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Invoicing

1. Introduction

This guide provides a step-by-step instructions of managing invoicing processes efficiently and
accurately. It outlines the essential steps for generating and managing invoices to ensure smooth
financial operations. Follow the instructions in this guide to streamline your invoicing records, and
maintain clear and organized billing information.

2. Invoicing

This section an overview of the tools and features available for generating invoices correctly. From
entering accurate client and payment details to formatting invoices professionally and setting
appropriate payment terms, each step is designed to help you create clear, error-free invoices that
facilitate timely payments and effective financial management.

2.1 New Consumption Tax Types
Go to Settings > Consumption Tax Types > New Consumption Tax Type > Fill in details >
Add

Details include:

1. Code
2. Description
3. Default Consumption Tax Rate (%)

New Consumption Tax Type

Code
| 123

Descripfion

|Tax

Default Consumption Tax Rate (%)

[s

Display Status

() Active
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2.2. Add New Stock Group

Go to Settings > Product > Groups > New Stock Group > Fill in details > Add
Details include:

1. Name
2. Stock Group Code
3. Remark Description

New Stock Group

Group Mame

Stock Group Code

Descripfion

2.3. Add New Item

Go to Settings > Product > Item > New Product Item > Fill in details > Add

e Goods: Physical items that can be owned and used.
e Services: Actions or activities performed to fulfil needs or desires.

Details include:

Choose either item is Good or Service

Iltem Name ,Code & Cost Price

Product Group

Selling Price

Item Barcode

Remark

Item Details

Apply Tax amount created in Consumption Tax Types

Whether to List this item for sale on POSERVA Point of Sale App ( If left unchecked , this item
will still be available for selection when creating a new invoice )

LNV A WN
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10. Choose a color for the text of the Item Name

New Product Item

® Good U Service

Group ltem Code

| Badminton | 1234

Item Diescription

|1o Ball

Selling Price
[10

Classification

Details

Apply| 123 Tax A || 6.00 | % to this item when customers make a
purchase

List this item for sale on POSERVA Point of Sale App
If left unchecked, this item will still be available for selection when creating a new invoice

Choaose a color for the text of the liem Mame O

New Item

® Good ) Sanvice

ftern Nama

Product Group

| [Cooeas

Selling Price

Remark

Item Details

‘ .
List this item for sale on POSERWA Paint of Sale App
If left unchecked, this itemn will still be available for seb

Choose a color for the text of the ftem Nameo Cancel E
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2.4 New Invoice

Go to Invoicing > New Invoice > Fill in details > Generate

Settings > Products > Items A @ 2% vongshuetli
Groups Classifications [ \ r -’a?a1 [ R
2@ @ 2 3 @

2EHEE = [ | B RE)

l § . Mo, Item Code Item Mame Product \. J \. J \. S
sl Operation Insights P, 10 Bal ~— B':,?,Ckiilli.,t;s Golf Bookings 'E?.'é‘;f;’:
Security Monitor €39 2 100 Bal 100 Balls Driving F '
{} Customer Accounis 3 DR-500 500 Balls Driving F [@:] [ \, ] [E]
E General Ledger 1 4 golf-bf A.Buggy Fee (2 Seats) Golf 9-H
- — — — = Announcements  Suggesfions Internal Mails
Details include:
1.Customer Information
e Name
e MyKad
¢ Tax ldentification Number
e Phone no
e Email
e Address

New Standard Invoice

Bill Te: | Malaysian Individual v | Walk-In Customer

| Q) Buyer Full Legal Mame{s)

| O MyKadMyTentera Number | | Q) Tax Idenfification Mumber {TIN)
| B +80 - Mobile Phone Number | |Q Email Address
| Address Line 1

| Address Line 2

| Address Line 3

| Postal Code | | Cityi Town/Suburb/District

| StateProvince/Region | | w

A rew custorner account will be created

2.Invoice Line Item(s)

Type Name of product added
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Sales Crder No. | Select Sales Order

Invoice Line Item(s):
Mao. Description

Full View =

Uit Price Uit Discount Total Excluding Tax

1 Q10 Ball

1D.DCI||RI\"I| 0|| 10.(}0'-

Tax Summary:

