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I: Introduction

1.1 Overview

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

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

Low cost of deployment

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

You will always get the latest updated version

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

Improved team efficiency and collaboration

10
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With easyFS, you can streamline your accounting processes and
automate routine tasks, which can save your team a lot of time and
effort. Different teams in different locations can collaborate seamlessly
because they work with the same set of data accessed in real time.
This can free up your team to focus on other important areas of your
business and improve their overall efficiency.

Anytime, anywhere convenience

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

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

BIR CAS-ready
Our platform is fully BIR CAS-ready, making it easier for your company
to apply for BIR Computerized Accounting System (CAS) registration.

11
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This feature ensures that you are compliant with the latest regulations,
while also simplifying your accounting processes.

Sales and Inventory Management

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

Tracking business expenses and purchases

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

On-the-spot invoicing

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

12
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Generate financial reports

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

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

Cloud-based accounting software

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

13
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1.2 EasyFS Process

Financial
Statements

Check
Warehousing

Fixed Assets

EasyFS has the following modules that ultimately generates the
Financial Statements that are needed in every business to monitor and
control. Whether you are into retail or service business, easyFS can
cater to your Accounting Software needs. These are the Modules of
EasyFS.

Module 1: Sales

14
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The process begins with the Sales module, where transactions related
to the sale of goods or services are recorded. Sales representatives
generate invoices or sales orders, capturing details such as
product/service description, quantity, unit price, and customer
information. This module also tracks sales returns and allowances.
Once a sale is confirmed and collected, the system updates the
accounts receivable and revenue accounts.

Module 2: Purchases

Simultaneously, the Purchases module manages transactions related
to the acquisition of goods or services. Purchase orders are created,
specifying items, quantities, and agreed-upon prices with vendors.
When goods are received, the system updates inventory and accounts
payable. Invoices from vendors are processed, recording expenses
and adjusting accounts payable accordingly.

Module 3: Inventory

The Inventory module plays a crucial role in tracking the movement of
goods. When items are received from purchases, the inventory is
updated to reflect the new stock. Similarly, when products are sold,
the inventory is adjusted accordingly. This module also facilitates
inventory reconciliation, helping to identify discrepancies between
physical stock and recorded quantities.

15
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Module 4: Fixed Assets

The Fixed Assets module manages the accounting for long-term
assets. When a fixed asset is acquired, the system records the cost,
depreciation, and other relevant details. Regular updates are made to
reflect changes in the value or status of fixed assets, ensuring accurate
financial reporting and compliance with accounting standards.

Module 5: Check Warehousing

The Check Warehousing module monitors the physical storage of
inventory items. It ensures that goods received match the recorded
quantities and that they are stored appropriately. This module helps in
preventing discrepancies between the actual stock in the warehouse
and the inventory records.

Module 6: Budgeting

The Budgeting module plays a crucial role in financial planning.
Budgets are created based on historical data and future business
projections. The module monitors actual financial performance against
the budget, providing insights into variances. This information aids
management in making informed decisions and adjusting strategies to
meet financial goals.

16
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1.3 Purpose of this User Manual

Our primary purpose of this user manual is to provide comprehensive
guidance and information to users of the EasyFS system. Also, this
manual aims to assist you in effectively utilizing the features it offers.

In addition, this manual strives to achieve the following objectives:
1.To help users become familiar with the EasyFS system, its
interface, and the overall layout.
2. To empower users to navigate the system confidently and
understand the features it offers.
3. To enhance awareness of best practices related to data problems.

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

1.4 Who Should Use This Manual

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

Throughout this manual, you will find detailed information,
step-by-step instructions, and best practices for making the most of

our accounting system. By following the guidance within these pages,
17
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you can confidently navigate our system, enhance your financial
management skills, and ensure the security of your financial data.

1.4 Best Practices and System Limitations

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

1.4.1 Setting up the Master Files

EasyFS offers two master files setup features: one for manual adding
and another for bulk uploads. Master files on EasyFS include: Items,
Customers, Suppliers and Chart of Account

Keep the following guidelines in mind to ensure successful entry when
setting up the master file(s):
a. ltem
1. Among the Item detail fields listed below,

a. We've set a character limit of 255 and added validation
to prevent the use of special characters (comma(,) and
tilde(~) are restricted):

i. Manual Code
ili. SKU Code
iii. Barcode
iv. Serial Number
v. Principal

18



MANILA OFFICE CEBU OFFICE

- Human Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Q-,;-' Incu bator San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,

: 15O 9001 and 1SO 27001 Certified San Antonio, Pasig, 1605 Cebu Business Park,
Metro Manila, Philippines Cebu City, 6000 Philippines

+63-28-292-6978 or 09176280355 09176240208 or 09171137633

hiisales@human-incubator.com

vi. Generic Name

2. Avoid the issuance of duplicate Manual Code, so please
ensure that each item is assigned with a unique Manual
Code.

3. Avoid the issuance of duplicate SKU Code, so please ensure
that each item is assigned with a unique SKU Code.

4. Avoid the issuance of duplicate Barcode, so please ensure
that each item is assigned with a unique Barcode.

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

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

b. Customer
1. Among the Customer detail fields listed below, we've set a

character limit of 255 and added validation to prevent the
use of special characters (comma() and tilde(~) are
restricted):

a. Manual Code

b. Contact Person

c. Contact Number

d. Street Barangay

e. City

f. Province

19
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g. Region

h. Zip Code

i. Business Style

j. Extension

k. TIN

l. TIN Branch Code

m. Senior Citizen Code

2. Avoid the issuance of duplicate Manual Code, so please
ensure that each Customer is assigned with a unique Manual
Code.

3. Avoid the issuance of duplicate Customer names, so please
ensure that each Customer is assigned with a wunique
Customer name.

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

5. When bulk updating the Customers, we strongly advise a
maximum of 300 Customers per bulk update.

c. Supplier
1. Among the Supplier detail fields listed below, we've set a
character limit of 255 and added validation to prevent the
use of special characters (comma() and tilde(~) are
restricted):
a. Manual Code

20
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Contact Person
Contact Number
Street Barangay
City

Province

Region

Zip Code
i.Business Style

S0 o o0 o

j.Extension

2. Avoid the issuance of duplicate Manual Code, so please
ensure that each Supplier is assigned with a unique Manual
Code.

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

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

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

1.4.2 Internet Connection
To ensure a smooth experience with EasyFS and to avoid unexpected
issues when uploading new master files or updating existing ones, it's
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important to have reliable internet connection. Here are some best
practices to consider:
1. Use a Secure Network: Connect to a secure and trusted
Wi-Fi network or wired connection.
2. Minimum Upload Speed: For efficient uploading of new
master files and updates, your internet connection should
have a minimum speed of at least 25 Mbps.

1.4.3 Device Shutdown

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

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

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

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

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

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

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

Il. Version History

2.1 Overview

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

2.2 Gamma.003.001

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

2.3 Gamma.004.003

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

2.4 Gamma.004.004

e Release Date: November 24, 2023
e Description of Updates

o Updated EasyFS User Manual format.

o Added an Introduction section for an EasyFS overview,
purpose of the manual, persons who should use the manual,
and best practices.

o Added a Version History section so users could keep track of
the user manual updates.
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o Added a Getting Started section consisting of Login and
Forgot Password.

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

o Added an Integration section consisting of overview, types of
integrations, how to set up integrations, managing

integrations, and the guidelines when having integrations;
the do’s and don'ts.

2.5 Gamma.004.004

e Release Date: December 5, 2023
e Description of Updates
o Added Process Flow Chart on Sales, Purchases, Inventory
and Financial Transactions

o Added Additional Description on the Flow of Transactions to
be understood by Common Users

2.6 Gamma.004.004

e Release Date: December 6, 2023

e Description of Updates
o Updated Item Fields Definition
o Maximizes Margins and Remove Spaces
o Added Use Cases for Each Features
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o Added Reports Screenshots

2.7 Gamma.004.005

e Release Date: December 30, 2023
e Description of Updates
o Changed Ul for Master Files Menu
o Changed Ul for Extra-ordinary Activities
o Added more explanation on the process flow of EasyFS
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lll: Getting Started

3.1 Introduction

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

3.2 Accessing EasyFS

3.2.1 Logging In
1. Open your web browser: Launch your preferred web browser.
We recommend using the latest version of popular web browsers
like Google Chrome, Mozilla Firefox, Safari, or Microsoft Edge.

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

3. Enter your credentials: You will be redirected to the login page.
Here, enter your username and password. Make sure to use the
correct credentials associated with your EasyFS account. If you
have no account yet, better inform the System’s Administrator to
create you an account.
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4. Click “Login”: Once you've done entering your credentials, click
the Login button.

3.2.2 Forgot Password

If you've forgotten your password, no need to worry. Simply click the
"Forgot Password" link on the login page. You'll receive instructions on
how to reset your password via your registered email address.
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3.2.3 The Dashboard Page

Once login is successful, you will be redirected to this Dashboard
page. The EasyFS Dashboard is a visual representation of key
information, data, or functionalities that provides users with a quick
and accessible overview of the application's state or performance.
Dashboards are designed to present information in a way that is easy
to understand, typically through charts, graphs, widgets, or other
visual elements
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3.2.4 Navigating EasyFS
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To assist users in navigating through EasyFS these are the most
common terms used in this manual and in the EasyFS system for you

to understand easily the User Interface (Ul)

1. Menus - Serves as the primary navigation point for users.
Contains high-level options that represent major sections or

functionalities of the application.
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2. Sub-Menus - Appears when a user selects an option from the

main menu. Contains more specific options related to the

selected main menu item
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3. Tabs - refers to a graphical control element that allows users to

navigate between different sections or content within the same

window or view . Tabs are often used to organize and present
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information in a way that is both visually and functionally clear.
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. Language Toggle - user interface element that allows users to
switch between different languages or language versions of
content within an application or website. This EasyFS feature is
particularly useful for multilingual applications or websites where

users may prefer or require content in a language other than the
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5. Notifications - refer to messages or alerts that inform users
about specific events, updates, or actions that require their
attention. Notifications play a crucial role in keeping users
informed, engaged, and aware of relevant information.
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6. Dark and Light Mode Toggle - refers to easyFS feature that
allows users to switch between different color schemes or visual
themes for an application or website. The two primary modes are
typically a "dark mode" with dark backgrounds and light text, and
a "light mode" with light backgrounds and dark text. Users can
choose their preferred mode based on personal preference,
situational needs, or simply for aesthetic reasons.

7. Forms - or data entry user interfaces, allowing users to input,
submit, and interact with data. These data inputs will then
become the source for generating reports and outputs in EasyFS.
EasyFS has a standard Data Entry Form based on the List Detail
form User Pattern.

a. List - The list view presents a summarized or condensed
display of multiple items. Each item typically includes key
information or attributes. Users can quickly scan and
navigate through the list to find the item they are interested
in.

Example is the screenshot below which shows the List of

Customers.

ﬂ Customer
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b. Details - Clicking on the Edit Button beside the Customer in
the list opens a detailed view or form for that specific item.

The detailed view provides a more comprehensive set of

information about the selected item and may allow users to
edit or update the details.
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IV: Master Files

4.0 Overview

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

Master Purpose Key Data / Information
File Type

Manual Code

SKU Code

Barcode

Description and specifications
Unit of measure

Cost and pricing details

Stock levels and locations
Supplier information
Historical data and lifecycle
information

Item Detailed information
about products/items

Customer Manual Code

Name and contact details
Customer addresses

TIN (Tax Identification Number)
Payment terms and credit limits
Purchase history and transaction
details

Customer | Manage customer
relationships and
transactions
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Customer-specific preferences or
special agreements

Supplier

Information about
suppliers or vendors

Supplier Manual Code

Name and contact details

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

Product or service offerings
Performance metrics and ratings

Bank

Crucial for financial
transactions and
management

Bank name and contact details

e Account numbers
e Account types (e.g., checking,

savings)
Signatories and authorized
personnel

e Transaction history

Credit facilities and loans

Employee

Details about individuals
employed by the
organization

e Employee ID or code

Personal information (name,
address, contact details)

Job title and department

Salary and benefits information
Employment history
Performance evaluations and
training records

41
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Chart of
Accounts

Foundation of the
organization's
accounting system

e Account codes and numbers

e Account names and descriptions

e Classification of accounts (e.g.,
assets, liabilities, revenue,
expenses)

e Opening balances and current
balances

e Hierarchical structure for easy
navigation

e Relationship to financial
statements

Company

Includes the Company
Details, Branch Details
and default settings

Company Manual Code
Company Name
Company Address
Company TIN
Company TIN Branch Code
Business Style
Proprietorship

e Cost Method (Last Purchase
Cost, Moving Average)

e Default Settings

e BIR CAS Settings

Users

List of Users to Access
the System

Username
Full Name

Email Address

]
o
o
e Company (which the user
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can have access)

have access)

are able to access

e Branch (which the user can

e Rights of the User to
determine which modules they

4.1 Setup Master Files

Setting up the Master Files is the first and foremost procedure in
updating easyFS data. The system will not work or move into its
transactions if the master files are not entered into the system.
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4.1.1 Item

Item refers to a specific product, part, or unit that is tracked
within a company's inventory system. The item's info includes a short
description, how it's measured (like pieces or pounds), how much it
costs to buy or make, how much it's sold for, how many are currently
in stock, when it's time to order more, how long it takes to get more,
where it's stored, and who the supplier is. All this info helps a business
manage its stock better, making sure they have enough products at
the right time and avoiding running out. Moreover, we've improved
the way you see item details so that you don't have to wait too long to
view them.
4.1.1.1 How to Add an Item Manually

1. Goto the Menus - Master Files — Item
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2. Click the Add button on the upper right corner from the

[tem List.
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. Fill up all the Required information SKU Code, Barcode,

Description, Category, Unit, Cost Reference, Price

Name

Description

Acceptable Values

SKU
Code

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

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

255 Alphanumeric
Characters

Restricted:
Comma(,)
Tilde(~)
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stock counts

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

Barcode

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

255 Alphanumeric
Characters

Restricted:
Comma(,)
Tilde(~)
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Barcodes are widely used in retail for
product identification and inventory
management, in logistics for tracking
shipments, in healthcare for patient
identification, and in various other
applications to streamline data
capture and reduce errors associated
with manual data entry. They provide
a quick and efficient way to access
information about a particular item
or entity in a digital format.

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

EAN (International Article Number)
e Similar to UPC but can have 13
digits.
e Widely used in global trade and
logistics.
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Code 39
e A variable-length, alphanumeric
barcode.

e Commonly used in industrial
and manufacturing applications.

Code 128
e A high-density, variable-length
barcode.
e Supports alphanumeric
characters.

e Used in various industries,
including shipping and logistics.

QR Code (Quick Response Code)

e Two-dimensional matrix
barcode.

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

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

WARNING: Changing or editing the
barcode will cause a major error on
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the easyFS and easyPOS integration.
It is strongly advised not to change
the barcode once it is already
encoded, saved and locked the item

Description | The item description is used to|255 Alphanumeric
uniquely identify and label each item | Characters

in the inventory. It distinguishes one
product from another based on its|Restricted:
characteristics, features, or other|Commal(,)
relevant details Tilde(~)

Category [An "ltem Category" in the context of | 255 Alphanumeric
inventory and product management | Characters

refers to a classification or grouping
assigned to a specific type of product | Restricted:
or item based on common|Commal(,)
characteristics or attributes. Item | Tilde(~)
categories  help  organize and
streamline inventory management
by grouping similar items together,
simplifying the tracking, analysis, and
reporting of products within a
system.

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

Product Type

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

Function or Use

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

Industry Standards

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

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

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

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

Profitability

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

Location

Categorizing items based on their
physical location within a warehouse
or facility. This helps in efficient
inventory management and retrieval.
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Unit Refers to the basic counting or|255 Alphanumeric

measurement unit assigned to|Characters
individual items or products within
the inventory. The "unit" is the|Restricted:
standard quantity in which items are | Comma(,)
counted, tracked, bought, and sold. It | Tilde(~)
serves several important purposes in
inventory management

WARNING: Changing the Unit will
cause a major problem in the
integration of easyFS and easyPOS.
Never change the Unit of Measure if
you have already saved and locked
the item.

Cost Refers to the financial value|Numeric up to ()
Reference |associated with  acquiring  or|999,999,999.99 up (+)
producing goods that are held in
inventory. The cost of inventory is a
crucial aspect of managing a
business's finances and involves
various components.

This is the amount paid to acquire
products from suppliers. It includes

53



hiisales@human-incubator.com

MANILA OFFICE CEBU OFFICE

Human Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
1S0 9001 and 1SO 27001 Certified San Antonio, Pasig, 1605 Cebu Business Park,
Metro Manila, Philippines Cebu City, 6000 Philippines

+63-28-292-6978 or 09176280355 09176240208 or 09171137633

the purchase price of goods,
transportation costs, import duties,
and any other costs directly
attributable to obtaining the items.

Cost Reference will be automatically
updated

Price

"price" refers to the monetary value
assigned to a specific item or product
in the inventory. The price is a crucial
element in financial transactions,
sales, and overall financial
management.

The unit price represents the selling
price of a single unit of the item. It is
the amount charged or paid for one
individual item.

Prices are integrated into sales
transactions and invoices, ensuring
accurate financial records and
reflecting the revenue generated
from sales

Numeric up to (-)
999,999,999.99 up (+)

54



' MANILA OFFICE ‘CEBU OFFICE
| Human Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
1519501 and 160 27001 Ceitified "~ San Antonio, Pasig, 1605 Cebu Business Park,

Metro Manila, Philippines Cebu City, 6000 Philippines

+63-28-292-6978 or 09176280355 09176240208 or 09171137633

hiisales@human-incubator.com

4. For the fields that are optional, default it to “NA" if there's
nothing to provide:
e Principal
e Alias
e Serial Number
e Particulars

TVIPTG BTN YEFIC {5 SA00 L N

Finsdine Book

5. In the taxes fields, select a correct Tax value;
e RR (Receiving Receipt) VAT (/INPUT VAT or NON-VAT)
e S| (Sales Invoice) VAT (OUTPUT VAT or NON-VAT)

P Y AR FET B ] S, e

Fineline Book
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Unit Conversion

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

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

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

4. Provide a multiplier and after that, click the Save button.
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5. If you wish to add a new Unit Conversion record, repeat
Steps 3 and 4.
Price

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

WD SUNANISN VERS i |B2ERER SR

o -

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

Fewy (e " L -

3. After that, click the Save button.
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]

4. If you wish to add a new Item Price record, repeat Steps 2

and 3.

General Ledger Accounts

1. The importance of the General Ledger account is to know
where the transaction will be recorded. Make sure all the

accounts that you select on the GL account are also in the

chart of accounts.
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Fmeline Book

We have a default set up for this but if you have a
specific account you want to use, you can do so.

If your Item is an Inventory, select an Account for
Inventory. By this, the islnventory checkbox on the
Item detail will automatically be checked.

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

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

1. Review the Item aetall Tirst.

.«» When you do future transactions.

Finelire Book

2. Once everything is okay, click Save. Save button allows you
to save your item detail, however, the item will not be visible
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3. Inorder for your Item to be visible when doing future

transactions, click the Lock button.

4. If you want to delete items, you can't delete that
there's no transaction because we don't havea d
button but instead you can use Invisible/void for
unused items.

one even if
elete
those
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4.1.1.2 Add Item Via Import Function
e Go to Masterfiles, then select Items.
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e Click the Functions button, then click Download Item File
Format.

L e
O] 0000021872 0O0OOZIE7Z  NA Na NA NA N NA 000 el
B 0000021871 VALIDMANU. VALIDSKUS | VALIDBARG. Vaild hems 0 NA Cherricals T Pk
B 0000021870 CHIWDOOTO. GHIWDDOTO. CHIWDONID.. WD-0-Specislistdry hube.. 0 NA Chemicals Optimized Unioad
B 0000021869 MBYOO11102 MABVWIPES.. MABYWIPES.. Baby Wipes 1112 0 N Na 1o 3 '
B 00000Z1EES 0DODOZ1SES WA JUICEQDT  juice NA NA A o V]
[ 0000021867 BBYOOIE100 BABYWIPES. | BABYWIPES. Baby Wipes 16100 i N Na e 3 ]
B 0000021866 BEYOOI6090 BARYWIPES | BABYWIPES. Bay Wipes 16099 o nA i 5000 Pack =
B 0000021865 BBYODIG0S6 BABYWIPES. | BABYWIFES.. Baby Wipes 16098 0 naA A 5000 Pefs) B
| @ 0000021854 BBYNO160S7 BARYWIPES | RABYWIPES.  Baby Wines 16057 o NA NA ' 50.00 | Pe(s] 'm
B 0000021863 BEYOOIS036 BABVWIPES.  BAEYWIPES. BabyWipes 1609 0 Na A 50.00 | Pols) ]

e An excel file is automatically downloaded for the Item File
Format.

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

e Asyou can see on the file, it has sample data where you can
see the following columns (all in all, there are 44 columns):

o ManualCode
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o SKUCode

o Barcode

o ItemDescription
o Unitld

o Unit

o Category

o Islnventory

o CostReference
o Price

o ProductionCost
o ReorderQuantity
o StockLevel

o Kitting

o WarrantyExpiry
o AssetNumber

o PurchasePrice

o SerialNumber

o DepreciationStartDate
o DepreciationMethod
o Custodian

o Particulars

o Alias

o GenericName

o DateAcquired
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©)

©)

SalvageValue
UsefulLife
DefaultSupplierld
DefaultSupplier
Principal
ArticleAccountGroupld
ArticleAccountGroup
AssetAccountld
AssetAccount
SalesAccountld
SalesAccount
CostAccountld
CostAccount
ExpenseAccountld
ExpenseAccount
RRVATId

RRVAT

SIVATId

SIVAT

'CEBU OFFICE
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e If you have multiple items to be uploaded, we suggest

copying first the sample data then pasting on the next row

until it reaches out on the number of items to be uploaded.

Take note, there is a limitation of the number of items to be
uploaded. Better read the “Best Practices” section first.
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e Next, provide a correct value for each column especially on

the following column(s):

o Take note: Highlighted with ORANGE are the required

column, otherwise put NA as value:

] — should be unique, alphanumeric
and should not exceed 255 characters. Example:

ABC0000001

- if the Manual Code starts with 000, don't forget to
put an apostrophe (°) at the beginning of the Manual

Code.
Example: ‘00000111231414

- If the Manual Code starts with a number but exceeds
more than 10 digits, format the cell to Text to show

all the numbers.

Steps on how to change the format to Text:
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1. Right Click the Cell
2. Click Format Cell
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A BE | © | b :  F G Hood | K L M | N | ©o | P a R S

1 ManuglNumber PODate Document Particular Remarks SupplierlcSupplier Termid  Term DateNeec Exchangel Currencyli Currency  Status ltemld  ltemDesc BarCode Cost Unitld Unit

2 [ 1.ouseerzlao2a-01-2 EN/A " 2024-01-2 0" #njA Toenia T oenja Tana T oen/a " osnga

3

Format Celis 1 x

Font Barder Fil Protection

G Campie
i LEMEHT
Cumency
Arcourting
Date

Tme
Perentage
Frachon
bt

L [rea |

s
CLstom

Ganersl format celle have no spedific number farmat.

4. Click OK
5. Then reselect the field
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] — should be unique, alphanumeric and

should not exceed 255 characters. Example: XYZ
CA1001

- if the SKU Code starts with 000, don't forget to put an
apostrophe (°) at the beginning of the Manual Code.
Example: '00000111231414

- If the SKU Code starts with a number but exceeds
more than 10 digits, format the cell to Text to show
all the numbers.

Steps on how to change the format to Text:
1. Right Click the Cell
2. Click Format Cell

T e T —
Hame Insert Pag= Layout Formulas Data Reviewr View

= Moot PR - e " >
_'] # Cu Calibri 11 A A | T =l = pText General E %r
Ba copy - (& Fun #,
Paste I v | & Ay E=E = =i c 5 5 Sart &
o Format Painter » o i — S == | =5 [Ew Pt ¥ fa - 2 Ch Eiiter
Clipbaard Fant s 4iig Mumt Editing
AL F [ annaccanscsiB15000
| Calib 11 A A S =
| I B £ = e A - i E F g H | K L (] N o P Q R
indcomeiand = e R e ] : o= ; e > TR
_1 Manuall '&' B - s Aemarks SupplierlcSupplier Termid Term DateNeec Exchangel Currencyl Currency  Status Itemid ItemDesa BarCode  Cost
2 i #/A " angA 2024-01-2, o #n/A sn/a | ENSA " oEN/A
e 4
4
5
5 E
7 Paste Soecial.
g 1
5 et
10 Belete..,
11 Clear tents
12 Flizel ¥
13 Sart '
14
15 S G
16 N F t Cells.,
17 T Clam s om
18 Defing Name..
19 | 9, Hyperink..
20 |
21 |
42 |
a3
24 |
2':'.
HoA 1| PurchaseGrder - Terms - Curendes . Supplier - Terms - Uni Statuy " 4 67
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3. Choose Text

MANILA OFFICE

Unit 1103 Jollibee Center,

San Miguel Avenue, Ortigas Center,
San Antonio, Pasig, 1605

Metro Manila, Philippines
+63-28-292-6978 or 09176280355

'CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

[EE T e S PR T —
“ H Insart Pags Layout Formulas Data Review Viewr @ o@
l iilw Calibn - -la s S=lE] e Fwepiet General =t = | ; i | %{ ﬂ
o - i e s Ryl * -
B Fromatmnee | B L U/ - P-A- S S 0 EHdageaterter- | § - % %88 Cond 7 * 2 P+ e
Cliphoard ] Fant 3 Alignment Mlumber
A2 7l F | 123456434661615000 :
A | B = D F G H 1 K L M N | © p a R s S
1 ManualNumber PODate Document Particular Remarks SupplierlcSupplier Termid  Term DateNeec Exchangel Currencyli Currency  Status ltemid ltemDesc BarCode  Cost Unitld Unit
2 1.23456E+17]2024-01-2: EN/A " o#N/A 2024-01-2 0" #N/A Toania T oeN/A Toanfa " oen/a T oENfA
3
Format Calis 1 x
figrment  Font  Barder  Fil Profecton
Sampic
L2I456E+1T

Ganarsl format calls have no epadific number farmat.

Frachon

4. Click OK

5. Then reselect the field

m Barcode - should be unique, alphanumeric and
should not exceed 255 characters. Example: XYZ
CA1001
- If the Barcode starts with 000, don't forget to put an
apostrophe (°) at the beginning of the Manual Code.
Example: ‘00000111231414
- if the Barcode starts with a number but exceeds
more than 10 digits, format the cell to Text to show

all the numbers.
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MANILA OFFICE

Unit 1103 Jollibee Center,

San Miguel Avenue, Ortigas Center,
"~ San Antonio, Pasig, 1605
Metro Manila, Philippines
+63-28-292-6978 or 09176280355

Steps on how to change the format to Text:

1. Right Click the Cell
2. Click Format Cell

N s

¥ cat

Insert Pog= Layoul Formulas

‘CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

5 T et 3 || % == staSum -
Calibr 11 <A & =i Wrap Tex pe— - H == ';.d' s o R AOEs0 ‘,"‘I?
53 copy - i r : x = @ Fn =
Past. 5 . by - Center + i <8 .03 | Conditional F t el Insert Delete Format i Sort &
G e e u e A [ serge & Certar 5 Y ¥ 4o . F;_u;;nﬁ‘r:' Faimat, Smcu' nse eicte Forma B s Soetl
Clipboard Font - Aligrment Number Styles Cells Editing
AN = # | 1nnaccanacs) 515000
| Catibri: =111+ AT AT % ¢ % v |
— & 5 EE F G H ] 1 K L [ N o) P Q [
1 |Manuall = A L Remarks Supplieric Supplier Termid Term DateNeec Exchangel Currencyh Currency Status Itemid ItemDesa BarCode Cost
2 [ zagreeconas as o #NSA #NJA 2024-01-2; o7 #NSA LT -
3 & | cut
T | | 53 Copy
= %, Paste Options:
B B
T Paste Soecial..
& Insert
5 Inser
10 Delete...
11 Clear Coptents
1z Filter »
=1 Sort
14
15
15 M Format Cells..
17 T TTEETToT DToE o Tt
1z Define Mames. .
19 | B, Hyperdink..,
g = T
3|
=2
a3
24 |
a5
1+ 4 ¥ ¥| purchaseOrder ~Temé ~Clrences  Supplier - Terms - Units - Status - £ [iT+] i
[

. Choose Text

T T —
Fite Hame Incart Pags Layout Formulas Data Review Wigwr o @ o @ =
& cut i = = o = o] et = Tam j EEEh | E autosum v i e
o L calion " = wrep et Gensra E 35 35 = Ar &
‘a5t - L3E = = e - - -0 00 dition: Fi nat el Insert Daleta Fi t Sort & Find
S framinia | P £ 018 Bl | §2 % o | 54| s fone (o | ek e )| g pmt it
Clipboard Font ] Allgnment tumber Stries Cells Ediling
| A2 - 8 £ | 123456434561615000 -
| g c | © E F G Ho| 1 1 K L M | M [ o n a [ 5 L
1 ManualNumber PODate  Document Particular Remarks SupslicricSupplier Termid  Term  DateNeecExchangelCurrencyliCurrency Status  Itemld  ItemDesctBarCode  Cost Unitld  Unit
2 1.234555&1?[2024-01—2: SN/A " oenga 2024-01-2 0" #N/A Toena T osN/A Toan/a T oen/a T oeNfA
3
Format Celic i =
Font Barder Fil Protection
Sampie
L23456E+17

Cursncy
Accouriing
Date

Tme

Ganersl format calls have no spedific number format

Fercentage
Frachon

L= 1

o
Custam

4. Click OK
5. Then reselect the field
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] — should be unique, has no

special characters and should not exceed 255
characters.

m Unit - you can select a unit value from the
dropdown. Do not edit the Unitld column.

] -~ should be numeric

m - should be numeric

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

m — true or false

m Asset Number - alphanumeric, should have no
special characters (if none, default to O or NA)

m Custodian - alphanumeric, should have no special
characters (if none, default to NA)

m Particulars - alphanumeric, should have no special
characters (if none, default to NA)

m Alias - alphanumeric, should have no special
characters (if none, default to NA)

m Principal - alphanumeric, should have no special
characters (if none, default to NA)

] — you can select a RRVAT value from the
dropdown. Do not edit the RRVATId column.
] — you can select a SIVAT value from the

dropdown. Do not edit the SIVATId column.
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m For the General Ledger Accounts, make sure to
select correct accounts. If confused, you may check
the GL of Account list on the System>System
Tables>Article Account Groups.

e Once okay, save the file.

e Go back to the system, then go to Inventory, then select
Items.

