@ TreezSoft

Getting Started Manual

For TreezSoft Accounting

Last Update: 1st November 2024

Page | 1



@ TreezSoft

For information about customer support, please visit our homepage at
http://www.treezsoft.com on the World Wide Web.
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to its use.

Page | 2


http://www.treezsoft.com/
http://www.treezsoft.com/

@ TreezSoft

Step 1: Getting Started

1) How to create a company?

Ng Soo Fing Logout

Setup Company

Setup Company

Enter your business details

What is your company type?*

" 00sE Y company type “’i This will help us setup the right accounts for you.

Business details

Business Name™

This name &5 printed in the header on reports and invoices.

Phone No.*® i Address*
Fax No.

Email*® City™
Website I State®

Post Code™®

Country® Malaysia v

First, you need to choose your company type:

What is your company type?*

type [ VA This will help us setup the right accounts for you.

Sole Proprietor
Sendirian Berhad

Other (Set up my own accounts)

a) There are three selections of commonly use company types: Sole Proprietor
and Sendirian Berhad; the last one is Other type.

e If you select any of the first two (Sole Proprietor/Sendirian

Berhad), the respective Chart of Accounts (COA) will be loaded.

e |If you select Other type, COA will not be loaded and you have to
set up your own COA.

Next, enter your business details...
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2) Setting up Chart of Accounts

Setting up your COA, is the second thing you should do after entering
business details:
@TTEEZSD‘H‘. Online Accounting 2.0 g Test COMPANY 1 v  TestDemo v Logout @)

Dashboard  New"™ ™% Company Customer Supplier Banking Stock General Ledger Tax

Chart Of Accounts

Code - Mame Accourt Type Status

00011 test23 Expenses Adive X Aacount Type Erpersss =
1000/000 Share Capital Equity Athe X Code™ 0001-1
1050/000 Retzined 2amings Retzined 2amings Aive * Name™ test23
111 Dividend Payable o A Acoounts payzble Acve X e
1111/000 Income Income Active X
1111/001 Income Tax Income tax Artive b4
1111/002 Other assets Other assets Active *
. 1111/003 Other qurrent assss Other current assets Amive x . [7] Set to inactive
1111/004 Other current lizbilities Other current lizhilities Active b4 MSIC Code
1111/005 Other axpenses Other expenses Active o
1132 Dividend Dedarad Equity Aive x
2010/000 Freshold property Fined ssssts Adive X
2020/000 Buildings Fived asssts Artive b4
2030/000 Plant and machinery Fied assats Artive *
2040/000 Computer equipmeant Fived assats Ative x
2050/000 Motor Fived asssts Active X 5
@ ® :
=
This is the list of COA, you can edit them by choosing the account you wish to

edit.

If you no longer wish to use a previous account and wish to disable it, simply
choose the account and tick on the Set to inactive or Delete(using the red
cross) to remove unused Accounts.

To create a new account, click on the New Account button.

To import your existing COA, click on Import Chart of Accounts button

Import

Select a .csv file from your computer.,

Flename: ecta fle e

You will see this screen after you click on the import button.
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. To import your data, click on Browse to select the .csv file which you have
edited.

(Please ensure the exact file is selected otherwise error message will be
prompt.)

@ Click on Upload to proceed.

Preparing the Chart of Accounts import file

a) Download the blank formatted CSV from
http://www.treezsoft.com/sample-
import/download.php?file=Chart%200f%20Accounts.csv

b) Edit the CSV using Excel

c) Refer to the table below on the columns and restrictions when filling the data

Column Description Size | Mandatory

Account Type | Define the account class, accepted values: Yes

Accounts receivable, Accounts payable, Cash
and bank, Cost of sales, Current assets, Current
liabilities, Equity, Expenses, Fixed assets,
Income, Income Tax, Liabilities & Equity, Long
term liabilities, Operating expenses, Other
assets, Other current assets, Other current
liabilities, Other expenses, Other income,
Retained earnings, Revenues, Stock, Stock
closing balance, Stock opening balance

Code The account code 35 Yes
Name Name of the account 255 | Yes
Description Description of the account 255 | Optional
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Type Only for Cash and bank type accounts, accepted Yes (for
values are: bank only)
Cash, Savings, Current account, Other accounts
Account No. Bank account number 255 | Optional
Currency Currency of the bank account Yes (for
bank only)

@ WHERE TO FIND CHART OF ACCOUNTS?

Company
Company Profils

Customer 5

Chart of Accounts

Cost Centers
Delivery Method
Delivery Terms
Salespersons
Tags

Tag Geroups
Payment Method
Payment Terms

Foreign Currencies

Unit of Measurements
Document Murmbers
Separate Document Numbsrs
Email

Preferancs

Printing Preference

Opening Balances

Manage Users

Custom Temglate Editor
Integration

3) How to change Preferences?

The third setting you should determine is your account preferences:
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Treezsoft Online Accounting 2.0 m

Dashboard  New®rrut

Preferences

Company  Customer  Supplier

Account Defaults

Receivable Account Realised Forex Gain

Defzudt control aceount for Customers Any realised Forex Gain will be posted to this

3000001 w account
B020/000 -

Payable Account

D=faul control aceount for Supplisrs Realised Forex Loss

4000/000 ot Any realised Forex Loss will be posted to this
account
5310/000 >

Stock Defaults

Sales Account Units of Measurement

Defaul Sales acoount for Ttem/Senice wunit ~

S000/000 "
Quantity Decimal Places

Sales Return Account 6 .

