate ManualNumber DocumentReference Accountld Account Articleld Article Remarks
Amount Status Iltemld ItemDescription Particulars

ACTIONS ON THIS SCREEN

Post Close Validate Delete All Delete

Stock Out

/office/inventory/activity-stock-out-list

Stock Out records inventory leaving other than through a Sales Invoice — write-offs, adjustments downward,
consumption.
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= Company A| MAIN BRANCH

® e ferdD O

Stock Out [ |
| -i( rch _. | ] Column Fite ]
lock, T | Branch T | OTMo. T | OTDste ¥ | ManualMo. ¥ | DocRet T Account i Article T Remarks T Amount

e MAIN BRAN.. | 0000000024 9/1/2026 0000000024 Cash on Hand - Direct Sales  Sample Trading 02 0
[ e | MAIN BRAN._ 0000000023  9/1/2036 0000000023 Cash on Hand - Direct Sales  Sample Trading 02 0.
_ MAIN BRAN... 0000000022  6/15/2024 0000000022 06404 PURCHASES Sample Trading 02 Sample Tem 02 0.
[ e | MAIN BRAN.. 0000000021  6/8/2024 0000000021 06485 PURCHASES Sample Trading 02 Sample tem 03 26785.
_ MAIN BRAN... 0000000020 5/20/2024 0000000020 06467 PURCHASES Sample Trading 02 Sample Tem 04 56512
el MAIN BRAN... 0000000019 5/16/2024  0000D0001S 06465 PURCHASES Sample Trading 02 Sample hem 05 56519,
BEE MAIN BRAN... 0000000018  4/17/2024 Q000000018 (6447 PURCHASES Sample Trading 02 Sample liem 05 43513
el MADN BRAN.. 0000000017 4/11/2024  0000D0001T 06436 PURCHASES Sample Trading 02 Sample hem 07 56919,
[ i ] MAIN BRAN... 0000000016  3/22/2024 0000000016 06420 PURCHASES Sample Traing 02 Sample liem 08 23430,
el MAIM BRAN... 0000000015 3/13/2024 0000000015 06417 PURCHASES Sample Trading 02 Sample temn 09 56919,

i - | Bl = s

1260907 -
Stock Out — list screen
COLUMNS
Locked Branch OT No. OT Date ~ Manual No. Doc. Ref. ~ Account = Article  Remarks  Amount
ACTIONS ON THIS SCREEN
Add  Close  Clear Filters  Functions  Edit Delete  Editedit Delete delete

DETAIL SCREEN (CREATE / EDIT)
/office/inventory/activity-stock-out-detail/83

= Company A| MAIN BRANCH

Stock Qut Detail

@ e ded0 @

R ] - ] ] R

Branch
MARN BRANCH | | Remarks
= |
O Number
0000000024 e ) l |
Manual No.
| 0000000024 | Document Reference | |
Account Manusl Code Account ] |
111001 Cash on Hand - Direct Sales |
3 - O show Staff
Article I
Samgle Trading 01 | [ status < [
| | reew 00
Ttems Inventory Journal Entry
SKU Code ¥ Bar Code ¥ Description ¥ | Inventory Code ¥ Particulars T Quandity ¥ Unit ¥ alue h Amount ¥
E CNGLEATOT.. CNGLEATOTQL. Sample em 03 IN-0000000001-000.. 100 Pels) 000 000

R
|f3°“““ ~ | BiE

Pagelofl  » 21

Created By: Administrator
Created Date / Time: September 0, 2026 0334 PM

Stock Out — detail screen
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Fields: Branch  OT Number OTDate  Manual No.  Document Reference  Account Manual Code ~ Account
Remarks Status  Total Show Rows
Tabs: Items Inventory  Journal Entry
Buttons: save Lock Unlock Print Audit Functions Close Add Edit Delete Edit edit Delete delete
PRINTED DOCUMENT
= Company A| MAIN BRANGH e a6 gerd @
f= Print Stock Out
I Pager Size =
Letter
— 4 | Automatic Zoom v BRLATHRLE
Sample Dat
Sample Data
Sample Dat.
‘Sample Data
Sample Data
STOCK OUT
Account: Sample Data No: Sampla Data
Article: Samp Branch: Sample Data
Remarks Date: Sample Data
Manual Mo: 0000000024
Dacument Ref:
Oty Unit Barcode hem Particulars Samp Amaount
1.00  Samg Samplglma Sample Data 000 0.00
TOTAL: 0.00
Sample Data Account Debit Credit
114000 Sampie Data 0.00 0.00
111001 Sample Data 0.00 0.00
| wnit | Quanity |
Samp___ | 100
mm%: gn@l Data Sample Dau  Sample Data S'I;HMISWDBCNI:IWBND’[VAUI}FBI CLAIM OF
Sampla Data Sampe Data Ta ‘Sampie Data
Sample Date Sample Dat Sample Data Sample Data

HEADI <2 30013 31 gvegred 2006-05.07

Stock Out — print preview

Stock Out (Draft)

/office/inventory/activity-draft-stock-out-list

Staging area for imported stock-out documents.
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= Company A| MAIN BRANCH @ a ﬂ‘ ) ] U (7]

Draft Stock Out n m
=3

Show Rows |
0 | e < | Pmelofo| s |5

Stock Out (Draft) — list screen

ACTIONS ON THIS SCREEN

Post Close Validate Delete All

Stock Count

/office/inventory/activity-stock-count-list

A Stock Count records a physical count and the variance against the book quantity, so the ledger can be
brought in line with what is actually on the shelf.