Tzanch

Locked T
O 000122080 | MA A [ I A HA A 000! Pals) ]
O ! 0o001z2028 [ HA ! NA .SCI:OF.d Samgle em Ha [ HA | HA [ U.Ua. Paisy B
[ ] 0000122028 HTEGH¥HXO4_. HTEGKHXOAL.  First example ftam NA MHA HA Q.00 Pel(a) ]
O 000iZ208 A NA A m m m 000 Pes) B
O QOO01Z2026  MNA NA KA Ha HA HA 0.00 Pols) ]
(] 0000122025 MA NA Ha NA HA HA Q.00 Po(s) B
O owmzomd A NA N A HA A 000 Pels) ™
i Rt O 0000122023 MNA Na Ha W& Ha Ha 000 Pels) -]
(] 0000122022  MNA HA Ha NA HA Ha 0.00° Pcis) B
D 00122021 MA N Na NA A A 000 Pelz) ‘

P——
e (lick again the Functions button, then click Import Draft

Item.

Functons

. Price v Unit
0.00 ‘ Pe(s)

Print Item List

i Download e List

nnn Pels)

'ownload Item File Format
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e Look for the item file format, then double click.

4SSN CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

e A confirmation popup will display, just select confirm.

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

imported are subject for a review.

dmm

Item was successfully uploaded!

e Serial Catagory
0] 0000021872 0000021872 NA NA NA
| B 0000021871 VALIOMANU. | VALDSKUS  VALIDBARC.. Vald hems 0 NA Chemicals
| B 0000021870 CHIWDOO10 | CHTWDOOT0.. CHIWDOOTO. WD-40- Specialistdry fube._ O m Chemicals
| B 0000021365 MBY0OTTIOZ |MABYWIPES. MABYWIPES. BebyWipes 11102 0 m NA
| B 0000021363 0000021968 | NA JUICEDDT  juice A A NA
| O 0000021867 BBYODI6100 |BABYWIPES. BAEYWIPES.. BabyWipes 16100 0 m HA
| B 0000021866 DEY0016099 | BABYWIPES.. BAEYWIPES.. BabyWipes 16039 0 m NA
| B 0000021865 BEYO016098 | BABYWIPES. BAEYWIPES.. BabyWipes 16038 0 m NA
B 0000021854 BBYOD1G097 | BABYWIPES. BABYWIPES. BabyWipes 16097 0 NA NA
it B 0000021853 BBYOO1609 | BABYWIPES. BABYWIPES. BabyWipes 1609 0 NA NA
| - n Page 1ol 2186 | 3

button, then click on the Draft Item.

Column Filter
All

rentory T
]

Frint Iterm List

mnnims)
430.00 | Bottle(s}
430.00 | Bottle(s}
10.00 | Pefs)
10.00 | Pauch
50.00 | Pels)
50.00 | Pack
50.00 Pels)

5000 Pefs)

50.00 | Pels)

r To view the items on the Draft Item, click the Functions

& Download kem Lict
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e Review if the item(s) being imported are added on the Draft

Item list.
e Once okay, click the Validate button. This is to validate the

Item details first if everything is correct before it can be

posted. Please refer to the following validation status:

@)

No ManualCode provided — means that ManualCode

column has no value.

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

column value exists on the Item list.

No Particulars provided — means that Particulars column

has no value.

No Description provided — means that the Description

column has no value.

No SKUCode provided —» means that SKUCode column

has no value.

Duplicate SKUCode in list - means that SKUCode
column has a duplicate value from the Draft Item list.
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o SKUCode already exists - means that SKUCode column
value exists on the Item list.

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

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

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

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

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

o ArticleGroupld not found —» means that the

ArticleGroupld column value does not exist on the
database.

o AssetAccountld not found - means that the

AssetAccountld column value does not exist on the
database.

o SalesAccountld not found - means that the

SalesAccountld column value does not exist on the
database.

o CostAccountld not found - means that the

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

ExpenseAccountld column value does not exist on the
database.

o No Price provided - means that the Price column has no
value.

o Price should be numeric - means that the Price should
be in number format.

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

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

o Invalid Kitting value - means that Kitting column is not

equal to NONE, COMPONENT, PRODUCED, or
PACKAGE.

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

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

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

o No SalvageValue provided - means that the
SalvageValue column has no value.

o SalvageValue should be numeric - means that the
SalvageValue should be in number format.

o No UsefulLife provided —» means that the UsefulLife
column has no value.
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o UsefulLife should be numeric - means that the UsefulLife
should be in number format.

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

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

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

o ReorderQuantity should be numeric- means that the
ReorderQuantity should be in number format.

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

o StockLevel should be numeric - means that the
StockLevel should be in number format.

o No AssetNumber provided - means that the
AssetNumber column has no value.

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

o PurchasePrice should be numeric-» means that the
PurchasePrice should be in number format.

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

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

o Invalid DepreciationDate value — means that the
DepreciationDate column is not in valid date format.
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o No DepreciationMethod provided — means that the
DepreciationMethod column has no value.

o No Custodian provided - means that the Custodian
column has no value.

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

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

o No Principal provided - means that the Principal
column has no value.

o DefaultSupplierld not found - means that the
DefaultSupplierld column value does not exist on the
database.

®@ 6 ped A 0

CHTWDOOTOO0.. NA VALIDSELT VALIDBARGOD... Valid ltern] 14 Botle(s) Chemicals 1% Merchandise in
VALIDMANUALT NA .EABYWIF'ES’.G... VALIDBARCOD.. Valid tem2 14 Bottlels) Chemicals 19 Merchandise In...
VALIDMANUALZ NA VALIDSKL2 BABYWIPES16.., Valid lem3 T4 Bottle(s) Chemicals 1% Merchandise In...
VALIDMANUALZ WA CHIWDE01000.. CHIWD0D1000.. Valid tem3 14 Bottle(s) Chemicals -] 1% Merchandise In
m VALIDMANUALS WA .\"AL[DSKUZ] VALIDBARCOD'3  Valid iemd 14 Botle(s) Chemicals 1% MerchandiseIn...
VALIDMANUALE WA VALIDSKL'4 VALIDBARCOD. . Valid liemd 14 Bottle(s) Chemicals 1% Merchandise In...
m VALIDMANUALT MNA VALIDSKELS HA Valid Itemiy 14 Bottle(s) Chemicals 4] 1% MerchZHZWn
m VALIDMANUALE NA VALIDSKUT HA Valid hermi? 14 Boels) icﬁmbw_ls ] 18 Merchandise In...
m. IMe Particulars Mo Me MChem 1 . 1 .Dcrsl 19 Merchandize In...
Dekts MC2 Parficulars wc MC MCltern 2 1 Pels) -] 1% Merchandise In
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e Once validation is okay, it will update the ValidationStatus.
Read the validationStatus on what issues are being found. To

correct the item detail, double click on the column where it
has an issue then enter a valid value, then press Enter. After

that, validate again by clicking the Validate button.

ﬁ Draft Item

EHEEIEE

@ 6 o) M @

ssuels) found: Dupplicate Manual Code. CHTWDODTOO0.. NA VALIDSKELT VALIDBARCOD.. Valid term] 14 Battle(=}

Issue(s) found: Dupplicate SKU Code IVALIDMAMNUALT  NA BABYWIPES1G. VALIDBARCOD. Walid Hem2 [ 14. Battleis}

o: Dupplicate Barcode, (VALIDMANUALE | NA VALIDSKUZ BABYWIPES1G..  Valid ltem3 14 Battle(s)

- Dupplicate Barcede. Dupplicate SKU Code [VALIDMANUALS | MA CHTWDOOT000., CHTWDGO1000,.,  Valid lema 14| Boitle(s)

- Invalid Barcode, IVALIDMAMUALE  NA VALIDSKLUZ VALIDBARCODE | Valid temd 14 | Botle(s)

d: Invalid SHUCode ALIDMANUALS | MA VALIDSKL'A VALIDBARCOD.. Valid ternd 14 Botle(s}

found: Dupplicate Barcode. Dupplicate Barcode in List IVALIDMAMUALT  NA VALIDSKLE MNA Valid femé 14 | Bottle(s}

ueis) found: Dupplicate Barcode. Dupplicate Barcode in List. VALIDMANLUALE  MNA WALIDSKUT A Valid tem? 14 | Bottle(s)
uais) found: Dupplicate Barcode in List Dupplicate SKU Code in List. Default supplier Id not found. {] Particulars MC1 MC1 MChem 1 1| Peis)
ueis) found: Dupplicate Barcode in List Dupplicate SKU Coede in List. Default supplier Id not found C2 Particulars MC1 MC1 MChem 2 1 | Pels}

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

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

= ® ©o

ﬁ [tem @

Locked
Bl 3 0O ooomzzosn 0.00 Pis) (/]
' m O 0000122028 NA MA Second Sample Item N N A ' 0.00° Fo(s) E
m ] 000122028 HTEGKHXOA. | HTEGHHNOA. |Fiest example item NA NA HA 0.00 Pols) ]
o 0000122027 NA N NA NA MA NA 0.00 Pe(s) ]
(=] 0000122026 NA M NA NA NA NA 0.00 Pels) ]
m O 0000122025 NA NA MA NA NA NA 0.00 Pels) ]
[EE O oooome wa NA A N N A 0.00 Pots) [
m ] 0000122023 NA NA NA MA NA NA 0.00 Pes) B
=3 o 0000122022 | NA NA Na NA NA NA 000 Pels) ]
m (] 0000122021 NA NA NA MA NA NA 000 Pe(s) B

Warning:
You cannot proceed with the posting after validation if there are errors
encountered. Among the Errors you might encounter are:
1. Duplicate Manual Code
2. Duplicate Barcode
3. Duplicate SKU Code
4. Other Errors
Solution:
Option 1: You need to delete the line that caused the error before posting.
Option 2: You need to use the Delete All Button and re-upload the Excel file
that caused the such errors and re-upload the Excel file again using the process
mentioned above.
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v ManumiCode + Parficulars 7 SKUCode T BaCode v Descripion 7
|M§]M:MIIMUM% 0000007 [ A165L-JEM-24.. | AT6SL-JGM-24.. ELECTRONICD..
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4.1.2 Customer

e O

‘CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633
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A "customer" is a person or entity that buys goods or services

from a business. The customer is the party making a purchase, and

their transactions are recorded in the accounting system. These

records help track sales, revenue, and customer-related information.

Understanding customer transactions is crucial for businesses to

manage sales, provide customer service, and keep accurate financial

records. Moreover, we've improved the way you see Supplier details so

that you don't have to wait too long to view them.
4.1.2.1 Add Customer Manually
1. Go to Sales, then click Customer.
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"~ San Antonio, Pasig, 1605

- Metro Manila, Philippines
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Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
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2. To add a new Customer, click the Add button that can
be seen on the Customer List.
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m o DODDODIZE2  MA
m -} ME1AN0ET | Gustcemer A1
B omel 0OODIZ  Customer A3
m = LODCODI349  Butch
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m m (=] 1223 Testinglang Rizal Rizal
] 0000001343 Jhan Alu
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3. Fill all the important fields for Customer Detail like:

a. Note: Highlighted with Orange are required fields. If

there is no value, just put NA. In addition, do not

provide special characters like '@ #$% N & * () -
_F={}I| /<>,
Customer (Name of the Customer)

Contact Person
Contact Number
Email Address
Proprietorship
First Name
Middle Name
Last Name

TIN
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m TIN Branch Code

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

m Category

m Business Style

m WTAX

ﬂ Customer Detail @

Encoda NA or MULL if you dor't have any value. - - = u

Butch Canada I

Detias Aecourr

Transaction History

Document Number * Date T Amount

I )

4, Aftr filling up the important fields, click Save then Lock
buttons.

ﬂ Customer Detail @

Encode NA or NULL if you don't have any value,

Butch Canada I

CO00001354

e
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A rA
!
‘ T | ‘ 0o




| " MANILA OFFICE A
y Human CEBU OFFICE

. Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center

Incu bator :_S_&a’n"_Mjguél Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and IS0 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,
Metro Manila, Philippines Cebu City, 6000 Philippines

;'_%63-28-292-6978 or 09176280355 09176240208 or 09171137633

I hiisales@human-incubator.com

4.1.2.2 Add Customer Via Import Function
5. Go to Sales, then select Customer.

ﬂ Customer

Locked '
O | oooooniass a
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o TO000MIS52 NA He Na 0
o ] mel 000001 Customer A1 HE, A ]
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6. Click the Functions button, then click Optimized
Upload, and click Download Customer File Format.

i Downioad Cusiomer File Format Optimized Upload

4 Irport Draft Customer
i 2 imp 83

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

@ CustomerFileFormat (3).xlsx
16.1 KB «» Done

8. Open the file. The file is used if you want to import
multiple Customers in our system. Just keep in mind, we

advise with a maximum of 300 Customers per upload.

Cabbn

oy ermal a )
. - = B bt : EX i : Sl
........ Airma Nasiber - Eetnig
A B € D E E | G H | J K L M N le]
IManuaICoECustomer Category PWDorSCLTIN Zipcode BusinessStContactPe ContactNuTermld  Term CreditLimi EmailAddr Particulars AddressLir
' 000-000-0 1cob 0

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

a. ManualCode
b. Customer
c. Category
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San Miguel Avenue, Ortigas Center,
San Antonio, Pasig, 1605

Metro Manila, Philippines
+63-28-292-6978 or 09176280355
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. PWDorSCDNo
TIN

Zipcode
BusinessStyle

>0 0 Q

. ContactPerson
ContactNumber

j. Termld

k. Term

l. CreditLimit

m. EmailAddress

n. Particulars

0. AddressLineStrtBarangay
p. AddressLineCity

g. AddressLineProvince

r. AddressLineRegion

s. WTaxId

t. WTax

u. Discountld

v. Discount
w.ReceivableAccountld

X. ReceivablePayableAccount
y. Proprietorship

z. LastName

aa. FirstName

CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633
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150 9001 and IS0 27001 Certified
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bb. MiddleName
cc. TINBranchCode

'CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

10. If you have multiple Customers to be uploaded, we

suggest copying first the sample data then pasting on

the next row until it reaches out on the number of items

to be uploaded. Take note, there is a limitation of the

number of Customers to be uploaded. Better read the
“Best Practices” section first.

bumm.
gegesss I
EEESEEEE

o

oo
1.CoD
oo

Ci
iicos %

dEnELRIE

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

11. Next, provide a correct value for each column

especially on the following column(s):

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

] — should be unique,

alphanumeric and should not exceed 255

characters. Example: ABC0000001
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] — should be unique, has no special
characters and should not exceed 128
characters.
] - alphanumeric, should have no

special characters (if none, default to NA)

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

m TIN - format should be 000-000-000

m Zipcode - should be numeric

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

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

m ContactNumber - should have no special
characters (if none, default to NA)

m Term - you can select a Term value from the
dropdown. Do not edit the Termld.

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

m EmailAddress - should be valid email address,
(if none, default to NA)

m Particulars - if none, default to NA

] — should have no
special characters (if none, default to NA)
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" -Human Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
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] — should have no special
characters (if none, default to NA)
] - should have no

special characters (if none, default to NA)

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

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

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

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

] — just select Corporation or
Individual

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

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

] — should have no special

characters (if none, default to NA)
m TINBranchCode - should be numeric
12. Once okay, save the file.
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13. Go back to the system, then go to Sales, then select
Customer.

Locked v
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14. Click again the Functions button, then hover to
Optimized Upload, then click Import Draft Customer.

Functions
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15. Look for the Customer file format, then double click.

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

Uplosded Succsesfully
o/ Custumerwas sucesshily
uploaded

DOODOOTI4D | Buteh NA NA o
I Keyoee 1} o dafsi=fa

£t 123ewd i Ma

000000346 MAdsdsd_ A HNA

0000001345 Jigger Eacals MNA& A o
1223 Testinglang Rizal Rizal D32146517 keyces@him-c net o
ODI000I343  Jhan Al MNA& A

0000007342 & LY & 0
000o00T341 M4 ME& LY

0000001340 MA A Na 0

EUDEIEIIDEIE

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

Column Filker
Al - ‘ Functions

i Cownload Customer List
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18. Review if the Customer(s) being imported are added
on the Draft Customer list.

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

Validation Error Description Action to Correct

No Manual Code Manual Code is one of the |Provide a unique

Provided important fields of the Value on the Manual
Customer. This refers to Code for Customer

the assigned Code defined
by the customer for easy
reference and searching

a. No ManualCode provided - means that
ManualCode column has no value.
b. ManualCode already exists. - means that

ManualCode column value exists on the Customer
list.
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c. No Particulars provided —» means that Particulars
column has no value.

d. No Customer provided —» means that the Customer
column has no value.

e. Invalid TIN Format - means that the TIN column

has an invalid format. Format should be:
000-000-000.

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

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

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

i. No PWDorSCDNo provided — means that the

PWDorSCDNo column has no value.

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

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

l. No Category provided - means that the Category
column has no value.

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

n. No EmailAddress provided — means that the

EmailAddress column has no value.
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0. Invalid EmailAddress — means that the provided
email address is not in the format of email.

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

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

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

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

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

u. InvalidProprietorship - means that the

Proprietorship is not equal to Individual OR
Corporation.

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

w.No FirstName provided - means that the FirstName
column has no value.

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

y. No TINBranchCode provided — means that the
TINBranchCode column has no value.
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z. Customer already exists - means that Customer
column value exists on the Customer list.
aa. ReceivableAccountld not found - means that the

ReceivableAccountld column value does not exist
on the database.

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

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

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

Once validation is okay, it will update the

ValidationStatus. Read the validationStatus on what

issues are being found. To correct the Customer detail,

double click on the column where it has an issue then

enter a valid value, then press Enter. After that, validate

again by clicking the Validate button.

2

©

U Wiime Evajuation Version [5.20202 699)

M1 00001

Custermer A7 000000007 1234 TRADMNG
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. v Customer v TIM + TpCode - .
- B [ Customer A1 000000000 1234 TRADNG HA NA HA A i
s CustomerAZ  QOD-DO0001 1234 TRADSNG A MA A A 12
M Customer A3 QODDODDOZ 1234 TRADNG Ha MA HA HA 17

1

Custorner A4 CO0-000-003 1234

Sysherm

easy =

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

m VALIDATED molfaoont N Customer 81 | 0OC-000-000

m WALIDATED mel (00092 Custorner A2 0C-D00-001
R vroetED mi1 000003 Customer A3 000-D00-D0Z
m WALIDATED mi] D034 Custarner A4 00000003
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21. To check if the Customer(s) are added on the Item list,
click the Close button then look for the Customer on the
Customer List.

m Wiimo Evaluation Version [5.20202 690)
_ ﬁ Customer m W
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easy &
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4.1.3 Supplier

A "supplier" refers to an entity or individual that provides goods
or services to a business. This could include companies from which a
business purchases inventory, materials, or services necessary for its
operations. The supplier is essentially the counterpart to the customer
in the context of buying and selling transactions. In the accounting
records, transactions with suppliers are recorded to track expenses,
manage inventory, and maintain accurate financial records. Moreover,
we've improved the way you see Supplier details so that you don't
have to wait too long to view them.,
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4.1.3.1 Add Supplier Manually
1. Go to Purchases then click Supplier.

Purchases

= |mmmﬁ ‘Bulch Supplier I wm
[m ] AAAAARED . taESeRteshlnisTeo  AAARRAECECEEIRONDG ..  ALARAA dghijkli

(m ] DODU0N0329A | NAdadeds NA HA
[} TODDON03Z8  MNA A HA
ot a (O000003ETA | MAdsds MA WA
o 0000000326 MA Ha HA
= . = | DO0000O3ZS | Test Suppher Name [ n A
5 [m]} DODCONO3Z4  NA NA NA
Supplier O oooowsz na WA L
= MODCONA3EZ  This is test Supplier Nams NA HA

/|

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

Supplier List J

T

AAAEAECEEEETROND0.. | AMAAAVEGEEEETIENOD.

00003294  MAdsdsds Ha HA

|:| Burchace Ragusct

‘-:o Furchace Order 0000223 MA Ha A

IEIEIIUUUUEIQI'

b e 0000003274 | NAdsds HA NA
1000000525, NA A N
B oo DODDODAZZS.  Taut Supplier Name NA Ha
[E septmens 1000000324 MA e he
m o e 000NOZZI  MA NA HA
1000000322 This Is test Supplier Name NA m
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3. Fill all the important fields for Supplier Detail like:

d.

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

Supplier (Name of the Supplier)

Contact Person

Contact Number

Email Address

Proprietorship

First Name

Middle Name

Last Name

TIN

TIN Branch Code

Address lines (Street Barangay, City, Province,

Region, Zip Code)

Category
m Business Style
s WTAX

Ced Supplier

T Supplier Detail @ Encode i or NULL fyou dort v ary v E™S g™ =
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4. After filling up the important fields, click Save then Lock

buttons.

Ced Suppller
0000000332

T Supplier Detall @ Encode N& or NULL if yeu derit have any value # u

Transaction History

Docurment Mumber v Date T Amount

4.1.3.2 Add Supplier Via Import Function
1. Go to Master Files, then select Supplier.
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2. Click the Functions button, then click Optimized Upload,

and click Download Supplier File Format.

st 1 Import Draft Supplier

Draft Supplier

(=

- - ‘ Funictions
All

i Download Supplier Lizt

Optimized Upload

3. An excel file is automatically downloaded for the Supplier

File Format. As your indicator, the file is named

SupplierFileFormat.

100



MANILA OFFICE CEBU OFFICE

p Human Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
s Incu bator San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and ISO 27001 Certified San Antonio, Pasig, 1605 Cebu Business Park,

Metro Manila, Philippines Cebu City, 6000 Philippines

+63-28-292-6978 or 09176280355 09176240208 or 09171137633

hiisales@human-incubator.com

[@ SupplierfileFormat (2).xlsx

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

il - D Review.  View  Developer e
| o i B % | Bteetei | [Gewa a cai | | E:‘;"‘“’“ Ry O
Bate '3 i S Mg [ st Dedete Fomal <A
nnnnnnnnnnnnnn ey et Eeiting
c B | o |8 | s e | 0 ) | Mo M o | ® g R s T | v v
1 (TIN Zipcode  BusinessSt ContactPe ContactMu Termid Term EmailAddr Particulars Category  AddressLir AddressLin AddressLir AddressLir WTaxld ~ WTax Payableac Payabledc Proprietor: LastName
2 |000-000-0 10D 6 2% EWT 14 Cash in Ba Corporatic

[ AR R T

o

5. As you can see on the file, it has sample data where you can
see the following columns (all in all, there are 25 columns):
o ManualCode
o Supplier
o TIN
o Zipcode
o BusinessStyle
o ContactPerson
o ContactNumber
o Termld
o Term
o EmailAddress
o Particulars
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o Category

o AddressLineStrtBarangay
o AddressLineCity
o AddressLineProvince

o AddressLineRegion
o WTaxld

o WTax

o PayableAccountld

o PayableAccount

o Proprietorship

o LastName

o FirstName

o MiddleName

o TINBranchCode
6. If you have multiple Suppliers to be uploaded, we suggest

'CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

copying first the sample data then pasting on the next row

until it reaches out on the number of items to be uploaded.

Take note, there is a limitation of the number of Suppliers to
be uploaded. Better read the “Best Practices” section first.

10D
1 con
1¢op
1 con
1.con
1 con
1.COoD
1con
1 €on
1.€on

p

B 2% EWT | 14 Cashin Ba

B 2% EWT 14 Cash in Ba
6 % EWT 14 Cash in Ba
6 2% EWT 14 Cash in Ba
6 2% EWT 14 Cash in Ba
6 2% EWT 14 Cash In Ba
& 2% EWT 14 Cash in Ba
6 2% EWT 14 Cagh in Ba

6 2% EWT 1 @2 in Ba
6 2% EWT 1°C in Ba

In this example, | want to upload 10 Suppliers.
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7. Next, provide a correct value for each column especially on
the following column(s):
o Take note: Highlighted with ORANGE are the required
column, otherwise put NA as value:
] — should be unique and has no
special characters

] — format should be 000-000-000

m Zipcode - should be numeric

m BusinessStyle - should have no special characters
(if none, default to NA)

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

m ContactNumber - should have no special
characters (if none, default to NA)

m Term - you can select a Term value from the
dropdown. Do not edit the Termld.

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

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

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

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

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

] you can select a WTAX value from the
dropdown. Do not edit the WTaxld.

m PayableAccount - you can select an Account
Receivable value from the dropdown. Do not edit the
PayableAccountld.

] — just select Corporation or
Individual

- if none, default to NA
- if none, default to NA
— if none, default to NA
- should be numeric

1

ManualCode  Supplier
100000001 Test Supplier
100000002 Test Supplier
100000003 Test Supplier
100030004 Tast Supplier
100030005 Test Supplier
100000006 Test Supplier
100000007 Test Supplier
100000008 Tast Supplier
100000009 Test Supplier
100000010 Test Supplier

1
2
3
4
5
&
7
a
9

TIN Zipcode Businessstyle  ContactPerson ContactMumber Termid Term EmailAddress Particulars Category AddressLinestriBarangay  AddressUineCity  AddressLin
000-000-000 7200 TRADING LT MNA 100D NA NA NA A NA NA
000-000-001 7200 TRADING A A 1000 NA NA nNA NA NA NA
O00-000-002 F200 TRADING NA MA 1000 NA NA A NA NA NA
000-000-003 7200 TRADING NA NA 100D NA NA NA NA NA MNA
000-000-004 7200 TRADING nNa MA 1000 Na nNa MA MA MA MNA
000-000-005 7200 TRADING NA NA 1 COD NA NA NA MNA Na NA
000-000-006 7200 TRADING NA Na 100D NA NA NA A MNA NA
000-000-007 7200 TRADING NA NA 100D NA NA NA A MNA NA

10 000-000-009 T200 TRADING NA A 1000 NA MA 1) B MA

000-000-008 7200 TRADING NA NA 1000 NA NA A M MA 1 O:a
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8. Once okay, save the file.

4SSN CEBU OFFICE

Unit 1003A 10/F Keppel Center
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9. Go back to the Master Files, then select Supplier.

ElEE B

=

E
g EEE
£ EEE

¥
3
E
H

10. Click again the Functions button,then click Optimized

E | i Cownload Supplier File Format

R L R S
nport Draft S =
4 Import Draft Supplies

Draft Supplier

Upload, and click Import Draft Supplier.

Cptirnized Upload

11. Look for the Supplier file format, then double click.
12. Wait until it will successfully be imported. At this stage, the
Supplier(s) is not yet added to the Supplier list. Instead, it
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will be added on the Draft Supplier List. Meaning, the
Supplier(s) being imported are subject for a review.

DDD-'-nnDDDE

» K < [ TB| ¥ H

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

iz Functions

t Cownload Supplhier File Format Optimized Upload

I 1 Impeort Draft Supplier

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

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

o No ManualCode provided - means that ManualCode
column has no value.
o ManualCode already exists. - means that ManualCode

column value exists on the Supplier list.

o No Particulars provided —» means that Particulars column
has no value.

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

o Invalid TIN Format — means that the TIN column has an
invalid format. Format should be: 000-000-000.

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

o No ZipCode provided - means that the ZipCode column
has no value.

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

o No ContactPerson provided - means that the
ContactPerson column has no value.

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

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

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

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

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

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

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

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

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

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

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

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

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

o No TINBranchCode provided —» means that the
TINBranchCode column has no value.
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o Supplier already exists — means that Supplier column
value exists on the Supplier list.
o PayableAccountld not found - means that the

PayableAccountld column value does not exist on the
database.

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

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

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

Butch Supplier Il | 123-456-783 J200 TRARING Ha 14 Cashin Bank
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17. Once everything is okay (ValidationStatus is equal to
Validated), click the Post button. A confirmation message will
display, click the Confirm button. This will now add the
validated Supplier(s) on the Supplier list.

_ ¥

ﬂ Draft Customer

| D00-000-000 1z34 THADING A Na A NA 13
fric 1000002 A Custorner A2 000000001 1234 TRADING

pric1000003 NA Customer A3 000-000-D0Z 1234 TRADING NA HA HA NA 1

8888888 TOD-00D-D03 TRADING

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

(14 < 133

)

-] 120000295 Butch Supplier || NA na@gmaltcom
o 0000000332 NA | Na Na

] 000000295 Butch Supplier Na na@gmail.com

] ARBARAEG..  ~1masu g _+={i/=7<. AAAAAAECEEEEINBNOC.. AAAAAAECEEEEINSNOOC.. abodefghlikimnoparsivw..
0 00000003294  NAdsdses NA NA

o 0000000328 NA Na Na

o o00U000327A  NAdsds NA Na

(] onoononaze  NA Na na

= 0000000325 Test Supplier Mame NA NA

o 0000000324 NA NA NA
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4.1.4 Company

#HCEBU OFFICE
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Company refers to the name of the organization using EasyFS. Each
company can have multiple branches. Depending on how the
organization will configure their branches, they could use it as a profit

center, a cost center or a warehouse. Each Company has its own

consolidated Financial Reports.

B Sampin, KA NA NA

O ome Durven Easantisls A NA N RA A

B 0000000003 Juliss Bakstap campary Ling 10078 Keppel Cantat, Sam... 000-000-000-0000
B 0000000021 ABCCOMPAMY A, NA MA KA 01001001000
| 0000000010 Technicel Support Keppel Office Building 000-000-000-000
§ 0000000016 Moder Table 092 Astans, Paraisqut Metro-Manis NCR

] 0000000019 Hew Cemtury Limited . 12345679

B 0000000025 ROCOCO inc 000-000-000

B 0000000026 FasyCioud bac Lu, Cebw City Cabu VIl 100-000-100

] 000000027  Qwerty Compény San Rogus, WAT REG

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

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

Bancn Code

— Mo ” e RS Emal Address
kL, | .

- Comgare Proprstorsis

151 Crart of Accounts Himan bbb Eoaporarin
£l comomer - | S | CostMethod

? Frovec ez

1 Sapplier i o Series Range fom Series Range to
e Feren . L] oot 37 [ et fietey Troats e

pe Contact Mumicer Sl : o
B Saii- [ Tam 2 Bom G [ ise Zetng Frice e Tl [ cam58 pzmee B et
| o | A t B+ ot dreaeni e ] = upisru v cier &7 [ S
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Provide all the necessary information for the More Settings for the
company the tabs shown here are:
o Company Settings - more settings for company tweaking.
m |f EasyFS has easyPOS integration, make sure to turn on the
With Integration checkbox. Turning on the With Integration will
prevent the user to Unlock/Edit the following transactions:
e Stock In
e Stock Out
e Stock Transfer

Receiving Receipt

More Settings

PO o Uy

| Administrator

Upload Image

Default Income Accounts .Choose Files |No ...sen

Incame Account Manu | income Account

0301103 Retained Eamings

Manthly Income Accou nanthly Income Account Logo position

03.01.105 Current Month Earnings

- 'O cost Of Goods In Invaice [ ot Of Goods In Transfar
[ Show ftem Datails Inlnvoice ) Show Batch Infommation

Currency -
PHP O Hge | Unit Quantiy ] Rermowe Decimal Places In Cuantity

al Filtar B aliow Duplicats Documeant Reference

BR alow

Forex Gain Account Manual Code for Accounting purposes

bl O Inchuds fournalEntry

With [nt=gratio Enasbis BIR CAS
Forex Gain Account M Forex Gain Account D il bl D 22 2
04.02.003 Realized Gain on Forex A .
J With Integration J
Forex Loss Account Ma || Forex Loss Account Default AR and AP Accounts
05.04.002 | _Reslized Loss on Forex

Default Receivable Account for Customer |

Accounts Receivable
=

o BIR CAS Settings - more settings to tweak BIR Forms format
o Utility - use for several functions, like uploading items in bulk,

ating all transactions, etc.
. o ‘;-'ﬁ--. i o

Defult Asgnatories Uplad Logo
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4.1.5 Users

User refers to an individual who has access to EasyFS. Each user will be given
rights and permissions to the Modules, Forms and Reports of EasyFS. This will
depend on how the organization will configure or implement their access rights.