Defaudt Sales Retumn account for TremyService

5010/000 4 Unit Price Decimal Places

Purchase Account & -

Default Purchass account for Tbem)/Servi

. = ‘HT e Default sales invoice APT item

6010000 Default item for ereate ssles inoivoe APL when
provided item is not found

Purchase Return Acoount 5728 ~

Defaul Purchase Return account for Itemy/Sarvice

G015/000 b

[”] Only recaord quantity in GRN and GRR {will affect stack cast caleulation i yaur costing method is
Weighted )

[ Restrice users m select the LOM as per the stack item setug in Stock

Issues/Recsived) Adjustments Transfers

[] Do not allow user to procsed in Stock Adjustment;Tssuaf Transfer when the stock balence isin
negative,

[”] Hide Unit Cost and Amaunt in Stock

Tssues/Recei

‘Adfjustments/ Transfers/Ttem/ Take/Report{Aging, Balance, Card){might affect stock cost

caloulation i your costing method is Weighted Average/FIFO)

Screen Defaults

[7] Open listing and report fink in new tzb

Report Defaults

[7] Sales Invaice ; display customer address in multiple fine

Access Control

["] Restrict non-admin usar login cutside working hours

Test COMPANY 1 + TestDemo v Logout &

Banking Stock  General Ledger Tax

Financial Settings

Base Currency
Base ourrency used in the company's financdals, bass currency cannot be changed,
once you record any transaction

MYR -

Date Format
Determine how dates will be shown/entered in soeens
2 Mow 2024 b

Financial Year End
Zat the dosing month of every finandal year System will shvays pick the lzst day
of the specified month as the Financial Year End Date
December ¥
Lock Date
Oz you 5=t the Transaction Lock date, 2l ransactions before or on the specified

date cannot be created, edited or deleted, Suitable for an Accountant to prevent
further modification or adjustment for periods which were audited
=

[+] Enzlde rounding adjustment in new cash sales
Default @ooount for rounding adjustment in cash sales,
3010/010 .

[¥] Enzblz Progress Invoicing

Enter Invoice By
Enter imvoices by Items and/or by Accounts

Both b
Default Payment Method
Credit card o
Default Tax Type
Enter itern as Tex Inclusive / Tax Exchisive,
Tex Exclusive b
Credit Limit
Default credit mit when creating new customers and supgliers
30,000

[#] Show Selling Price in Price History

[¥] Showe Purchase Pricz in Price History

[+/] Flat Rate Scheme

[¥] Price Level

[¥] Upload Stock Image

[+] Display Stock Image in document screen
[¥] Stock Batch

[7] Instzkment Pan

It is always advisable to change your account preferences once you have
completed the first two steps to avoid errors in your business recording
later.

Account Defaults: This section allows you to change your accounts setting. Please
be mindful and decide which accounts you want the transactions to be posted to.
The account you have selected here will be used as the default posting account for
the related transactions recorded.

Stock Defaults: This section allows you to edit the default settings and parameters
related

to stock (inventory) management within the system. All stock-related transactions will
automatically be posted to the specified default accounts if a specific account is not
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assigned during the initial company setup. You can also modify the default recording
configuration for stock items

Screen Default: This section allows you to set display preferences for
how listings and reports open within the system. Tick Open listing and
report link in new tab if you want all listing and report opened in a
separate tab.

Report Default: The Report Default allows you to set preferences for
display of certain report details. Tick Sales Invoice: display customer
address in multiple lines if you want customer’s address to be
appeared in a multi-line format on sales invoice reports

Access Control: The Access Control allows you to enhance security by
restricting login access for non-admin users outside of designated
working hours. Tick

Restrict non-admin user login outside working hours and define
specified working days and hours for system to specify login restriction if
you only non-admin users will be limited to logging in only during defined
working hours.

Financial Settings: In this section, you will have to decide which based currency
you want to use, and it cannot be changed once, at least one transaction has been
recorded.
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@ WHERE TO FIND Preference?

Under Company module,

- Preference

Company  Customer 5
Company Profile
Chart of Accounts
Cost Centers
Delivery Method
Delivery Terms
Salespersons
Tegs
Tag Groups i
P=yment Method i
Payment Terms i
Foreign Currencies
Uniit of Mezsurements
Document Murmbers
Separate Document Numbsrs
Ernail
Preferancs
Printing Preference
4 Opening Balances
Chart of Acrounts - Opening Balance
Historical Ivvaices
Historical Supplier Invoices
Historical Unpresented Cheques
Items - Opaning Balance

Manage Users
Custom Temglate: Editor

Integration

Page | 9



@ TreezSoft

Step 2: Chart of Accounts -Opening
Balance

What is Opening Balance?

Opening balance is the amount of funds in a company’s account at the beginning of
a new financial period. However, you are only required to do this opening balance
once, which is for the time you start using TreezSoft Accounting.

1) Chart of Accounts - Opening Balance

Dashboard New®==t  Company Customer Supplier Banking Stock  General Ledger Tax

Chart of Accounts - Opening Balance

As OF 24/Mar2001 | . Ref. Mo. Opening Balance
Dieacristion |
Account Code™® Aocount Name Account Type Dabit (MYR]) Credit (MYR} Teg Code
5000/000 Sales Revenues 50,00 x
3030/000 Szock on hand Stock 70,653.54 b1
1000/000 .Share Capital Equity 70,693.54 "
4495/000 Suspenss Current lizbifities 1040.00 x
Arcount Code™ Bank Name Currency Rzte Debit Credit Debit (MYR) Crediz (MYR} Tag Codea
3010/020 MBE- Current account 1 MYR 1 50.00 E0.00 *
3010/020 Pty cash MYR 1 104.00 100.00 *

. . Total (MYR) 70,842.54 70,842.54
O s

Enter the date for your opening balance.
Input all the information to the fields accordingly.

Click on Save to record the information

Click on Import COA — Opening Balance to import the COA by using our template.
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Import

Select a .csv file from your computer,

Filename:

You will see this screen after you click on the import button.

. To import your data, click on Browse to select the .csv file which you have

edited.

(Please ensure the exact file is selected otherwise error message will be
prompt.)

. Click on Upload to proceed.

Preparing the Chart of Accounts - Opening Balance import file

a) Download the blank formatted CSV from

http://www.treezsoft.com/sample-import/download.php?file=COA-OB.csv

b) Edit the CSV using Excel

c) Refer to the table below on the columns and restrictions when filling the data

Column Description Size | Mandatory
Account Code | The account code, based on the Account Type 35 | Yes

Debit The debit amount Yes

Credit The credit amount Yes

Debit in The debit amount in foreign currency other than Yes

Foreign your based currency

Currency
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Credit in
Foreign
Currency

The credit amount in foreign currency other than
your based currency

Yes

@ WHERE TO FIND

CHART OF ACCOUNTS — OPENING BALANCE?