Taxable Amount  Tax Type

[
&
2

Tax Rate (%) Tax Amaunt Sum of Subtatals

=]
8

1I1IJO| | 123 Tax

| | il | | ey | Total Discount Valua £

Total Tax Amaount Total Met Amount £

Total Excluding Tax £

=]
3

=]
3

Total Tax Amount £

Total Including Tax O

=l

Rounding Adjustment

Total Payable Amount ()
Prepayment Amount i} | Salect Invoica(s)

Advanca Payment

10.80

&
W
]
i
4
o
[
&
m
=]
=1
=]

Total Net Payable Amount [}

E

2 2 22

After the invoice is generated, scroll to the bottom of the invoice and click on the ‘Pay’ button to

proceed with the payment.
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INVOICE V00003406 (due by today) Send via Email m

PERAK CORPORATION

UNIT B1-02, BASEMENT VERTICAL PODIUM, AVENUE 3, BANGSAR SOUTH CITY, and NO. 8 JALAN
KERINCHI, 31850, Perak, P, M
Contact Mo, 053-2247 4536 Fax NO. 032242 4537 Emall AQdrass admin vertcal @dats.commy
TIN 3412312325446 $5T No. W10-1802-32000257

STANDARD INVOICE

Bil Ta:

Al
Meakaysia
Mobike No. +60123

Project Mame - WWROX (PLZ) nce Dale - 26-Feb- 2025

Due Daie - H5-Feb-2025
kFwoice Number - VOO0 3406
Custamer Account ID 2 PLZ-363

Mo Hem cuantity unit Price [RM) subtotal (RM)
1 10 Bail 1 1000 10.00
Sum af Sublotals 10.00

Tatal Discount Vilue 0.00

Total Net Amaurt : 10.00

Total Excluding Tax : 10.00

Ti ax Ammourt : .60

Total Including Tax - 10.60

Rauriing Adusiment : .00

Talal Payable Amount - 10.60

Prepayment Amaurtd 0.0

Advance Payment : 0.00

Total Met Payabie Amount : 10,60

Payment Instructions
Please ensure that payment is completed within 30 divys from the inoice issuance date through any of the
peyment channeks below to waid incurring a 10% annual interest charge an any averdue amount.

Payment Channsls

1} Online Payment - Scan the OR code an the right with an e-wallet or mobike banking app. Allematively,
you may access e DAL irk below the R code wsng an intermet broveser o dick e
“Paay™ biufion o the batbam of the invaics page far allematve onfne peyment methods,

2} Manual Bank Transfer - Bank Mame: RHE
Bank Acoount Holder Mame: JME Horlzon $4n Bhd
Bank Acoount Mumber: 4512321401021054
Reference: IWIOM03406

Elank Mame: MAYBANK

Bank Acoount Holder Mame: The Horlzon JMB Sdn Bhd
Blank Acoount Mumber: 108004015623

Reference: WMO0003406

3} Chegue Payment - Payee: Parak COrporation (Cross as “A/C PAYEE ONLY")
Amount : TEN AND CENTS SIXTY OHLY (RM 10.80)

Mode: Afler complefing the manual bank iransfer or cheque payment, pleasz email te payment =ip o
adrmin verbcaliDdats. com my for verification purposes. This invaioe is firal. Your payments are non
refundable.

Associated Transactions as of 26-Feb-2025 11:13 AM

1

Mo,

Tranzactsd Transaction Code Document Ha. Tranzacton Mams In out Qutstanding
RETAIL SALES 10.60 10.60

26-Feb-2025 B R

Cuerent Oulstanding: Rl IMDm

Select Payment method > Click Comfirm Pay
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Making Payment for 1 ltem

He.  lesuad Decumant No. Trangaction Code Itam

1 2E-Feb- 2025 TWO0003406 R RETAIL SALES

Outstanding

10.60

Cusiomes Payment | - Wallet L3 |

| Referance

Mz um Amaunt 1080

Upioad Proaf of Payment

X
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