Note: A user license is part of the contract of EasyFS and it should be coordinated
with HIl Sales for proper accounting and to avoid unnecessary disruption in the
organization’s operations. For more additional inquiry on the User License you can
contact Hiisales@human-incubator.com
Users List

List of All Users that were added to the System.
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Users Detail
e Fill up the required fields for the User to use:

o Wijmeo Evaluation Version {5.20202.699)

ul or :‘ Liser Dretail _m
Dasnboa

Administrator

o Username - username that will be used in logging into the system
o Fullname - Full Name of the user, it will be reflected in the reports
and

in the transactions.

o Email Address - Please provide an active email address. This
will be used to send your password and receive notifications
for all transactions

o Company - a company which the user can only access

o Branch - a branch which the user can only access

o Is Active - it should be checked so that the user can access the
system

o Is Send Email - If this button is checked, you will receive

notifications for all transactions you have created
o Always Verify Email on Login - If this button is checked, you will
receive an OTP every time you log-in to the system.

114



MANILA OFFICE CEBU OFFICE

- Human Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
1S0 9001 and 1SO 27001 Certifie San Antonio, Pasig, 1605 Cebu Business Park,
Metro Manila, Philippines Cebu City, 6000 Philippines

+63-28-292-6978 or 09176280355 09176240208 or 09171137633

hiisales@human-incubator.com

* Note: The password will be set up once the username setup is
completed. An email will be sent to the registered email address
provided in the user details. Please ensure that you click the link
within 5 minutes.

Set-up also the Apps for the user to access, either All (Both EasyFIS and

EasyHQ), EasyFIS, EasyHQ.

e Forms - set the forms that a USER can only access. Select or Check the
Necessary fields like ADD, EDIT, DELETE, LOCK, UNLOCK, CANCEL, PRINT,
AUDIT.

e Branches - set the branch this user can use, there should be a button

there that says Copy Branch that will copy another user's set of branches.

e User Settings - set the users preferences on what charts to be seen on the
Dashboard. Upload electronic signature on this tab also.

e Account - set the Account for you to watch the balance of, this can be
found in the Dashboard, which is called Account Watch

e IP Address - add an IP Address to limit access for this user based on the
added IP Address example of IP Address is (255.255.255.0)

4.1.6 Chart of Accounts

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

e (Categorize accounts based on assets, liabilities, equity, income,
and expenses.
Note: An Accountant can advise what will be the best suited Chart of
Accounts for your type of business.
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4.1.6.1 Chart of Accounts Lists
e List of All Accounts that were added to the System
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e Here the user can choose what Account they want to set up for

them to use in their transactions, there are the tabs:

o Account - This is the name of the account used to record

financial transactions.

o Account Type - This refers to the type of account based on

the nature of the financial transactions. Common account

types include assets, liabilities, equity, revenues, and
expenses.

o Account Cash Flow - This refers to the direction of cash flow

associated with the account. Accounts can be classified as

cash inflows or cash outflows.

o Account Category - This refers to the grouping of accounts

based on their function within the business. Common

account categories include current assets, fixed assets,

current liabilities, long-term liabilities, income, and expenses.

4.1.6.2 Manual Add Chart of Accounts
1. Go to Master Files, then select Chart of Accounts.

\=! Chart of Accounts

) _ 4

Dashboard

Maste.r.' Files J

: FRETEE) 000000COZE | 0OCOCOOO2E
0000000043 0000000043 12~3AI5E@EF735%0408a"b(0d o..  Cument Assets OPERATING
0000000014 01.01.101 CashinBank  Curent Assets DOPERATING
CEEEER oooooooo7s 0101102 Cash on Hand Current Assets OPERATING
C_

| = cnartoraccouns - Chart of Accounts
C

ADVANCES FROM CUSTOMER | DPERATING

B MaserFiles

M, company

-
- Users. =
sh Account Current Assets OPERATING

s Receivable Current Assets FINANCING

eceivable Current Assets FINANCING

0000000003 0101106
EEEEER ooooooco24  61.01107
i 0000000003 01.01.108

?Eﬁwm“s * | n 1528 > >

Marketable Equity Security Current Assets FINANCING
Algwance for Doubtful Account Current Assets OPERATING

Tax Refund on Compensation Current Assets OPERATING

Wijmo Evaluation Version (5.20202.699)
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2. You will be redirected to the Chart of Accounts list where you
can see the following tabs:
a. Account - list of accounts.
b. Account Type - list of account types.
c. Account Cash Flow - list of account flows.
d. Account Category - list of account categories.

=| Chart of Accounts [ e |
|<=—= Account Category |

i OPERATING

" Account Cash Flow |

OPERATING

Cash in Bank Current Assets OPERATING

]

01.01.102 Cash on Hand Current Assets OPERATING

3 0101103 Petty Cash Account Current Assets OPERATING

0101104 Accounts Receivable Current Assets FINANCING

01.01.105 Motes Recenvable Current Assets FINANCING

3 0101106 Marketable Equity Security Current Assets FINANCING

01.01.107

_ ﬁ mmﬁ‘ﬁt““@hck&tﬁe ‘Add button.

Afowance for Doubtful Account Current Assets OPERATING

Chart of Accounts

Momommzs 00000COD28  ADVAMCES FROM CUSTOMER Other Reverue | oPERATING
B Dem= 0000000043 00000O0DAZ 12-34I5@E474ERI 083 0(cKd ... | i A OPERATING
m 0000000014 01.01101 Cash in Bank Current Assets OPERATING
RS 0000000079 01.01.102 Cash on Hand Current Assets OPERATING
01.01103 Petty Cash Account Current Assets OFERATING
di 0101104 Accounts Receivable Current Assets FINANCING
0101105 Motes Recaivable Current Assets FINANCING
m 0000000003 01.01.106 Marketable Equity Security Current Assets FINANCING
m 0000000024 01.01.107 Agwance for Doubtiul Account Curent Assets OPERATING
3 0101108 Tax Refund on Compensation Current Assets OPERATING 1 1 7

5 [l °
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4. An Add Account window will popup where you need to input

the Account details.

Add Account

Account Code
0000000045

Manual Code
NA

Accourt
NA

Accourt Type
Currant Assels

Accaurt Cash Fiow
OPERATING

Article Type

5. Fill in the important fields with correct information like:

a. Manual Code

b. Account

c. Account Type

d. Account Cash Flow
e. Article Type

Add Account

Account Code
0000000046

Manual Code
99.99.999

Account Cash Flow
OPERATING

Article Type

Manual Code

Account

Account Type

Account Cash
Flow
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6. Once everything is okay, click the Save button.

4.1.6.2 Add Chart of Accounts via Upload Account

‘CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

1. Go to Master Files, then select Chart of Accounts.

@ Chart of Accounts

'I Maété.f!;iles”Jm -

Dashboard

0000000028 ADVANCES FROM CUSTOMER

Other Reverue

B IMaserFiles
00OG000043 12~-3A5@6#798%9°0&a"b(0d_e..  Cument Assets

m 0000000014 01.01.101 Cash in Bank Current Assets

lil Compary
= m 0000000079 01.01.102 Cash on Hand Current Assets
a e r— sh Account Current Assets
I ;‘ Chart of Accounts Chart Of Accounts err.eauame Current Assets
n o leceivable Current Assets
S 0000000003 01.01.106 Marketable Equity Security Cument Assets
|8 e RO | 0000000024 01.01.107 Alowance for Doubtful Account Current Assets
;]ﬁ fern S ovoo0ocoos 0101108 Tx Refund on Campensation Current Assets

|'
Smwmm\ ‘ n. s

b d
| DPERATING
OPERATING
OPERATING
OPERATING
OPERATING
FINANCING
FINANCING
FINANCING
OPERATING

OPERATING

2. You will be redirected to the Chart of Accounts list where you

can see the following tabs:
a. Account - list of accounts.
b. Account Type — list of account types.

c. Account Cash Flow - list of account flows.
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d. Account Category - list of account categories.

=l Chart of Accounts [ cewe |

“ NECiH CAtRaH l— Account Category J

l Account =

Account Cash Flow opeRATING
S — OPERATING

|.| Compary 01.01.101 Cash in Bank Curment Assets OPERATING
& 01.01.102 Cash on Hand Current Assets OPERATING
4 et 3 0101103 Patty Cash Account Current Assets OPERATING
J; Chart of Accounts 01.01.104 Accounts Receivable Current Assets FINANCING
n e 0101105 Motes Freceivatle Current Assets FINANCING
= 3 0101106 Marketable Equity Security Current Assets FINANCING

| Suppher 01.01107 Aowance for Doubtful Account Current Assets OPERATING
m Itern 01.01.108 Tax Refund on Compensation Current Assets OPERATING

vGamma 004.007+21-nex

3. To add new accounts via Upload Account, click the
Functions button, then click the Download File Format for
the Account template.

Functions button

v Account Type 7 Account Cash Floviey plcad Account
IER | ot Deuanis \OPERATING
]‘ _Dox-\rr'.load File Format

vos DOwnload File Format
Current Assets OPERATING Download Account List

Current Assets OPERATING -
Bulk Update

Current Assets OPERATING

4. An excel file will be downloaded with a file name of Account
Format.
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5.

6.

g Account Format (5).xlsx
8.1 KB = 3 minutes ago

Open the excel file and you will see the following columns:

a. ManualCode

b. Account

c. AccountTypeManualCode

d. AccountCashFlowManualCode
If you wish to add bulk accounts, we highly recommend you
to copy first the first data (cell 2) as it has dropdown values
for the AccountTypeManualCode and
AccountCashFlowManualCode.

a. Click Row number 2. This is what is looks like upon

clicking:

& Y - =
6 Cut Calibri [ A s E=a 2 Bwep
- Em Copy ~
aste - | < < == = = a=
- ' Format Painter B I U = - A === = 3x= K Memw:
Clipboard ] Font M Alignment
A2 et I
A B C o E
2
4
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b. Look for the square colored with green then drag lower
until you reach the number of accounts you wanted to
add.

Dewveloper

“ - - —

[ J6 Cut Calibri 11 | A A = =B & - 2B wirap Text

. = Copy -

aste - F IOt B - - = = =  ¥= 3=

= " Format Painter S L S5 < - == == EMEFQE&CEHH

Clipboard = Font = Alignment
A2 - i~
A B L 8] E

1 |ManualCode Account AccountTypeManualCode AccountCashFlowManualCode

Green square

=@ U

Insert Page Layout Formulas Rewview Wiewr Developer Help Q Tell me what you
i - - —
& ‘?‘-‘CL't Calibri -] -] A A =S — | ® - 2B ywrap Text [General -
- ER Copy ~ .
e . B ra u - - " - - = 1 - (42 - .0 faln]
o ~ Format Painter = = £ = = = == 3= [E Merge & Center % - Wo w0
Clipboard = Font = Alignment = Mumber
A2 ~ S
A E = D E E L] H
1 ManualCode Account AccountTypeManualCode AccountCashFlowManualCode
2
3
A
5
=]
7 -
C For this example, | wanted
=
10 to add 15 new accounts.
11
12 b
12
14
15
16
17

7. After that, provide a ManualCode and Account value with
correct details.
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8. For the AccountTypeManualCode and

9. AccountCashFlowManualCode, click the cell. You will see a
dropdown icon, click the dropdown icon, and select the
correct value.

A B i D

1 ManualCode Account AccountTypeManualCode AcdpuntCashFlowManualCode
2 |01.01.101 Test Accounil
3 Current Assets

. Tangible Assets
4 | Other Assets
5 Deferred Assets

. Current Liabilities
5 -
? -
5 AccountTypeManualCode
2]
ol values

D2 = S

A E C »

1 |ManualCode Account AccountTypemManualCode fJAccountCashFlowManualCode

2 |01.01.101 Test Accountl Tangible Assets [~ |
3 OPERATING

- INVESTING

4 | FINAMCIMNG

= MNOT INCLUDED

5 |

?- -

2

- AccountCashFlowManualCode
10

" values
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'MANILA OFFICE

Unit 1103 Jollibee Center,

San Miguel Avenue, Ortigas Center,

San Antonio, Pasig, 1605
- Metro Manila, Philippines
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A [ B C [ D

1 |ManualCode Account AccountTypeManualCode AccountCashFlowManualCode
2 01.01.101 Test Account 1 Current Assets OPERATING

3 |(01.01.102 Test Account 2 Current Assets OPERATING

4 01.01.103 Test Account 3 Current Assets OPERATING

5 |01.01.104 Test Account 4 Current Assets OPERATING

6 01.01.105 Test Account 5 Current Assets OPERATING

7 101.01.106 Test Account 6 Current Assets OPERATING

8 |(01.01.107 Test Account 7 Current Assets OPERATING

S 01.01.103 Test Account 8 Current Assets OPERATING

10 (01.01.109 Test Account 9 Current Assets OPERATING

11 (01.01.110 Test Account 10 Current Assels OPERATING

12 (01.01.111 Test Account 11 Current Assets OPERATING

13 |01.01.112 Test Account 12 Current Assets OPERATING

14 101.01.113 Test Account 13 Current Assets OPERATING

15 01.01.114 Test Account 14 Current Assets OPERATING

16 |01.01.115 Test Account 15 Current Assels OPERATING

17

10. If you are done with providing correct values, save the file.
11. On the easyFS, go to Master Files again, then click the
Chart of Accounts.

@ Wijmo Evaluation Version (5.20202.699)

=! Chart of Accounts

Masté“r-'.lgiles J B

Dashboard

ADVAMNCES FROM CUSTOMER

Cither Reveriie I OPERATING

Mastar Fileg

0000000043 0000000043 12-F4506#735%9 0&a"0(0d e..  Cument Assets OPERATING

-i- Company m m 0000000014 01.01.101 Cash in Bank Current Assets OPERATING

‘_'. 0000000079 01.01.102 Cash an Hand Current Assets CPERATING

a U =i ) o sh Account Current Assets OPERATING

I I;‘ Chart of Accounts Chart Of Accou nts P Receivable Current Assets FINANCING
n i leceivable Curment Assets FINANCING

= m 0000000003 0101106 Marketable Equity Security Current Assets FINANCING

| Supplier : 01.01 107 Afgwance for Doubtiul Account Current Assets OFERATING

ﬁ Bem 01.01.108 Tax Refund on Campensation Curment Assets OPERATING

wGamma. 004.007+2 1-next
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12. After that, click the Functions button then, Upload
Account to upload the file being downloaded earlier.

Functions button J

Functions

Upload Account

levenue QPFERAZT
i Download File Format
r Assets
Upload Account }
[ Assets SR i Ta . Download Account List
t Assets OPERATING Bulk Update
t Assets OPERATING

13. Afile dialogue will open and look for the Account Format

file. Once found, double click the file to upload.

14. Wait until the upload is complete, once complete, a

success toast message will appear.

4.2 Update Master Files

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

updates.
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bator.com!

4.2.1 Item
4.2.1.1 Manual Update Item Detail

1. Go to Master Files , then click Item.

T JARR

e e

o 8
[n] ]
. DOOOOCRETS  THOEVIWMLKL.  FHCEVMALK.. Bordd paper shart .- & Tord paper '-.Iﬂm.hn .
[ ooooEsss 100 Retd ]
B e - THNINGIWE. - E - - | o0 g ]
. DOCODOGASE 2000000560 2000001560  MANGO b food) B 4 Grat food 7500 | Servingy D
B OGS DWNGS NGNS WUBNEDN Grbted  |NA 0 Gratfoed 25000 Sanvngs o
. DDA M00001 558 FOOONSSE BANANA (G food) .'\o\ ] Grat food mm' Senvinglyl D
B OO0EEE  NNONET 000N SOUR APPLESPAITZ (Gmof. |NA 0 Grab oot 1500 Servingl o
. DON0U3652 2000001 555 201556 RASHEREY SFRITL (rab Mo '\-l L] a0 o0 ".EWIEFW!?L D

o @ )0

mniory T
i B L B Dtaa a
D e (]
T TNGEVIWKLE. THGEVIWALK | Rord pape short s - Bor paper T Remes ]
| | I 000/ 2y ]
CRNNDIWE. |- - - B | o, Py -]
OIS JOOOOISE) | MANGO fareb ood) A [} ™ i IS Sanwnglil o
[/ == | DOOORISE  NOONISE) | WATERMECW Grbloodl | A [ ™ I 25000 | Soningt O
MOCUISE  J00000ISEE  BANAMA ra food) NA Grakifooed [ 21500 Semngi o
RIS A000ISST | SOUR APPUESPAITZ (Gab . | NA 0 Gk food 1500 Servegla o
MOOOITE  FOO0D0ISSE | RASAERRY PHIT (Geab b NA Grab oo 1600 Serving) ]

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

ﬁ' Itern Detail @ Encods NA ar NULL If yous don't have any vaiue

First example item
DO00LIZ07E

[EEEEr
CHANDRU PARMAN]

-]

o aa Coce
HTEGXHXTUXTIK HTEGXHXTAXTIE

Do

First ciamgla mem
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J Metro Manila, Philippines Cebu City, 6000 Philippines

+é3 28-292- 6978 or 09176280355 09176240208 or 09171137633

4. If your item is locked, click the Unlock button found on the
top right part of the Item Detail page.

ﬁ ltemn Detall @ Encode NA ar NULL if you don't have any value

First example item

OO0JIII0ZE

Mesus Cooe Zatmges
0000L22078 Ha
L o 2ar ook D Az Dtz iporier
HTEG¢HYOUTE HTEGEHNOENTER 137102 Lo CHANDRL BARRIANT
Dot =
First gxarpie
ettt Brcre ity oo
(1S o o
14 ‘ R T
R =
VAT Everrt
e hire
4
: = Ot v S
‘ ne = oo Besme ” e ‘
Peir] ikesd siing.
[ JOME =
facii
& Erm=iire
[
Liriit Corversion Frice Upload [mage Gl Accounts Coimponents Production Imeenioey °
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5. Once unlocked, you can now change the Item field values
that you want to except for the BARCODE and UNIT. Just
make sure not to provide special characters like: ~ " '@ # $
YW A&*()-_+={}[1]|\/:;""<>,.?and should not
exceed the character limit of 255 to prevent errors.

ooy

Tlar Cache
|| T LN

o i
USFERTIEND Dhabicle »  Erg T B minztata v s atunw |

Fonce || Re-ceder D | Sk v
; H a
™ ol

TSI ORI e g VI T 17% e

Saral bamber || awe

o R

9 Ttem Detal @

I 123 415@6#758%9A08a*b(c)d._e+f=glhliljI\m/noipa<r>st?u v

000003662

Manaal Coe

030003662 || 12935 QOATRES Ohabickd e+ g IPmno o gers sty uw
Weriode || trcone L Aecuions A ||ttt Sacpier
|| copmsguey prTeeTy Sepber ABCL

=

Descrpmion [l - =T

T AR GRS DR s LB e e e v
] 1
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4.2.1.2 Update Item Detail in Bulk
1. Go to Master Files, then click Item.

- MANILA OFFICE
~ Unit 1103 Jollibee Center,
SanMiguel Avenue, Ortigas Center,

7~ San Antonio, Pasig, 1605
_ Metro Manila, Philippines
3{"6_3-28-292-6978 or 09176280355

#'CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

Cbarmn Fler

WomaEeE -

DOOOTATS

000003658

DO0ODT3A5E

00003655

DODNEARS

Lo el

EEEREEEBRC®EDODO

DOOO03652

O0ODERED (-

THOEVIWNLK

DO -

2000001 560
2000001559
M00001 558

000007 556

THOTVIME K.

Bored pager st

THNINCIWE. -

0001560
H00MISEY
HOOONSSE
2000001557

2001556

MANGO Geab oo
WATERRELN (Gra focd]
BANANA Grats et}
SOUR APPLESPRITE (Grab £

RASEERRY SFRITE [Grab fods

£ E|E(E

A

Bord paper

Gt ol
Grabifod
Gt b
Grab fomd

Grab food

:ll:l:l:l:l--f-! =

2. On the Item list page, click the Functions button, then click
Optimized Upload and Download Item List. Item List will
be used as a template for bulk updating Item detail.
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= e Lest

¥ Dowricad

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

Hormal Bad Good e

|Geneal -

u - e Farmra
Formatting - Table
Chnbeard o w Fumber 5
AL E % | w %
] o E F 6. | m i i S N 0, N T L. ¥ .| & ® 3 ar u | LT ® . "= o)
1 \'\lnquCD'SKUCode BarCode Desc"‘m'm Uniz Category 'snvemol\lsLucked vnm Producti SVATMars WTAXMan Particulars Al Genericha Gl)\ccwnkSenulﬂurnlDefalML;’rinclnnl
T 14553 OODO0OSES ACEDIZ234 ACHDLI3 ViewPlus ¥ Pejs) Menitar 5500 0 2678.571 001 AT ooz na ViewiPlus BN DOOC0O0C N
3 14351 O0DD0OSESNARRIOL] ERIIDITGE Chicken B Pcls) (Y FASE | TRUE 120 o INONVAT  NONVAT D02 N Chicken BLNA 00014 NA DODOOO00CHA
4| 14850 DO0OMOSEE AFMREGOT APMRGEDN Chicken Prkg(s) L5 TRUE TRUE L) 0 150 NONVAT  NONVAT D02 A Chicken PaNA meo13 WA DOGOOOODCNA
51 14849 MO000056E NAIBAGHR IBASHACO Cabbage  g(s) LY TRUE TRUE L ] 100 NONVAT  NONVAT 002 A Cabhage HA 00013 MA COMOO0D0CNA
& | 14348 DODOOOSES MACEFNES MACEFNSS Latiuce  Xgls)  N& TRUE | TRUE o o 100 NONVAT NONVAT D03 N Lettuca  NA DO0OLE N DOBOO000CHA
Tl 14547 ManualCos SKUL0000; BLI00001 Iphore XA Pojz] 58 TRUE TRUE 00 0 44.54286 001 VAT o002 NA L5 NA o007 NA DOCOO0O0C Principal
& 13887 123123127 123133127 awd 12312 wilas Priz] s TRUE TRUE L ] 0001 001 a1 Particulars Alias Generichia DOMOF Generichame Principal
3| 13866 DODOOSOOC DODDOOCSI ODDCOOOSC am 6| Pojs) trams TRUE | TRUE L] o o poL o1 41 Particulers Allas  GenaricMa D007 Generichama Frincipal
10! 133RS DOCODIOOCCODODOSLOODIOOOSC Itam 5 Pefs) Irapns TRUE  TRUE L] o ooy o001 41 Particulars Allas  GenoricHa DODO?  Geasrichama Frincipal
1n, 13884 0000500C 00000005 D0000MSE Item 4 Priz] ftems TRUE TRUE L ] 0001 001 a1 Particulars Alias Generichia DOROF Generichames Principal
1z 13583 00000500 HOO00T0GT T000005C Item 3 Piis) Items TRUE TRUE 1 ] oot 201 41 Particulars Alias ‘Genericha DODO7 Generichams Fringipal
13| 13382 DOCODSOOE DOOOODOSE O0DJ00OSC ltam 2. Pefs) Iramms TRUE  TRUE L] o ooy o001 41 Particulars Allas  GenarlcHa DOOOT  Generichama Frincipal
1] 13881 0000500 00000005 H0000M0SLE Item 1 Pris] ftems TRUE TRUE L ] 0001 001 a1 Particulars Alias Generichia DOROF Generichame Principal
15] 13879 DOOOOOSES 100021-01 10000710 16 Macho Pois] 167 Macha  TRUE TRUE o o 0 NONVAT  NONVAT 002 NA 16" MachoNA 0007 NA DOD00OO0C Appis Stare,
15| 1337 000158 8910001 5910001 15° Lactop Pels) Laptop 15° TRUE  TRUE L] o 0 ooy o001 41 Particulars Allas GenoricHa DOOOT  Generlchama Frincipal
17 13677 2REE 298 ageae MMEeE@ Pos) TRUE TRUE L) o 4 001 001 41 Particulars Alias Genericha D007 Generichams Principal
18 13874 St MA i3] NASSS5S TRUE TRUE o [ 0 NONYAT  NONVAT 002 MAREHIY  NASHREH  NARRHY 00007 NAREHRY  DODODOODCNARESsE
13| 13372 DOCODOSEE 133PGGR0 123FGER0 BAG Pefs) N TRUE  TRUE L] o 0 NONVAT NONVAT 002 na BAG NA DOOEF  NA DODEO000CNA
30| 13571 DODO0OSEE BEANELEL BSIWELIL Dong Ball Peis) e TRUE | TRUE 5 o 10 NOHVAT VAT Doz N Dang BalizNa, DOOET  NA DODOCOOCNA
A8 13870 DO000126; 490162017 490161017 Nissin Clac Prfs] FO lam Ho  TRUE TRUE 5 [ 108 001 VAT o2 NA Mom=in CiscNA 0007 NA Principal
2 13865 (00125 450258145 430285142 Myojo Cha Pels) FO \stamt TRUE TRUE 139 0 o1 VAT oz NA Mysja Cha NA aoo7 NA Principal
23| 13368 DO0DOG12S] 450154011 450194011 Tehate Cn. Pefs) FDSnacks| TRUE  TRAUE 108 o 55 001 AT oz N Tahato CroNa DOOCF NA Frincipal
Eo o 13867 D00001261490154011 490194011 Tohato Cru Pois] FO Smacks | TRUE TRUE 109 [ 55 001 VAT o2 NA Tohato CruNA D007 NA Principal
F=3 13866 000001251 4901 3309; 49013305 Calbee Sup Pols) FO Sracks | TRUE TRUE 119 0 60 001 VAT o2 NA Cafes SupMA oone? NA Principal
35| 13365 DODOGIZS]AS0LIE0E 450135031 Bowrban & Pefs) FDlally B TRUE  TRUE 45 o 23 p0L AT oz Na Hourban AINA DOOEF  NA Frincipal
r2al 13864 000012914901 36035 4901 3603% Bowbon A Pojs] FO lelly G=  TRUE TRUE 45 o 23 001 VAT o2 NA Bourbon ANA 0007 NA Princigal
e I 13863 0000012612901 3603E 490136032 Bowrbon A Pols] FO Iedly G TRUE TRUE 45 0 3001 VAT o2 NA Bourbon ATNA 0007 NA Principal
23 13362 DODOG12S1A5TLI0931 45713093 Rad Gumi | Pefs) FOlelly B TRUE  TRUE 179 o 90001 AT oz Na Red Gumi (N8 DOOCF NA Frincipal
30| 13361 CO0001251457130931 457130931 Blus Sapal Pofs) FOlelly G TRUE  TRUE 179 o 30 0oL VAT oz NA Blua Sapph NA 00007 NA Frincigal
£ 13560 0000012614901 3603E 490136032 Bowrbon FrPols) FO Iedly G TRUE TRUE 99 a 50 001 VAT o2 NA Bourbon FaNA D007 NA Principal
32 13855 00000 125C 490258145 490285142 Mynjo Chi Peds) FD mstant,  TRUE TRUE 139 0 70 001 VAT mz2 A Myoio Cha WA 03007 A Frincipal
33| 13358 COOO012S ASOZSE14E 490285148 Myaja Cha Pefs) FOwstant| TRUE  TRUE 139 o 70 001 VAT oz NA Mycia Cha N 00007 NA Frincigal
E 5| 13857 D0000125C 190286145 400288142 Mynjo Cha Pols] FO instant|  TRUE TRUE 139 0 70001 VAT o2 HA Mymia Cha HA DOeF NA Principal
35 13856 0000125 49028A14¢ 490288145 Mynjo Cha Pos) FO Instant|  TRUE TRUE 139 L] 70 001 VAT o2 HA Mymia Cha HA o007 NA Principal
36| 13355 COOO012SC ASOZSE14E 490285141 Myaja Cha Pefs) FOwstant| TRUE  TRUE 139 o 70 001 VAT oz NA Mycia Cha N 00007 NA Frincigal L
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- MANILA OFFICE
~ Unit1103 Jollibee Center,
SanMiguel Avenue, Ortigas Center,

"~ San Antonio, Pasig, 1605
Metro Manila, Philippines
-'4_—6_3-28-292-6978 or 09176280355

"Human
Incubator

150 9001 and 1SC 27001 Certified

hiisales@human-incubator.com

“CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

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

functionality.

5. If you want to update the TAX values, just make sure you

provide the correct Manual Code for the taxes. There's no

need to worry about the Manual Code, since you can find it
on System>System Tables>Tax Types on our EasyFS

00 | Wathhoiding - Expanced WCLOO

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

n B  Sampla, NA NA BA VAT RES TIN, D00-000.000
- m omi Danica Easentisie A, A MA NA HA
EEE m 0000000003 e Bakesbop company Uil 10518 Keppel Centes, Sam_ 000-000-003-0000
B = 000000021 ABCCOMPANY N, NANA NA 01001001000
Bl m  0%0000010 Techrical Suppert Keppel Ofice Building 000-000-002-002
B -] DU0000001S  Moder Tabie 082 #seana, Parahagee Metro-Manita NCR
BEE @ 0000000075 New Cestury Limited 23456780
- -] S000DIZE  ROCOCO ine " O00-000-008
El © 00000 syt L. Gebu Gly Gebu VI -0
— ] 0000017  Cwerty Company San Rogus, Antipalks Rizal Calsbarsse AT REG TIM 897156247
|
< |




'H . MANILA OFFICE 4" 'CEBU OFFICE
uman . Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center
|I1CU bator :San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and IS0 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,

) - Metro Manila, Philippines Cebu City, 6000 Philippines

- v 5,'-;[—%_3-28-292-6978 or 09176280355 09176240208 or 09171137633

9. Click the Edit button, beside your Company name.

® 6 a®dM @

Earmngla, KA KA NA

NA NANANA NA
seempany Uit fam.
NA A NA NA 007001001000
Kapgal Office Buiing SO0-D00000000
Asaana, Parsiaque Matro Manila NCR
12458780
0RO
Luz, Cotu City Cebe Vi 000000090
‘San Aogos, VAT REG

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

.l. Company Detail @

Human Incubator Inc.

Peefa TH - || ™ 0N brch Code
WHETH H 200-000-000 o | Emad Address |
Annen Shle | Froyrmiorsg |
NG Comern
Ceat Mathord |
|| series Ranoe rom | Sefies Range to |

T Megoral DM DR GO0} 1

A, ConponyDeat @ EE &
“ Human Incubator Inc.



Human ~ MANILA OFFICE A CEBU OFFICE
Y Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center

ncu bator M!guel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified 7 San Antonio, Pasig, 1605 Cebu Business Park,

v Metro Manlla Philippines Cebu City, 6000 Philippines

+63 28-292-6978 or 09176280355 09176240208 or 09171137633

ﬂ husales@human mcu

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

12. To bulk update the item detail, click the Item Bulk Update
button.




Hum — ~ MANILA OFFICE 47 cEBU OFFICE
~ Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center

ncu bator juel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
G A TS E OBt P aied San Antonio, Pasig, 1605 Cebu Business Park,

/ Metro Manila, Philippines Cebu City, 6000 Philippines

+63-28-292-6978 or 09176280355 09176240208 or 09171137633

hllsales@humanm

13. Look for the Item List file, then double click to upload.
14. Wait until it will successfully update the Item detail.