Under Company module, under Opening Balances dropdown list

- Chart of Accounts — Opening Balance

Company  Customer 5

Company Profile
Chart of Accounts

Cost Centers

Delvery Mathod
Delivery Terms
Salespersons

Tegs

Tag Groups

Payment Method
Payment Terms
Foreign Currencies
Unit of Measuremens

Document Mumbsars

Separste Document Mumbsrs

Email

Preferencs

Printing Preference
4 Opening Balances

Chart of Acoounts - Opening Balance

Historical Invoicas

Historical Supplier Invoices
Historical Unpresented Chagues
Itams - Opening Balance

Manage Users

Custom Temglate Editor
Integration
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Step 3: Setting Up Your Inventory

It is important to have your chart of accounts properly set up to avoid errors when you
create your inventory. It is because you are advised to associate your stocks in your
inventory to their control accounts directly. Therefore, the first step to set up your inventory
will be to make sure your Stock Groups are properly created.

1. Managing Stock Groups

Stock Groups

Dashboard New® =t  Company Customer Supplier Banking Stock  General Ledger Tax
Stock Groups

Code = Mame Description Cods™ 1234557, 1234567, 1234567, 1234567, 12345¢
12345671234567,1...  1234567,1234567, 1234567, 12... . x Mame* R AR TR R TR
AEROSOL AEROSOL x
ALUMINIUM ALUMINIUM * EEEm b
APPLIANCES APPLIANCES x Sales Resumn Account v
Almaz Almaz * P e2 Accoun -
Aszzat Computer *

BAEY BAEY ® rEiEERlE L b
‘amu&'. BAKERIES ® Description
BATTERIES EBATTERIES *
BEALITY BEALITY x
MSIC Code
EEER EEER *
BEVERAGE BEVERAGE x Purchase Tax ¥
BF BF x Sales Tax -
BODY CARE BODY CARE *
A A _. T Re-assign items o group b
3 * By fil up this, system will re-assign all ibems of this
group to the selected group
;_w_“ s o =30

. This screen shows the full list of stock groups you have created.

. To create a stock group, you have to click on New Stock Group at the bottom.
Fields mark with asterisk (*) are required fields.

. If you want to edit a stock group which you have created earlier, select the stock
group and then you can edit on the right.

. Click Save to save your records
. To import existing stock groups, Click Import Stock Groups

If you wish to post your sales, purchases accounts for the items separately then
you need to specify the respective accounts. Otherwise the system will use the
Stock Defaults in preferences.
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Import

Select a .csv file from your computer,

Filename:

You will see this screen after you click on the import button.

. To import your data, click on Browse to select the .csv file which you have
edited.
(Please ensure the exact file is selected otherwise error message will be
prompt.)

. Click on Upload to proceed

Preparing the Stock Group import file

a) Download the blank formatted CSV from
http://www.treezsoft.com/sample-import/download.php?file=COA-OB.csv

b) Edit the CSV using Excel

c) Refer to the table below on the columns and restrictions when filling the data

Column Description Size | Mandatory
Code A unique identifier for the stock group. 35 | Yes
Name The name of the stock group. Yes
Sales Account | The account linked to sales transactions for items in Yes

this stock group.

Sales Return | The account used to record returned sales for items Yes
Account in this stock group.

Purchase The account linked to purchase transactions for Yes
Account items in this stock group.
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Purchase The account used to record returned purchases for Yes
Return items in this stock group.

Account

Description Additional information or notes about the stock Yes

group.

@ WHERE TO FIND Stock Group?

Under Stock module, under Manage dropdown list

Stock Group

Stock  General Ledger

Stock Issues
Stock Recsived
Stock Adjustments
Stock Transfers
Stock Teke

" Serial Number Inguiry

I 4 Manage

Stock Items

I Stock Groups

Stock Catagory
Stock Bzuch
Locations
Price Level
Reports
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2. Managing Stock Items
You can now proceed to manage your stock items after managing the stock groups.

Stock Items

Dashboard MNew®™™ Company Customer Supplier Banking Stock General Ledger Tax
List of Stock Items

Code J Name / Group Barcods ] Inchud Ohsolate .

Stock Category: >
= : Balancz
L] Code MNams Bas= UOM Selling Price Purchzsz Price Group Quantity Status Barcods
A GIMNGER-100G 1Gingar Powder 100g umit: EE.000000 44000000  Alma -160.300000 Awsiable 35561082113
ECC]
[ | ooal Hezwpduty Shoe (BRGS 7709) umit 120.000000 100.000000  Product 17.000000 Aweilable  6G9E58
[ | ooa2 Zafery Shos (DRSS 10075) umit: 119.000000 55000000 Product -141.200000 Awveilable 34645756787
1 | ooo4 Camual Shoe {CRSF 1906) pcs 55.000000 45,000000 Product 2,203.500000 Available  asdadasdasd
[ | 0032 Matzl Bl ] 3,500.000000 2,500.000000  Product 6683,161000 Avsilable
[ | 005 [0 umit 10.0003000 10.003000  Product -3.000000 Aweilzble 123005
[ | o051 5-1 umit 10.00M300 000000 BOS Only -£5.000000 Awzilable
| 0% 0l-F umit 10.00MI00 2.000000 AEROSOL -135.000000 Available 1234
| 02 02 umit: 555.000000 L.00DO00  BOS Only -53.625200  Available
[ | 0222 0222 umit AERDS0L Availzble  azsa
A | 3 03 umit: 10.0003000 £.000000 POS Only -21.000000  Avsitzble
[} ns iz’ umit 20.000000 20.000000  Klett -5.000000 Avaiable
[ | 111 111 umit 11000300 22.000000  Alma 0.000300 Awziable
[ | Loz THCC Fee Grade 9-10 umit 785.000000 [3==1 Avzilable
[ | 22 222 . umit: 33.000000 3.000000 AEROSOL -5.000000  Aveilable b

Page 1 | ofBZ | b B} | @ Displaying 1 - 15 of 1222
? e cocch Updte || prineting f prineslected torcode | obeoecs selecred [ polreseecsd | mew [

This screen will show you the list of stock items in hand.

. To search for a particular items, enter you criteria and click on the Search button

. Click New Stock Item to create a stock item.

. You can also import your stock items list by the Import Stock Items button on
the bottom left. The steps to import stock items will be explained in the next step.

‘ Print listing allows you to print the full list of stock items.

. Click Delete selected record(s)’ to delete a selected record. Please be mindful
that the process is irreversible.
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3. Importing Stock Items
Import

Select a .csv file from your computer.

Filename: file t

BN B

You will see this screen after you click on the import button.

. To import your data, click on Browse to select the .csv file which you have
edited.
(Please ensure the exact file is selected otherwise error message will be
prompt.)