= Company A| MAIN BRANCH @ a ﬂ‘ ) ] U (7]

Stock Count u m

Start date End date Colurnn Fiter -
“ 112015 ) 12312026 B || search A

lock, ¥ | SCHo T | SCDate T | Manual Mo, ¥ Doc Ref 7 Famarks M Suatus T
el 0000000001  9/2/2026 | 000000001 NEW
| show Rows

10 ki 1< € Pagelofl 2

Stock Count — list screen
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COLUMNS

Locked SC No. SC Date Manual No. Doc. Ref. Remarks Status
ACTIONS ON THIS SCREEN
Add Close Clear Filters Edit Delete Edit edit Delete delete

DETAIL SCREEN (CREATE / EDIT)

/office/inventory/activity-stock-count-detail/28

= Company A] MAIN BRANCH

@ e fod0 @

e ] ]

500

Add

900

Remarks Status  Adjustment Type

Edit Delete Edit edit Delete delete

Stock Count Detail
Branch iD Show Staff
AR R | [[starus
SC Numiber 115 | ik
[mm St B i
L | UPDATE QuANTITY
| ml | Document Reference i
Remarks
Items
SKUCode ¥ | BarCode ¥ Description i Particulars v Quantity T
[ e | CNGLEATOT.. CNGLEATOTOL.. Sample kem 03 Sample ltem 04
s ~ | B e | s s
Created By: Administrator Updated By: Administrator
Created Date / Time: September 02, 2026 05:57 PM Updated Date / Time: September 02, 2026 0557 PM
A o A
Stock Count — detail screen
Fields: Branch SCNumber SCDate  Manual No.  Document Reference
Show Rows
Tabs: Items
Buttons: Save Lock Unlock  Print  Audit  Functions  Close
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PRINTED DOCUMENT

= Company A| MAIN BRANCH

f= Print Stock Count

Paper Sae =
Letter

— 4| Automatic Zoom v
=

® e SevdO O

Clase

BRLsrTRYS=

Sample Dat
Sample Data
Sample Dat
‘Sample Daa
Sample Data
Sample D:
STOCK COUNT

Remarks No: Sample Data

Branch: Sample Data

Date: Sample Data

Manual No: 0000000001

Document Ref:
Sample D Unit Barcode Item Particulars Sample Dat: Sample [
5.00 Samg Sample Data Sample Data Samole Data 9587.00 -9,592.00

Sample Data
Sa Dal Samele Dat  Samgle D Sam)
hati gampk Bas e
Dal T
Sample Data Sampi i o Samph
Sample Dats Sample Dat: Sample Data Sample Data
‘Sample Data ‘Sample Data ‘Sampée Data Date Received:

HEADI <2 30013 31 pregred 2006-09.07

Stock Count — print preview

Stock Withdrawal

/office/inventory/activity-stock-withdrawal-list

A Stock Withdrawal records stock taken out for internal use rather than sold.

= Company A| MAIN BRANCH

@ | Stock Withdrawal

Start date (o} End date
12015 127312026
L I L

o s
o} | MAB BRANCH T | | Search

Cokumin Fiter
Al

Lock. T | Branch T | SWMo. T |SwDateT | MawaiNo. T | DocRef T Customer T From Branch v

e - | B I e -

Stock Withdrawal — list screen

COLUMNS

Locked Branch SW No. SW Date Manual No. Doc. Ref. Customer From Branch

EasyFS User Manual - v2.20.013.31
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ACTIONS ON THIS SCREEN

Add Close Clear Filters Functions

This module has a detail screen. The demonstration environment holds no records for it, so it is not illustrated here.

Inventory Ledger

/office/inventory/activity-inventory-list

The Inventory Ledger is the per-item history: every movement in and out, with the running quantity and cost

behind the balances the other screens show.

Gompany A | MAIN BRANCH

Inventory Ledger

Start date End daf
[ o | o | [ 8 | [seser
Lock.. ¥ ILMa, 7 | LDate ¥  ManuaiMNo, ¥ Doc.Ref ¥ Month T Year ¥ Remarks

BEE BT () 0000000018 7312023 0000000018 oy 2024
| e ] 0000000004 | §/31/2023 | 0000000004 AUGUST 2023 Sampie Item 02
T 0000000005 | §/31/2023 | 0000000005 AUGUST 2023 Sample ltem 03
el 0000000001 | 3/12/2023 0000000001 SEPTEMBER 2023
Em T 0000000003 | 9/12/2023 0000000003 SEPTEMBER 2023
Kl 0000000013 | 9/30/2023 0000000019 SEPTEMBER 2023
Em 0T 0000000020 | 10/31/2023 0000000020 OCTOBER 2013
| e | 0000000021 | 10/31/2023 | 0000000021 OCTOBER 2023
0T 0000000006 | 11/30/2023 | 0000000006 NOVEMBER 223
e 0000000007 | 12/22/2023 0000000007 DECEMBER 2023
Show Rows |
10 [0 || gt | 0] | G 13
..... i
Inventory Ledger — list screen

COLUMNS

Locked ILNo. ILDate ManualNo. Doc.Ref. Month = Year  Remarks

ACTIONS ON THIS SCREEN

Add Close Clear Filters Edit Delete Edit edit

DETAIL SCREEN (CREATE / EDIT)

/office/inventory/activity-inventory-detail/45
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Column Fiter -
A

T Status T
NEW
NEW

HEW

MNEW
NEW

NEW

MEW
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= Company A| MAIN BRANCH @ e ’