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

@ 8 a®dA @

DODDITAE  ghanio 1212 poastls afdas idafall 1832423

DODDRTTIAT Mk SEORE A5 NuTE S cam
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’MAN[LA OFFICE ‘FCE}EU OFFICE

Human R\ ) ! Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
ncu bator S San MJgueI Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified : " San Antonio, Pasig, 1605 Cebu Business Park,
- Metro Manila, Philippines Cebu City, 6000 Philippines

= :’:—?—%_3-28-292-6978 or 09176280355 09176240208 or 09171137633

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

1712 poacdfs afdas fdafatl 1537488
0000001747 Alex Samins 48 Narra St Malabon Ciy — 00176475458 asantos@gmai.com
0000001745 NA L1 Lo

0000001745 Na Na A
DOOONDITAL  Finl Magat Bk St Valenmssla CRp M. [917-4585%8 magatgigmall com s

= ] 120000295 Butch Suppter I .
o wO0I000a32 | HA A He

) J e B 0OMMIS  Buich Suppher NA Neiomal. conn

= . o MABRAAKG,  ~I@ESSR- ==V AABARA .. AAARAA

Suppher | o 0000003294 NAdsdsds Ha [
e o 0000000228 MA ™ m
o b o 1009000327A MAdsds A i
= b (] 00MIDO0IZE  NA NA m
H S 7 [} 00J00032E | Test Supplier Nama Ra MA
o 00BO00G324 MA m N

VGamma 004.006-rwxt

2. On the Supplier list page, click the Edit button.

? Supplier




~ MANILA OFFICE 47U CEBU OFFICE
- Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
San Mlguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,

h Human
Incubator

150 9001 and 150 27001 Certified San Antomo Pasig, 1605 Cebu Business Park,
4 Metro Manila, Philippines Cebu City, 6000 Philippines
+63 28-292-6978 or 09176280355 09176240208 or 09171137633

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

? Supplier Detail @ Encode NA or NULL i you dorit have any value,
Butch Supplier
[HlesiviicEal

o Cace 2ty Proorere =
00000295 A Torpes

Sepeear ars = = "
Butch Supplier 123-a06-T29 0000 €ap

T Ancoe ood T Ao sarmgay o

oLorigl ath i Bank 14 &

Faritusn e Regon

Ria. Hia (i78

oo tirece Coe
TI00 TRADING

raz s ot P i

NA 144 TRENT -
Emal ddoress B

naomailcom

Trarsxtion History

Document Numnber Date Amours
[ L e - Pagelaf

Created By Jhon Jhan Updated By Jhan Jhon °
bt T, # Torn Wb AE WAV 5 4.300 04 Vintasned Trqbm i Tirmn: Almsareine 58 W33 1 730 ki



’MAN[LA OFFICE ‘FCE}EU OFFICE

Human ! Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
ncu bator San MJgueI Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified San Antenio, Pasig, 1605 Cebu Business Park,
- Metro Manila, Philippines Cebu City, 6000 Philippines

= :':-?—%_3-28-292-6978 or 09176280355 09176240208 or 09171137633

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

T Supplier Detail @ Encode N o NULL fFyou o have any valie Unlock button I

Butch Supplier

1| cmoer [ 2ecmnms
N Cetporaian
|| ErETE || ece || oo - |
e F—— =
Cazhin 3ok 1A A
| Ll || - |
| 200 || TRAT |
|| o || £ |

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

= [+ N jimio 7

Suppdior Wi Buceaastully unlockag
L]
i

1 Supplier Detal @ Encidie NA or NULL If yeasclontt have: syl




F H ~ MANILA OFFICE 4" CEBU OFFICE
uman ~ Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator San Mlguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,

150 9001 and 150 27001 Certified 7 San Antomo Pasig, 1605 Cebu Business Park,

J Metro Manila, Philippines Cebu City, 6000 Philippines

+63-28-292- 6978 or 09176280355 09176240208 or 09171137633

Encode NA or NULL if you darft have any vaue

E' Do Liema

Tramsaction Himory

Document himiber v Dom T Amount

wGamime D04 006-next

138



j 'MANILA OFFICE ANcEr
'Human CEBU OFFICE

. Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center

Incu bator SanMiguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,
Metro Manila, Philippines Cebu City, 6000 Philippines

:'-@—"6_3-28-292-6978 or 09176280355 09176240208 or 09171137633

- hiisales@human-incubator.com

4.2.2.1 Update Supplier Detail in Bulk
1. Go to Purchases, then click Supplier.

] 120000295 Butch Suppher | NA na@gmall.cam

] I0MNGE | HA A A
"""""" ] TOMINZ9S  Butch Suppher m naggmail corm

[m] ABBRRAEG -~ I@ESERT - s=O0V e ARARAA 0. AABLAA { X1 abcdefghih

o LOMIMIEZEA  MAdsdsds e 4

o H0O0N03ZE A N 4

o 10090003274 MAdsds WA A

[m] IOMION3ZE | NA A My

] 009000325 Test Supplier Mama [T} MA

o WODIM0ZZE  MA ha A

- AR IEEET

2. On the Supplier list page, click the Functions button, then

vGamme 004, 006-rext

click Download Supplier List. Supplier List will be used as a
template for bulk updating Supplier detail.

® 8 a2 @) 0 @

[ ] v
| Supplier

L
[ 0000000295 (00J000295 K Pascual A& A
B 000000254 TOOT0NNSS  Jigger Kamagayan Cebu Cabu O NA |Wgeeigmal com g
O 000000253 IOODODNZSE  ~ L@ SHoRA{)-_t= nA M
| 000000252 DOOD0O029E -~ P@ESRCRE()-i+= Ha A
O 000000251 0000002%1x  MAx [ Ha
O 000000250 D00J0002%0  NA i Ha
O 000000259 0000000259 Ljerico- [ A
B 0000000255 DDOOODOZEE -Jay-be Ligen IR NLA A N Wik A
0O 000000257 DOODDOOZET  MA i M
O 000000286 DOODODOZES  NA hi Ha

Wijmo Evaluation Version (5.20202.699)

VGamma. 004 005+ 3-pregeod
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) MANILA OFFICE 'CEBU OFFICE
5 Human Unit 1103 Jollibee Center,  Unit 1003A 10/F Keppel Center

- g Incu bator San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,

1SO 9001 and 1SO 27001 Certified San Antonio, Pasig, 1605 Cebu Business Park,

Metro Manila, Philippines Cebu City, 6000 Philippines

+63-28-292-6978 or 09176280355 09176240208 or 09171137633

hiisales@human-incubator.com

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

"
) A

&
ey
A
o
i
o
[
A
WA
e

5343

[ERERIERZERL

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

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

~ Unit 1103 Jollibee Center,
‘San Miguel Avenue, Ortigas Center,
7 San Antonio, Pasig, 1605
Metro Manila, Philippines

"Human
Incubator

150 9001 and 150 27001 Certified

+63/28.292-6978 or 09176280355

-ubator.com

A—.

4SSN CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

00| Wirhoideg - Bpsiams WELE pis

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

= Uit 102 Chateu Verde Corda Valle Verde | VAT RES TINAPA48750930
[m] Fre Higtic Hea atiing Comarnstic #1268 Madd Maga, Taclaban elty Leyie Reg.. | VAT REG TINODS-167-587
-] 000DANCONT S390 Haldings Inc T14F Uiberty Certter 104 HY, DELA COSTA.. | VAT REG TIN.239-508-223
[m] Q00DO0O0DS4  Testing test testiest test WAT REG TINADG-000-000
] 0000000008 | MPORT CEBL, CEBU CERU X D00-000-000

B Ced impart Tran ampary Testing  Hla, HA NA NA 000-006-000

-] DOORO00O0T  ABC Comparty San Roque. Antipolo Rizal Calabarzon RONVAT REG TIN.00O-000,
] 000D000O0R | Test Financal Company A NA NA NA 000-000-000

] CO0GOCO00S  Mollys Goodies Gomp Cemiz, Makati NGR 2 Q00-000-000

(] Q000000010 DO0-000-000

VGamma. 004, 005-rext.

9. Click the Edit button, beside your Company name.
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. MANILA OFFICE 4" 'CEBU OFFICE

. Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center
~ San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
7~ San Antonio, Pasig, 1605 Cebu Business Park,
Metro Manila, Philippines Cebu City, 6000 Philippines

- Human
Incubator

150 9001 and 150 27001 Certified

:'\_'J;r'é._l3-28-292-6978 or 09176280355 09176240208 or 09171137633

-3 Wijme Evaluation Version |5.20202.699)

-l; Company Company Name I “m

Locknd r
B Ut 102 Civaben Verde Ceinda Valle Verde | VAT REG TIN 87448750930
O OD0DO0OOOZ | Fre Bictic Healtn Marketing Comarstion 2128 Maga Naga, Tacloban ey Leyle Feg . | VAT REG TINADS-167-581
B 000000003 S390 Holdings Inc T1F Uiberty Cerer 104 HY, DELA COSTA . | VAT REG TIN.239-505-223
[m] Q00DO0O0DS4  Testing test testiest test WAT REG TINADG-000-000
B O0000G0OOS | WPORT CEBLL CEBL CERLI X D00-000-000
B Ced impon ampary Testing i, NA NA NA 00000000
B 0000000007 | ABC Compary San Aoqué. Antipolo Rizal Calabarzan HONAT REG TIN100-000,
B O00D0ODA0R | Test Financal Compsny A NA NA NA A0-000-000
] O0GOCO00S  Mollys Goodies Gom Cemba, Makati NGR 2 000-000-000
o ooococoand LO0-000-000

Edit button |

easyis (-]
10. You will be routed to the Company Detail page.

= "o | Wijme Evaluation Version (5.20202.699)

.ﬂ. Company Detail @ Unlock button

Test Financial Company

D000G00008

S Code
i

Ermad Aadrazs ‘

Tect Firanedl Coengany

Irmet Saronge,
1T

e o
Ha 14
Zpeuce B B
i Cortact [iumber =
L] ] [
Branches Mare Samings
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e | _ MANILA OFFICE #ZCcEBU OFFICE
Human .~ Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator : - San| el Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,

150 9001 and 150 27001 Certified San Antenio, Pasig, 1605 Cebu Business Park,
- Metro Manila, Philippines Cebu City, 6000 Philippines
- 3-28-292-6978 or 09176280355 09176240208 or 09171137633

|i| Company Detall @

Test Financial Company

DOZO0DO00E

[ R = H 000-000-000
By e Tt
H TRACANG
H - i|:| AT Eramice
H :‘-i‘»‘. ” Zenes Fange fom
. p
- | [ Senfidsrai 72 ] Hse ot T Trvemzory Trarcacion 1 Alow tsgativs Trvemsory
—ontact Hombsr i =
V]G =stl Bt Ezr 0] L= Satiing Price in fam Transfer [ o R Mot than 20 gaartity
] = Lipeiata Tnvmmtoey Coct T [0 E Ugsas trvsmary £t 5T 1 & At Foctsd

dranthes More Settings

Edt 3 Branch3

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

-1 Wijme Evaluation Version |5.20202.609)

.l' Company Detall @ - - n

Test Financial Company

|| e |E| AT St . |
- = |E| Canfcpml 01 [ Hide Coee i Irmaniony Tremeacien O #ton riegeres bvsmiory
Cortatt e
0 0 Com el G Ot L] e Sfing Price o Trprither L1 AR bhome 20 20 s

[ e g Srammary Tazt [0 e Lisckams ety Cot 5T O = sz Foctaa
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- MANILA OFFICE

Human ~ Unit 1103 Jollibee Center,

ncu bator |Miguel Avenue, Ortigas Center,

150 9001 and 15O 27001 Certified "~ San Antonio, Pasig, 1605
Metro Manlla Philippines
+é3 28-292-6978 or 09176280355

47U CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

12. To bulk update the Supplier detail, click the Supplier Bulk

Update button.

13. Look for the Supplier List file, then double click to upload.
14. Wait until it will successfully update the Supplier detail.
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4T ~ MANILA OFFICE A CEBU OFFICE
uman . Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center
|I1Cl.l batOI‘ -~ San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,

150 9001 and 150 27001 Certified San Antenio, Pasig, 1605 Cebu Business Park,

y Metro Manila, Philippines Cebu City, 6000 Philippines

3-28-292-6978 or 09176280355 09176240208 or 09171137633

7 Upste Suncnatel
‘Suppiiers were sucesshully updatect

15. Once okay, you may now review the item you updated by
clicking again the Purchases, then Supplier.

- e Wilmo Evatuation Version {4.20202

1009000332 | A
C— S ENOs o
‘ J m ] POMINESS  Butch Suppher
= s ’r CEIE O MALEr ~ossvEes0lve MG S | KARAEA ¥
upplier LOMIDOIE24A  NAdsdsds ha H
i Es o
m (=] LO0O0O03ZE WA ha HA
ok Diboemer
[ s ] 1000003274 MAdsda
= o m [m] IO0IDA0SZE | WA WA N
B 100000325 Test Supplier Name Na NA
Em .
m o L0MO000324 WA na HA

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

VGamma. 004, 006-rext.

Incubator

150 9001 and 150 27001 Certified

- MANILA OFFICE
- Unit 1103 Jollibee Center,
San Mlguel Avenue, Ortigas Center,
" San Antonio, Pasig, 1605
Metro Manlia Philippines
+é3 28-292-6978 or 09176280355

0000000332 WA

D0DC00ZIS Butch Supplier

000D0ROZ2GA | MAdsdsds
CO0C0DCAZE  MA
O00DONCSZTA | MAdads
(0000000326 MA

0000000325 Test Supplier Mama
0000000GZA | MA

Locked
=0
o
o
| m BRARAREC. ~I@asHat(os=Dlve . AAARRACEEEEITGANG. AARARAECELEEINBAGN.  abedefgnimnopgrstmm.
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HA naggmall com

A Ha
A Na
NA
A
HA

£ EF 3

HA

4" 'CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633
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- MANILA OFFICE

‘Unit 1103 Jollibee Center,
‘San Miguel Avenue, Ortigas Center,
7 San Antonio, Pasig, 1605

. Metro Manila, Philippines
+63:28-292-6978 or 09176280355

"Human
Incubator

150 9001 and 150 27001 Certified

I hiisales@human-incubator.com

4.2.3 Customer

4.2.3.1 Manual Update Customer Detail
1. Go to Sales, then click Customer.

[ oooociasd M ]

O ooo0rEss MA A A 0
B s O owoomissz M Ha We a
[ ] meioniodl  Customer A1 A (1% a

CUStOITIeI' I -] mcl000003 | Cussamer A3 [ A a

B 000009343 Butch e m 0

] cottis o e a 1Y 0216485 A 0
O e a A na 0

] 0000001346 MAdsdscl M N, o

B ODICONI4S  ggerEscala A N, 0

P oot Frcelae
T 1 Ao

VGamma. 004, 006-rext.

-] 1 RCLAND EL ©CRUZ N D 0523-4080-802 NA a
B 00000000 SUNRISEELECTRONSS  BRADN NDRAGNSHOPFL. NA A 0
B ON0O0DODY  WIDGETS APFLIANCE SER. FINGOL 5T LOMWAN OZA.  0998-535-8450 1 0
B BAGLIOO0T  TIONG SAN SUPER BAZAAR  MAGSAYSAY STBAGUID 9176786198 Ni 0
B CUODOOOONT | FiX AND PAINTCOMPUTE. DGR SWOC BLDG NOTR.. | 0830-0676717 Ha i
B C00DG0O00E  SUGINI SUPER STORE COTABATO CITY (DO115861/911-5781 | N4 a
B 00000005 CS LGEMERAL MERCHAN, 255 LIBERTAD ST FASAY  (02) B314953 ha a
B 0000000004 | STANDARD RADIO GONZAGA ST BACDLOD C.. | 0917-3008-008/(034) 434 NA a
] 0000000003 SADGURU SALE PARARACUE CITY (02} 4030271 WA o
B O000ON  STEVETAN QuiAPe HA A a

Edit button I

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

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633
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Human ’MAN[LA OFFICE ‘FCE}EU OFFICE
o Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center

ncu bator “San MJgueI Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
15019007 and 150 27001 CertiTied San Antenio, Pasig, 1605 Cebu Business Park,

Metro Manila, Philippines Cebu City, 6000 Philippines

r;{i%'_'s-zs-zqz.éws or 09176280355 09176240208 or 09171137633

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

ﬂ Customer Detail @

ROLAND ELECTRONICS

: - pomee 8
5. Once unlocked, you can now change the Item field values
that you want to change.
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Hum — ~ MANILA OFFICE #7UCEBU OFFICE
~ Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center

ncu bator ~San M:guel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified 7 San Antomo Pasig, 1605 Cebu Business Park,

/ Metro Manila, Philippines Cebu City, 6000 Philippines

+63 28-292- 6978 or 09176280355 09176240208 or 09171137633

Encods N& or HULL 7 you don't have sry value.

¥hamma 004,005+ 3-preprod

149



y ~ MANILA OFFICE 4 “T;LEE‘\BU OFFICE
Human . Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator SanMiguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,

Metro Manila, Philippines Cebu City, 6000 Philippines
:'-@—"6_3-28-292-6978 or 09176280355 09176240208 or 09171137633

- hiisales@human-incubator.com

4.2.3.1 Update Customer Detail in Bulk
1. Go to Sales, then click Customer.

(-3 Wijmo Evajuation Version (5.20202.699}

Functions button k [ hox | e |

v
[ oooociasd M 0
O oooO0iSsY WA A A 0
O oooomssz  NA A ™ q
[ ] meioniodl  Customer A1 A N 1]
B mcl0Neeid | Customer 43 Ha [

B 000009343 Butch e m 0
o ang 0028465 a
O e a HA w4 a
] 0000007346 MAdsdsd_ LT W o
B ODICONI4S  ggerEscala A N, 0

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

Functions

i Download Customer List

Optimized Upload

NA 0
o | - | -
NA | 0
NA | 0
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3. Once the download is complete, open the file. File name of

the downloaded file is Customer List.

i
g

TRUE
TRUE
TRUE
TRUE F/
TAUE

TEEEETY

FEEEREREERESY

gl
TRUE
i (1
MR, RO 121-4080 COD
MR, RUBEIDF19-8214C00 & F

ua oo NoDiscows  10000NA  TRUE  FAISE 0D1

ERIIEEE

£E

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

5. If you want to update the WTAXManualCode column, just
make sure you provide the correct Manual Code for the
WTAX. There's no need to worry about the Manual Code,
since you can find it on System>System Tables>Tax Types
on our EasyFS system.
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6. Once everything is okay, just Save the file.
7. Go back to the EasyFS system.
8. Go to System, then click Company.

= Uit 102 Chateu Verde Corda Valle Verde | VAT RES TINAPA48750930
[m] Fre Higtic Hea atiing Comarnstic #1268 Madd Maga, Taclaban elty Leyie Reg.. | VAT REG TINODS-167-587
-] 000DANCONT S390 Haldings Inc T14F Uiberty Certter 104 HY, DELA COSTA.. | VAT REG TIN.239-508-223
[m] Q00DO0O0DS4  Testing test testiest test WAT REG TINADG-000-000
] 0000000008 | MPORT CEBL, CEBU CERU X D00-000-000

B Ced impart Tran ampary Testing  Hla, HA NA NA 000-006-000

-] DOORO00O0T  ABC Comparty San Roque. Antipolo Rizal Calabarzon RONVAT REG TIN.00O-000,
] 000D000O0R | Test Financal Company A NA NA NA 000-000-000

] CO0GOCO00S  Mollys Goodies Gomp Cemiz, Makati NGR 2 Q00-000-000

(] Q000000010 DO0-000-000

VGamma. 004, 005-rext.

9. Click the Edit button, beside your Company name.
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-l; Company Company Name I “m

Locknd r
B Ut 102 Civaben Verde Ceinda Valle Verde | VAT REG TIN 87448750930
O OD0DO0OOOZ | Fre Bictic Healtn Marketing Comarstion 2128 Maga Naga, Tacloban ey Leyle Feg . | VAT REG TINADS-167-581
B 000000003 S390 Holdings Inc T1F Uiberty Cerer 104 HY, DELA COSTA . | VAT REG TIN.239-505-223
[m] Q00DO0O0DS4  Testing test testiest test WAT REG TINADG-000-000
B O0000G0OOS | WPORT CEBLL CEBL CERLI X D00-000-000
B Ced impon ampary Testing i, NA NA NA 00000000
B 0000000007 | ABC Compary San Aoqué. Antipolo Rizal Calabarzan HONAT REG TIN100-000,
B O00D0ODA0R | Test Financal Compsny A NA NA NA A0-000-000
] O0GOCO00S  Mollys Goodies Gom Cemba, Makati NGR 2 000-000-000
o ooococoand LO0-000-000

Edit button |

easyis (-]
10. You will be routed to the Company Detail page.

= "o | Wijme Evaluation Version (5.20202.699)

.ﬂ. Company Detail @ Unlock button

Test Financial Company

D000G00008

S Code
i

Ermad Aadrazs ‘

Tect Firanedl Coengany

Irmet Saronge,
1T

e o
Ha 14
Zpeuce B B
i Cortact [iumber =
L] ] [
Branches Mare Samings

153



e | _ MANILA OFFICE #ZCcEBU OFFICE
Human .~ Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator : - San| el Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,

150 9001 and 150 27001 Certified San Antenio, Pasig, 1605 Cebu Business Park,
- Metro Manila, Philippines Cebu City, 6000 Philippines
- 3-28-292-6978 or 09176280355 09176240208 or 09171137633

|i| Company Detall @

Test Financial Company

DOZO0DO00E

[ R = H 000-000-000
By e Tt
H TRACANG
H - i|:| AT Eramice
H :‘-i‘»‘. ” Zenes Fange fom
. p
- | [ Senfidsrai 72 ] Hse ot T Trvemzory Trarcacion 1 Alow tsgativs Trvemsory
—ontact Hombsr i =
V]G =stl Bt Ezr 0] L= Satiing Price in fam Transfer [ o R Mot than 20 gaartity
] = Lipeiata Tnvmmtoey Coct T [0 E Ugsas trvsmary £t 5T 1 & At Foctsd

dranthes More Settings

Edt 3 Branch3

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

-1 Wijme Evaluation Version |5.20202.609)

.l' Company Detall @ - - n

Test Financial Company

|| e |E| AT St . |
- = |E| Canfcpml 01 [ Hide Coee i Irmaniony Tremeacien O #ton riegeres bvsmiory
Cortatt e
0 0 Com el G Ot L] e Sfing Price o Trprither L1 AR bhome 20 20 s

[ e g Srammary Tazt [0 e Lisckams ety Cot 5T O = sz Foctaa
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12. To bulk update the Customer detail, click the Customer
Bulk Update button.

13. Look for the Customer List file, then double click to
upload.
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15. Once okay, you may now review the List of customers that
you updated by clicking again the MasterFiles, then
Customer.

D w C .
Fo o NA NA L]
= - - .
B WA A (]
Fon o NA NA L]
B 1212 poasifs afdas Fisfalt | 1532488 NA 0
B 45 Narra 5t Malabon City . | 09176675656 asantos@gmall.com [
= I - - .
o WA A 0
] Rucky 51 Valenausla City M. D917-4565566 rmagatigmall.com 125
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16.
17.
18.
19.
20.
21.
22.
23.
24. You may use the Search bar to search the Customer you
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updated, then click the Edit button to see the changes.
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V: Transactions

5.1 Overview

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

Our EasyFS system has the following transactions:

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

CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,
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The purchasing process in accounting involves a series of steps that outline
the flow of a procurement transaction, from the identification of a need to

the payment of suppliers.

Purchases Flow

Purchase
Purchase
Request
REETESt summary
Supplier ) Purchase | | Receiving | _ Disbursement J Debit . Accounts
| Order | Receipt " Memo Payable

Summary

Receiving
Receipt
Summary

Summary

Inventory
Posting

Supplier Creation/Management

Disbursement

| Purchase Order

e Create and manage supplier records within the system, including
contact information, Email, TIN (Tax Identification Number), and

payment terms.
e Assign unique Supplier Code for easy tracking.

Purchase Request
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e When a department identifies a need for goods or services, a purchase
request is generated.

e The purchase request includes details such as the items or services
required, quantities, and any specific requirements.

Purchase Order
e Based on the approved purchase request, a purchase order is created
and sent to the supplier.
e The purchase order includes details like the quantity, price, and
description of the items or services.

Receiving Receipt
e Upon receiving the goods or services, a receiving receipt is generated
to confirm that the items have been received in the quantity and
condition specified in the purchase order.
e |Inventory Code is generated upon making the Receiving Receipt. This
will monitor the Inventory of the Item being encoded
e Update inventory levels if applicable.

Accounts Payable
e Record the purchase in the accounts payable ledger.
e Accounts payable represents the amount the business owes to
suppliers for the received goods or services.
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e Accounts Payable Formula is computed as Receiving Receipt less
Disbursement less Debit Memo

Disbursement (Payment)
e |ssue payment to the supplier based on the terms specified in the
purchase order and agreed-upon payment terms.
e Payment methods may include checks, electronic transfers, or other
agreed-upon methods.

Debit Memo (if necessary)

e |f there are issues with the received goods or services, such as
damaged items or discrepancies, a debit memo may be issued to
adjust the accounts payable balance.

e Update records to reflect the debit memo.

Purchasing Module Reporting and Analytics

e Monitor and analyze purchasing performance, accounts payable aging,
and other relevant metrics.

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

e Integration with General Ledger, Income Statement and Balance
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5.2.1 Purchase Request

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

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

the transaction.

0000000004 | 11/16/20. 0000000004 CHANDRL PASMAN! 1908029 NEW
1 .IJLD:lﬂED’.Iﬁ'J 1 1620, | 0000000003 | | CHANR’JRI; PaANAN | s | 446429 .NEW
0000000002 11/13/20..  (O00O0002 CHANDRU PARNANI L. TO0.00 MEW

h1 DOODO0OODT  11IVE0.  DOO0000001 CHANDIRU PARNANI e 0.00 MNEW

VGamma. 004, 006-rext.

Purchase Request Detail

5. To add a new Purchase Request, go to Purchases then click
Purchase Request. After that, click the Add that can be seen in

the Purchase Request list.

Purchases

0000000004 CHARDIRU FARNANI

0000000004 | 11/16/20.

h1 0000000O0E 111520, 0000000003 CHANDRU PARNANI usD 446429 NEW

Branch 1 DDODDOOODZ 11T, 1000000002
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6. Fill out all the needed information for the Purchase Request
Detail like,
o Currency
o Supplier Name
o PR Date
o Term
o Document Reference

1| Wijme Evaluation Version 5.20202.699)

E3 E3 =3B
| _ PRDate |
— /. Document Reference |
Z‘-.'\':(.’.‘:.'('.‘.". 1 .L pinid al #
_-_ 1533 PRHAN — P |l i d |
o - | G \ o] | i -H e |
\ S lier N
upplier Name |
Term [ 1]
= S cdn ¢ Desiption * Quantty r Unt

i ’ |n- il un
Cimatnd By o Jrerm
Cregter Darm | Trme: Decemaer 0. T2 0420 5

VGamma 004,006t

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

34_-"6._.3-28-292-6978 or 09176280355 09176240208 or 09171137633
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8. Select the items, by clicking the Pick button.

Pick button
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| nce the Pick button is clicked, fill out the quantity and the

cost. For Particulars, put NA if nothing to provide.
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A Purchase Reguest ftem

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

Add Purchase Request fem
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10. If you wish to add additional items, repeat Steps 4 up to 6.

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

Close button

12. Review the Purchase Request you created. If it is all good, click
the Save button, then Lock button.
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10. Pop Warning on Closing the Purchase Request Transaction will
display, when the Transaction Detail is not Locked.

e you sure you wat 0 closs the ramsacton

N
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Cancel Purchase Request Transaction
When you need to cancel a purchase request, it's important to
follow these simple steps:
1. Log In: Visit your easyFS domain and login with your username
and password.
2. Find your Purchase Request: Navigate to the Purchases, then
Purchase Request. You will be redirected to the Purchase Request
lists.

8 Master Files

Purchase Request

=
[ Purchase Request

‘;3, Purchase Order
o8 Receiving Receipt
2 Disbursement
_'—_: Debit Mema

H Accounts Payable

. Wiimo Evaluation Version. (5.20202.695)

3. Locate the Right One: From the Purchase Request list, you may
use the search bar to look for the right Purchase Request you
want to cancel. You can search using the Purchase Request’s RR
NUmber, Manual Number, Document Reference, etc.
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Take note: Don't forget to change the Start Date and End Date to

your Purchase Request’s transaction date to display the correct

result.

= @ 6 a2 ®) N0 0

Search Bar

D Purchase Request \

End date

Branch
21252024 E

Branch 1

Start date
anpozs 8

-

Search

Column Filter
All

0000000002 02/20/20.. 00DOOODO02 Retum To Supplier
0000000001 02/20/20.. 0000DDDOOT Return To Supplier

In this example, | used to search the Purchase
i Request using its PR No.

Branch - Search .
e B Branch1 000000002

Start date End date
iz B
Y
L)

4. Open the Purchase Request Detail: Click the Edit button to

open the Purchase Request detail page.
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Calumn Filter
All

Edit button |

D Purchase Request Detail

. ‘

Currency Exchange Rate

PHE 1 || Remarks

Branch

Branch 1

PR Number PR Date =

00000003 =

Manual Mo, B
S Document Refeence i o
Supplier _ Checked By Approved By
Return To Supplier Administrator Administrator
Term - Date Neaded ) Status - Total

con 202042024 R NEW 2,000.00

Rems Attathment

5. Cancel the Purchase Request: To cancel your Purchase Request

transaction, look for the Cancel found on the upper-right part of

the page, then click.

172



~ MANILA OFFICE 4 CEBU OFFICE

3 i
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|I1CU bator :San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and IS0 27001 Certified J " San Antonio, Pasig, 1605 Cebu Business Park,
il ' Metro Manila, Philippines Cebu City, 6000 Philippines

- £ :‘.}F%_3-28-292-6978 or 09176280355 09176240208 or 09171137633

bator.com

Cancel button

D Purchase Request Detail

Currency Exchange Rate
PHP 1 || Remarks
o
PR Nurmber PR Date o
0000000003 2/2072024 -
Manual Mo, Requestad By Prepared By
0000000003 Document Reference e iohn Ced John
Supplier Checked By Approved By
Return To Supplier Administrator A it
Term = Date Needed £ Status - Tatal
ok 2/20/2024 s NEW 2,000.00
ftems Attachment °
—
VAR =. A s AL 2 e anan

6. Confirm Canceling: After you click the Cancel button, there's a
Cancel Purchase Request window. If you're sure you want to
cancel your Purchase Request transaction, click the Cancel

button.