. Click on Upload to proceed

Note: Maximum 1000 items only for each of times import

Preparing the Stock Items import file

a) Download the blank formatted CSV from

http://www.treezsoft.com/sample-import/download.php?file=Stock%20ltems.csv

b) Edit the CSV using Excel

c) Refer to the table below on the columns and restrictions when filling the data

Column Description Size | Mandatory

Code The stock item’s code 35 | Yes

Name The stock item’s name 255 | Yes

Stock Group | The group or category where stock item is 35 | Yes
categorized.
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Stock Control | If itis a physical item : Yes Yes

If it is a service item : No
Costing The costing method of the stock items : There are Yes
Method 4 types, which are : Fixed Cost, Weighted Average,

FIFO, LIFO
UOM The unit of measurement 60 | Yes
Selling Price The stock item selling price Yes
Purchase The stock item purchase price Yes
Price
Standard Cost | The stock item standard cost Optional
Barcode The stock item’s barcode. 255 | Optional
Contain Serial | If the stock item contains Serial No.: Yes Mandatory

No.

If the stock item does not contains Serial No.: No

Sales Tax

The tax rate or code applied when the specific stock
item is sold to a customer.

Purchase Tax

The tax rate or code applied when the specific stock
item is purchased from a supplier.

Reminder: Only 1000 items are allowed to be imported each time you
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@ WHERE TO FIND Stock Items?

Under Stock module, under Manage dropdown list

Stock Items

Stock  General Ledger

Stock Issues
Stock Received
Stock Adjusmments
Stock Transfers
Stock Teke
" Serial Mumber Inguiry

| 4 Manage I
I Stock Ttems I

Stock Groups
Stock Category
Stock Baxch
Locations
Price Lavel
Reports
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4. Setting up your Locations (Branches)
If you have more than one branch, we would advise you to set up your locations
accordingly so your stock controls will be easier and more accurate.

Locations
It is easy to set up your locations. Simply go to the locations tab, which also falls
under the stock item and stock group category.

@Treezsnft Online Accounting 2.0 m Test COMPANY 1 v TestDemo v  Logout 3

Dashboard New®™#  Company Customer Supplier Banking Stock  General Ledger Tax

Locations .

Code = Mame Description Code™ Bekn
Eeko Eekno ®
Mams" Baln
Consigrement to Consignmeant to AAA x
— Description
Customer Customer Location x
Location
Hg Hezd(uarter HeadQuarter *» Fhaone Mo. beko@bako
Klang Klang x Fax Ma.
Kl Kl d bekobeko
Location 2 2 x
- . Address beko address
Panasonic Panasonic o
Sepang Sepang {customer kocation) *
i:u.lsx:nrrer
location) City
S
Post Codz
Country 5
LUsing PO5 ? ez

[7] Set w inactive
| prning [ ] =
@ This screen will show all the locations you have created.

. To create a new location, click on New Location. Fields mark with asterisk (*)
are required fields.

If the location is no longer valid or inactive, you can set it to inactive.
. To edit a location, select the location and you can edit on the right.

. Print listing allows you to print the list of locations. Click on Save to save your
record.
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@ WHERE TO FIND Locations?

Under Stock module, under Manage dropdown list

Locations

Stock  General Ledger

Stock Issues
Stock Received
Stock Adjusmments
Stock Transfers
Stock Teke
" Serial Mumber Inguiry

I 4 Manage I
Stock Items
Stock Groups
Stock Category
Stock Bauch
[ e |
Price Lavel
Reports
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5. Items Opening Balance
After you have setting up all steps above, you can then proceed to do the opening
balances for your items.

Items — Opening Balance
List of Items - Opening Balance

Location Code =« Location Name Opening Date Total Amount
HQ HeadQuarter
Sg.Petani Sq.Petani Branch

Total 0.00

In this screen, you can see all of your currently in use locations, and the total amount
of items they have. Click on a particular location will enable you to adjust the opening
balance for it.
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The next screenshot is the opening balance screen for your items...

Stock Item - Opening Balance

@Treezsnft Online Accounting 2.0 m Test COMPANY 1 v  TesiDemo v  Logout

Dashboard  New®™ ™! Company Customer Supplier Banking Stock General Ledger Tax
Stock Item - Opening Balance

MAs OFF 12/Mar/ 2020 9 dw As OF Date Location | Panasonic

Ttemn Code™ b Quantny™ Unit Cast™ Amourt™
- S o
Itz Code ~ . Descrigtion Quantity Batch Code  Unit Cost Amount Tag Code Serizl Mo

Opening Balance - Header Details

As OFF . 12/Marf 2020 "% Lloction  Penasonic Ref. No. | Opening Balance
Descripsian

® I

Page 0 | of0 o Mo data to display

e

Enter the date for your stock item — opening balance in “As of” date field.
Enter the description for it in the Description field. Click OK to proceed.
Select item in the Item Code field, and enter all the required fields

Click Save to record the stock balance. Click New to add another item.

You can also choose to import your items for your opening balance by clicking

on Import Item — Opening Balance.
Fields mark with asterisk (*) are required fields.
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Import

Select a .csv file from your computer.

Filename:

You will see this screen after you click on the import button.

. To import your data, click on Browse to select the .csv file which you have

edited.

(Please ensure the exact file is selected otherwise error message will be
prompt.)

® Click on Upload to proceed

Preparing the Stock Items — Opening Balance import file

a) Download the blank formatted CSV from http://www.treezsoft.com/sample-

import/download.php?file=ltems%20%200pening%20Balance.csv

b) Edit the CSV using Excel

c) Refer to the table below on the columns and restrictions when filling the data

Column Description Size | Mandatory

Item Code The stock item’s code 35 | Yes

Quantity The stock item’s in hand quantity during your Yes
opening balance

Unit Cost The stock item’s unit cost Yes

Amount The total amount of the stock item Yes
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@ WHERE TO FIND Items- Opening Balance?