Inventory Ledger Detail “ ﬂ

[ aranen [vsern o || vear =
| Ma sranch B || 2024
imls | oz B [LlBcton sar
| oot . Document Reference . . bl ¥
| -Remants
Inventory Journal Entries
==
Branch T Document Ref T luwentory Code ¥ | SKUCode T | BarCode T Description v Quantty V| Umit T Cost v Amount T i
fh;c"*“ = | B s vt
Crested By: Emelinda H. Bermeio Updated By Emeinda H. Bermeia
Created Date / Time: "U|, 01, 2024 0409 PM Updated Date / Time: J“T 01, 2024 0410 Pt

Inventory Ledger — detail screen
Fields: Branch  ILNumber ILDate ManualNo. Document Reference  Remarks  Month  Year  Status
Show Rows
Tabs: Inventory Journal Entries

Buttons: Save Lock Unlock Audit Cancel Functions Close  Generate IL

Inventory Reports
/office/report/inventory

Inventory reporting — stock cards, stock on hand, valuation and the related listings. Set the criteria and
generate.
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= Company A| MAIN BRANCH @ e ’“ »H e

Inventory Report

= i

x I Branch [ paper sire |
Start d End dat .
s B || Gamse BY || e srancy B | e .

“ Note: If the document is taking more than Smins to generate, the PDF file size might be oo large to retrieve. Split the pdf per 100 lines, refer to Function > Spiit PDF

PDF Report Results

- + (] 83,1 a0o=

Company A

128 Maga Naga Tacloban Leyte 8
Company A

VAT REG TIN 123-456-123-00000
Printed September 08, 2026 09:21 AM

Inventory Report
From 09/08/2026 until 09/08/2026

Branch  Inventory SKU Bar  Mem  Descriptio Beg In Out  End  Cost Cosl  Seling Price Reorder Stock

Code = Code Code Calegory n fumoun Amoun Quantity  Level
TACLOB RR- Z22.  ZZZ.  Test zz. 000 000 00D 000 828500 000 000 000 000 0.00
ANMAIN 00000000 TEST- TEST- TEST-

0i- 178630 179830 178830

(0000007 <A A Fixed

35 A
TACLOB  RR- 772, 772- Test  I72- 000 000 DDD 000 62500 000 000 00D 0.0 0.00
ANMAIN 00000000 TEST- TEST- TEST-

0i- 178630 179830 178830

B Fixed

£ B
TACLOB  RR- NA NA MA T 200 000 000 200 21478 42857 000 000 0.00 0.00
AN MAIN 82000000 ';‘SOLUTIO 571 143

33
TACLOB RR- NA NA MA INTERES 100 000 000 100 2000 2000 000 000 0.00 0.00
RHMAN G000 T & BANK

00000000 s

4%
TACLOB  IN- LCTRT LC7RT YL Yakull 0200 000 0.00 30200, 750 22650 35032 1180 0.00 o.00
ANMAIN 00000000 [Z6VP  [Z6VF Clear 00 oo 000 0.00

250907

Inventory Reports — list screen

ACTIONS ON THIS SCREEN

Close Inventory Report Functions Document Outline  Attachments Layers  Current Outline ltem Add image  Tools
Presentation Mode  Open Print  Save  GotoFirst Page  Previous Next GotolastPage  Rotate Clockwise

Rotate Counterclockwise Text Selection Tool Hand Tool
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6. Financials

Manual postings, bank reconciliation and the statutory reporting.

Bank Reconciliation

/office/financials/activity-bank-reconciliation

Bank Reconciliation matches what EasyFS recorded against what the bank statement shows, and carries the

unmatched items forward.

== Company A| MAIN BRANCH & a6 "ﬁt ) Nmil ]
Bank Reconciliation E3AeE
Functions
[ | Encinq Batance as pee Bari |
. Bank | 0.00 I
E mm [ otal Depesit In Transi |
| Srrases B [ - m!
N, | Fotal Outstanding Withdrawals |
B2 | o)
= [ ol
| Companya = 2
T [ Adfusted Encing Batance |
| Branch & oo
Deposits (C i i 3] i (Journal Voucher) Bank Book Journal

Branch ¥ Cito, 7 | CiDate 7 | Customer ¥ | PayType ¥ CheckMo. ¥ |CheckD.. 7 | CheckBa. ¥ Amount T | InTransit ¥ Y Transacti. ¥ | Bank C

f shaivfion ~ | Bic e Frod e

Bank Reconciliation — list screen
COLUMNS
Branch  Cl No. Cl Date ~ Customer  Pay Type = Check No. Check Date ~ Check Bank ~ Amount  In Transit

Transaction Number. Bank Check No.

ACTIONS ON THIS SCREEN

Summary  Print  Close  Functions  Clear All Uclear All Reset All

Bank Reconciliation Report

/office/financials/report-bank-reconciliation-report

The detailed reconciliation output for a chosen bank and period.
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= Company A| MAIN BRANCH @ e ” ) Bmi -]

ﬁ Bank Reconciliation Report Close
Functions
| Paper Size =
Letter
POF Report

HEAD 2 3001331 pregrod 2006-09.07

Bank Reconciliation Report — list screen

ACTIONS ON THIS SCREEN

Close Functions ~ Thumbnails Document Outline  Attachments Layers  Current Outline ltem  Addimage @ Tools
Presentation Mode  Open Print Save  GotoFirst Page  Previous Next GotolastPage  Rotate Clockwise

Rotate Counterclockwise Text Selection Tool Hand Tool Find

Bank Reconciliation Summary
/office/financials/report-bank-reconciliation-summary

The summary reconciliation output — balances and totals rather than individual items.