Cancel Purchase Request

Cancel purchase request transaction?
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156:9001 and 150 27001 Certifiod San Antonio, Pasig, 1605 Cebu Business Park,
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6_3.'-28-292-6978 or 09176280355 09176240208 or 09171137633

7. Check It's Done: After canceling, make sure you get a success
toast message confirming it's canceled successfully. It is found on
the bottom right of the page.

| il e Nl Nl 5 atl Nl |

Cancel Successful

V Purchase request was successfully
canceled!

8. Let Others Know(if needed): If you believe canceling affects
other people, it's a good idea to inform them.

9. Keep Track: Remember to make a note somewhere that you
canceled the Purchase Request, just in case it is needed later.
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5.2.2 Purchase Order

. MANILA OFFICE
~ Unit1103 Jollibee Center,
SanMiguel Avenue, Ortigas Center,
"~ San Antonio, Pasig, 1605
Metro Manila, Philippines
+63-28-292-6978 or 09176280355

“CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

Overview
This is to finalize the purchases for the company.

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

e Here, you can also filter the Start and End Date of the
transaction and the button to add a new PO.

vBamma. 004, 005-next

0000000021 | 12107/20,, | 0000000021 ISITA
Beanch 1 0000000020 | 11/2%20 . DO00000020 CHANDRL PARNANI Jpy S000.00 NEW
Branch1  000O00CONS | 11/29/20. COOD000O12 CHANDRL PARNAN PHP 11,000.00 NEW
Branch1  O00DODOOONE 11/2%20. (00ODO0OOTS CHANDRU PARNANI S0 1.00. NEW
Branch 1 Q00000 | 11AE.  OOI000T CHANDRU PARNANI ] 15085.29 NEW
Branch1  0OODOCOOVE V1/15/20.. 0000000076 CHANDRL PARNAHI usn 4996.29 NEW
Brarch1  O00DOOOOTS T1/15/20.. COOD000CTS CHANDRU PARNAN {111 2454 NEW
Branch1  ODODOOOOTA | 11715720 0000004 CHANDRL FaRNANI S0 446429 NEW
Banchl1  000000OO1E 11/13/20. 0COD000013 CHANDRL PARNANI usn TOLO0 HEW

0000000012 F1/08020..  DO0ONODOTZ CHANDRU PARNANI .00 NEW

Purchase Order List J
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. Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center

Incu bator SanMiguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and IS0 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,
- Metro Manila, Philippines Cebu City, 6000 Philippines

+63-28-292-6978 or 09176280355 09176240208 or 09171137633

hiisales@human-incubator.com

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

Purchases

o 1 DO0OONDZ! IO, | 0003000021 visiTa PHP 000, NEW
- Banchl  QOOOZ 117920 WONONZD (CHANDRUPARNANI Iy ' 500000 NEW
:-!3 Pithaze Crskr Banchl | O0CODOOTS 1125720 DOO0D0CDTS CHANDAL PARNANI FHP 1100000 NEW
i mindgaen Bmnchl  OD0COJOOTE 112520 0OODO0COTS CHANTAL PARNANI usp 000 New
= ’ Banchl  OOCONOCTT 11/16/20.  LOODOOCOTY CHANDAU PARNANI usp 190925 NEW
Purchase Order I anch1  ODOCODOOTE 11/15/20.  DOODOOCONE CHANTAU PARNANI uso 499625 NEW

s Smnch1  ODO0ODOCTS 1115720 00OG00OIS CHARDAL PARNAN usp 64 NEW
I e Smnchl  QOOOANOTA 115720 DOODOOOD™ CHANDAL PARNANI usp 446425 NEW
' Banch1  GIOODOOON3 113720 DOOOOOONT3 CHARDAL PARNANI usp 000 NEW
Bmnchi  0D0DOOONT2 11/08/20.  0000000ET2 CHARDAL PARNANI usp 000 New

Trnermry i " |
W Crec Warehouseg ¥
¥, Fied Asat bt

2. Fill out all the needed information for the Purchase Order
Detail like,
o Currency

wiamma. 004.005-neat

o Supplier Name

o PO Date

o Term

o Document Reference
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I hiisales@human-incubator.com

whamma 004.005-ret

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

150 9001 and 150 27001 Certified San Antenio, Pasig, 1605 Cebu Business Park,
_ Metro Manila, Philippines Cebu City, 6000 Philippines
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H Pecourts Papabie o Z
R | S ltems tab |

B e =

Wpeitea By Unan inan

Upded Dk # Time: Tcammper 4 X103 [U:5 P,
vhamma. 104, 005-next

4. Choose either Locked Article (Items) or Purchase Request
tab.

Locked Article

Pick Itey

I Locked Arficle Purchase Request Click Purchase Request tab if you have Purchase Order already.

Column Filter
Description & Barcode

-

v SKUCode v Serial Number

- Plum Japanese Homemade Fruit Jam 150m|

n Plumn lapanese Homemade Fruit lam 250mi|
_ SPECIAL JAPONICA RICE 200G

B natto Omelet
- CHUKA DON
BN rotatces smal

T ieoose sl
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H uman - Unit 1103 Jollibee Center,

ncu bator San Mlguel Avenue, Ortigas Center,

150 9001 and IS0 27001 Certified y San Antomo Pasig, 1605

' Metro Manlia Philippines
+63-28-292-6978 or 09176280355

4" CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

5. If you already have a Purchase Request, you can select that
PR by clicking on the PR Number. Once clicked it will pop up

all the PR that was not yet created as PO.

Pick tem

Hyrhe Reguest Lockes Artide

PR Number field
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Pick Purchase Request

~ MANILA OFFICE
Unit 1103 Jollibee Center,

San Miguel Avenue, Ortigas Center,

San Antonio, Pasig, 1605
- Metro Manila, Philippines
+63-28-292-6978 or 09176280355

“CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

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

Pick Plirthiase Request

Pick button |
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ncu bator ~San M:guel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified 7 San Antomo Pasig, 1605 Cebu Business Park,

/ Metro Manila, Philippines Cebu City, 6000 Philippines

+63 28-292- 6978 or 09176280355 09176240208 or 09171137633

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

Pick ftem

Purchase Request Locked Article

I3 Humier
‘ 0000300000

K AWPLISIER WITH BT AUS022

8. Select the items, by clicking the Pick button.
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: 7 San Antonio, Pasig, 1605 Cebu Business Park,

Metro Manila, Philippines Cebu City, 6000 Philippines

+é3 28-292-6978 or 09176280355 09176240208 or 09171137633

150 9001 and 150 27001 Certified

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

Add Purchase Orler ftam

Quantity I\

Particulars
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Incu bator SanMiguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
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+63-28-292-6978 or 09176280355 09176240208 or 09171137633
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10. After providing the Quantity, Cost and Particulars, click the
Save button.

Save button |

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

12. There's no need to worry if you don’t have a Purchase
Order since you can automatically select the items. Just go
directly from steps 8 to 10 after clicking the Locked Article
tab that is mentioned on Step 4.

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

Incu bator San Mlguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified 7 San Antomo Pasig, 1605 Cebu Business Park,
/ Metro Manila, Philippines Cebu City, 6000 Philippines

+63 28-292- 6978 or 09176280355 09176240208 or 09171137633

[

Close button

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

i%O Purchase Crder Detail

- l hwyean
i

T Sipcher e
Eranch L

E'J Furcrice Sagye

T FU

LT Attachiernt

VGamma. 004, 006-rext.
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F. Fieed Acet

T 034 06Tt

Purchase Order Transaction via Upload Template

1. To add a Purchase Order Transaction via Upload Template, go to
Purchase Order List then Click Functions

2. Click Optimized Upload

3. Select Download PO File Format - an excel file will be downloaded.
This is the file format where you will edit or encode the Items that
you need to PO.
3.1 In the Excel file:

A. Manual Code should be unique per transaction,

alphanumeric and Special transaction, should not exceed 255
characters.
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+63-28-292-6978 or 09176280355 09176240208 or 09171137633
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Example: 1°23°415@6#7$8%9"0&a*b(c)d_e+f=g{h}ifj]k|\m/n:0;p"q<r>st?u v.w
- if the Manual Code starts with 000, don't forget to put an
apostrophe (°) at the beginning of the Manual Code.
Example: 0000011231414
- if the Manual Code starts with a number but exceeds
more than 10 digits, format the cell to Text to show all the numbers.
Steps on how to change the format to Text:
1. Right Click the Cell
2. Click Format Cell

&l - -

DEa e
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4. Click OK
5. Then reselect the field

B. Document Reference should be unique per
transaction,alphanumeric and special characters should not
exceed 255 characters.
Example.‘ 1°23°415@64#7$8%970&a*b(c)d_e+f=g{h}i[jJk|\m/n:0;p"q<r>st?u v.w

- If the Document Reference starts with 000, don't

forget to put an apostrophe (’) at the beginning of the Manual
Code.

Example: 0000011231414
- if the Document Reference starts with a number
but exceeds more than 10 digits, format the cell to Text to
show all the numbers.
Steps on how to change the format to Text:
1. Right Click the Cell
2. Click Format Cell
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PurchaseOrder . Taire Clltéilés _ Suppliei  Teiris Unite | Statls 3

4. Click OK
5. Then reselect the field
C. Particulars - in this column this is basically the remarks for
each item line, it should be alphanumeric and Special characters
should not exceed 255 characters.
D. Remarks - in this column are basically the remarks for the
whole transaction, it should be alphanumeric and Special characters
should not exceed 255 characters.
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E. Date Needed and PO Date - PO Date is the date of PO or
when it was created. Date Needed it can be after or on the date of
the PO date, the format of the PO Date and Date Needed should be

( yyyy-mm-dd )

F. Supplier and SupplierID - Select supplier from the
dropdown and choose the supplier, SupplierID will correspond to
the selected supplier. Never edit the supplierlD since it will
automatically change after selecting the supplier.

G. Term and TermlD - Select term from the dropdown and
choose the term, TermID will correspond to the selected Term. Never
edit the termID since it will automatically change after selecting the
Term.

H. Currency and CurrencylD - Select the Currency from the
dropdown and choose the supplier, CurrencylD will correspond to
the selected currency. Never edit the CurrencylD since it will
automatically change after selecting the currency.

I. Exchange Rate and Status - exchange rate is the rate that
is used to convert the currency, Status is the status of the transaction,
just select the status from the dropdown.

J. ItemlID, Item Description, Cost, UnitlD and Unit - a//
these fields are related to the Item. Once the barcode is selected all
these fields will also change depending on the barcode that was
selected.
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K. Quantity - Input the quantity that needed to be ordered
from the supplier.

4. Go Back to the Purchase Order List Transaction

a. Click Function

b. Click Optimize Upload

c. Click Import Purchase Order

d. After Importing, Go to Draft Purchase Order
i. Click Validate
ii. Click Post

e. Lock the Transaction

Cancel Purchase Order Transaction
When you need to cancel a purchase order, it's important to
follow these simple steps:
1. Log In: Visit your easyFS domain and login with your username
and password.
2. Find your Purchase Order: Navigate to the Purchases, then
Purchase Order. You will be redirected to the Purchase Order
lists.
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"\\ tha sewsan g :I
i

@ Master Files <

wy  ltem Query

Purchases

E, Rurchases

e

Purchase Request

LJ

Purchase Order

I % Purchase Order

+8 Receiving Receipt

" Disbursement

111l

Debit Memao

=) Accounts Payable
, Wiime Evaluation Version (5.20202.699)

3. Locate the Right One: From the Purchase Order list, you may
use the search bar to look for the right Purchase Order you want
to cancel. You can search using the Purchase Order PO NUmber,
Manual Number, Document Reference, etc.

Take note: Don't forget to change the Start Date and End Date to
your Purchase Order’s transaction date to display the correct

result.
= @ O A =) O

= Start Date and End Date | Search bar |

Start date End date Branch = Columnn Filter fioe
m e 8 2292004 B [ Branch 1 H Search [ Al ‘
T hs- T o
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From this sample, | use the PO No. to search
::@ Purchase Order my Purchase Order transaction to cancel.

4SSN CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

Start date
2102024

<
=

Branch = Search
Branch 1 00000002

End date
22era0es

Locked v Branch v PONo. 71 PODate v ManualNo. v Doc.Ref. 7 Supplier

Shaw Rows
10

4. Open the Purchase Order Detail: Click the Edit button to open

the Purchase Order detail page.

= ® o

;:@ Purchase Order M

End date E Branch = Search
2/29/2024 Branch 1 00000002

Locked v Branch v PONo. 71 PODate v ManualNo. v Doc.Ref. 7 Supplier

5. Cancel the Request: To cancel your Purchase Order transaction,
look for the Cancel found on the upper-right part of the page,

then click.
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:Jj Purchase Order Detail

Currency

Incubator

150 9001 and 1SC 27001 Certified

Exchange Rate

+63-28-292-6978 or 09176280355

Cancel button J

MANILA OFFICE
Unit 1103 Jollibee Center,

San Miguel Avenue, Ortigas Center,

San Antonio, Pasig, 1605
Metro Manila, Philippines

‘CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

PHP 1 ‘ Remnarks
Branch
Branch 1
PO Number PO Date pray
0000000002 2/20/2024 =
Manual No. R sted By Prepared
0000000002 Document Reference ‘ Cediobn o
1
Supplier Checked By Appraved By
Retumn To Supplier Administrator Administrator
T = Date Needed - Status [ ol
cop 2/20/2024 : NEW T 35000

6. Confirm Canceling: After you click the Cancel button, there's a
Cancel Purchase Order window. If you're sure you want to cancel
your Purchase Order transaction, click the Cancel button.

Cancel Purchase Order

Cancel purchase order transaction?

Cancel Close

7. Check It's Done: After canceling, make sure you get a success
toast message confirming it's canceled successfully. It is found on
the bottom right of the page.
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Cancel Successful

“ Purchase order was successfully

canceled!

A—.

4SSN CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

8. Let Others Know(if needed): If you believe canceling affects

other people, it's a good idea to inform them.

9. Keep Track: Remember to make a note somewhere that you
canceled the Purchase Order, just in case it is needed later.

5.2.3 Receiving Receipt
Overview

When the supplier already sent or provided the product/item
from the PO that the user sent. The user can use this to check if

the items are all correct using the RR.

Receiving Receipt Detail

e List of all the RR (Receiving Receipt) and will also show the

overview of the transaction. In addition, it also has filter
functionality where you can select the Start and End Date of

the transaction.
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&% Receiving Receipt / Filter functionality J

m B 8machi | O00000000R | THO1Z0. | 0000GOOO0E WISITA PHP 50,00
w -] Aranch 1 ON0GOOBOT | TV2H20.  O000000OGT CHANDAL FARNANI S 5.000.00
e m [m] Branch 1 000000006 | TV/AE. 000000006 CHANDRL PARNANI I 000
[m] Branch 1 0000O000AS  1/YEA0.  D00DD0OO0S CHARDAL PARRANI (=2 0aLo
m= o Sranchi | OODDOODOO4 10I5Z0.  0OGONOOO04 CHANDAL PARNANI i3 5000
=3 o Sranch1 | OOBDOOODO3  TOAASE0.  DOOODOOO0S CHARDAL FARNAHNI 1= 503,00
Dtk kb (=] Branchi 1 000000000 T0/2520. 0000000002 CHANDAL PARNANI usg 000
=3 [m] ranch 0000000001 10A2520. | 0000000501 CHANGAL PARNANI FHP 540000

Receiving Receipt List

VGamma. 004, 006-rext.

Receiving Receipt List

10. To add a new Receiving Receipt, go to Purchases then click
Receiving Receipt. After that, click the Add button that can be
seen in the Receiving Receipt list.
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+63-28-292-6978 or 09176280355 09176240208 or 09171137633

-~ hiisales@human-incubator.com

) Wijmo Evaluation Version (5.20202.699)

- Receiving Receipt Add button Ic—ﬂm
- ERENDES

i ' ITONCBU.. 0000000003 02/02/20.. 0000000003
B rushes PurChaseSh ITONOBU .. 0000000002 02/02/20. 0000DOO0OZ Return To Supplier 1'23'415@687$8%9*08a*b(c)d

m O ITONOBU.. 0000000001 02/02/20. 0000000001 Return To Supplier 123 A15@6#7$8%040ka*b(c)d

|| Cotumn Fitter
Al

Search

| | Purchase Request

o Purchase Order

Page 10t 1

I Receiving Receipt ]

‘DMM

[ DebitMemo

tamd Accounts Payable

11. Fill out all the needed information for the Receiving Receipt
Detail like,
a. Currency
b. Supplier Name
c. RR Date
d. Term
e. Document Reference
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'H . MANILA OFFICE 47 CEBU OFFICE
uman . Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator :_S_&a’n"_Mjguél Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and IS0 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,
Metro Manila, Philippines Cebu City, 6000 Philippines

5'1?"6_3-28-292-6978 or 09176280355 09176240208 or 09171137633

~ ' hiisales@human-incubator.com

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

VGamma. 004, 006-rext.

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

150 9001 and 150 27001 Certified

Pick Purchase Order ferm

Pick Purchase Order liem

- MANILA OFFICE
~ Unit1103 Jollibee Center,
~ San Miguel Avenue, Ortigas Center,
" San Antonio, Pasig, 1605

Metro Manila, Philippines
+63:28-292-6978 or 09176280355

4" 'CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

14. Once clicked it will pop up all the PO that has not yet created an

RR.
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1519501 and 160 27001 Ceitified "~ San Antonio, Pasig, 1605 Cebu Business Park,
Metro Manila, Philippines Cebu City, 6000 Philippines
+63-28-292-6978 or 09176280355 09176240208 or 09171137633

hiisales@human-incubator.com

Pick Purchasze Order

PONo. T PODate T ManualNo. v Doc.Ref. T Remarks
0000000079 | 11/29/20.. | 0000D000TS 11,000.00 | NEW

0000000005 | 4/1/2023 | 000000DOOS 1,503.04  NEW

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

Pick Purchasze Order

PONo. T PODate 7

11,000.00 | NEW

1,503.04 NEW

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

I

Pick Purchase Order Item

m 0000021823 0000021823 | 0000021823 K AMPLIFIER W/ USB/SD/SD/FM/BT AV60... | NA

17. Select the items, by clicking the Pick button.
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Human . Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator SanMiguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,

Metro Manila, Philippines Cebu City, 6000 Philippines
:'-@—"6_3-28-292-6978 or 09176280355 09176240208 or 09171137633

- hiisales@human-incubator.com

Pick Purchase Order fiem

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

18. Once the Pick button is clicked, fill out the quantity you receive
for that item.

Add Receiving Receipt Trem

Quantity |'.

19. After providing the Quantity, Cost and Particulars, click the
Save button.
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- MANILA OFFICE
- =|£ nit 1103 Jollibee Center,
'~ San Miguel Avenue, Ortigas Center,
San Antenio, Pasig, 1605
. Metro Manila, Philippines
3-28-292-6978 or 09176280355

~ Human
Incubator

150 9001 and 150 27001 Certified

Add Recsiving Recsipt iem

Pack Puschase Qrder ftem

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

4 CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

20. If you wish to add additional items, repeat Steps 8 to 10.
21. If you're done adding line items, just click the Close button to

hide the popup.
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'H . MANILA OFFICE 47 CEBU OFFICE
uman . Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator :_S_&a’n"_Mjguél Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and IS0 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,
Metro Manila, Philippines Cebu City, 6000 Philippines
5'1?"6_3-28-292-6978 or 09176280355 09176240208 or 09171137633

~ | hiisales@human-incubator.com

Plck Purchase Order ltem

|0oo;m‘*z13‘23 ianomzisza 0000021823 K AMPLIFIER W/ USB/SD/SD/FM/BT AV60.. NA

Close button

* SKU Code 7 BarCode

00021823 | DI00RZIE3 | K AMPLIFER W/ ISB/SES0FMET

22. Review the Receiving Receipt you created. If it is all good, click
the Save button, then Lock button. Then if everything is all good,
click SAVE and LOCK.
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’MAN[LA OFFICE ‘FCE}EU OFFICE

Human ! Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
ncu bator S San MJgueI Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified : " San Antonio, Pasig, 1605 Cebu Business Park,
- Metro Manila, Philippines Cebu City, 6000 Philippines

= :’:—?—%_3-28-292-6978 or 09176280355 09176240208 or 09171137633

-3 Wijme Evaluation Version |5.20202.699)

o8 Receiving Receipt Detail n

VGamma. 004, 006-rext.

=8 Receiving Receipt Detail

B | [
e
Branehi)
‘ 0000 3 ‘
Wt e
‘ £OD00C on Jha ‘
e =)
CHAHDAL PAR: Adminitrat ‘

rams Attachmart Inventory oumial Enfries

000021825 LCOOGAZIEZE | KAMPLIFER W/USERDIDAWET -
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Human __ Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
156:9007 and 150 27001 Cortifiad "~ San Antonio, Pasig, 1605 Cebu Business Park,

Metro Manila, Philippines Cebu City, 6000 Philippines
+63-28-292-6978 or 09176280355 09176240208 or 09171137633

hiisales@human-incubator.com

Cancel Receiving Receipt Transaction
When you need to cancel a Receiving Receipt, it's important to
follow these simple steps:
1. Log In: Visit your easyFS domain and login with your username
and password.
2. Find your Receiving Receipt: Navigate to the Purchases, then
Receiving Receipt. You will be redirected to the Receiving Receipt

lists.

am  Iem Query

B s Purchases
]‘J Purchase Request
Receiving Receipt

;% Purchase Order

o Receiving Receipt

“ Disbursement
[=' Debit Memo
H Accounts Payable
= Sales

S ventory

3. Locate the Right One: From the Receiving Receipt list, you may
use the search bar to look for the right Receiving Receipt you
want to cancel. You can search using the Receiving Receipt’s RR
NUmber, Manual Number, Document Reference, etc.

Take note: Don't forget to change the Start Date and End Date to
your Receiving Receipt's transaction date to display the correct
result.
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:- "MANILA OFFICE £ CEE
| Human CEBU OFFICE

- Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center

Incu bator SanMiguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and IS0 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,
Metro Manila, Philippines Cebu City, 6000 Philippines

-'-?—"6_3-28-292-6978 or 09176280355 09176240208 or 09171137633

hiisales@human-incubator.com

@& Wijmo Evaluation Version (5.20202.699)

1 Start and End Date Search bar ﬂ

Column Filter
Al

Start date End date
2/1/2024 ol 2/29/2024 o}

Branch
TONDBUHD ‘ Search

(W Dokt | o ITONOBU .. 0000000049 02/19/20.. 0000000049 Return To Supplier

- 8 Delei= = ITONOBU .. 0000000048 02/19/20.. 0000000048 Return To Supplier

B Delete = ITONOBU .. 0000000047 02/19/20.. 0000000047 Retumn To Supplier Same Quantity, same Cost

m = ITONOBU .. 0000000046 02/19/20.. 0000000046 Return To Supplier

= ITONOBU .. 0000000045 02/19/20.. 0000000045 Return To Supplier

o ITONOBU .. 0000000044 02/19/20.. 0000000044 Return To Supplier

= ITONOBU ... 0000000042 02/15/20.. 0000000042 Return To Supplier SAMPLE

m o ITONOBU .. 0000000041 02/15/20.. 0000000041 Return To Supplier SAMPLE

- = ITONOBU .. 0000000040 02/15/20.. 0000000040 Return To Supplier sampleB1023I

- (m] ITO NOBU ... 0000000039 02/15/20.. 0000000039 Return To Supplier sampleB1023 J
vGamma.004.007+24.7 14-next

| From this sample, | use the RR No. to search my Receivir{é

Receipt transaction to cancel

Start date End date

Locked v Branch + RRNo. v RRDate v ManualNo. v Doc.Ref. v Supplier
' ITONOBU .. 0000000048 02/19/20.. 0000000048

Column Filter
All

Branch Search
TTO NOBU HO 000000048

-

Shaw Rows
10

4. Open the Receiving Receipt Detail: Click the Edit button to open
the Receiving Receipt detail page.

-8 Receiving Receipt [ ccee |

Start date
m 22 E ‘
locked v+ Branch + RRNo. v RRDate v ManualNo. v Doc.Ref. v Supplier v Remarks

Edit button ﬂ

3l Wijmo Evaluation Version (5.20202.699)

-

Erd date ) Branch - Search Colurmn Filter
2/29/2024 IO NCBU HO 0000000048 All
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~ MANILA OFFICE

~ Unit1103 Jollibee Center,
SanMiguel Avenue, Ortigas Center,
"~ San Antonio, Pasig, 1605

-Human
Incubator

150 9001 and 1SC 27001 Certified

: Metro Manila, Philippines
+63-28-292-6978 or 09176280355

‘hiisales@human-incubator.com

‘CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

5. Cancel the Receiving Receipt: To cancel your Receiving Receipt
transaction, look for the Cancel found on the upper-right part of

the page, then click.

3 Wiimo Evajuation Version (5.20202.699)

-8 Receiving Receipt Detail Cancel button
Curre Exchange Rate
it l o 1 l Remarks
Branch
ITO NOBU HQ
RR Number RR Date o
0000000048 2/19/2024 L
Manual No. Do t Refe Received By Prepared By
0000000048 CUrFerT TERCe Administratar Administrator
Supplier Checked By Approved By
Return To Supplier Administratar Administrator
[
Term - Status - Total
CoD NEW 120000

6. Confirm Canceling: After you click the Cancel button, there's a
Cancel Receiving Receipt window. If you're sure you want to
cancel your Receiving Receipt transaction, click the Cancel button.

Cancel Receiving Receipt

Cancel receiving receipt transaction?
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Human . Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center
|I1CU bator :San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and IS0 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,

Metro Manila, Philippines Cebu City, 6000 Philippines

o R +63.28.292-6978 or 09176280355 09176240208 or 09171137633
| hiisales@human-incubator.com

7. Check It's Done: After canceling, make sure you get a success
toast message confirming it's canceled successfully. It is found on
the bottom right of the page.

Cancel Successful

\/ Receiving receipt was successfully
canceled!

8. Let Others Know(if needed): If you believe canceling affects
other people, it's a good idea to inform them.

9. Keep Track: Remember to make a note somewhere that you
canceled the Receiving Receipt, just in case it is needed later.

5.2.4 Disbursement
Overview
The Disbursement is created for expenses of the company

and also payment for all the purchase orders.

Disbursement List

e List of all the Disbursements and will also show the overview
of the transaction.
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7 _ MANILA OFFICE
Human . Unit1103 Jollibee Center,
Incu bator San Miguel Avenue, Ortigas Center,

150 9001 and 15 27001 Certified San Antonio, Pasig, 1605
: Metro Manila, Philippines
+63-28-292-6978 or 09176280355

‘hiisales@human-incubator.com

‘CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

e Here, you can also filter the Start and End Date of the
transaction and the button to add new Disbursement.

‘Branch i G000000002 | 1ROV | 000000002

Branch 1 Q00COOO0DT  TZATV20., | 0000000007

VGamma. 004, 006-rext.

Disbursement Detail

10. To add a new Disbursement, go to Purchases then click
Disbursement. After that, click the Add that can be seen in the

Disbursement list.
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Human . Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,

- Metro Manila, Philippines Cebu City, 6000 Philippines
-'-!—6_3-28-292-6978 or 09176280355 09176240208 or 09171137633

hiisales@human-incubator.com

khusengs Purchases I Add button
+ Cumency -

‘Branch i | GO000O0002 | TGN | DOOIGI000E WVISITA. PHP

Branch 1 Q00COOO0DT  TZATV20., | 0000000007 CHANDAL PARNANI

W CedWiehaEg o

11. Fill out all the needed information for the Disbursement
Detail like,
a. Currency

VGamma. 004, 006-rext.

b. Supplier Name

c. CV Date

d. Document Reference
e. Pay Type

f. Bank
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- MANILA OFFICE
~ Unit 1103 Jollibee Center,
SanMiguel Avenue, Ortigas Center,

7~ San Antonio, Pasig, 1605
_ Metro Manila, Philippines
-'-§—"6_3-28-292-6978 or 09176280355

'Human
Incubator

150 9001 and 150 27001 Certified

~ ' hiisales@human-incubator.com

4SSN CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

Currency

' Pay Type] 1

|
CV Date |

EN
= Document Referencej

|
Supplier Name |

VGamma. 004, 006-rext.

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

8 Disbursement Detail BB Wijmo Evaluation Version (5.20202.699)
T | o I :DL_-:v::m:
o | =B ED s Cmar
- | oo | == |
i s ‘ -1 % |

—-b Lines tab l

Branch. Acart T Bas Amount WA

Add buﬂo na— =

VGamma. 004, 006-rext.

13. If the user will Disburse the RR, the user can select that RR by
clicking on the RR Number.
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Human _ MANILA OFFICE 47 CEBU OFFICE
! Unit 1103 Jollibee Center; Unit 1003A 10/F Keppel Center

ncu bator S San 'Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and ISO 27001 Certified £ "~ San Antonio, Pasig, 1605 Cebu Business Park,

- Metro Manila, Philippines Cebu City, 6000 Philippines

f‘?’%_3-28-292-6978 or 09176280355 09176240208 or 09171137633

Add Disbursement Line

Pick Recelving Receipt

IR | 0000000009 | 12/5/2023 0000000009 NA
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Human © Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator o A k el'Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,

150 9001 and ISO 27001 Certified San Antenio, Pasig, 1605 Cebu Business Park,
Metro Manila, Philippines Cebu City, 6000 Philippines
; ,28-292-’697_8 or 09176280355 09176240208 or 09171137633

15. To add that RR, click the pick button. Once picked, the
following fields will automatically populated :
i. Account
ii. Article
iii.  Amount

Fick Receiving Receipt Pick button I

Add Dibursement Ling
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- Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
San Mlguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
San Antonio, Pasig, 1605 Cebu Business Park,
Metro Manila, Philippines Cebu City, 6000 Philippines
+63:28-292-6978 or 09176280355 09176240208 or 09171137633

h Human
Incubator

150 9001 and 150 27001 Certified

16. If you will Disburse for other expenses, just directly click the

Account Manual Code then input an amount.

Add Disbursement Ling

Lire

17. Click the Save button.

Add Disbursement Ling

Lire

213
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Human . Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator SanMiguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,
: Metro Manila, Philippines Cebu City, 6000 Philippines

+63-28-292-6978 or 09176280355 09176240208 or 09171137633

‘hiisales@human-incubator.com

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

VGamma. 004, 006-rext.

Cancel Disbursement Transaction
When you need to cancel a Disbursement, it's important to follow
these simple steps:
1. Log In: Visit your easyFS domain and login with your username
and password.
2. Find your Disbursement: Navigate to the Purchases, then
Disbursement. You will be redirected to the Disbursement lists.
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'MANILA OFFICE
Human Unit 1103 Jollibee Center,
Incu bator _San'Mi_gueI Avenue, Ortigas Center,

San Antonio, Pasig, 1605
Metro Manila, Philippines
+63-28-292-6978 or 09176280355

150 9001 and 1SC 27001 Certified

hiisales@human-incubator.com

'CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

aw  [tem Query

Purchases

g,. Burchases

I‘J Purchase Request
F@ Purchase Order

o Receiving Receipt

“ Disbursement

|=  DebitMemo

H Accounts Payable

w Sglag [
S ventory e

3. Locate the Right One: From the Disbursement list, you may use
the search bar to look for the right Disbursement you want to

cancel. You can search using the Disbursement’s CV NUmber,

Manual Number, Document Reference, etc.