Under Company module, under Opening Balances dropdown list

Items - Opening Balances

Company Customer
Company Profil

Chart of Acoounts

Cost Centers

Delvery Mathod

Delivery Terms

Salespersons

Tegs

Teg Groups

Payment Method

Payment Terms

Foraign Currencies

Uriit of Measurements
Document Numbers
Separste Document Murmbsars
Email

Preferance

Printing Preference

5

I-I Opening Balances

Chart of Aocounts - Opening Balance
Historical Invaices

Historical Supplier Invoices
Historical Unpresented Cheques

| Items - Opening Balance

Manage Users
Custom Template Editor

Inkegration
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Step 4: Preparing Historical Invoices and
Cheques

Historical Invoices

You might have outstanding balances due from to your customers when you first
started using TreezSoft. These invoices will have to be entered in this section and
the total must match with your Account Receivable (Debtor Control Account) amount
in your Chart of Accounts — Opening Balance. The unpaid customer invoices is
viewable in the list of payments received screen.

List of Historical Invoices
List of Historical Invoices

When you started using this system, there may be customers that owe cutstanding balances vo this company. Enter the outstanding amount for each invoicz or credit note (enter these with a
negative amount). Alternatively, enter the total balance owing per customer as one historical ivaice/credit noze.
The totzl of these items showld match the Accounts Recsivable amount in the Chart of Accounts - Opening Balancs.

Enter keyword to search...
BN
Customer Code =« Customer Mame N of Invoices

0aaoi Lam Su Yan 3
ADDIL g Toon Hui 3
CDDOS Chong Yoke Xiu 1
10001 1K1 5dn Bhad 1
WL Velein i

-

Page 1 of 1 = Displaying L -5of 5

=20

. Enter your criteria to Search.

. Click New Historical Invoice to record a historical invoice.

. Print listing allows you to print multiple invoices. Invoices are printed in PDF
formats where you can send via email or send to your printer.

. Import your list of historical customer invoices by using our template.
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Import

Select a .csv file from your computer.

Filename:

You will see this screen after you click on the import button.

. To import your data, click on Browse to select the .csv file which you have

edited.

(Please ensure the exact file is selected otherwise error message will be
prompt.)

® Click on Upload to proceed

Preparing the Historical Invoices import file

a) Download the blank formatted CSV from http://www.treezsoft.com/sample-

import/download.php?file=Historical%20Customer%20invoices.csv

b) Edit the CSV using Excel

c) Refer to the table below on the columns and restrictions when filling the data

Note: Date format must follow as: YYYYMMDD

Column Description Size | Mandatory
Customer The customer code 35 | Yes

Code

Date The historical customer invoice date Yes

Invoice No. The historical customer invoice number 255 | Yes
Currency The currency in use
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Rate Currency rate in use when you created the Yes
customer invoice.
Based currency is always 1.00
Amount The amount without tax Yes
Without Tax
Tax Rate The tax rate optional
Tax Amount The amount of tax optional
Amount The total amount Yes

Creating or Editing a Historical Invoice

@TIEEZSDfl Online Accounting 2.0 m
Dashboard  New =t

Historical Invoice

Test COMPANY 1 + TesiDemo + Logout ‘3

Company  Customer Supplier Banking Stock  General Ledger Tax

Customer Code™ e Tax Rate e
Dare™ 9 Tax Amount
Imvoice Mo.* Amount™

. Currency™ o Descripdon

Amaurit Without Tax™

= - | ter J e |
Datz Irwvoice Mo, Currency | Rzte Amt Without Tex Tax Rate | Tax Amt Invaice Amount Amaurt Owed Pzyment Amount

Total Base Amount 0.0

Go o list

. Historical invoices screen is split into two sections:

This upper section allows you enter your customer’s details in your historical
invoice. The fields mark with asterisk (*) are required fields.
To create new historical invoice, click on New after you have saved it.
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. Click on a row to view the historical invoice, or the red cross to delete
the invoice.

NOTE: when a historical invoice is paid, you cannot delete nor modify the invoice.
To edit it, you will need to delete or undo the payment received first.

. Click go to list to navigate back to Historical Supplier Invoices list

@ WHERE TO FIND Historical Invoice?

Under Company module, under Opening Balances dropdown list

Company  Customer S

Camigany Profile
Chart of Accounts

Cost Centers

Delivery Method
Delivery Terms
Salespersons

Tegs

Tag Groups

Payment Method
Payment Terms
Foreign Curremcies
Unitt of Mezsurements
Document Murnbers
Separate Document Mumbsrs
Email

Preferance

Printing Preference

4 Opening Balances

Chart of Aocounits - Opening Balance

Historical Invoices

Historical Supplier Invoices
Historical Unpresented Chagues
Items - Opening Balance
Manage Users
Custom Temglate Editor
Inkegration
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Historical Supplier Invoices

You might have outstanding balances owed to your suppliers when you first started
using TreezSoft. These invoices will have to be entered in this section and the total
must match with your Account Payable (Creditor Control Account) amount in your
Chart of Accounts — Opening Balance. The unpaid supplier invoices are viewable in
the list of payments made screen.

List of Historical Supplier Invoices
@Treezsnﬂ Online Accounting 2.0 m Test COMPANY 1 v TestDemo v Logout &

Dashboard  New®™= ™%  Company (Customer Supplier Banking Stock General Ledger Tax

List of Historical Supplier Invoices

When you started using this system, the company may owe cutstanding bafances o suppliers. Enter the outstanding ameunt for e=ch supplier invoice or debit note (emer these with a negatie
amount), Allematively, enter the total balance owing per supplier as one historical supplier invoice/debit note,
The total of these items should match the Accounts Payable amount in the Chart of Accounts - Opening Balance.

Enter keyword to search...

Supplier Code = Supplier Name No. of Invoices:
BOOO1 Black Moors 1
Maaoi MayBank 1
HO001 normal 1 1
Page |1 | ofl ] Displaying 1 - 3of 3

. Enter your criteria to Search.
. Click New Historical Supplier Invoice to record a historical supplier invoice.

. Print listing allows you to print multiple invoices. Invoices are printed in PDF
formats where you can send via email or send to your printer.

. You can import your list of historical supplier invoices by using our template.
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Import

Select a .csv file from your computer.

Filename:

You will see this screen after you click on the import button.

. To import your data, click on Browse to select the .csv file which you have

edited.

(Please ensure the exact file is selected otherwise error message will be

prompt.)

® Click on Upload to proceed

Preparing the Historical Supplier Invoices import file

a) Download the blank formatted CSV from

http://www.treezsoft.com/sample-import/download.php?file=Historical%20Supplier%20invoices.csv

b) Edit the CSV using Excel

c) Refer to the table below on the columns and restrictions when filling the data

Note: Date format must follow as: YYYYMMDD

Column Description Size | Mandatory
Supplier Code | The supplier code 35 | Yes
Invoice Date | The historical supplier invoice date Yes
Invoice No. The historical supplier invoice number 255 | Yes
Currency The currency in use Yes
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Rate Currency rate in use when you received the supplier Yes

invoice.