= Company A| MAIN BRANCH @ o ’. b ] n 7]
* Bank Recenciliation Summary Close
Functions.
| Paper Size i |
Letter
POF Report Results

HEAD 42 30013 31 pregrod 2006-09.07

Bank Reconciliation Summary — list screen
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ACTIONS ON THIS SCREEN

Close Functions

Journal Voucher

/office/financials/activity-journal-voucher-1list

A Journal Voucher is the manual entry: any posting that is not produced by a purchase, sales or inventory
document. Debits and credits are entered directly against accounts.

= Company A| MAIN BRANCH I ) ‘“ ) Bl 7]
Journal Voucher n
| Start date E B clane E | Branch a2 [ .Cu:uﬁh Filtet - Tt
112015 12/31/2026 MAIN BRANCH Search Al unctions
Lock. T | Branch T | JMiNo. T | jvDate T | ManwalMo T | Doc Ref T FRemarks T | Debit Amount T | Credit Amount T Status N

| e | MAIN BRAM... 83L/208 2902 Sample ftem 02 14,7068 1470660 MEW

| e ] MAIN BRAN... 8312023 23-901 Semple ltem 03 5440799 5440799 | NEW

[ e Rhese] MAINBRAN.. 0000000003  8/3L/2023 0000000003  23-903 Sampie ltem 04 917132 917132 NEW

el MAIN BRAN 83172023 23-904 Sampie Item 05 520945 520946 MNEW

[ e ] MAINBRAM.. 0000000005  8/31/2023 0000000005  23-906 Sample liem 06 20.865.48 2986548 MEW

el MAIN BRAN.. 8312023 23907 Sample ltem 07 15864336 15864336 MEW

Em T MAIN BRAN.. 0000000007 /3172023 0000000007  23-08 Sample ltem 08 2165968 7165968 NEW

[ e ] MAIN BRAN_. 83172023 23915 Sampie Item 09 36.900.00 3690000 | MEW

eEN MAIN BRAN... | 0000000008 7/3L/2023 0000000009 140,617,593 19 140,617,593.19  NEW

| e | MAIN BRAM... 8312003 23806 Sample ltem 10 0751 21751 MW

Bl = | Bl frree| s )

Journal Voucher — list screen
COLUMNS

Locked Branch JV No. JV Date Manual No. Doc. Ref. Remarks Debit Amount Credit Amount Status

ACTIONS ON THIS SCREEN

Add Close Clear Filters Functions

DETAIL SCREEN (CREATE / EDIT)

/office/financials/activity-journal-voucher-detail/47
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= Company A| MAIN BRANCH

Journal Voucher Detail

® e QferdO O

. e
d || status =
W Number [Foae fid
[ooouowom l 8312023 ) “wm | Tots! Credit |
1470668 14,706.68
| Manual No. | Document Reference |
‘ Reenarks.
Sampie ltem 02
Lines Attachment Journal Entries
Branch v Account v Articke T | DebtAmount T | CreditAmount Y | C T Particulars ¥
MAIN BRANCH PREPAID TAXES AND LICEN.. | Sample Trading 02 000 14,70668 Sample Itemn 02
MAIN BRANCH TAXES AND LICENSES Sample Trading 02 14,7068 000 Sample Item 02
|§E,""“°“‘ - | B e T e
Created By: Allan F. Fababalr Updated By: Allan F. Fababair
Created Date / Time: September 30, 2023 0137 PM Updated Date / Time: September 30, 2023 01:39 PM
02331 praprod 205-09-07 -
Journal Voucher — detail screen
Fields: Branch  JVNumber JVDate ManualNo. Document Reference  Remarks  Status  Total Debit  Total Credit
Show Rows
Tabs: Lines Attachment  Journal Entries
Buttons: save Lock Unlock Print Audit Cancel Functions Close Add Edit Delete Edit edit
Delete delete
PRINTED DOCUMENT
= Company A] MAIN BRANCH @& e ’- »0 e
f= Print Journal Voucher
I Paer Se o
Letter
- [Foomcion ] 502/ 7a0=
—
Sample Dat
Sample Data
Sample Dat.
Sample Data
Sample Data
JOURNAL VOUCHER
Remarks Sample Data No: Sample Data
Sample Data Branch: Sample Data
Date: Sample Data
Manual No: 0000000001
Document Ref: 23-902
Sampla Samp Account Sampl F Debit Credit
Samole Dat: 115103 Samole Data Samp Samole Data 000 1470668
Samp Sample Da' Samole Data
Sarmole Data
Sampla Data
Samole Dat: 800003  Samole Dala Samp Samele Data 14,706.68 0.00
Samp Sampie Da: Sample Data
Samole Data
Sample Data
TOTAL: 14706.68 14,706.68
3‘5’.‘“’" Data ;m;: I:Dn:::! Sample Dati %ﬂn
Sampla Data Sampl Sampl-
0000000001 5995995380
Sample Date Sample Dat Sample Data

3L pengred MRS09.07

Journal Voucher — print preview
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Journal Voucher (Draft)
/office/financials/activity-journal-voucher-draft

Staging area for imported journal vouchers.