Take note: Don't forget to change the Start Date and End Date to
your Disbursement’s transaction date to display the correct

result.
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Human - Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
156.9001 and 150 27001 Cartifiad "~ San Antonio, Pasig, 1605 Cebu Business Park,
- Metro Manila, Philippines Cebu City, 6000 Philippines
+63-28-292-6978 or 09176280355 09176240208 or 09171137633
‘hiisales@human-incubator.com
i Wijmo Evaluation Version (5.20202.699)
#® Disbursemer Start and End Date J Search bar e e

Branch -
10 NOBU HO l Search

Start date End date
“I wnee B 292024 &

ITONOBU .. 0000000014 0000000014

Column Filter Eh et
Al de

ITONOBU .. 0000000013 0000000013 Return To Supplier
ITONOBU .. 0000000012 0000000012 Return To Supplier
ITO NOBU . 0000000011 0000000011 Return To Supplier
ITONOBU . 0000000010 0000000010 Return To Supplier
ITONOBU ... 0000000009 0000000009 Return To Supplier
ITONOBU ... 0000000008 0000000008 Return To Supplier
ITONOBU .. 0000000007 0000000007 Return To Supplier

ITONOBU .. 0000000005 0000000005 Return To Supplier

E e e e EAEEBRRBEO

ITO NOBU . 0DD0OO0DODO4 0000000004 Return To Supplier

:J Yiimo Evajuation Version (5.20202.699)

H

Column Fitter ‘

In this sample, | used the CV No. to search
& Dist the Disbursment detail to cancel.

Start date Erd date
m i m ‘ 24 E ‘

Locked v Branch v CVNo.

ERES =

Functicns

Branch - Search
TTO NOBU HO 0000013

v CVDate v ManualNo. v Doc. Ref.
ITONOBU .. 0000000013 02/15/20.. 0000000013

@ n- ciiel ? .

4. Open the Disbursement Detail: Click the Edit button to open the
Disbursement detail page.
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‘'MANILA OFFICE

Unit 1103 Jollibee Center,
SanMiguel Avenue, Ortigas Center,
"~ San Antonio, Pasig, 1605
Metro Manila, Philippines
+63-28-292-6978 or 09176280355

'Human
Incubator

150 9001 and 1SC 27001 Certified

‘hiisales@human-incubator.com

‘CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

":1| Wijmo Evaluation Version (5.20202.699)

o Disbursement Edit button

i
End date

Start date
2900 B

27172024

Branch - Search
TTO NOBU HO 000000012

Locked v Branch v CVNo. v CVDate v ManualMo. v Doc.Ref. v Supplier

ITONOBU ... 0000000013 02/15/20... 0000000013

-n

—_— -

Show Rows .
10

5. Cancel the Disbursement: To cancel your Disbursement
transaction, look for the Cancel found on the upper-right part of

the page, then click.

@2 Disbursement Detail Cancel button ]
Currency Exchange Rate Bank
PHP 1 Metrobank
Branch FPay Type !
1TO NOBU HQ Cash
£V Numbe: CV Date o
0000000013 27152024 B Check Number H Check Date 0
M. | Mo, Check Barik
o?)%ibgmﬁ Document Reference mbaar*
Supplier
Return To Supplier
Payee Prepared By
Return To Supplier Administrator
Checked By Approved By
Rernarks Adminstrator Administrator
Status - Total
NEW 8000 !
vGamma.004.007+24.7 14-next Wij { )

6. Confirm Canceling: After you click the Cancel button, there's a
Cancel Disbursement window. If you're sure you want to cancel
your Disbursement transaction, click the Cancel button.
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Incu bator :San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and IS0 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,

4 Metro Manila, Philippines Cebu City, 6000 Philippines

o R +63.28.292-6978 or 09176280355 09176240208 or 09171137633
| hiisales@human-incubator.com

Cancel Disbursement

Cancel disbursement transaction?

Cancel Close

7. Check It's Done: After canceling, make sure you get a success

toast message confirming it's canceled successfully. It is found on
the bottom right of the page.

Cancel Successful
qf Disbursement was successfully
] canceled!

8. Let Others Know(if needed): If you believe canceling affects
other people, it's a good idea to inform them.

9. Keep Track: Remember to make a note somewhere that you
canceled the Disbursement, just in case it is needed later.
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‘'MANILA OFFICE

Unit 1103 Jollibee Center,
San Miguel Avenue, Ortigas Center,
"~ San Antonio, Pasig, 1605

Metro Manila, Philippines
+63-28-292-6978 or 09176280355

'Human
Incubator

150 9001 and 1SC 27001 Certified

‘hiisales@human-incubator.com

5.2.5 Debit Memo
Overview

‘CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

Debit memos are commonly used in various business
transactions, such as in accounts payable processes or when

correcting billing errors.

Debit Memo List

e List of all the debit memo and will also show the overview of

the transactions

e Here, you can also filter the Start and End Date of the
transaction and the button to add a new Debit Memo.

= . Filtar Funcenairy
s = Debit Memo —.—)
g Puchase Order

Cavir | [ [ ddate barch % 2

'::“w Ml 1| ¢ Bmidi] oy M Dabt Mamn st |

Debit Memo Detail

1. To add a new Debit Memo, Go to Purchases then click Debit
Memo. After that, click Add that can be seen in the Debit

Memo List.
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. MANILA OFFICE
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Debit Memio

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

e Currency
e Exchange Rate
e Manual No.

e Document reference
e Remarks

Debit Memo Detall

e Enrerge Rets bzt
1 1723'e5 @EOTHERD D bidd o+ gl lhminap g el om

Yangh
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3. To add the Debit Memo Line, Click Add button on the right
part of the page under the lines tab. Choose RRNumber for
accounts payable processes or correcting billing errors.

@ 6 )0 @

‘ Eathinge ke
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‘ ECAmia] | ]
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‘ o - o

4. If the user will Adjust the RR, the user can select that RR by
clicking on the RR Number.

Add Diegii feme Line

R Mumbar

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

Disburse.

Pick Recelving Receipt

“|mumma9 12/5/2023 000D000D0OY  NA

6. To add that RR, click the pick button. Once picked, the

following fields will automatically populated :
e Account
e Article

e Amount — you can change the amount based on the

adjustment of the Receiving Receipt.

RR Number

Add Debit Mem?ﬂe

RR Nurnber

0000000032

\

Amount |

Particulars

Eranch
[TO NOBU HQ

Account |
Alggtci:nToSupplier — Al’t[0|e I

Accourt Manual C Account
0201101 Accounts Payable

ation Version (5.20202.699)
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7. Once the Debit Memo line item is okay, click the Save button
and close the Add Debit Memo line window.

8. Review everything in the Debit Memo detail and once okay,
click the Save button to save the details. To have an effect
with the Accounts Payable, click the Lock button.

Important: If you forget to lock the Debit Memo transaction
and quickly click the Close button, you'll see a popup asking
for a confirmation:

Are you sure you want to close the transaction?

Please confirm your choice.

Yes: The transaction will automatically be saved and locked upon closing.
No: The transaction will not be saved and locked upon closing.

e Press Yes button if you want to automatically save and

lock the Debit Memo transaction upon closing.
e Press No button if you prefer not to save and lock the
Debit Memo transaction upon closing.
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Debit Memo Transaction via Upload Template

1. To add a Debit Memo Transaction via Upload Template, go to
Debit Memo List then Click Functions
2. Click Download DM File Format
3. The excel file will be downloaded. This is the file format
where you will edit, or encode the details that you need to
Debit Memo.
3.1 In the Excel file:
A. Manual Number should be unique per transaction,
alphanumeric and Special transaction, should not exceed
255 characters.
Example: 123 415@64#7$8%970&a*b(c)d_e+f=g{h}i[jlk|\m/n:0;p"q<r>st?u v.w
- if the Manual Code starts with 000, don’t forget
to put an apostrophe (°) at the beginning of the Manual
Code.
Example: 0000011231414
- if the Manual Code starts with a number but
exceeds more than 10 digits, format the cell to Text to
show all the numbers.
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Steps on how to change the format to Text:
1. Right Click the Cell
2. Click Format Cell

i 7~ -

3. Choose Text

4. Click OK
5. Then reselect the field
B. Supplier Code Add supplier code

C. Document Reference should be unique per
transaction,alphanumeric and special characters should
not exceed 255 characters.
Example: 123 415@64#7$8%970&a*b(c)d_e+f=g{h}i[jJk|\m/n:0;p"q<r>st?u v.w
- if the Document Reference starts with 000, don't
forget to put an apostrophe () at the beginning of the
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Manual Code.
Example: 0000011231414

- if the Document Reference starts with a number
but exceeds more than 10 digits, format the cell to Text to
show all the numbers.

Steps on how to change the format to Text:
1. Right Click the Cell
2. Click Format Cell

E F H 0 L o P
78 9 hemarks Su;o\IUI(Suppl Jermid Term et eNeedExchon gl umencyl Currency Status  ltemid  ItemDesaBarCoce  Cost
/A HNIA 2024012 #NJA Toawa T oaNra " omja

¥ H| PurchaseOrder Taiii " Cliraiics |~ SUpplei  Teiis /Wilts ~ Ststie 45

3. Choose Text

4. Click OK
5. Then reselect the field
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D. Remarks - in this column are basically the remarks for
the whole transaction, it should be alphanumeric and
Special characters should not exceed 255 characters.

E. Particulars - in this column this is basically the remarks
for each item line, it should be alphanumeric and Special
characters should not exceed 255 characters.

F. Line Amount - Input amount to correct/adjust

customer bill

G. Account - Input Account Code in column

H. Currency - Input specific Currency in column
I. RR Number - Add RRNumber

Diett Merma Import File Farmat (5] - Excel

set  Fogelavout  fommalos  Cata  Mevew  View  Help ';' Tell me what you warit to do
< Ny E = N i -5~ L | TN i
----- Caiitei Wiz o s A =5 #  Dwaphen |Geneea ' E |59 | Normal Bad fm Wy LA 2Y
B Capy i =2l [ElFil+ o
Peste i B I U - h-A-| =5 EF Bkl § -t v = m  Condiionsl Fomates Ggaq Noatral Insest Dedete Format " Sortd i
ket = ' Farmatting - Tadle - TR o I ¢ ]
fiploaed fgrmen e Number Bl
| I
A B 2 0 E F ] H | | K L M

Remarks Linefimou AccountCiParticulars  CurrencyCode ExchangeRat ARNumber
- - Al e L. o

i€ B000 020110 aT5a6E PHP

4.  Go back to Debit Memo list
a. Click Functions
b. Click Import Debit Memo
c. After Importing, Check Debit Memo list
d. Lock Transactions
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Cancel Debit Memo Transaction
When you need to cancel a Debit Memo, it's important to follow
these simple steps:
1. Log In: Visit your easyFS domain and login with your username
and password.
2. Find your Debit Memo: Navigate to the Purchases, then Debit
Memo. You will be redirected to the Debit Memo lists.

am  Iem Query

B s Purchases

]‘J Purchase Request

F@ Purchase Order
«—% Receiving Receipt

“ Disbursement

Debit Memo

H Accounts Payable

3. Locate the Right One: From the Debit Memo list, you may use
the search bar to look for the right Debit Memo you want to
cancel. You can search using the Debit Memos DM NUmber,
Manual Number, Document Reference, etc.

Take note: Don't forget to change the Start Date and End Date to
your Debit Memo’s transaction date to display the correct result.
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® © a2 @) O

E] Debit Memo Start and End Date Search bar I

Colurmn Filter
All

Branch
TONDBUHD ‘ Search

DMDate r ManualNo. v Doc.Ref. 1 Supplier
0000000008 1'2~3'415@6.. 12~3'415@6.. Return To Supplier 1'2~3 415@6#7$8%9*0&a*b(c)d
0000000007 12~3 415@6... 1'2~3'415@6... Return To Supplier 1'2~3 415@6#7$8%9*0&a*b(c)d_.
0000000006 0000000006 Return To Supplier
0000000005 0000000005 Return To Supplier
0000000004 0000000004 Return To Supplier
0000000003 0000000003 Return To Supplier
0000000002 0000000002 Return To Supplier
0000000001 . 12~3'415@6.. 1'2~3'415@6.. Return To Supplier 12~3 4I5@6#7$8%9"0&a*b(c)d_

BE 00’ O0&E 80

Wijmo Evaluation Version (5.20202.699)

vGamma.004.007+24.7 14-next

In this sample, | used the DM No. to search the
De Debit Memo to cancel.

Column Filter
All

Branch - Search
IO NCBU HO 00000007

Start date End date |
2172024 2/29/2024

v Branch + DMMNo, v DMDate + ManualMNo. v Doc.Ref. + Supplier

4. Open the Debit Memo Detail: Click the Edit button to open the
Debit Memo detail page.
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Edit button

Debit Memo

Branch -
IO MOEU HO

End date
229024 & |

5. Cancel the Debit Memo: To cancel your Debit Memo transaction,
look for the Cancel found on the upper-right part of the page,

then click.

= ® © a @)

= Debit Memo Detail Cancel button

Currency Exchange Rate Remarks

PHP 1 12~34I5@6#735%0 " 0&ab{c)d_e+f=glhH[J\m/mopg<r=s-tu,
Br

IT0 MOBU HO
DM Nurnber DM Date = Preparad By

0000000007 2/18/2024 =) Administrator

Marnual No, Document Referance Checked 8y Approved By
12-34I5@E#T$E%I* 08a*bic)d_e+T=glh)if Jk 172-34|5@6#7$8%3 4 0&a*b(c)d_e+f=gih} Ik Adrministrator Administrator
Supplier Status - Total

Return To Supplier WEW 1,200.00

Attachment oumal Entres

¢ £

vGamma.004.007+24.7 14-next

" Wijmo Evaluation Version (5.20202.699)

6. Confirm Canceling: After you click the Cancel button, there's a
Cancel Debit Memo window. If you're sure you want to cancel
your Debit Memo transaction, click the Cancel button.
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Cancel Debit Memo

Cancel debit memo transaction?

7. Check It's Done: After canceling, make sure you get a success
toast message confirming it's canceled successfully. It is found on
the bottom right of the page.

Cancel Successful

&/ Debit memo was successfully

canceled!

8. Let Others Know(if needed): If you believe canceling affects
other people, it's a good idea to inform them.

9. Keep Track: Remember to make a note somewhere that you
canceled the Debit Memo, just in case it is needed later.
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5.3 Sales Transaction Module

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

Customer Creation/Management

e Create and manage customer records within the system, including
contact information, credit limit, credit terms, TIN (Tax Identification
Number), Type of Business

e Assigning of Manual Code unique to customer for easy tracking.

Sales Order

e Generate sales quotes or orders for potential customers, detailing the
products or services offered along with prices.

e Share the quote or orders with the customer for approval.

e Once the customer approves the quote, convert it into a sales invoice.

e The sales order includes details like the quantity, price, and description
of the products or services.

Order Fulfillment
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Sales Invoice

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

e The invoice includes the total amount due, payment terms, and other
relevant details.

e Prepare and deliver the products or services based on the details
specified in the sales order.

e Update inventory levels if applicable.

Accounts Receivable

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

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

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

Collection/ Payment
e Receive payments from the customer against the issued invoice.
e Apply payments to the corresponding accounts receivable entries.

Credit Memo (if necessary)

e |f there are adjustments, returns, or discounts, issue a credit memo to
adjust the accounts receivable balance.

e Update records to reflect the credit memo.
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Sales Module Reporting and Analytics

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

e Generate reports to gain insights into the financial health of the sales
function.

e Integration with General Ledger, Income Statement and Balance
Sheet.

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

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

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

234



'MANILA OFFICE 'CEBU OFFICE

Human Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator SanMiguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,
Metro Manila, Philippines Cebu City, 6000 Philippines

+63-28-292-6978 or 09176280355 09176240208 or 09171137633

hiisales@human-incubator.com

e You can filter the data to be displayed by providing the
following:
o Start Date
o End Date
o Branch
e Also, you can search data by providing a value on the Search
Bar and select the Column Filter on where to search the
data.

Filter date by Start Date, End Date and Branch]

(m] ‘Branch i G000000002 | 11/0%20. | 0000000002 MOMU usp 000 NEW

1 Q00COOO0DDT  DEOE20., 0000000007

vGamma. 004, 005-rext.

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

+ Cumency

Branch 1 Q00COOO0DDT  DEOE20., 0000000007

w o= «.t
Sales Order I
i b Actounts Feceiatie

- mimmmmmnmmm.ml

2. Fill out all the needed information for the Sales Order Detail
like,
o Currency
o Customer Name
o SO Date
o Term
o Document Reference
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B Sales Order Detal Cu rrency

I &
, Wijmo Evaluation Version (5.20202,609)

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

1 Sales Order Detall

| Wijmo Evatuation Version 5.20202.699)

4, Select the items, by clicking the Pick button.
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5. Once the Pick button is clicked, fill out the Quantity and
Price.

Add Sales Ordar ftem

Price

6. After that, click the Save button.
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7. If you wish to add additional items, repeat Steps 4 to 6.

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

Close button |

9. After adding Sales Order line items, simply click the Save and
Lock button.
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Sales Order Transaction via Upload Template
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Cebu City, 6000 Philippines
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10. To add a Sales Order Transaction via Upload Template, go

to the Sales Order List then Click Functions.
11. Click Optimized Upload.

12. Select Download Sales Order File Format - an excel file will

be downloaded. This is the file format where you will edit or
encode the Items that you need to Sales Order.
3.1 In the Excel file:

o Manual Code should be unique per transaction,
alphanumeric and should not exceed 255 characters.
Example: ABC0O000001
- if the Manual Code starts with 000, don't forget to put an
apostrophe (°) at the beginning of the Manual Code.
Example: ‘00000111231414
- if the Manual Code starts with a number but exceeds
more than 10 digits, format the cell to Text to show all the
numbers.

Steps on how to change the format to Text:

1. Right Click the Cell

2. Click Format Cell
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3. Choose Text

maa e

4. Click OK

5. Then reselect the field
o SO Date and Date Needed - SO Date is the date of SO or
when it was created. Date Needed it can be after or on the
date of the SO date, the format of the SO Date and Date
Needed should be (yyyyy-mm-dd)
o Document Reference should be unique per transaction,
alphanumeric and should not exceed 255 characters.

Example: ABC0O000001

CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633
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ﬂ Incubator
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hiisales@human-incubator.com

CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

- If the Document Reference starts with 000, don't forget to

put an apostrophe (°) at the beginning of the Manual Code.

Example: '00000111231414

- if the Document Reference starts with a number but

exceeds more than 10 digits, format the cell to Text to

show all the numbers.

Steps on how to change the format to Text:
1. Right Click the Cell
2. Click Format Cell

&l T ]
H
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3. Choose Text

4. Click OK
5. Then reselect the field

o Particulars - in this column this is basically the remarks
for each item line, it should be alphanumeric and should
not exceed 255 characters.

o Remarks - in this column is basically the remarks for the
whole transaction, it should be alphanumeric and should
not exceed 255 characters.

o Customer and CustomeriD - Select Customer from the
dropdown and choose the Customer, CustomerID will
correspond to the selected Customer. Never edit the
CustomerID since it will automatically change after
selecting the Customer.

o Term and TermlID - Select term from the dropdown and
choose the term, TermID will correspond to the selected
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Term. Never edit the termID since it will automatically
change after selecting the Term.

o Currency and CurrencylD - Select the Currency from the
dropdown and choose the correct Currency, CurrencylD
will correspond to the selected currency. Never edit the
CurrencylD since it will automatically change after selecting
the currency.

o Exchange Rate - exchange rate is the rate that is used to
convert the currency.

o Status - Status is the status of the transaction, just select
the status from the dropdown.

o ItemlD, Item Description, Price, UnitiD and Unit - all
these fields are related to the Item. Once the barcode is
selected all these fields will also change depending on the
barcode that was selected.

o Quantity - Input the quantity that is needed for the Sales
Order

o Discount and DiscountlD - Select the Discount from the
dropdown and choose the correct Discount, DiscountID
will correspond to the selected Discount. Never edit the
DiscountID since it will automatically change after selecting
the Discount.

o Amount - the amount will automatically calculate based
on the selected Discount, Price and Quantity.
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o VAT and VATId - Select the VAT from the dropdown and
choose the correct VAT, VATId will correspond to the
selected WTAX. Never edit the VATId since it will
automatically change after selecting the VAT.

o WTAX and WTAXId - Select the WTAX from the dropdown
and choose the correct WTAX, WTAXId will correspond to
the selected WTAX. Never edit the WTAXId since it will
automatically change after selecting the WTAX.

Cancel Sales Order Transaction
When you need to cancel a Sales Order, it's important to follow
these simple steps:
1. Log In: Visit your easyFS domain and login with your username
and password.
2. Find your Sales Order: Navigate to the Sales, then Sales Order.
You will be redirected to the Sales Order lists.
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Drashboard

@ Master Files -

[[1 salesOrder

a Sales Invoice
| Coliection
= Credit Memo

H Accounts Receivable

Wijmo Evaluation Version (5.20202.699)

vGamma.004.007+24.7 14-next

3. Locate the Right One: From the Sales Order list, you may use the
search bar to look for the right Sales Order you want to cancel.
You can search using the Sales Order's SONUmber, Manual
Number, Document Reference, etc.

Take note: Don't forget to change the Start Date and End Date to
your Sales Order’s transaction date to display the correct result.

®@ 6 a2 ) O 0

[(1 sales Order Start and End Date Search bar
L
Tz B || Dz B || WoNosuro 7 ‘ Search ppmoFer -

0000000004 02/19/20.. 1'2~3'45@6.. 1°2~T'45@6.. Customerl 12~ 4I5@6#758%9"08a*b(c)d

0000000003 02/19/20.. 12~3'415@6.. 1'2~3'415@6... Customerl 1'2~3"AI5@647$8%9*0Rabi(c)d_

# Edit Delete 0000000002 02/15/20.. 0000000002 Customerl

00000000071 02/07/20.. 0000000D0O1 Customer1

7 Edit
OWsS

=~ - | IR
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= In this sample, | used the SO No. to search the Sales
Order | wanted to cancel.

L}- Sales Order \ agd [ ciose

End date

Jcul Colurmn Filter
2/29/2024 Al

Functions

Start date ol Branch = o
12/1/2023 MO NOBU HQ 00000001

vGamma.004.007+24.7 14-next Wij { )

4. Open the Sales Order Detail: Click the Edit button to open the

Sales Order detail page.
= ® 6 a2®») O O

[[1 sales Order o Edit button | )
[~ - =

End date

Branch
2/28/2024 B

= Search
0 NOBU HO

000000001

v SONo. 7t SODate v ManualNo. v Doc.Ref.

it ITONOBU .. 0000000001 02/07/20.. 0000000001

Shaw Rows - 17
0 n

5. Cancel the Sales Order: To cancel your Sales Order transaction,
look for the Cancel button found on the upper-right part of the
page, then click.
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[_}. Sales Order Detail

Currency Exchange Rate
PHP 1 Remarks
Branch
IO NOBU HQ
Sofd By Prepared By
e e B Administrator Admiristrator
Manual No, Checked By Approved By
0000000001 Document Reference Administrator Administrator
Status = Total
st NEW ’ 275000
Ferm - Date Needed
cop 2772024 &
vGamma. 004.007+24.7 14-next Wij ( :'

6. Confirm Canceling: After you click the Cancel button, there's a
Cancel Sales Order window. If you're sure you want to cancel your
Sales Order transaction, click the Cancel button.

Cancel Sales Order

Cancel sales order transaction?

Cancel Close

7. Check It's Done: After canceling, make sure you get a success

toast message confirming it's canceled successfully. It is found on
the bottom right of the page.
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Cancel Successful

\/ Sales order was successfully
canceled!

8. Let Others Know(if needed): If you believe canceling affects
other people, it's a good idea to inform them.

9. Keep Track: Remember to make a note somewhere that you
canceled the Sales Order, justin case it is needed later.

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

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

~ MANILA OFFICE
Unit 1103 Jollibee Center,
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e Also, you can search data by providing a value on the Search

Bar and select the Column Filter on where to search the
data.

# Sales Invoice

| 0000000032 | TRON20_

ONO0OD00AT  TZATNZ0.
Q000000030 | 171730020,

0000000029 | 1173020

Q000000028 | 11/30/20..

ODODOD002T | 1129720,

Q000000026 1128720,
000000025 1171520,

OO0OO0N024 1115

Q000000023 | 11/15/20..

Sales Invoice Detail
1. To add a new Sales Invoice, go to Sales then click Sales

Invoice. After that, click the Add button that can be seenin

the Sales Invoice list.

0000000032
I00aN00a31
000000030
BOOD0000ES
OO000002E
LO00D000ET
1000000026
To0D000025
DO0D000024

000D0000ZS

007 - D000

071 - 000000,
007 - D000

G071 - D0000K...

Moru PHP
MR FHE
MO FHF
Moral FHP
MoNU FHP
JMG TROPHIES PHP
B Transactian from POS usp
BONU Tranaaction from POS usg
MOn Transactian from POS ust

MONU Transaction from POS usn
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Aranch 1 0000000031 TZA0/20.
Branch 1 Q000000030 | 171730020,

Branch 1 0000000029 | 1173020

Branch 1 Q000000026 1128720,
Branch 000000025 1171520,

ranch 1 0000000024 1115720

B0 @EOO@ OO0

| 0000000032 | TRON20_

Hranch1 0000000028 | 11/30/20_

Branch 1 ODODOD002T | 1129720,

Branch1 Q000000023 | 11/15/20..

0000000032
I00aN00a31
000000030
BOOD0000ES
OO000002E
LO00D000ET
1000000026
TO00NN0aZS
DO0D000024

000D0000ZS

007 - D000

007 - 00000,
001 - 000006,

001 - D0000K...

Mokl
MONU
JMG TROPHIES
MONL
MOMU
MORR
MONU

- MANILA OFFICE

~ Unit 1103 Jollibee Center,
‘San Miguel Avenue, Ortigas Center,
7 San Antonio, Pasig, 1605

_ Metro Manila, Philippines
5'-}"6_3-28-292-6978 or 09176280355

+
PHP 000
FHF 060
FHE 515000
FHP g0
PHF o0
FHP EO00L0
Trangaction from POS usn 135375
Transaction from POS uso 600.00
Transaction from POS Ush 2400000

Transaction from POS usn 60000

A—.

4SSN CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

2. Fill out all the needed information for the Sales Invoice

Detail like,
o Currency

o Customer Name

o Sl Date
o Term

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

® 8 a2 @) 0 @

ﬂ» Sales Invoice Detail

O &
Wiimo Evaluation Version (5.20202.699)

v

4. If you already have a Sales Order for the Sales Invoice, select
the Sales Order by clicking on the SO Number.
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5. Once clicked, it will pop up all the Sales Order line items.

Click the Pick button.

; Pick button |

] O R

6. There are two ways to add the Sales Order’s line items to the
Sales Invoice line items: (1) Click the Pick All button to
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automatically add the SO line items to the Sales Invoice line
items; (2) You need to click the Pick button.

M [rvemesry Foprs At

Pick All button D

7. Once the Pick button is clicked, fill out the Quantity and
Price.

o If your sales transaction has a discount, you may select
the correct discount by clicking on the Discount
dropdown. If discount does not exist on the dropdown,
you may add a new discount detail by navigating to the
System>System Tables>Discounts>Add button.
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Particulars

‘Wijm 0 Eva luation Version (5.20202.699)

Discount Quantity

Add Sales Invoice em \
oanmniga <. S Es—

‘= i
efe1]

“CEBU OFFICE

Unit 1003A 10/F Keppel Center
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Price

o If your Customer for the sales transaction has a

withholding tax, you may set that up by clicking the Tax
tab first and look for the Withholding Tax dropdown. By
its default value, it is based on the Customer’s WTAX

field which you can update by navigating to Master

Files>Customer.
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Tax tab |

Item

History

4" 'CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

VAT
NO VAT

VAT Amount

Withhelding Tax
5% EWT

Withholding Tax Amount

Government VAT
No WHT

Gaovernment VAT Amaount
0.00

ﬂ Customer Detail @

Encode NA or NULL if you dor't have any value.

Walk- In
0000000001
[ Manuat Code Cateqory [ Proprietarship .
0000000001 NA Corporation
Customer ‘ Term = Discount -
Walk- In (€85 Zero Discount
Receivabi= Account Cade H Recewatle Accourt ™ H TN Branch Code ‘ SCA ar Senicr CitizeryPWD Number
0101104 Accounts Recsivable 000-000-000 HA N&
Farticulars ‘ Address
A NA, NA NA NA
[ Strest Barangay H City
% A WA
‘ Contat Person Cortact Nurnbr |[ S H Region
NA [ | WA
‘ el Adress < Customer's WTAX field ‘ PR
NA
(| WTAX .
5% EWT

8. After that, click the Save button.
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bator.com

Save button

9. If you wish to add more items, repeat Steps 6 to 8.
10. There's no need to worry if you don't have a Sales Order

since you can go directly to the Inventory or Non-inventory
tab and follow the steps from 6 to 8.

Pick button
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Non-Inventory

Pick button |

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

““mm DOOBOAIET |APOOOCIEY! | CARAMPLERR W/ LSEFMLCHA. |IN-D000000001-000.

Lirch Sucoersful
g’ Saies woioe wns mecoessfidly

Sales Invoice Transaction via Upload Template

1. To add a Sales Invoice Transaction via Upload Template, go to the
Sales Invoice List then Click Functions
2. Click Optimized Upload.
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3. Select Download Sales Invoice File Format - an excel file will be
downloaded. This is the file format where you will edit or encode

the Items that you need to Sales Invoice.
3.1 In the Excel file:

a. Manual Code should be unique per transaction, alphanumeric
and should not exceed 255 characters. Example: ABCO000001
- if the Manual Code starts with 000, don't forget to put an

apostrophe (°) at the beginning of the Manual Code.

Example: ‘00000111231414

- if the Manual Code starts with a number but exceeds more
than 10 digits, format the cell to Text to show all the numbers.

Steps on how to change the format to Text:
3. Right Click the Cell
4. Click Format Cell

Xl -
Home

S g8 N
b |

Delete.