Based currency is always 1.00

Amount The total amount Yes

Creating or Editing a Historical Supplier Invoice
Historical Supplier Invoice

Supglier Code™ > Tax Rate >

Dat=" (3 Tax Amount

Currency™ S Amaurt®

Irwoice Mo, * Tegs v

Date Inwoice Mo, Currency Rate Arrit Without T Tax Rate Tex Amt Invaics Amourt Amount dus Armount Paid

3

Total Base Amount 0.00

Go to list

. Historical invoices screen is split into two sections:

. This upper section allows you to enter your customer’s details in your historical
invoice.

. To create new historical supplier invoice, click on New after you have saved it.

Note: when a historical supplier invoice is paid, you cannot delete nor modify
the invoice. To edit it, you will need to delete or undo the payment made first.
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@ WHERE TO FIND Historical Supplier Invoice?

Under Company module, under Opening Balances dropdown list

Historical Supplier Invoices

Company  Customer S
Company Profilz
Chart of Acoounts
Cost Centers
Delivery Method
Delvery Terms
Salespersons
Tegs
Tag Groups
Payment Method
Payment Terms
Foreign Curremcies
Uniit of Measurements
Document Murnbers
Separate Document Mumbsrs
Emnail
Preferance
Printing Preference
4 Opening Balances
Chart of Aorounts - Opening Balance
Historical Invaices
Historical Supplier Invoicas
Historical Unpresented Cheques
Items - Opaning Balance

Manage Users
Custom Temgplate Editor

Inkegration
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List of Historical Unpresented Cheques

When you started using this system there may be some cheques received and
deposited into bank, or some cheques issued, or not presented in the bank
statement. Enter these unpresented cheques here so that you can reconcile
them in Bank Reconciliation when they are presented in subsequent bank
statements.

@Treezsuﬂ Online Accounting 2.0 Test COMPANY 1 + TesiDemo v  Logout @

Dashboard  New®™ ™! Company Customer Supplier Banking Stock General Ledger Tax
List of Historical Unpresented Cheques

When you started using this syst=m there may be some chegues recsived and d=pasited into bank, or some cheques issued, or not presented in the bank statement.

Enter these unpresentad cheques here so that you can reconcile them in Bank Recaonciliztion when they, in subsequent bank statements,
Enter keyword to search...
Bank Account Code « Bank & Currency Ho. of Chegues {Deposit) Tozal Amount (Deposit) Mo, of Cheques (Payment) Toz! Amount {1
3010/020 MEE- MYR 1] 0.00 i
Cur...
aer..
1
3010/050 RHE  MYR 1 1,000.00 0
Cre.__
=11
acc..
3
I Page [1 | of1 ] Displaying 1- 2of 2

(rctany | i

. Enter your criteria to Search.
. Click New Historical Cheque to record a historical cheque.

. Print listing allows you to print multiple invoices. Invoices are printed in PDF
formats where you can send via email or send to your printer.

. You can import your list of historical cheques by using our template
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Import

Select a .csv file from your computer.

Filename:

You will see this screen after you click on the import button.

. To import your data, click on Browse to select the .csv file which you have

edited.

(Please ensure the exact file is selected otherwise error message will be
prompt.)

. Click on Upload to proceed.

Preparing the Historical Unpresented Cheques import file

a) Download the blank formatted CSV from http://www.treezsoft.com/sample-
import/download.php?file=Historical%20Unpresented%20cheques.csv

b) Edit the CSV using Excel

c) Refer to the table below on the columns and restrictions when filling the data

Note: Date format must follow as: YYYYMMDD

Column Description Size | Mandatory
Account Code | The account code 35 | Yes

Type Transaction type : Deposit / Payment Yes

Date The historical unpresented cheque date Yes
Cheque No. The cheque’s number 255 | Yes

Ref. No. The cheque’s reference number 255 | optional
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Details The cheque’s details 255 | optional

Amount The cheque’s amount Yes

Creating or Editing a Historical Unpresented Cheque
@TTEEZSDﬂ Online Accounting 2.0 m Test COMPANY 1 » TestDemo » Logout @)

Dashboard  New®™ ™% Company Customer Supplier Banking Stock General Ledger Tax
Historical Unpresented Cheques

Bank Account™ || v Detzils
Date™® & Hpet ¥
Cheque No.* Ref, No.*
— o= =3
Dtz - Type Cheque Mo. Ref. Mo Currency Amaunt Bank Reconciliztion Date

Total (Deposit) 0.00 Total (Payment) 0.00

To create another historical unpresented cheque, click on New after you
have saved it.

Once you save your cheque details, the record will be shown in this section.
You are only able to see the reconciliation date after you have done it.

Click on Go to list and restart the steps if you wished to create new
historical cheques with another different bank account.
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@ WHERE TO FIND Historical Unpresented Cheques?

Under Company module, under Opening Balances dropdown list

Historical Unpresented Cheques

Company  Customer S
Company Profil
Chart of Acoounts
Cost Centers
Delivery Method
Delivery Terms
Salespersons
Tags
Tag Groups
Payment Methad
Payment Terms
Foreign Currencies
Unitt of Measunemants
Document Murnbers
Separate Document Mumbsrs
Email
Preferance
Printing Prefersnce
4 Opening Balances
Chart of Aocounts - Opening Balance
Historical Invaices

Historical Supplier Invoices
Historical Unpresamted Chaques
Items - Opaning Balance

Manage Users
Custom Temglate Editor

Integration
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Step 6: Preparing Customers and
Suppliers Information

You are done ready to perform for the final step, to create the list of customers and
suppliers information. The steps are easy and similar to the previous actions.

1. Managing Customers Information

List of Customers
This screen will show you all the current customers exist in the system (If you have

any).