= Company A| MAIN BRANCH @& e @. ) D (2]
Draft Journal Voucher m m

[ Show ows *| e | ¢ paelofo > | 31

Journal Voucher (Draft) — list screen

ACTIONS ON THIS SCREEN

Post Close

Financial Statement Reports
/office/report/financial-statement

Financial Statement reporting — trial balance, income statement, balance sheet and the supporting listings,
for the period and criteria you set.
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= Company A| MAIN BRANCH

Financial Statement

= Chart Of Accounts

PaperSize
Letter

PDF Report

—  + [ Avtomatic Zoom » B0 LTELSE

Company A

128 Naga Naga Tacloban Leyte 8
Company A

VAT REG TIN 123-456-123-00000
Printed September 08, 2026 05:25 AM

CHART OF ACCOUNTS
ASSET

01.02.100 Tangible Assets
112103 CASH IN BANK - Robinsons Bank 100 OPERATING

01.02.200 Intangible Assels

000000107 IT SOLUTION 200 INVESTING
01.03.100 Deferred Assets
1100000 Current Assets

111001 Cash on Hand - Direct Sales 100 OPERATING
111002 Cash on Hand - Dealers 100 OPERATING
111003 Cash on Hand - YL Materials 100 OPERATING
112001 Petty Cash Fund - Manila 100 OPERATING
112002 General Fund 100 OPERATING
112101 CASH IN BANK - MBTG RIZAL - SA 100 OPERATING
112102 CASH IN BANK - MBTC BURGOS - 5A 100 OPERATING
112104 CASH IN Bank - Banco De Oro 100 OPERATING
112105 CASH IN BANK - PECOM 100 OPERATING
112201 CASH IN BANK - MBTC RIZAL - CA 100 OPERATING
112202 CASH IN BANK - MBTC BURGOS - CA 100 OPERATING
192101 Anenunte Basoiahia Trada  Mirnst Salos N0 NDERATING

Financial Statement Reports — list screen

ACTIONS ON THIS SCREEN
Close  Chart Of Accounts  Functions ~ Document Outline  Attachments  Layers  Current Outline tem  Add image  Tools
Presentation Mode  Open Print ~ Save  Goto First Page  Previous Next  GotolastPage  Rotate Clockwise

Rotate Counterclockwise Text Selection Tool Hand Tool Find

BIR CAS Reports

/office/report/bir-report
The BIR CAS reports are the statutory Philippine outputs: the books of account and the BIR forms EasyFS is
registered to produce.
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= Company A| MAIN BRANCH

BIR CAS Reports

General Journal

® e ferdO O

- Furchooe

BIR CAS Reports — list screen

ACTIONS ON THIS SCREEN
Preview Functions
Presentation Mode

Close General Journal Thumbnails

Add image  Tools

Current Outline Item
Rotate Counterclockwise

Go to Last Page = Rotate Clockwise

EasyFS User Manual - v2.20.013.31

Document Outline Attachments Layers
Open Print ~Save  Goto First Page  Previous = Next

Text Selection Tool

67



7. Check Warehousing

Cheques held, written, cleared and bounced.

Check Warehousing

/office/check-warehousing/activity-check-warehousing-list

Check Warehousing keeps track of cheques held — typically post-dated cheques received from customers —

from receipt through to clearing or bouncing.

== Company A| MAIN BRANCH

Check Warehousing

Start date End date | [Branen Z
m 1172005 o] cu.faa;zoza ] MAIN BRANCH Search

Branch T Bank ¥ CW Code B Checkhumber

| show Rows. <
0

I< G| il >l

Check Warehousing — list screen

COLUMNS

Branch Bank CW Code CheckNumber CheckDate Remarks

ACTIONS ON THIS SCREEN

Add Close Clear Filters

Check Writer

/office/check-warehousing/activity-check-writer

x ChackDate

Payee Or Payor

T

Bemarks

@0 ford0 0

T

Check Writer prints cheques for payment, on the layout configured for the bank account.
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== Company A| MAIN BRANCH @ 0 ,‘ > U 9
Check Writer

| e ik Amount

e ==

sccointra scoser vt et s

e — KUMAN INCUBATOR INC

HUMAN INCUBATOR INC
s e

. PAYTOTHE P
é ORDER OF e = =
£ PESOS e
& 1/ W allor the mieciionit laaring of in chach and haraty s IhF Sremesteton for payrmnst of s argnar 40 Mstrodank
H
:

CEBU-BUSINESS PARK BRANCH

GEBL BUSINESS PARK, CERU CITY

LA LR 1010 10210V 0TS SADNR L S A B 1 3 e L 10 T AL S0 FA 10 P B RS0 PR AD 1A AL #2616 FLA T A0 P Fhd BATECT SRR

Check Writer — list screen

ACTIONS ON THIS SCREEN

Preview How to print

CW Reports

/office/check-warehousing/report-check-warehousing

The check warehousing reports, filtered by bank, date and status.

= Company A| MAIN BRANCH @ e “u ) D 0
Check Warehousing Report
Company A
126 Naga Naga Tacloban Leyte &
Company A
VAT REG TIN 123-456-123-00000

Printed Septamber 08, 2026 09:26 AM

PDC Summary Report
Date As OF 09/08/2026

No data

CW Reports — list screen
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ACTIONS ON THIS SCREEN

Close PDC Summary Report Functions Document Outline  Attachments
Tools Presentation Mode  Open Print Save  Go to First Page Previous

Rotate Counterclockwise Text Selection Tool Hand Tool Find

PDC Checks On Hand

/office/check-warehousing/report-pdc-checks-on-hand-report

Post-dated cheques currently held and not yet deposited.

Layers

Next

Current Outline Item

Go to Last Page

Add image

Rotate Clockwise

PDC Checks On Hand — list screen

PDC Checks Bounced

/office/check-warehousing/report-pdc-checks-bounced-report

Post-dated cheques that were deposited and returned unpaid.
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PDC Checks Bounced — list screen

PDC Cleared

/office/check-warehousing/report-pdc-cleared

Post-dated cheques that have cleared the bank.

PDC Cleared — list screen

PDC Uncleared

/office/check-warehousing/report-pdc-uncleared

Post-dated cheques deposited but not yet cleared.
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PDC Uncleared — list screen
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8. Budget

Setting budgets and comparing them against what actually happened.

Budget Manager

/office/budget/budget-manager

Budget Manager is where a budget is set up: the period it covers and the amount allocated to each account.