3. Choose Text
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4. Click OK
5. Then reselect the field

b. SI Date and Date Needed - SI Date is the date of S| or when it
was created. Date Needed it can be after or on the date of the
Sl date, the format of the SI Date and Date Needed should be
(yyyyy-mm-dd)

c. Document Reference should be unique per transaction,
alphanumeric and should not exceed 255 characters. Example:
ABC0000001
- If the Document Reference starts with 000, don't forget to put
an apostrophe (°) at the beginning of the Manual Code.
Example: '00000111231414
- if the Document Reference starts with a number but exceeds
more than 10 digits, format the cell to Text to show all the
numbers.
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Steps on how to change the format to Text:
1. Right Click the Cell
2. Click Format Cell

e
Fie

4251615000

iy E F H 0 L " N o P a f
"5 %Y Remarks Suno\l:rksuppl Jermld  Term Dt N ¢ Excheny g el Currencyl Currency Status  Femld  ItemDesaBarCode  Cost
/A HNIA 2024012 #NJA Toawa T oaNra " omja

¥ ¥ PurchaseOrder . Ters “Curterides ~Supplei  Teiris . Uits | Statis &5

3. Choose Text

FEEINE

4. Click OK
5. Then reselect the field

'CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

d. Particulars - in this column this is basically the remarks for
each item line, it should be alphanumeric and should not exceed

255 characters.
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e. Remarks - in this column is basically the remarks for the whole
transaction, it should be alphanumeric and should not exceed
255 characters.

f. Customer and CustomerID - Select Customer from the
dropdown and choose the Customer, CustomerID will
correspond to the selected Customer. Never edit the
CustomerID since it will automatically change after selecting
the Customer.

g. Term and TermlD - Select term from the dropdown and
choose the term, TermID will correspond to the selected Term.
Never edit the termID since it will automatically change after
selecting the Term.

h. Currency and CurrencylD - Select the Currency from the
dropdown and choose the correct Currency, CurrencyID will
correspond to the selected currency. Never edit the CurrencylD
since it will automatically change after selecting the currency.

i. Exchange Rate - exchange rate is the rate that is used to
convert the currency.

j. Status - Status is the status of the transaction, just select the
status from the dropdown.

k. ItemID, Item Description, Price, UnitID and Unit - all these
fields are related to the Item. Once the barcode is selected all
these fields will also change depending on the barcode that was
selected.
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l. Quantity - Input the quantity that is needed for the Sales
Invoice.

m. Discount and DiscountlD - Select the Discount from the
dropdown and choose the correct Discount, DiscountID will
correspond to the selected Discount. Never edit the Discount/D
since it will automatically change after selecting the Discount.

n. VAT and VATId - Select the VAT from the dropdown and choose
the correct VAT, VATId will correspond to the selected WTAX.
Never edit the VATId since it will automatically change after
selecting the VAT,

0. WTAX and WTAXId - Select the WTAX from the dropdown and
choose the correct WTAX, WTAXId will correspond to the selected
WTAX. Never edit the WTAXId since it will automatically change
after selecting the WTAX.

p. GVATand GVATId - Select the GVAT from the dropdown and
choose the correct GVAT, GVATId will correspond to the selected
GVAT. Never edit the GVATId since it will automatically change
after selecting the GVAT.

g. PaidAmount - input the amount paid by the Customer.

Cancel Sales Invoice Transaction

When you need to cancel a Sales Invoice, it's important to follow
these simple steps:
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1. Log In: Visit your easyFS domain and login with your username
and password.

2. Find your Sales Invoice: Navigate to the Sales, then Sales
Invoice. You will be redirected to the Sales Invoice lists.

Drashboard

@ Master Files

[f. Sales Order
5 SalesInvoice Sales Invoice

{) Collection
= Credit Memo

f=d Accounts Receivable

Wijmo Evaluation Version (5.20202.699)

vGamma.004.007+24.7 14-next

3. Locate the Right One: From the Sales Invoice list, you may use
the search bar to look for the right Sales Invoice you want to
cancel. You can search using the Sales Invoice’s S| NUmber,
Manual Number, Document Reference, etc.

Take note: Don't forget to change the Start Date and End Date to
your Sales Invoice’s transaction date to display the correct result.
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#5 Salesinvoice Start and End Date | Search Bar |

Start date End date
7142023 al 2/29/2024 o}

Branch
MO NOBUHO ] Search

[} 0000020146 09/22/20.. 0000020146  002-00000..  Sales Posting Completed.
= 10000020145 09/22/20.. 0000020145  002-00000... Sales Posting Completed.
' = 0000020144 09/22/20.. 0000020144 002 - 00000.. Sales Posting Completed.
m -] 0000020143 09/22/20.. 0000020143 002 - 00000.. Sales Posting Completed.
ER ] 0000020142 09/22/20.. 0000020142 002 - 00OOD.. Sales Posting Completed.
Delete /] 0000020141 09/22/20.. 0000020141  00Z - 0000O.. Sales Posting Completed.
Ex = 0000020140 09/22/20.. 0000020140 002 - 0000O... Sales Posting Completed.
= 0000020139 09/22/20.. 0000020139 002 - 0000O.. Sales Posting Completed.
= 0000020138 09/22/20.. 0000020138 002 - 00000.. Sales Posting Completed.
] 0000020137 09/22/20.. 0000020137 002 - 00000.. Sales Posting Completed.

(e | R e T——
VG|an‘1nma.DCl4.00?+24.?.'l4-ns)d. . . Wijmo Evaluation Version (5.20202.699)

In this sample, | used the SI No. to search a Sales

Invoice to cancel. [ r0 || com |
ghﬁumn Fitter ‘

r SlNo. v SlDate r ManualNo. r Doc.Ref. r Customer v Remarks T
0000020146 09/22/20.. 0000020146 002 - 00000..

Start date
o 8 ‘

End date
2/25/2024 ) ‘

Branch - Search
000020146

Locked r Branch

ITO NOBU ...

Show Rows — 11
10

4. Open the Sales Invoice Detail: Click the Edit button to open the
Sales Invoice detail page.
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= ® e
# Sales Invoice Edit button

End date
2/29/2024 =

Search
000020146

Branch e
Mo NOBU HO

T SiNo. T SiDate v ManualNo. v Doc.Ref.

5. Cancel the Sales Invoice: To cancel your Sales Invoice

transaction, look for the Cancel button found on the upper-right
part of the page, then click.

= ® © a2 @) @

& Sales Invoice Detai Cancel button |
Currency Exchange Rate Remarks
PHP 1 Sales Posting Compileted.
Branch
IO NOBLU HQ
ST Number ST Date Sold By Prepared By
0000020146 9222023 al Administratar Adrministrator
Marnual No, Document Referance Checked 8y Approved By
0000020146 002 - DO0O001204 Administrator Administrator
Customer Status -
Walk-In WEW
Ferm - Date Needed Total
oD 2/20/2024 = £,297.00
lterms Attachment Imventory lournal Entries a
vGamma.004.007+24.7 14-next Wij { )

6. Confirm Canceling: After you click the Cancel button, there's a
Cancel Sales Invoice window. If you're sure you want to cancel
your Sales Invoice transaction, click the Cancel button.
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Cancel Sales Invoice

Cancel sales invoice transaction?

7. Check It's Done: After canceling, make sure you get a success
toast message confirming it's canceled successfully. It is found on
the bottom right of the page.

Cancel Successful

\/ Sales invoice was successfully
canceled!

8. Let Others Know(if needed): If you believe canceling affects
other people, it's a good idea to inform them.

9. Keep Track: Remember to make a note somewhere that you
canceled the Sales Invoice, just in case it is needed later.
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5.3.3 Collection
Overview

CEBU OFFICE
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Collection is created when Sales Invoice payment is already

collected.

Collection List

e List of all the Collection and will also show the overview of

the transaction.

e You can filter the data to be displayed by providing the

following:
o Start Date
o End Date
o Branch

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

data.
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Filter the transaction by Start Date, End Date and Branch

Collection Detail
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e To add a new Collection, go to Sales then click Collection.

After that, click the Add button that can be seen in the
Collection list.
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e Fill out all the needed information for the Collection Detail
like,
o Currency

o Customer Name
o Cl Date
o Document Reference

% Collection Detail

Currency l

(TP ——
- mmmjmmnmmjmmml

e To add a Collection Line Item, click the Add button on the
right part of the page under the Lines tab.
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If you already have a Sales Invoice for the Collection, the user
can select the Sales Invoice by clicking on the SI Number.

Tax

Adg Collection Line / S| Number I

e To select a Sales Invoice Number, click the Pick button.
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e Once selected, provide all the necessary information such as:

o Amount
o Pay Type
o Depository Bank
o Account

Add Coilaction Line
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e Once done, save the Collection line item by clicking on the
Save button.

e To totally save the Collection detail, Save and Lock the
record.
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If you want to cancel / void the transaction

Collection Transaction via Upload Template

1. To add a Collection Transaction via Upload Template, go to

Collection List then Click Functions
2. Click Optimized Upload

3. Select Download Collection File Format - an excel file will be
downloaded. This is the file format where you will edit, select
or encode the details that you need to Collection.

3.1 In the Excel File
A. Manual Number should be unique per transaction,
alphanumeric and Special transaction, should not
exceed 255 characters.

Example: 123 415@6#738%9"08a*b(c)d_e+F=g{hifjlk|\m/n:0;p"q<r>st?u
v.w
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- if the Manual Number starts with 000, don't forget
to put an apostrophe () at the beginning of the Manual
Number.

Example: 0000011231414

- if the Manual Number starts with a number but
exceeds more than 10 digits, format the cell to Text to
show all the numbers.

Steps on how to change the format to Text:

1. Right Click the Cell

2. Click Format Cell

3. Choose Text
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forget

4. Click OK

5. Then reselect the field
B.Document Reference should be unique per

transaction, alphanumeric and Special transaction,

should not exceed 255 characters.

Ex ampl €. 1°23°415@6#7$8%970&a*b(c)d_e+f=g{h}i[j]k|\m/n:0;p"q<r>st?u

v.w

- If the Document Reference starts with 000, don't

to put an apostrophe (°) at the beginning of the Manual
Code.
Example: 0000111231414
- If the Document Reference starts with a number but
exceeds more than 10 digits, format the cell to Text to
show all the numbers.
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Steps on how to change the format to Text:
1. Right Click the Cell
2. Click Format Cell

5. Then reselect the field

C. Customer and CustomerID - Select Customer from
the dropdown and choose the Customer,
CustomerID will correspond to the selected
Customer. Never edit the CustomerlID since it will
automatically change after selecting the Customer.
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D.Remarks - in this column is basically the remarks for
the whole transaction, it should be alphanumeric and
Special characters should not exceed 255 characters.

E. Particulars - in this column this is basically the
remarks for each item line, it should be alphanumeric
and Special characters should not exceed 255
characters.

F. Currency and CurrencylD - Select the Currency
from the dropdown and choose the correct Currency,
CurrencylID will correspond to the selected currency.
Never edit the CurrencylD since it will automatically
change after selecting the currency.

G.Exchange Rate - js the rate that is used to convert
the currency.

H.Status - /s the status of the transaction, just select the
status from the dropdown.

I. SINumber and Slid - Select the SINumber from the
dropdown and choose the correct SINumber, Slid
and SICustomerld will correspond to the selected
SINumber. Never edit the Slld and SICustomerld since
it will automatically change after selecting the
SINumber.
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J. Account and Accountld - Select the account from
the dropdown and choose the correct account,
Account Id will correspond to the account.

Never edit the Accountld since it will automatically
change after selecting the account.

K.Paytype and Paytypeld - Select the Paytype from
the dropdown and choose the correct Paytype,
Paytypeld will correspond to the Paytype.

Never edit the Paytypeld since it will automatically
change after selecting the paytype.

L. CheckNumber - used to add check number

M. CheckBank - Add check bank

N.Bank - Select Bank from the dropdown and choose
the correct bank, Bankld will correspond to the
Bank.

Never edit the Bankld since it will automatically
change after selecting the Bank.

O.VAT and VATId - Select the VAT from the dropdown
and choose the correct VAT, VATId will correspond to
the selected WTAX. Never edit the VATId since it will
automatically change after selecting the VAT.

P. WTAX and WTAXId - Select the WTAX from the
dropdown and choose the correct WTAX, WTAXId will
correspond to the selected WTAX. Never edit the
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WTAXId since it will automatically change after
selecting the WTAX.

Q.GVATand GVATId - Select the GVAT from the
dropdown and choose the correct GVAT, GVATId will
correspond to the selected GVAT. Never edit the
GVATId since it will automatically change after
selecting the GVAT.

R. Amount - input the amount paid by the Customer.

4.Go Back to the Collection List Transaction

a. Click Function

b. Click Optimize Upload

c. Click Import Collection

d. After Importing, Go to Draft of Optimize Upload
In Collection

i. Click Validate
ii. Click Post
e. Lock the Transaction

Cancel Collection Transaction

When you need to cancel a Collection, it's important to follow
these simple steps:

1. Log In: Visit your easyFS domain and login with your username
and password.
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2. Find your Collection: Navigate to the Sales, then Collection. You

will be redirected to the Collection lists.

Sales

[[] salesOrder

'ﬁ Sales Invoice
,} Collction Collection
= Credit Memo

H Accounts Receivable

vGamma.004.007+24.7 14-next

Wijmo Evaluation Version (5.20202.699)

3. Locate the Right One: From the Collection list, you may use the
search bar to look for the right Collection you want to cancel. You
can search using the Collection’s CI NUmber, Manual Number,
Document Reference, etc.

Take note: Don't forget to change the Start Date and End Date to
your Collection’s transaction date to display the correct result.
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;) Collecton  Start and End Date | Search bar

Start date End date Branch Calumn Filter PR
o120 B 20 B Branch 1 T “ Search ‘ Al ELHGons

10/10/20... 0000000074

. 0000000073 . 10/02/20... . 0000000073 .
0000000072 09/27/20.. 0000000072 0000000188  Walk-in
0000000071 09/26/20... 0000000071 0000000185  Test Customer 1
0000000070 09/25/20.. 0000000070 0000000182  3J MARIZ STORE
0000000069 09/25/20... 0000000069 3J MARIZ STORE
0000000068 09/25/20.. 0000000068 Walk-in
0000000067 09/25/20... 0000000067 Walk-in

0000000066 09/25/20.. 0000000066 0000DOO173  Walk-in

E e 0 E e @a@0B

0000000065 09/19/20.. 0000000065 0000000170  Negrense Marine Integrat...

vizamma.004.006.10.4.0-production

Inhis sample, | used the CI No. to search the Collection
transaction to cancel.

' ™~

Start date End date Branch e Search
a ‘ 2/29/2024 B l ‘

9/1/2023 Branch 1 000000074 Al - fonctiae

Branch 1 0000000074 10/10/20.. 0000000074 0000000192  Melissa

Show Rows =
10

4. Open the Collection Detail: Click the Edit button to open the
Collection detail page.
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. , Collection Edit button I

Branch
Branch 1

End date
272912024 ] ]

Show Rows =
10 I< < n b4 >l

5. Cancel the Collection: To cancel your Collection transaction, look
for the Cancel found on the upper-right part of the page, then

click.

= © © a2 @) e
/3 Collection Detai Cancel bunonJ

Currency Exchange Rate
PHE T Remarks
Branch
Branch 1
CI Number Cl Date = Preparad By
0000000074 10/10/2023 = Administrator
Marnual No, Document Referance Checked 8y Approved By
0003000074 0000000192 Administrator Administrator
Customer Status - Sales Agent
Melissa NEW Administrator
Total
15,000.00

viGamma.004.006.10.4.0-production

6. Confirm Canceling: After you click the Cancel button, there's a
Cancel Collection window. If you're sure you want to cancel your

Collection transaction, click the Cancel button.
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Cancel Collection

Cancel collection transaction?

7. Check It's Done: After canceling, make sure you get a success
toast message confirming it's canceled successfully. It is found on
the bottom right of the page.

Cancel Successful

« Collection was successfully
canceled!

8. Let Others Know(if needed): If you believe canceling affects
other people, it's a good idea to inform them.

9. Keep Track: Remember to make a note somewhere that you
canceled the Collection, just in case it is needed later.

5.4: Inventory Transactions
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Overview

The Inventory module is a powerful tool designed to help you manage
your item inventory efficiently. Whether you're running a retail
business, a warehouse, or any operation that involves tracking and
handling physical goods, this module provides essential features to
streamline your inventory management processes.

Waiver: Please be advised that our support does not extend to the management of raw
material inventory. Additionally, while we strive for efficient service, we cannot
guarantee perfect inventory management for finished products.

Here are the most common scenarios in EasyFS Inventory Flow
Scenario 1: Single Branch

Applies to the use of the Inventory system for a single Branch
Monitoring
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Items

Inventory
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I

Sales Invoice
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e Create and manage item records within the inventory system.
e Include essential details such as item code, description, unit of
measure, and other relevant information.

Purchase Order

e Based on the approved purchase request, a purchase order is

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

Receiving Receipt

e Upon receiving the goods or services, a receiving receipt is
generated to confirm that the items have been received in the quantity
and condition specified in the purchase order.

e Inventory Code is generated upon making the Receiving Receipt.
This will monitor the Inventory of the Item being encoded

e Update inventory levels if applicable.

Sales Invoice

e When items are sold, generate a sales invoice to record the sale.

e The sales invoice includes details such as the items sold,
quantities, prices, and customer information.

e Update Inventory levels if applicable

Inventory Report

e Generate regular inventory reports to monitor stock levels,
identify any discrepancies, and track overall inventory performance.

e Reports may include current stock levels, stock valuation, and
other relevant metrics.
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Scenario 2: Multi-Branch

Applies to the process flow where there are Multiple Branches or
Warehouses that the company is utilizing. An additional sub-module is
needed such as Stock Transfer Request and Stock Transfer form in
order to efficiently transfer stocks from one branch to another.

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

Stock Transfer Request
e When there is a need to move inventory from one branch or
warehouse to another, initiate a stock transfer request.
e Specify the items, quantities, and the destination branch or
warehouse.
e Stock Transfer Requests can be made by users who have the
corresponding rights based on the company’s organization.

Stock Transfer
e Process the stock transfer based on the approved request.
e Stock Transfer will pick up the data from the Stock Transfer

Request.
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e Record the movement of items from one branch or warehouse

to another in the system.

Sales Invoice

e When items are sold, generate a sales invoice to record the sale.

e The sales invoice includes details such as the

quantities, prices, and customer information.
e Update Inventory levels if applicable

Inventory Report

items sold,

e Generate regular inventory reports to monitor stock levels,
identify any discrepancies, and track overall inventory performance.
e Reports may include current stock levels, stock valuation, and

other relevant metrics.
Scenario 3: Extra-Ordinary Activities

These are non-regular and used only on certain situations as

1. Setting up beginning balances
2. Supplier and Customer Returns
3. Adjustments in Physical Inventory
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= EasyF 5 -Extra Ordinary Activity

Stock [N

Stock OUT

[+]

v

Inventony

Extraordinary Stock In

e Record the addition of new inventory into the system.

e Used for Stocking In Items as a Beginning Balance
e Also used for Stock Adjustments

e Also used for Stock Returns from Customers

e Update the inventory levels for the corresponding items.

Extraordinary Stock Out
e Record the removal of items due to return to the Supplier.
e Also used for spoilages and internal company use
e Adjust the inventory levels to reflect the reduction in stock.
Scenario 4: Multi-Branch with EasyPOS Integration
This process utilizes EasyFS and EasyPOS software Integration.
Wherein EasyFS is the backend application and EasyPOS is the front
end application. This applies to organizations with Multiple Retail
Stores that the BIR requires an accredited (Point-Of-Sale) System.
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= EasyF5 = EasyPO5
iD ltems » Items
:-.1} Supaolier » Supplier
@ Customer = Customer
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¥
— 11| RR
CE} Stock Transfe
e o)
3 Invensory » Inw=ntory pEm
* -
POS Apps
+ ‘I'
i S3k=s Invoice @ Sales
¥ v
Callzction Cfficial Recsipt -]H
- EasyF5 -Extra Ordinary Activity - EasyPO5 Extra Ordinary Activity
[ ::E:} Stock IM - Stock 1N
_:E} Stock OUT = Siock OUT c

Item Creation/Management
e Create and manage item records within the inventory system.
e Include essential details such as item code, description, unit of
measure, and other relevant information.
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e Upon Creation of the Item in EasyFS it will integrate to EasyPOS

Supplier Creation/Management

e Create and manage supplier records within the system, including
contact information, Email, TIN (Tax Identification Number), and
payment terms.

e Assign unique Supplier Code for easy tracking.

e Upon Creation of the Supplier in EasyFS it will integrate to
EasyPOS

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

e Upon Creation of the Customer in EasyFS it will integrate to
EasyPOS

Purchase Order

e Based on the approved purchase request, a purchase order is
created and sent to the supplier.

e The purchase order includes details like the quantity, price, and
description of the items or services.
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Receiving Receipt
e Upon receiving the goods or services, a receiving receipt is
generated to confirm that the items have been received in the quantity
and condition specified in the purchase order.
e |Inventory Code is generated upon making the Receiving Receipt.
This will monitor the Inventory of the Item being encoded
e Update inventory levels if applicable.

Sales (easyPOS)
e |tems are sold, generate a sales invoice to record the sale in EasyPOS
e The sales invoice includes details such as the items sold, quantities,
prices, and customer information.
e This is posted in the easyPOS

Official Receipt (easyPOS)
e Recording of the Payment being done in the POS Sales module
e |ssuance of a BIR Accredited Receipt

POS Apps (easyFS)
e Validation of Items Sold in the EasyPOS to EasyFS

e Tax Type, Terms, Discount and Unit should be consistent between
EasyPOS and EasyFS

e Usernames between EasyPOS and EasyFS should also be consistent to
be able to be validated correctly
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e This is the validated Sales transactions from easyPOS that is

transferred in easyFS
e Update inventory levels if applicable

Collection/ Payment

e Receive payments from the customer against the issued invoice.

e Apply payments to the corresponding accounts receivable entries.

Inventory Report

e Generate regular inventory reports to monitor stock levels across all

branches or warehouses.

e Reports may include current stock levels, stock valuation, and other

relevant metrics for each location.

5.4.1 Stock In

Overview
This module is used if you want to set up
1. Beginning balances of your item(s).

2. if a Customer wants to return an item he/she purchased e.g.,

an item is damaged, this module helps manage those

Customer Returns as well.
3. Make Adjustments in the Inventory
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Stock In List
e List of all the SI(Stock In) and will also show the overview of the
transaction.
e Here, the user also has the filter functionality and the button to
add new Stock In.

Stock In Detail
1. To add new Stock In detail,go to Extra-ordinary Activities then
click Stock In. After that, click the Add that can be seen in the
Stock In list.
= S : e o - c-) _n °

L StockIn [ ras | o |

Locked v T v r ¥

[ e | B Eranchl 0000000079 1/23/2024 | 00OD0O00TS Cashin Bank Other

“ [ = Rraneh 1 LON0000A7TE [ 11772024 | QEOO0A00TE [ | Merchandise Inventory | Aciclover 200mg Tab SLPY

“ 7] Branch 1 LOD0O00OT? | 1/16/2024  QDODOOODTT Cash in Bank Othar

ES O Branch 1 76 /162024 Cash in Bank Othier
) [ oc | o Branch 1 [O00000OTS | 1/16/2024  O0ODODODID  LADDDDOOID  Merchandise Invemtory Other SAMPLE
I =3 o Branch 1 TE B0 2 Cash in Bank Other

- o Branch 1 [0D00000TT  1/5/2024  O0ODOOOOTI Cash in Bank Other

B3 o Branch 1 LOD0COO0GE  1/3/2024  ODODODODGE Cash in Bank Other

[ o | [m] Branch 1 /a0 Cash in Bank Oither

“ ] Branch 1 UOO0000DG4 1372024 DOODDOODGS Cash in Bank Other

2. Fill out all the needed information for the Stock In Detail like,
o IN Date
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o Document Reference
o Account
o Article

L Stock In Detail

IN Date
Account /
Erare .
Branch 1 / BT
& Document
i bl hidais Refarence
0000007 1232024 = =
s —_ +
Mhgmanl 2o Frecared 2y
DO0000T | Drecument Reference At |
Atzms Mtanial Ete A=t crecitd B pr—
f1ofiot Cah in Bark Almniztraion | - Adminsraior
Citrer = Adminstras ‘

SUCode v BwrCode v Desciption

FOMDRGOY.. | ADKGDOGDSG. | DOUGH WIF

3. To add Stock In line item(s), you can:

o Manual add a line item
1. Click the Add button under the Items tab.

298



. MANILA OFFICE

Unit 1103 Jollibee Center,
‘San Miguel Avenue, Ortigas Center,
7~ San Antonio, Pasig, 1605
Metro Manila, Philippines

"Human
Incubator

150 9001 and 150 27001 Certified

E—— - 1631282926978 or 09176280355
| Ihisales@humanincubator com

X Stock In Detail
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Prapana dy
|| Adrrinistrater

T
‘ Adrrinistrator

NEW

sl st
000

tems Iventory Jgurnat Emtries

SKU Code v Bar Code v Description
_ FOAMDRGOR., | ADEGDOGDGG., | DOLGH WP

5+3.1.3-production

2. Click the Pick button that you want to add.

Pick tem

00000000 f Aciclover 200mg Tab SLPL
DODOCO0002 | DOORCO0002 .IEDJOGDCC‘C‘E ..%c:clovar 400mg Tab SLPL
OO00000003 | Q000000003 DOO0OM000S Alurn Mag tab SHELOGEL
CODCCO00O7 | QOONCO0DNT. O0R00M00T Arnbrawcl 15mgB0mé Syrup Azatiss
0000000008 - | GO00000008 DO00000008 Amrowct 15mgsE0r SyTuo LUMAR

000000009 | GO00000003 DOD000000 Aot 30mg tab Sapphine

0000000010 | DOQDCD0010 0000000010 Ambrovol 30mg tab FPL

000000012 .CCCUCC[!OI_? 0000000012 Arnbirokd 30mg 60 mi Lurar

DCOD000014 | OO00CO0DLS DD00D00014 Amiodipine 10mg Tab *Blocupast Faorts” FPL

—_—

Pick button

3. Fill up the necessary field for adding the item for Stock

In such as Quantity and its Cost.
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Add Stock In Trem ity
T;\-:;m\erraﬂﬂ.a Teby SLPE e p_—
B M S 85t |
p— | Cost
NA& |:|

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

Add Stock In Ttern

B

N

[

”‘Ilh"iﬁ;l:ﬂﬁhﬁll_dl

i
||

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

your Stock In detail.
--1.

Pick Item

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

o Bulk Upload Line item(s)

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

Calln | == % | Ewigwit Genent E S rT— Bad Gooi s reeT Si= T ] | F At - Ay )
m T E 7 o = > = | B F- -
P oy v =] " o %l g | Condienal Formet e sty . [ ) Nt S| iomt Deie Fomat | Sort & Find 8
&1 =3 M 1.8 Cal = E ’
o DR ueiE Al === =T St % fotoe tere . [N ot Do fom e e
o 5 Fark 5 Higeerent 0 Hurts 5 s ik Enting
&
A B c o £ 2 s Il e

BarCode Particulars Unit \Quantity Cost
tem Bar Code here.§ Item Particulars) Pcis), Kgls), Casels), Boxes, Bag(s), ManMonth, Unit{s) 1 1]

1
2
3.
4.
5
6
7
E

Make sure to provide a

Unit to provide here should be

barcode that exists on the the:same an the “e"?'s unit
based on the provided
system.
barcode.

A B C D E F G H | J K L M N
BarCode Particulars Unit Quantity Cost
WLBISS5VLGBVAM  NA Pcis) 100 500
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3. Save the file.
4. Go back to the system, then click again the Functions
button then click the U

I Branch 1

\\\\\\

Bial Al
20000

Upload Items

5. Locate the file then you can double click the file to
upload.

6. Once bulk uploading is successful, you will see a success
toast message and the Stock In line item will
automatically be supplied with data from the template.
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2 @) O 1]

004.005+3.1.3

N
| - o 4
. il H s Frepend Sy
ventorny e e terer i Adrinizteato ‘
: = |
[= : |
I T Amout 1
Items from the Stock In Item Format 20000

will

wertory

ically be displayed here

B roorco. | ADKGDOGDSG,, | DOLGH WP

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

button.
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DOOCO0E7T 1602024 a] x
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0000000077 H Document .,, H Administrator

Atcoum Marusl Tode
0101100

]

Cashiin Bank

e By

Agministrator

Craching By
H Administrator ‘

0-'-."-?

= siec agam
Administrator

¥ casyFS by Human incubatar

o5 StockIn Detall

Joumal Enfries

|Adnmer Fewer 200G Tty SLEL

T Ameir
11028

‘/&n-ﬁl

File upload succesiul

S

Branch 1 ‘ Remark
[ i
COMOMNTY ‘ [ ) o ‘ F
sl o . Pragand By
0000000GTE ” Doctimidet Fefepnte H Admnistrator
cocsims barcd £ade arecuts S——
L0112 Merchandice [mwentory Adrnictrator

Acilower 200 T 5121

Caer fomen

=

Agrmirestraion

aims

SKU Code

Inwentory

Journal Entries
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Customer Return via Stock In
Diagram:
Credit
Stock In .
Memo
) )
v h 4
Inventory Accounts
Report Receivable
\ ) | Balance | ©)

Sheet J

Steps on how to do Customer Return via Stock In:
1. Go to Dashboard, then select the Inventory tab.

-
.! Dashboard Special Characters are not allowed in the Masterfile Set-up!