"
@TIEEZSD‘“ Online Accounting 2.0 m Test COMPANY 1 v  TestDemo v  Logout S

Dashboard Newyenariu

List of Customers

Company  Customer  Supplier Banking Stock  General Ledger Tax

Type | | Enter keyword to szarch...
[7] G5T-Registered Only GST Verification Status b
] Code Mzme Phana No. (1) Email City State Country Sramus
7] | ooood Lam Su Yan 012-5539 00 liswscBams.commy e Ayer Keroh Selzngor Malzysia Active
7] | oooo2 L=wrEnglish Customer Active
[T | 20210118 20210118 123123123 BE3 ACtive
1 | ADooL Ong Toon Hui leongkl@ams.com.my Active
[F] | A0oD2 Azon leongkl Etreszsoft.com Active
[ | ADooz Alvis leongkl@ams.com.my Active
[ | EEws s - a1 Active
[F] | BoDOL Black Moore leongkl@treszsoft.com Active
] | coooL Mz Tan Chai Mai 016-4567851 lizwscEams.com.my Serdang Selangor Vistnam Active
B CO00LA Customer 3 1111 1@1.00m Klang SELANGOR Malzysia Active
] DARLIL EHEAN
[F] | coooz Cash Sales Customer Active
[T | Cooo2a Customer 4 44444 liewsoZams.commybe_.  diy 2 state 2 Malaysa Active
[F1 | cooo3 Kennath Kong lizwscEtresrsoft.oom Active
1 | coooza Customer § 44444 2@2.com ciny 2 stz 2 Malzysia Active
[T | Cooosa Chan Yong Min chanym@ams.com.my Active
Page [1 | of3| b M | & Displaying 1 - 15 of 35

ey Sy

. To search for a specific customer, enter a keyword to search.
. Click on New Customer button to create new client information.
. Print listing allows you to print the customer list.

. You can also import your list of customers by using our template
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Import

Select a .csv file from your computer,

) ey

You will see this screen after you click on the import button.

. To import your data, click on Browse to select the .csv file which you
have edited. (Please ensure the exact file is selected otherwise error
message will be prompt.)

. Click on Upload to proceed.

Preparing the Customers import file

a) Download the blank formatted CSV
b) Edit the CSV using Excel

c) Refer to the table below on the columns and restrictions when filling the data
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Column Description Size | Mandatory
Code The customer code 35 | Yes
Name The customer name 255 | Yes
Control The customer control account code 35 | Yes

Account Code

Term The payment term for customer 35 optional
Credit Limit The credit limit for customer optional
Currency The currency use for transaction Yes
Description Remark for the customer 255 | optional
Phone 1 Phone 1 30 | optional
Phone 2 Phone 2 30 | optional
Fax Fax 30 | optional
Email Email address optional
Email CC An additional email address to copy on 30 | Optional
communications.
Salesperson A unique code or identifier for the salesperson 30
Code responsible for this customer.
Website Website optional
Address 1 Address 1 255 | optional
Address 2 Address 2 255 | optional
City City 255 | optional
State State 255 | optional
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Post Code Post Code 100 | optiona

Country Country optional

Contact Customer contact name 255 | optional

Name

Customer Define customer type optiona

Type

Membership | the type of membership the customer holds, if optional

Type: applicable.

Membership | A unique number assigned to the customer’s optional

No: membership.

Joining Date: | The date the customer joined or registered with the optional
business.

Expiry Date: The date when the customer’s membership or optional
service agreement ends.

Birthday: The customer’s date of birth. optiona
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Creating or Editing a Customer’s details

Customer
Mame™ ID Type o
co otk e 0 :
.DeFEth Currency™ MYR b Credit Limit 30,000.00

Description [] Set ta inactive
Customer Type ~ | Price Laval 2% ["] Suspended dus to
Sal w {superoece setup ot Customes Type)
Tax Information

Tdentification No "] Government, Exempt Institution that are nat zssigned with TIN. "] Reguired e-invaice?
Z5T Registration No Zales Tax Ewempr Cart Mo
ST Registration Mo, Commence Date % CeaseDate |
Status S Verification Status Hew Last Verified Date -

nt Information
nitrod Acoount™ 2000/001 .
Contact Details Billing Address Delivery Address
Contact Name:
@ Setas default Set as defaul
Phaone Na. (1): Address: Address:
Phone MNa. (2):
Faz No.:
City: City:
il
‘al State: ¥ State: v

Wiehsite: Post -
Email CC:

! Country: » Country: w

Additionz] Contacts and Addresses
Contact Person
Name Phone Mo. (1) Ermail Job Titke

o 1@ ECE N T

Enter your customer’s details in this section. Fields marks with asterisk (*) are
required fields.

If you want to deactivate a customer’s status, mark the Set to inactive box. If
you want to suspend a customer’s status, mark the Suspended due to box.

This section is for managing and tracking the customer’s tax-related details.
If the customer is a government or exempt institution that does not have a
TIN, you can indicate this by selecting the checkbox provided. You can also
specify whether the customer requires e-invoicing by checking the "Required
e-Invoice" box.

For GST-related fields, the system allows you to enter the commencement
and cessation dates, track the current status, and verify the GST
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Registration Number with official records. Upon verification, the status will
update to "Verified," along with the date of the last verification.

Account information is very important. Make sure you have selected a control
account correctly. Make sure you customer’s control account is always
3000/000 (Debtors Control Account) by default. You can change the account
default in Preference.

Enter the contact details in this section. There are two types of addresses you
can enter:

Billing Address and Delivery Address. You can set either one of them to be the
default address.

You can add or assign a contact person specifically to the customer. Add line if
there is more than one contact person.

Save the record.
Click New to create new customer
Click Delete to delete the customer

Click Go to list to navigate back to customer list
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@ WHERE TO FIND Customers?

Under Customer module, under Manage dropdown list

Customers

I Customer  Supplier Ban

Cash Sales

Sales Quotations

Sales Orders

Delivery Orders

Delivery Returns

Sales Invoioes

Rzceive Payments

Sales Retums:

Reowring Transactions
- Refund and Credit

4 Manzage
Customers
Contacts
Customer Typs

- Reports
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2. Managing Suppliers Information

List of Suppliers
This screen will show you all the current suppliers exist in the system (If you have

any).