= Company A| MAIN BRANCH
Budget Manager

| Branch - | | vear
MAIN BRANCH 2026
Category ¥ | Accourt T

Show Rows
10 - 1< %

Budget Manager — list screen

COLUMNS
Category  Account March April
January February

ACTIONS ON THIS SCREEN

Add Close Functions

March T

Pagelol0

Aprii

> 3l

May

May ¥

June

July

Juy T

August

August T | Sepemb.,

September

Qcober ¥

October

Peovember T | December ¥

® e ferdO O

Functions

Janwary T | February T

November December

This module has a detail screen. The demonstration environment holds no records for it, so it is not illustrated here.

Budget Variance

/office/budget/budget-variance

Budget Variance compares actual postings against the budget for the same period and shows the difference.
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Company A

128 Maga Maga Tacloban Leyte 8
Company A

VAT REG TIN 123-456-123-00000

Printed September 0B, 2026 09:28 AM

BUDGET VARIANCE
YEAR 2026 From to
Account Actual Budget Variance %

HEAD 2 3001331 pregrod 2006-09.07

Budget Variance — list screen

ACTIONS ON THIS SCREEN

Functions Export Document Outline Attachments Layers Current Outline Item Add image Tools
Presentation Mode  Open Print Save  GotoFirst Page  Previous Next GotolastPage  Rotate Clockwise

Rotate Counterclockwise Text Selection Tool Hand Tool Find Zoom Out

Cash Flow Projection
/office/budget/budget-cash-flow

Cash Flow Projection lays expected receipts and payments across the coming periods so the cash position
can be seen ahead of time.
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® e ferdD O

Cash Flow Projection n

| Branch - | | vear . -

MAIN BRANCH 2026 RN
Category ¥ | Account T March ¥ Api T May ¥ June T Juy T August T | Septemb.. ¥ | October 7 | November ¥ | December ¥ | January T | February T

Show R

el | | % Poeleto 3 3

Cash Flow Projection — list screen
COLUMNS

Category  Account March April May  June  July = August September  October November

January February Ratio

December

ACTIONS ON THIS SCREEN

Add Close Functions

This module has a detail screen. The demonstration environment holds no records for it, so it is not illustrated here.
Budget Reports

/office/budget/report-budget-variance

Budget reporting output, for the period and accounts you select.
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Budget Variance Report

® e ferdO O

Company A

128 Naga Naga Tacioban Leyie §
Company A

VAT REG TIN 123-458-123-00000

Printed Seplember 08, 2026 09:29 AM

BUDGET VARIANCE

YEAR 2026 From September to September

Budget Reports — list screen

ACTIONS ON THIS SCREEN

Close Budget Variance
Tools Presentation Mode

Rotate Counterclockwise
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Functions Export

Open Print

Text Selection Tool

Actual Budget Variance %

Document Outline  Attachments Layers Current Outline tem  Add image

Save  Goto First Page  Previous  Next  Goto Last Page  Rotate Clockwise

Hand Tool
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9. Fixed Asset

The asset register and disposals.

Fixed Asset
/office/fixed-asset/fixed-asset

The Fixed Asset register holds each capitalised asset with its acquisition details and the depreciation applied

against it.
= Company A| MAIN BRANCH & a6 ﬂ‘;. ) Nmil ]
Fixed Asset @
Draft Registered Sold or Dispose
“ Search Column Filter = || VR e
Particulars * Asset Name ¥ Asset Number X Assel Date T Purchase Cost I Useful Life {Years) X

| Show Rews i

10 14 < Page1ofD > >l

Fixed Asset — list screen

COLUMNS

Particulars ~ Asset Name  Asset Number  Asset Date Purchase Cost Useful Life (Years) Depreciated Value

ACTIONS ON THIS SCREEN

Clear Filters

This screen has no separate detail page in this build.

Asset Disposals
/office/fixed-asset/activity-asset-disposal-list

An Asset Disposal records the retirement or sale of a registered asset and the resulting gain or loss.
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Asset Disposal
- St i | [eane
2ns 123102026
! L
CT | AT Branch ¥ | Cumency ¥ | Exchange.. ¥ | AD Number ¥
o FRE

HEAD 2 3001331 pregrod 2006-09.07

Asset Disposals — list screen

[‘Branch
] i VAN BRANCH

AD Date

1 0000000001 9172026

COLUMNS
Locked C A Branch Currency Exchange Rate
Status Remarks

ACTIONS ON THIS SCREEN
Add Close Clear Filters Edit Delete Edit edit

DETAIL SCREEN (CREATE / EDIT)

AD Number

Delete delete

/office/fixed-asset/activity-asset-disposal-detail/5

== Company A| MAIN BRANCH

Asset Disposal Detail

T Manual Number v Document Reference
0000000001 ZZZ-TEST-179830-AT
AD Date ~ Manual Number

N Status 5

Document Reference

| Curmency | Exrhance Rate | Disposallype -
PHP 1 DISPOSED
Branch Rernarks.
MAN BRANCH Sample tem 07
Asye Dispocal Numbes [ Asset Disposal Date
= == o | ‘
" <
Manual No. Document Reference.
| 0000000001 | 722-TEST-179830-AT | sl |
Account Marwal Code lmm “Cbemdﬂv Aopved By |
111001 Cash on Hand - Direct Sakes Adminietrator Aekministrator
I |
Article
| Saenle Trading 0L | i v
Items Inventory Journal Entries
——
SKU Code ¥ BarCode 7 Description ¥ | ImwentoryCode T Particulars ¥ Quantity ¥ Unt ¥ Cost ¥ Amount ¥
() TZZ-TEST-l. ZZZ-TEST-I79..  Sampleltem 03 RR-0000000001-00..  Sampi: ltem 04 100 Pfs) 62500 62500
ZZZ-TEST-1. ZZZ-TEST-179.  Sample ltem 05 RR-DD00000D01-00..  Sampie Item 06 100 Pets) 62500 625.00
sl .
SvAen = | ErelEc o e s
Created By: Updated By.