Financials Purchases Inventory tab
L | |

’ |

Dashboard

Dashboard On Hand Top 10 Moving Items

B Master files
200 -~

2. Scroll down and look for the Stock In menu.
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ey ,L\:g \53‘ & Ry & s
. ¢ ® e &
& & & &
& o 9@ »
& @"b \x?&
) &
& Quantity f‘ggnmym Quantity Out
Stock In menuJ
N7 / T rﬁ
Item Stock In Stock Out Stock Count

- -. "_.
o o . ! ﬂ ‘ - '
Stock Transfer Inventory Report °

I

Stock Withdrawal Inventory Ledger

3. Click the menu, you will be redirected to the Stock In list.
4. From the Stock In list, click the Add button to add new Stock In
detail to be used for Customer Return.
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Y. StockIn Add button J

Branch

End date -
[TO NOBU HQ I ‘ Search

Start date
o 1104 B

1/1/2024

Column Filter  _
All

0000000023 01/30/20.. 0000000023 Cash in Bank

0000000022 01/26/20.. 0000000022 Cash in Bank

0000000020 01/25/20.. 0000000020 Cash in Bank

0000000019 01/25/20.. 0000000019 Cash in Bank

12

0000000018 01/25/20.. 19'2~3°4!5@.. 1'2~3°4!5@6.. Cash on Hand

Article
Other
Other
0000000021 01/25/20.. 0000000021 Cash in Bank Other
Other
Other
Other
Other

12

0000000017 01/25/20.. 0000000017.. 1'2~3'415@6.. Cashin Bank

0000000016 01/25/20.. 0000000016 0000000009  Sales Returns Walk-In

00000000715 01/24/20.. 0000000015 Cash in Bank Other e

.. 00000000714 01/24/20.. 0000000074.. 1'2~3'4!5@6.. Cashin Bank Other

5. After clicking the Add button, you will be redirected to the Stock In
detail page. There’s no need to input for the Stock In headers, just
simply click the Functions button, then select the Customer
Return menu.
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” _ button
» Stock In Detall m Wi, m
Duplicate :
Branch
IT0 NOBU HQ Remarks Preview JE
IN Number IN Date storrier Retur
0000000025 V312024 & Customer Return menu |4-—- ChsomerAn
Manual No. Documert Reference Prepared By
0000000025 0000000030 Administrator
Account Manual Code Account Checked By Appraved By
04.05.001 Sales Returns Administrator Administrator
Article Status - Sales Agent
Walk-In MNEW Administrator
Total Amount
2,500,00
Items Inventory Journal Eritries

n Wijmo Evaluation Version (5.20202.698)

- - ]

6. After clicking the Customer Return, a Pick Sales Invoice popup will

display.
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‘'MANILA OFFICE 'CEBU OFFICE
Human Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
156:9007 and 150 27001 Cortifiad "~ San Antonio, Pasig, 1605 Cebu Business Park,

Metro Manila, Philippines Cebu City, 6000 Philippines
+63-28-292-6978 or 09176280355 09176240208 or 09171137633

‘hiisales@human-incubator.com

Pick Sales Invoice

Pick \rro NOBU.. 0000000030 1/31/2024 0000000030.. 1'2~3'4!5@6.. Walk-In
ITONOBU.. 0000000029 1/31/2024 0000000029.. 1'2~3'415@6.. Walk-In 1'2~3'415
ITONOBU.. 0000000018 1/29/2024 0000000018 Walk-In

Pick ITONOBU ... 0000000017 1/29/2024 0000000017 001-00000.. Walk-In

ITONOBU.. 0000000016 1/29/2024 0000000016 001 -00000.. Walk-In
Pick

ITONOBU .. 0000000009 1/25/2024 0000000009.. 12~3'415@6.. Walk-In
S ITONOBU.. 0000000008 1/25/2024 412~3'4!5@.. 12~3'415@6.. Walk-In
ITONOBU.. 0000000007 1/25/2024 0000000007.. 12~3'415@6.. Walk-In 1'2~3'415

7. To quickly find the Sales Invoice number based on the Customer,
look for the Customer column.
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y 'MANILA OFFICE 4" 'CEBU OFFICE
v

Human . Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center

Incu bator _S_én'_Mi_gueI Avenue, C_)rtigas‘(:enter, Samar Loop cor.Cardinal Ave.,

156.9001 and 150 27001 Cartifiad San Antenio, Pasig, 1605 Cebu Business Park,

- Metro Manila, Philippines Cebu City, 6000 Philippines

+63-28-292-6978 or 09176280355 09176240208 or 09171137633

hiisales@human-incubator.com

Pick Sales Invoice

ITONOBU .. 0000000030 1/31/2024 0000000030.. 12~3'415@6... | Walk-In 12~3°415@

ITONOBU .. 0000000029 1/31/2024 0000000029.. 12~3'415@6.. | Walk-In 1'2~3°415@
ITONOBU .. 0000000018 1/29/2024 0000000018 Walk-In
ITONOBU .. 0000000017 1/29/2024 0000000017 001 - 00000... | Walk-In Transactiol
ITONOBU .. 0000000016 1/29/2024 0000000016 001 - 00000... | Walk-In Transactiol
ITONOBU .. 0000000015 1/26/2024 0000000015 TOKIWA SUBIC CORPORATION
ITONOBU .. 0000000009 1/25/2024 | 0000000009... 12~3"415@6...| Walk-In 1'2~37415@

ITONOBU .. 0000000008 1/25/2024 412~3'4!5@.. 12~3'415@6... | Walk-In 12~37415@

ITONOBU .. 0000000007 1/25/2024 0000000007.. 12~3'415@6...| Walk-In 12~37415@

8. Select the filter icon, and input the Customer name.
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150 9001 and 1SC 27001 Certified

hiisales@human-incubator.com

o« Input Customer Name here

Branch v $lNo. T
ITO NOBU ... ‘ooooouna

SiDate -
‘ 1/31/2024

'MANILA OFFICE #""CEBU OFFICE

. Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center
San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
"~ San Antonio, Pasig, 1605 Cebu Business Park,

- Metro Manila, Philippines Cebu City, 6000 Philippines
+63-28-292-6978 or 09176280355 09176240208 or 09171137633

FWIJIINNS b VRANRARARIA Y WA JIMAIE |\ W

Filter icon

Manual No. v Doc.Ref. r Customer

52000030... i 12~3'415@6...

1 Ascending | Descending

ITONOBU .. 0000000029
ITONOBU .. 0000000018
ITONOBU .. 0000000017
ITONOBU.. 0000000016
ITONOBU.. 0000000009
ITONOBU.. 0000000008

ITO NOBU ... | 0000000007

1/31/2024
1/29/2024
1/29/2024
1/29/2024
1/25/2024
1/25/2024
1/25/2024

000000002%
0000000018
0000000017
0000000016

12~3"415@6...
Filter by Condition | Filter by Value

Walk

001 - 00000.
& Select All

on-own.

0000000009... 1°2~3'415@6...

412~3°415@... 12~3°415@6... 12~3°414

0000000007... 1°2~3'4!5@6... 12~3°414

9. Once the Customer name is found, click the Apply button.
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/ . MANILA OFFICE “““CEBU OFFICE
Human . Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator SanMiguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,

: Metro Manila, Philippines Cebu City, 6000 Philippines
+63-28-292-6978 or 09176280355 09176240208 or 09171137633

‘hiisales@human-incubator.com

Pick Sales Invoice

v SiDate v ManualNo. v+ Doc.Ref. v Customer

: | . 12~
TONOBU .. 0000000030 1/31/2024 0000000030.. 12~3'45@6.. . . =~ =

ITONOBU .. 0000000029 1/31/2024 0000000029.. 12~3'415@6...
Eilter by Condition | Filter by Value
ITONOBU .. 0000000018 1/29/2024 0000000018
Walk
" ITONOBU .. 0000000017 1/29/2024 0000000017 001 - 00000...
@ select All

ITONOBU .. 0000000016 1/29/2024 0000000016 001 - 00000..

Pick ITONOBU.. 0000000009 1/25/2024 0000000009.. 12~3'4!5@6...

ITONOBU .. 0000000008 1/25/2024 41'2~3'415@.. 12~34!5@6...
ITONOBU .. 0000000007 1/25/2024 0000000007... 1'2~3'415@6...

10. It will now display the list of Sales Invoice based on the selected
Customer.

11. Now, look for the Sales Invoice number then click the Pick
button. Take note: Once you've already picked a Sales Invoice, you
can’t do another Customer Return for that same Stock In. If you
need to do another Customer Return, you'll have to create a new
Stock In detail instead.
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‘'MANILA OFFICE

Unit 1103 Jollibee Center,
San Miguel Avenue, Ortigas Center,
"~ San Antonio, Pasig, 1605
Metro Manila, Philippines
+63-28-292-6978 or 09176280355

'CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

'Human
Incubator

150 9001 and 1SC 27001 Certified

hiisales@human-incubator.com

pick sales v Pick button Sales Invoice number

0000000030... 12~3"415@6... Walk-In

TO NOBU ...
TO NOBU ...
TO NOBU ...
TO NOBU ...
TO NOBU ...
TO NOBU ...

TO NOBU ...

0000000029
0000000018
0000000017
0000000016
0000000009
0000000008

0000000007

0000000029...
0000000018
0000000017
0000000016

0000000009...

41'2~3°415@...

0000000007 ...

12~3"415@6...

001 - 00000...
001 - 00000...
12~3°415@6...
12~3°415@6...

1'2~3"415@6...

Walk-In
Walk-In
Walk-In
Walk-In
Walk-In
Walk-In

Walk-In

12. Once picked, the Stock In header is automatically populated
like:
a. Document Reference — Sales Invoice’s Number
b. Account - default Account for Customer Return (Sales Returns)
C. Article - Customer Name
13. Under the Stock In line items, delete the item that is not
included on the return.
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‘hiisales@human-incubator.com

Inventory Journal Entries

Edit

I
G| < | <~

104042020

RADIO SOL...  102364502K

Customer.

Invertory

JUrma

prereryy

‘MANILA OFFICE
Unit 1103 Jollibee Center,

San Miguel Avenue, Ortigas Center,

San Antonio, Pasig, 1605
Metro Manila, Philippines
+63-28-292-6978 or 09176280355

‘CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

Delete button

DVD WACKY PLAYER W FREE MICR...

KUKU RADIO W/ SOLAR 0695

Edit button |

aKU Code v Bar Code
HCWacky 104042020
RADIOSOL.. 102364502

T

Description

Functions

2.00 Pcls)
2.00 Pc(s)

PN
14. For the remaining item (item that is returned by the Customer),
click the Edit button to edit the quantity being returned. Make
sure, it will not exceed the quantity being purchased by the

DVD WACKY PLAYER W FREE MICR...

KUKU RADIO W/ SOLAR 0635

Quantity ¥ Unit
2.00 Pc(s)
200 Pe(s)

Page1of1

>

>
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| Hum ~ MANILA OFFICE 4" CEBU OFFICE
uman . Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
|I1Cl.l batOI" ~ San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,

150 9001 and 150 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,
Metro Manila, Philippines Cebu City, 6000 Philippines

; ,'-28-292-‘6_978 or 09176280355 09176240208 or 09171137633

Edit Chmmle Tn Thmin

Update item quantity here, if needed \

—_—;

SKU Code
HC Wacky

[tem Description
DVD WACKY PLAYER W FREE MICROPHONE

Unit
Pc(s)

Particulars

Add Batch

15. Once okay, click the Save button to save the changes for the
quantity.
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I hiisales@human-incubator.com

Edit Stock In Item

[termn

- MANILA OFFICE

‘Unit 1103 Jollibee Center,
‘San Miguel Avenue, Ortigas Center,
7 San Antonio, Pasig, 1605

. Metro Manila, Philippines
+63:28-292-6978 or 09176280355

AT,
#“CEBU OFFICE
Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,
Cebu City, 6000 Philippines
09176240208 or 09171137633

SKU Code
HC Wacky

Bar Code
104042020

Quantity

Item Description

DVD WACKY PLAYER W FREE MICROPHONE

Unit
Pe(s)

Particulars

Save button

16. Once everything is okay, click the Save and Lock button to save
and lock the Stock In detail.
17. After that, click again the Functions button, then select the
Create Credit Memo.
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Incubator

150 9001 and 150 27001 Certified

| hiisales@human-incubator.com

Stock In Detail

~ MANILA OFFICE
Unit 1103 Jollibee Center,

San Miguel Avenue, Ortigas Center,

San Antonio, Pasig, 1605
Metro Manila, Philippines
:'4_—"6_3-28-292-6978 or 09176280355

Print

Wijmo Evaluation Version (5.20202.699)

#'CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

Functions

vGamma.004.007+16-next

Duplicate
Branch e .
ITO NOBU HQ . Preview JE
Create Credit
IN Number IN Date Create Credit Memo
0000000026 1/31/2024 = Memo
Manual No. Document Reference Prepared By
0000000026 0000000030 Administrator
Account Manual Co Account Checked By Approved By
04.05.001 Sales Returns Administrator Administrator
Article Status = Sales Agent
Walk-In NEW Administrator
Total Amount
8,694.00

18. You will be redirected to the Credit Memo Detail page.
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'MANILA OFFICE ""CEBU OFFICE

Human . Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator SanMiguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,
: Metro Manila, Philippines Cebu City, 6000 Philippines

+63-28-292-6978 or 09176280355 09176240208 or 09171137633

‘hiisales@human-incubator.com

Wijmo Evaluation Version (5.20202.699)

Currency Exchange Rate

PHP 1 Remarks

Branch

ITO NOBU HQ

CM Number CM Date m Prepared By

0000000004 1/31/2024 Administrator
Manual No. Checked By Approved By
0000000004 Document Reference Administrator Administrator
Customer Status i Total
Walk-In NEW 8,694.00

Lines Attachment Journal Entries

i

19. Review everything especially the Customer tagged and the
Total Amount.
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y 'MANILA OFFICE #"'CEBU OFFICE
y
Human . Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 15O 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,
- Metro Manila, Philippines Cebu City, 6000 Philippines
+63-28-292-6978 or 09176280355 09176240208 or 09171137633
-,Hiié’éléé@huﬁﬁaﬁ%ih‘éu bator.com
Z_g ‘ Credit Memo Detail ﬂ Wijmo Evaluation Version (5.20202.699)
== LB ]
C#J;ncv Exchange Rate : Rermarks
Branch
ITO NOBU HQ
CM Number CM Date = Prepared By
0000000004 1/31/2024 Administrator
N e Document Reference etk Aot

Customer
Walk-In
Lines Attachm .\ J

' Customer

Status = Total
NEW 8,694.00

Total AmountJ

ITO NOBU HQ Sales Retumns

[ _ | (e e
vGamma.004.007+1 6-next

20. Once everything is okay, click the Save button.
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/ Human ~ MANILA OFFICE #“"'CEBU OFFICE
. Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator San|Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,
- Metro Manila, Philippines Cebu City, 6000 Philippines
+63-28-292-6978 or 09176280355 09176240208 or 09171137633
-,Hiii.-‘_'._éil_éé@huﬁ*\éﬁ‘%ihéﬂb’étﬁ_ﬁt’drﬁ
-— It -~ - -
=il A : Wijmo Evaluation Version (5.20202.699)
:= | Credit Memo Detail Save button J.__ [ o |
C;;Irpenw Exchange Rate 9 Rerriaiks
Branch
ITO NOBU HQ
CM Number | CM Date = Prepared By
0000000004 1/31/2024 Administrator
0000000004 Document Reference etk emrirator
Customer Status o Total
Walk-In NEW 8,694.00
Lines Attachment Journal Entries

‘ ITO NOBU HQ Sales Retums

[ _ | (e e
vGamma.004.007+1 6-next

21. After clicking the Save button, click the Lock button to make
some changes on the system.
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'MANILA OFFICE
'Human CEBU OFFICE

Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center

Incu bator San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,
Metro Manila, Philippines Cebu City, 6000 Philippines

+63-28-292-6978 or 09176280355 09176240208 or 09171137633

hiisales@human-incubator.com

u Wijmo e
& Credit Memo was successfully
locked!
r -

Currency Exchange Rate

PHP 1 Remarks

Branch

ITO NOBU HQ

CM Number CM Date e Prepared By

0000000004 1/31/2024 =l Administrator

Manual No. Checked By Approved By
0000000004 Document Reference Administrator Administrator
Customer Status = Total

Walk-In MNEW 8,694.00

ITO NOBU HQ Sales Returns

5.4 Stock Out

Overview

This module is used if you want to remove a quantity of an item
e.g., damaged or expired item(s). In addition, if you want to return an
item purchased to your Supplier e.g., an item is damaged, this module
also helps manage those Supplier Returns as well. Moreover, we've
improved the way you see Stock Out details so that you don't have to
wait too long to view them.
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J ~ MANILA OFFICE #7"CEBU OFFICE
Human . Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
156.9001 and 150 27001 Cartifiad "~ San Antonio, Pasig, 1605 Cebu Business Park,

- Metro Manila, Philippines Cebu City, 6000 Philippines
+63-28-292-6978 or 09176280355 09176240208 or 09171137633

-~ hiisales@human-incubator.com

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

[
@
o
e
v
(i}
o

+
- Stock Out Filter the Stock Out transaction by start Date. End Date and Branch [ so | e |

m ] Branch1 0000000043 | 1/16/2024  DOOO0ODwe  OOOODDOOTja.. Raw Materials

0 Banchl  000DDOGO4Z 1/11/2024  DOOOONO4Z Gash in Bank Other
[} Branch 1 Q000000041 1/9/2024  DOOOOGOO41  Stock Count ... Cash in Bank Other
[E] Branch 1 0000000040 1/5/2024  DDOO0OOD40  Stock Count ... Cashin Bank Other
o Branch 1 000000003%  1/5/2024  DOOO0OOO39  Stock Count.. Cashin Bank Other
[} Branch 1 0O0DDDO03E  1/5/2024  DOOODCOO3D  Stock Ceunt.. Cashin Bank Other
(m ] Branch 1 0000000037 1/5/2024  DODOODOOST  Stock Count .. Cash in Bank Other
m ] Branch 1 0000000036 1/4/2024  DOOOOODO3E  Stock Count .. Cash In Bank Other
[} Branch 1 QO0000003E  1/4/2024  DOOOOGOO3S  Stock Ceunt.. Cashin Bank Other
O Branch 1 0000000032 1/3/2024  DOOOOCOO33  Stock Count.. Cashin Bank Other

¥Gamma.004.005+3.1.3production

Stock Out Detail
1. To add a new Stock Out detail,go to Extra-ordinary Activities
then click Stock Out. After that, click the Add that can be seenin
the Stock Out list.

323



- MANILA OFFICE

‘Unit 1103 Jollibee Center,
‘San Miguel Avenue, Ortigas Center,
7 San Antonio, Pasig, 1605

. Metro Manila, Philippines
+63:28-292-6978 or 09176280355

"Human
Incubator

150 9001 and 150 27001 Certified

cubator.com

@ 6 ae»d» O 0

1: Stock Out Extra-ordinary Activities

arandh 1 e Search ot

T Ex

T OTNo, * OFDate » ManualMo. v+ Doc. Ref. r Account v Article v Remarks

B Banchl 0000000043 1/16/2024 0000000we  0ODOOODOlja.. Raw Matsrials Other Remarke
B Benchl v02s Mz Cash in Bank Other '
(] Branch 1 41 /92024 141 Stock Count . Cash In Bank nher
] Branch 1 40 1/5/2024 140 Stock Count .. Cash in Bank Other
B, Erra-ordinary Actiities O Branch 1 /52024 13%  Stock Count . Cash in Bank Other
] Branch 1 1/5/2024 138 Stock Count .. Cash In Bank COther
* Stk I (] Branch 1 GO00000037  1/5/2024 0000000037 Stock Count.,  Cashin Bank Other
| T o O Branch 1 0000000036 1/4/2024 0000000036  Stock Count.. Cashin Bank Cther
O 35 1/4/2024 135 Stock Count .. Cashin Bank Cther
O 0000000033 1/3/2024 0000000033  Stock Count.. Cashin Bank Cther

Stock Out

004.005+3.1.3-production

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

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

o OT Date
o Document Reference
o Account

I
&
)
»
?
v
o

-]
L Stock Out Detall n n m “

Remacs OT Date

"__’_,,..- Document Reference

3. To add Stock Out line item(s), you can:
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B | ~ MANILA OFFICE
Human . Unit 1103 Jollibee Center,

I ncu bator ~ San Miguel Avenue, Ortigas Center,

150 9001 and IS0 27001 Certified "~ San Antonio, Pasig, 1605

S Metro Manila, Philippines
+63-28-292-6978 or 09176280355

o Manual add a line item
1. Click the Add button under the Items tab.

veed»0O @

= & o

Item tab

4 CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

2. Click the Pick button that you want to add an Item for

Stock Out.

Amigrmen! 30mg B0 FIL

it 3 Tah fumar

Arcfeciine 1émg Tt “Bocupet P’ FRL
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Human . Unit 1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator SanMiguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and 150 27001 Certified "~ San Antonio, Pasig, 1605 Cebu Business Park,

Metro Manila, Philippines Cebu City, 6000 Philippines
:'-@—"6_3-28-292-6978 or 09176280355 09176240208 or 09171137633

- hiisales@human-incubator.com

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

Add Stack Cut Jlem

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

Add Stack Cut Jlem

5. If you wish to add another item, just repeat Steps 2 to 4.
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. Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center
] uel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,

Human
h Incubator

156:9001 and 150 27001 Certifiod San Antenio, Pasig, 1605 Cebu Business Park,
Metro Manila, Philippines Cebu City, 6000 Philippines
+63-28-292-6978 or 09176280355 09176240208 or 09171137633

hllsales@humanmcub

6. Click the Close button to close the popup and review
your Stock Out detail.

003225 1500 Reporada Bome

Hyelt Flark 20c £00m)

Close button

Bulk Upload Line item(s)
1. Click on the Functions button then click on the
Download File Format to download the template for
bulk uploading Stock Out line item(s).
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Incu bator San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
156.9001 and 150 27001 Cartifiad "~ San Antonio, Pasig, 1605 Cebu Business Park,

- Metro Manila, Philippines Cebu City, 6000 Philippines
+63-28-292-6978 or 09176280355 09176240208 or 09171137633
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® & g ®»d)NO @0

% Stock Qut Detal “ u : u

|
|
]
‘

_ Functions button

2. Open the downloaded file then provide correct data.
File name of the downloaded file is Stock Out Item

Format. Please see sample:

Heutral Caematinn

Quantity Cost
1 0

\

Unit to provide here should be the
same on the item's unit based on the
provided barcode.

Make sure to provide a
barcode that exists on
the system

=
=

Sk Dut ke
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Human . Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center
Incu bator San Miguel Avenue, Ortigas Center, Samar Loop cor.Cardinal Ave.,
150 9001 and ISQ 27001 Certified ; San Antonio, Pasig, 1605 Cebu Business Park,

- Metro Manila, Philippines Cebu City, 6000 Philippines
+63-28-292-6978 or 09176280355 09176240208 or 09171137633

hiisales@human-incubator.com

813 i
L A& | " el |E| F | e [ ® ¥ | 4 | ¥ | E | m | N

1 BarCode Particulars Unit Quantity Cost
2 WLBJSSVLGBVAM  NA Pcfs) 5 500
3

4

5

6

7

8

9

10

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

@ e

L. Stock Cut Detal [ = | n

]

TR D B

) J
= :l
z|

Functions button

= 5 | n--n Upload Items

5. Locate the file then you can double click the file to
upload.
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. MANILA OFFICE
~ Unit1103 Jollibee Center,
‘San Miguel Avenue, Ortigas Center,

7 San Antonio, Pasig, 1605
Metro Manila, Philippines

4" 'CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines

:‘.:J}-%._I3-28-292-6978 or 09176280355 09176240208 or 09171137633

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

e o YT ——

R
T :
» Stock Out Detai - B s
() ) .
Erarun L o
OF rire il oo |
| 000300030 B
_I w e Prace
0002000040 r IC0000000004 | Agminatrytar
|
e | P =
_______ == = = |

il
L
o

el Suocesstul
e was muccesstuly adoed!

Irvemntiy Jenarrund Bty Iterns from the Stock Out File Format
. will automatically be displayed here

Quantty + | Link
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Human . Unit1103 Jollibee Center, Unit 1003A 10/F Keppel Center

Incu bator San/Miguel Avenue, C_)rtigas‘(:enter, Samar Loop cor.CardinaI Ave.,

156.9001 and 150 27001 Cartifiad San Antenio, Pasig, 1605 Cebu Business Park,

- Metro Manila, Philippines Cebu City, 6000 Philippines

+63-28-292-6978 or 09176280355 09176240208 or 09171137633

hiisales@human-incubator.com

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

2 6 »2ed N0 O

—[ER | =3

Supplier Return via Stock Out
Diagram:
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Stock Out ) Debit
Memo
) )
Inventory Accounts
Report Payable
L © | Balance | ©) )
Sheet
Diagram:

Steps on how to do Supplier Return via Stock Out:
1. Go to Dashboard, then select the Inventory tab.

i! Dashboard

Financials Purchases

Start date [a] || End date
112024 13172024

Dashboard

Dashboand On Hand

B Master files
200 -~

Special Characters are not allowed in the Masterfile Set-up!

2. Scroll down and look for the Stock Out menu.
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B
& N & @&h s
o & § §
\-5.\' A &
3 U &
W o 8
<V )
S &
& J° &
)
S Stock Out
‘@@ Quantity
Item Stock In
_—
= - B
Stock Transfer Stock Withdrawal

vGamma.004.007+17-next

‘CEBU OFFICE

Unit 1003A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines
09176240208 or 09171137633

' O B R
N S
N ¥ & F S & &
S & 7 T 9
S SIS
3 A
QY SRS
C‘& <<,Cz\
P Q\Oe
& S
& &
<& @’\‘\
e
,L&?' Quantity in Quantity Out
- _ij
Stock Out Stock Count

B

Inventory Ledger

B

Inventory Rep

Wijmo Evaluation Version (5.20202.699)

3. Click the menu, you will be redirected to the Stock Out list.
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T Stock Out

Branch

Clear Filters 1/1/202 ITO NOBU... e

Start da
] ‘ 131720,

End date E ‘

Search

Column Filter ET
All =

ITO NOBU ...

<

Locked v Branch + OTNo. v OTDate v
0000000017 01/31/20...

3123'415@6... 1'23°415@6#...

ITONOBU.. 0000000016
ITONOBU.. 0000000015
0 ITONOBU.. 0000000014
%  ITONOBU.. 0000000013
O ITONOBU.. 0000000012
ITONOBU.. 0000000011
B  ITONOBU.. 0000000010
ITONOBU.. 0000000009

Gamma.004.007+17-next

01/31/20.. 0000000016.. 123°4!5@6#...
01/31/20.. 0000000015 Stock Count ...
01/25/20.. 0000000014

01/25/20.. 0000000013 0000000006
01/25/20.. 1'2~3'415@6.. 12~3'415@6...
01/25/20.. 0000000011 0000000035
01/25/20.. 0000000010.. 12~3'415@6...

01/24/20.. 0000000009.. 12~3'415@6...

Cash in Bank

Cash in Bank Other
Cash in Bank Other
Cash in Bank Other
Purchases Return T
FOOD EXPENSE Other
Purchases Return T

Cash in Bank
Cash in Bank

Wijmo Evaluation Version (5.20202.699)

4. From the Stock Out list, click the Add button to add new Stock Out
details to be used for Supplier Return.
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hiisales@human-incubator.com

T™
» Stock Out Add button |
Clear Fiters [ s B l Tt & ‘ Mo NOBU.. 1 Search ’ oy ‘

ITONOBU .. 0000000010 01/25/20.. 0000000010.. 12~3'415@6.. Cash in Bank

ITO NOBU ... ‘uooouooow 01/31/20.. 31'283'415@6.. 123°415@6#.. Cashin Bank ‘omu
ITONOBU .. 0000000016 01/31/20.. 0000000016.. 123°4I5@6#.. Cash in Bank Other
ITONOBU.. 0000000015 01/31/20.. 0000000015 Stock Count.. CashinBank Other
' O ITONOBU.. 0000000014 01/25/20.. 0000000014 Cash in Bank Other
' ITONOBU.. 0000000013 01/25/20.. 0000000013 0000000006 Purchases Return T
O ITONOBU.. 0000000012 01/25/20.. 1'2~3'415@6.. 12~3'415@6.. FOOD EXPENSE Other
/ Edit ITONOBU .. 0000000011 01/25/20.. 0000000011 0000000035 Purchases Return T
(§ odee

<]

7 it W Dele

ITONOBU.. 0000000009 01/24/20.. 0000000009.. 12~3°4I15@6.. Cash in Bank “
Wijmo Evaluation Version (5.20202.699)

<]

7 Edit B Delste

vGamma.004.007+17-next
5. After clicking the Add button, you will be redirected to the Stock

Out detail page. There's no need to input for the Stock Out
headers, just simply click the Functions button, then select the

Supplier Return menu.
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T . Functions =
-~ Stock Out Detail DS  ctions
button [
Duglicate
Branch
ITO NOBU HQ ) Preview JE
Supplier Return
OT Number OT Date Supplier Return
0000000018 1/31/2024 menu
Manual No. Prepared By
0000000018 Document Reference Administrator
Account Manual Co Account Checked By Approved By
01.01101 Cash in Bank Administrator Administrator
Article Status =
Cther NEW
Items [nventory Journal Entry a

vGamma.004.007+17-next

Wijmo Evaluation Version (5.20202.699)

6. After clicking the Supplier Return, a Pick Receiving Receipt popup

will display.
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Pick Receiving Receipt

Manual No. v Doc.Ref. + Supplier
1/31/2024 0000000043 Return To Supplier

0000000042 1/31/2024 0000000042.. 12~3'415@6.. 1'23'415@6#7$8%9°0&a*b(c)d_e+.. 12~
0000000041 1/31/2024 0000000041 123 415@6#7$8%940&a*b(c)d_e+...
0000000040 1/26/2024 0000000040 Return To Supplier
0000000039 1/26/2024 0000000039 Return To Supplier
0000000038 1/25/2024 0000000038 ITO NOBU INDUSTRIAL CO. LTD
0000000037 1/25/2024 0000000037 ITO NOBU INDUSTRIAL CO. LTD

0000000036 1/25/2024 0000000036 Cedie Supplier

0000000035 1/25/2024 112'2~3'415.. 1'2~3'415@6.. Return To Supplier

Wijmo Evaluation Version (5.20202.699)

7. To quickly find the Receiving Receipt number based on the
Supplier, look for the Supplier column.
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r;{i%'_'s-zs-zqz.éws or 09176280355 09176240208 or 09171137633

Supplier column

Manual No. v

10000000043

Doc.Ref.

Return To Supplier

0000000042

- 0000000041

0000000040
0000000039

- 0000000038

0000000037

0000000036

m 0000000035

1/31/2024

1/31/2024

1/26/2024
1/26/2024
1/25/2024
1/25/2024
1/25/2024

1/25/2024

0000000042...
0000000041
0000000040
0000000039
0000000038
0000000037
0000000036

112'2~37415...

1'2~3'415@6... | 1'23°415@6#7$8%9*0&a*b(c)d_e+...
123’ 415@6#7$8%9"0&a*b(c)d_e+...
Return To Supplier

Return To Supplier

ITO NOBU INDUSTRIAL CO. LTD

ITO NOBU INDUSTRIAL CO. LTD
Cedie Supplier

12~3'415@6... | Return To Supplier

Wijmo Evaluation Version (5.20202.699)

8. Select the filter icon, and input the Supplier name.
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Filter icon

0000000043

1/31/2024 0

Manual No. v Doc. Ref.

‘ 1 Ascending | Descending

m 0000000042
m 0000000041
m 0000000040

Pick 0000000039

0000000038

0000000037

0000000036

BT 0000000035 |

9. Once the Supplier name is found, click the Apply button.

1/31/2024
1/31/2024
1/26/2024
1/26/2024
1/25/2024
1/25/2024
1/25/2024

1/25/2024

Filter by Condition | Filter by Value [
0000000041

CEDIE|
Select All

ki

0000000038

0000000040

0000000037
0000000036
112'2~3°415..  1'2~3°415@6...
Apply  Cancel  Clear Close

Wijmo Evaluation Version (5.20202.699)
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Pick Receiving Receipt

ManualNo. v+ Doc.Ref. v Supplier

131 9008 ‘ 1 Ascending | Descending

1/31/2024 0000000042.. 12~3'415@6...

Filter by Condition | Filter by Value [
0000000041 1/31/2024 0000000041

CEDIE|
Select All

0000000039 1/26/2024 0000000039

0000000038 1/25/2024 0000000038

0000000040 1/26/2024 0000000040

0000000037 1/25/2024 0000000037

0000000036 1/25/2024 0000000036
ET 0000000035 1/25/2024 112'2~3'415.. 12~3'415@6...

Apply button |ssss===| Al
Wijmo Evaluation Version (5.20202.699) |

10. It will now display the list of Receiving Receipts based on the
selected Supplier.

11. Now, look for the Receiving Receipt number then click the Pick
button. Take note: Once Receiving Receipt is already picked, you
already executed the Supplier Return. Meaning, you cannot do
another Supplier return. If you wish to add another Supplier
Return, add new Stock Out detail.
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Pick Receiving Receipt

Pick button

R No. v RRDate r ManualNo. v Doc.Ref.

Wijmo Evaluation Version (5.20202.699)

12. Once picked, the Stock Out header is automatically populated
like:
a. Document Reference — Receiving Receipt's Number
b. Account — default Account for Supplier Return (Example:
Purchase Return)
c. Article - Supplier Name
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