7
@Treezsoft Online Accounting 2.0 Test COMPANY 1 v TestDemo v  Logout @

Dashboard  New!*"™™  Company Customer Supplier Banking Stock General Ledger Tax

List of Suppliers

. Type Ra Enter keyword to search,

["] G5T-Registered Only G5T Verification Status ¥ ["] Salf-Billed Only

[l Code Mame Phene No. {1} Ciky State Country Status
[[] | Boooy Black Moaore Inactive
[ | coooi Chaong Kiaw Trading Co 06-6851236 Seremban Megeri Sembilan Malaysia Active
[F] | coooz Chang Trading Active
] | Ecoo1 Electrician Active
[F] | Eoooz Electrician B Active
[ | Looot Lawyer A Active
[ | mooo1 MayBank Active
[C] | hoood normal 1 Active
[C] | nooo2 Naturalle Active
] | cooo1 Overseas Supplisr Active
[ | sooo1 Suppliarl Active
[[] | s0002 Sopz 035567594 Etootr Meaar Malaysia Active
[F] | sooo3 Supglier 3 Active
[F] | sooo4 Supglier 4 Active
[C] | Toooi test Active

Page 1 | of2| b M | & . . . Displaying 1 - 15 of 17
5 - . {Template)
Print to PDF Print to Excel Import Suppliers MNew Supplier Delete selected record(s)

. Enter a keyword to Search for a particular supplier. Or click on the hyperlinked
code to view details

. Click New Supplier to create new supplier and his details.
. Click Delete selected record(s) to delete a selected record.

. Click Print to PDF or Print to Excel to print list of suppliers in PDF or Excel
format

. You can Import Suppliers, based on a formatted template provide by TreezSoft.
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Import

Select a .csv file from your computer,

Filename:

You will see this screen after you click on the import button.

. To import your data, click on Browse to select
the .csv file which you have edited. (Please ensure

the exact file is selected
will be prompt.)

otherwise error message

. Click on Upload to proceed.

Preparing the Suppliers import file

a) Download the blank formatted CSV

b) Edit the CSV using Excel

c) Refer to the table below on the columns and restrictions when filling the data

Column Description Size | Mandatory

Code The supplier code 35 | Yes

Name The supplier name 255 | Yes

Control The supplier control account 35 | Yes

Account Code code

Term The payment term for supplier | 35 | optional

Credit Limit The credit limit given by the optional
supplier

Currency The currency use for Yes
transaction
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Description Remark for the supplier 255 | optional
Phone 1 Phone 1 30 | optional
Phone 2 Phone 2 30 | optional
Fax Fax 30 | optional
Email Email address optional
Website Website 255 | optional
Address 1 Address 1 255 | optional
Address 2 Address 2 255 | optional
City City 255 | optional
State State 255 | optional
Post Code Post Code 100 | optional
Country Country optional
Contact Customer contact name 255 | optional
Name
Supplier Type Define supplier type optional
GST Registration No The supplier’s GST registration

number for tax purposes.
GST Commence Date The date when the supplier’s

GST registration became active.
GST Cease Date The date when the supplier’s

GST registration was

deactivated, if applicable.
GST Status The current status of the GST

registration (e.g., Active,

Ceased).
ID Type The type of identification

provided by the supplier

Page | 47



@ TreezSoft

Registration/Identification/Passport

The supplier's identification
number based on the ID type.

Tax Identification No (TIN)

A unique number for tax
identification purposes.

Government or Exempt Institution
that are not assigned with TIN

Indicates if the supplier is
exempt from TIN registration
due to government or
institutional status.

SST Registration No

The supplier’s registration
number for Sales and Service
Tax.

MSIC Code

Malaysia Standard Industrial
Classification code,
representing the supplier’s
business industry.

Tourism Registration No

Registration number if the
supplier operates in the
tourism industry.

Bank Account No

The supplier's bank account
number for payment
transactions.

Business Activity Description

A detailed description of the
supplier’s business activities.
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Creating or Editing a Supplier’s details

Supplier

Name® ID Type v

Print on chegue as Diefzult Payment Term -

Code™ Cradit Limit 30,000.00

Default Currency™ MYR bt [7] Set to inactive:

Description Bank Account Mo

. Eanking Info

Supplier Typs »

Business Activity

Description

Tax Information

Taw Identification Mo [7] Government, Exempt Institution that are not assigned with TIN.

55T Registration Mo Tourism Registration No MSIC Code

ST Registration No. Salf-billed Invoice
ence Date 3 Approval No

Cease Date & Commence Date

Status bt Cease Dats

Verification Status New Status B

—ee (e

=

Remind After 12| months

Account Information Contact Details Address Information

Control Account™ | 4000/000 v Contact Name Address

Account Code ~  Phone No. (1)

. E:hf‘:'ui::;aﬁl_nt usad 2= the detzil when Phone No. (2) iy

Fzx No. State 5
Ernail Post Code
Websiza Coumitry »
Email CC

Contact Person

Mame Phone MNo. (1) Ernail Job Titke

@ )

| o | == 1l==]

. Enter your supplier’s details in this section. Fields marks with asterisk (*) are
required fields. You can enter a different name in “print on cheque as” field. If
you want to deactivate a supplier’s status, mark the Set to inactive box.

. This section is for managing and tracking the suppliers’ tax-related details. If the
supplier is a government or exempt institution that does not have a TIN, you can

indicate this by selecting the checkbox provided.
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For GST-related fields, the system allows you to enter the GST Registration
Number along with its commencement and cessation dates. You can also track
the GST status and verify the entered GST Registration Number with official
records by clicking the "Verify" button. Upon successful verification, the status
will update to "Verified," along with the date of the last verification. Additionally,
you can configure a reminder to reverify the GST Registration after a specified
number of months.

Other fields include SST Registration No, Tourism Registration No, and MSIC
Code, which cater to specific tax or industry classification requirements. If the
supplier is self-billed, you can input the related approval number and its validity
period. This section ensures that the supplier’s tax compliance information is
accurately captured and managed.

Account information is very important. Make sure you have selected a control
account correctly. Make sure you supplier’s control account is always 4000/000
(Creditors Control Account) by default. Make changes if only you have a
different or specific account for a particular supplier(s).

You can add or assign a contact person specifically to the supplier. Add line if
there is more than one contact person.

Save the record.
Click New to record new supplier’s details
Click Delete to delete supplier

Click Go to list to navigate back to supplier’s list
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@ WHERE TO FIND Suppliers?

Under Supplier module, under Manage dropdown list

Suppliers

Supplier  Banking Stoc
Cash Purchases
Purchase Ordars
Goods Reczived Mates
Goods Recsived Returns
Supplier Imvoices
Make Payments
Purchase Retumns

» Refund and Credit

4 Manage

Suppliers

Contacts
Supplier Type
- Reports:
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