Created Date / Time: September 01, 2026 12113 PM

HEAD 2 30013 31 pregred 2006-09.07

Asset Disposals — detail screen
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Fields: Currency Exchange Rate  Branch  Asset Disposal Number ~ Asset Disposal Date ~ Manual No.
Document Reference ~ Account Manual Code ~ Account  Article DisposalType Remarks Prepared By ~ Checked By

Approved By  Status ~ Show Rows
Tabs: ltems Inventory  Journal Entries

Buttons: Save Lock Unlock  Print  Audit Close Add Edit Delete Editedit Delete delete

PRINTED DOCUMENT

= Company A| MAIN BRANCH @ e ‘- > U (7]
f= Print Asset Disposal e
I Paper Sze .|
Letter
— [z 50s700=
= ——
Sample Dat
Sample Data
Sample Dat
‘Sample Data
Sample Data
ASSET DISPOSAL
Account: Sample Data No: Sample Data
Article: Samp Branch: Sample Data
Disposal Type:  Sample Dat Date: Sample Data
Remarks: Sample Data Manual No: 0000000001
Sample Da Document Ref: Sample Data
aty Unit Barcode Hem Particulars Cost Amount
1.00 Samg Samole Dai Sample Data Samole Dat 625,00 625,00
Sample D Sample D
1.00 Samg Samola Dal Sample Data Sample Dat 625,00 625.00
Sample D Sample D
TOTAL: 1,250.00
%{mﬁu Cata :amuu g;x‘:g Sample Dat: %ﬂn‘mpu
Samphe Data Sar To Sar
0000000001 2395995999
Sample Date Sample Dak Sample Data
Sample Data Sample Data Sample Data

HEADI <2 30013 31 pregred 2006-09.07

Asset Disposals — print preview

Fixed Asset Reports
/office/fixed-asset/report-fixed-asset

Fixed asset reporting — the register, depreciation schedules and disposals.
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Fixed Asset Report

= Feued Asset Report

Branch
MAIM BRANCH

ed Asset Detail Report

posal Summary i
Asset Nu... ¥ Asset Name v Particulars T | SerialNu. ¥ | AssetSta. ¥ Custodian T | Purchase.. ¥ | OnHand ¥ | Useful L. ¥ | Accum D.. T | BookV
Module4 FulliRepro Fixed.. Sample ltem 02 SN-MG4-65.. Registered | - 0 1 0 0
Show Rows
0 = L S VS S S |
Total Amount

Fixed Asset Reports — list screen

COLUMNS

Asset Number ~ Asset Name Particulars Serial Number  Asset Status Custodian Purchase Cost On Hand

Useful Life (Years) ~ Accum Depreciation Book Value

ACTIONS ON THIS SCREEN

Close Fixed Asset Report Functions
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10. Apps

Companion modules reached from inside EasyFS.

POS

/office/activity-POS
The POS screen is the point-of-sale front end for over-the-counter selling.

ACTIONS ON THIS SCREEN

Close

Price
/office/activity-price-list
Price holds the price lists applied to items when a sales document is raised.

= Company A| MAIN BRANCH @ a ﬂ‘ﬁ ) ] U (7]

Price u m

L 7 | PCNumber T  ManualiN. T Document Reference ¥ PC Date ¥ Remarks T

10 =+ | [T e

Price — list screen

COLUMNS

L PC Number Manual Number Document Reference PC Date Remarks

ACTIONS ON THIS SCREEN

Add Close Clear Filters

This module has a detail screen. The demonstration environment holds no records for it, so it is not illustrated here.

Discount Schedule
/office/activity-discount-schedule-list

Discount Schedule holds the discount rules that can be applied to a sales line.
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This module has a detail screen. The demonstration environment holds no records for it, so it is not illustrated here.

Easy CM

/office/activity-easy-cm

Easy CM is the companion module reached from within EasyFS.

= Company A| MAIN BRANCH

® e ferdD O

Functions

Easy CM
Customer Sale

Easy CM — list screen

ACTIONS ON THIS SCREEN

Functions SYNC Customers SYNC Sales

Production Report
/office/report-production

The Production report.
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= Company A| MAIN BRANCH @ o ‘- »0 @

f==) Production Report

e 2006-09.07

Production Report — list screen

ACTIONS ON THIS SCREEN

Close

Item List Report
/office/report-item-list

The Item List report — the item master as printable output, with the criteria set at the top of the screen.

= Company A| MAIN BRANCH @ 6 " ) ] n [#]
|Pzne|!ixc =
Letter
PDF Raport
— 4 | awtomatic Zoom . SRLATRS=
-
Company A
128 Naga Maga Tacloban Leyte 8
Company A

VAT REG TIM 123-456-123-00000
Printed September 0B, 2026 08:31 AM

ITEM LIST
Manual Code SKU Code Barcode Description Unit Category Price: Isknventory
BO00000001 CNGLBATOTOLXY CNGLEATOTOLXY Yakult Original Barcoded  Peis) os £.00000 Teue
Yakult Barcoded - Light  Pois) o8 10.60000 True
] ZRE akult Clear Pack Peig) YL 970000 True
0000000004 LCTRTIZEVPEST LETRTIZEVREST Yakult Clear Pack - Light  Pois) YL 1160000 True
HERFC HERFC Egi:dcm« Sales - Peig) Canter Sales 1000000 True
OO00000006 ZEJZIAZTGDVMY ZEJ2IAZTGOVMY mr‘ Center Sales - Peis) Canter Sales 1200000 True
Insurance Expanse Pois) WA 000000 Faise
Gasaling Expense Pis) NA 000000 False
Light and Water Poia) A 000000 Falsa
0000000011 0000000011 0000000011 Miscollancous Expensa  Peis) NA 0.00000 False
Offico Supplies: Pois) NA 000000 Falsa
0000000014 0000000014 0000000014 Promational Expense  Peis) HA 000000 Falsa
FRantal Expense Pois) NA 000000 Falsa
Ropairs i Peis) HA £.00000 Faiss
0000000017 0000000017 0000000017 Security Services Peis) A 0,00000 False
Seling Expense Peig) NA 000000 False
Taxes & Licensas. Peis) NA 0,00000 False
Transporiation Expense  Peis) NA 0.00000 Faise
Purchases Retum Peis) MNA 0.00000 Faise
Purchases Peis) NA 0.00000 Faisar
Sataries ano Wages - Peis) MA 000000 Faiza.

ADM

HEADI <2 30013 31 pregresd 2006-09.07

Item List Report — list screen
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ACTIONS ON THIS SCREEN

Document Outline  Attachments Layers Current Outline tem  Add image  Tools Presentation Mode  Open Print
Save  Go to First Page Previous Next  Go to Last Page Rotate Clockwise Rotate Counterclockwise

Text Selection Tool Hand Tool Find Zoom Out  Zoom In No Spreads Odd Spreads
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11. System

Reference tables, configuration and per-user settings.

System Tables
/office/system-tables

System Tables holds the reference lists the rest of EasyFS draws on — the types, categories, terms and
statuses that appear in dropdowns throughout the system.

I Gompany Al MAN BRANGH @0 fed @

System Tables =
Labels Code Tables Discounts Pay Types Tax Types Units Terms Article Account Groups Other Article >

| Searth i:?!w‘rn - . _

Manual Code Label lapanese Chinese Karean Hindi Malay

N ) 000000001 THISCOCUMENTISNOTV.. | "0 BEIBALBLOM..

=R T 0000000002 30Days £ ]

WD 8 oo oo o

W T oo 00 w

W T oo~ e

N T 0000000007 About Customer EEBCOVT

E I 0000000008 Account Fhouk

N T 000000003 Account Budget FhYOY FOFR

ISR I 0000000010 Account Cash Flow Frya7o—

IR ) 0000000011 Account Cash Flow FhYvhEvryiaz.

N B 000000012 Acount Cash Flow Code | FASY ¥ a7,

“ m 0000000013 Account Category AFIy

B2 ) 0000000014 Account Categary FhovkhATIY

_ m 0000000015 Account Category Code FhoykhAFIUI-F

1K ¢ 1am o3 oy

System Tables — list screen

COLUMNS

Manual Code Label Japanese Chinese Korean Hindi Malay

ACTIONS ON THIS SCREEN

Add Close Functions Edit Delete

Settings
/office/system-settings

System Settings holds the installation-wide configuration.
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o Settings

42 2001330 pregred P006-09.07

Settings — list screen

ACTIONS ON THIS SCREEN

Close

Company Settings

/office/system-company-settings

Company Settings holds the per-company configuration: the details that appear on printed documents and

the default accounts each kind of document posts to.

= Company A| MAIN BRANCH

cﬁc Company Detail

@

e ool @

® e ferdD O

(=] I

Company A
0000000001
. .
Manusl Code ™ Ernail Address

Company Code 0000000001 000-000-000-003 sarmple0] Seamole com

[ company Business Style

| Company A Company A
il T

Address [ 15 VAT Exempt

05 Sample Street, Sample City | Cost Method >
||Sme-:Rmﬁcm ‘IsemR\!nqﬂu |

C-0000000001 C-9999999999
|l

| Dpcode |

6500
]

Branches Company Settings BIR CAS Settings

Code 7 | Manwal. T Branch

0000000001 | 0000000001 | MAIN BRANCH
0000000002 0000000002 MAIN BRANCH
0000000003 00C00D0003  MAIM BRANCH

Crested By: Administrator
Created Date / Time: August 23, 2020 1200 AM

EAD 12 2001131 prrprod 2050907

Company Settings — list screen
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Address v ™
02 Sarnple Street, Sample City 000-000-000-002
03 Sample Street, Sample City. 000-000-000-002
04 Sample Street, Sample City 000-000-000-002

Updated By: Administrator
Updated Date / Time: Auqust 28 2026 12:00 PM
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COLUMNS

Code Manual Code Branch Address TIN

ACTIONS ON THIS SCREEN

Lock Unlock Close Add Edit Delete

User Settings

/office/system-user-settings

User Settings holds the per-user preferences and the module permissions granted to the signed-in account.

== Company A| MAIN BRANCH

9 User Detail

Administrator

admin

i Ussrmame
| “admirs

| Fuliname
| Sample Trading 01
[compary
| Company A
[[arancn
! MAIN BRANCH
Account
Account Code ¥ Account User ¥
E 0000000001 Cash on Hand - Direct Sales Administrator
E] 0000000003 Cash on Hand - Dealers Administrator
(LA S TR S
Created By: Updated By
Created Date / Time: Updased Date / Time:
User Settings — list screen
COLUMNS
Account Code  Account User
ACTIONS ON THIS SCREEN
Lock  Unlock  Close Change Password = Add Edit  Delete
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