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1 Introduction
TreezSoft Accounting is an online accounting & business management

system. It comes with a complete general ledger package to suit your
accounting needs.
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Here are the minimum system requirements needed to run TreezSoft
Accounting

Processor speed: 2GHz processor
Memory (RAM): 1 Gigabyte

Internet connection speed: At least 256kbps download speed and 100kbps
upload speed.

Screen resolution: 1024 x 768 or higher is recommended.

Web browser: Firefox 4.0 or higher is recommended (with Accept Cookies
turned on)

Reader: Adobe Reader 8.0 or higher is required to read the online

guides, business forms and reports. Download a free copy from
http://www.adobe.com/products/reader/.

Note to Firefox users: If you are not able to view a PDF — Launch Firefox, click
on Tools > Options > Applications icon. Type ‘adobe’ in the search field, Adobe
Acrobat Document will appear. Change the ‘Action’ column to ‘Use Adobe
Reader x.x’. Click the OK button.



http://www.adobe.com/products/reader/
http://www.adobe.com/products/reader/
http://www.adobe.com/products/reader/
http://www.adobe.com/products/reader/
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Certified Browsers
TreezSoft Accounting is optimized to run better using the following browsers:

Mozilla Firefox
Google Chrome
Microsoft Edge
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2 To login to TreezSoft
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Online Accounting

User ID

Password

[ Remember me

@ 2024 Copyright - TreezSoft.com. All rights reserved.

Terms of use Privacy Sign up Forget password?

GETIT QM

* Google Play

. _.'- .'|wnumd by
frrramazon
0 webservices

To login to TreezSoft, launch your internet browser, and enter the following
address/URL:

https://accounting.treezsoft.com/?type=ui&section=login

and enter your User ID and password.


https://accounting.treezsoft.com/?type=ui&section=login
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3 Dashboard

@TI’EEZSOﬂ Online Accounting 2.0 n Test COMPANY 1 v  TestDemo v

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

Dashboard Getting Started Guide
nt Transactions Top 5D Latest Updates
Software Updates for Treezsoft:

Show | All Transactions ¥ | View |Le=t10 ot
March 01, 2020

Tipe Customer | Suzgher  Currency Amount Softwars Updates for Treszscft:
Selss Imoice Lam Su Yan MR 1067 DeEnb=g2013
Joumal Entry MR 0.97 W feon Software Updates for Treszsoft:
0 Salas Invoice Alvis MR 60.50 M Ong Toon Hui September 30, 2013
Receive Peyment  Alvis MYR. 10,00 W Lsm SuYan Related Posts
Refund Black Moore MR 100 B M= Tan Ghoi Moi
Cracit Hote Ms Ten Choi Msi MR 0.00 XM Bhd etz n the dashooard?
5 Refund M Tan Cho Mai MR 40,00
Recene Pymen:  Black Mozrs WiR 1
5
[ praft Recurring Invoice (Last 15 records) Top 5 Expenditure
Datz Docurnent Type Customer Currency Amount For the month of October (Click on the chart for more details)
157 S3es IMVoice W5 13n Lhol Mt MYR 2300 "N
Soss Imoicz Black Moo o 000
Seles Immic= Lam Su Yan iR 5200
Ssss Imoicz Ong Toon Hui WR 385000
Seles Immic= Lam Su Yan iR 785.00
Ssiss Imoicz Ms Tan Chol Mai iR 5200
Selss Imgics Black Moors o P00
Ssles Imoicz Lam Su Yan MR 5200
Selss Imgic= Ong Toon Hui MR 395000 T
v
Outstanding Delivery Order
e Fevm=nt ¥ Shaw |l v View |Lasti0  |¥
Date Invic= No. Suppher | Cumency | Oustanding  Due Date = T T T
Black Moore MYR 270134 0&May/20... 04/lan2022  DOOMI  LamSu'¥en MR 369050 &
EERiore [ 2EY EfHETS MNovi2022  DODD44  LamSuYan MR 1697500 &
Black Mozrz MR, S128 Hlan3017 9222 DOOMI  Lam Su¥an MR 3350 &
EEdms (i HENY IR 8Now/2019  DODBML  LamSuYen MYR 607366 2
Black Mozre MR, 500 06/May/20.. 02/Wi2013  DODOTY  LamSu'en MR 215875 g
Black Moore MYR. 1325000 15/May/20... )0 DO0E  OngTemMai MYR 0000 2
Black Mozre MR, 1766 132017 A0 Do amSu'n R =5 R
huglz. 009 Black Mozre MR, 1060 Li/Aug/20. S e =1
7alanni? NIRRRY Rlark Moore  MYR 2.R71.20  M9/8n/?0 M 4
v
Unverified GST Information  Suzglier -
Supplier G5T Reg. MNo. Corr[\):;m& c;::: Saatu

Once you have setup your business/company/organization, whenever you
login to TreezSoft Accounting, you would be shown the Dashboard.

The dashboard is divided into few quadrants:

1. Recent Transactions — Show the last transactions entered. You can
show transactions entered that you entered by changing the Show
dropdown.

2. Top 5 Debtors — Shows the top 5 debtors of the organization.

3. Draft Recurring Invoice (Last 15 records) — Displays the last 15
recurring invoices that have been saved as drafts but not yet
finalized or issued. These are invoices that are scheduled to recur
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at regular intervals but are currently in draft form, allowing for
review and modification before being sent as official sales invoices.

4. Upcoming Payment — Shows all the invoices which are due the next
7days or invoices which have already passed their due dates.

5. Top 5 Expenditure — Show the top 5 expenditure for the current
month. Click on a section to view the Account’s Register.

6. Outstanding delivery order — Displays a list of delivery orders for
goods that have been delivered to customers but for which payment
has not yet been received.

7. Unverified GST information - supplier GST details that have been
entered but not yet verified or confirmed.

4 Switching Companies, Changing Password and Logout

@Treezsoft Accounting Sample Company v Philip Yuen v Logolit

Dashboard New Company Customer Supplier Banking Stock General Ledger

Dashboard

Recent Transactions Top 5 Debtors

Show | All Transactions ¥ View Last20 v

Date Type Name Currency Amount
02/10/2012 Sales Invoice Alvin Ng usb 100.00 B As Eng Joo Tradin...
10/19/2012 Sales Invoice Tesco Stores (M)  MYR 0.00
5/B - Kampar = M Tesco Stores (M) ...
©OR)
11/20/2012 Purchase Order Gaya Bijak Sdn MYR 200 M Pasaraya B5 Sdn B...
Bhd W Tesco Stores (M) ...
11/20/2012 Cash Payment TNB MYR 500.00 X
11/20/2012  Sales Quotation TescoStores (M) MYR 30.00 AMniNg
S/B - Kampar
(CONS)
11/20/2012 Sales Order Tesco Stores (M)  MYR 20.00
S/B - Kampar
(CONS) 5
Upcoming  Payment X Top 5 Expenditure
Date Invoice No. Supplier Currency | Outstanding Due Date For the month of November
11/03/2011 2312444 AS World MYR 417.60 11/03/2011 =
e T,adi:gr o3y = Click on the chart for more details.
06/15/2012 234567 AS World MYR 18.50 10/13/2012
Trading
06/17/2012 5ic12456 AS World MYR 20.00 07/17/2012
Trading
11/08/2011  INVOO1 Gaya Bijak MYR 400 11/08/2011 |=
Sdn Bhd
01/01/2012 123 Gaya Bijak MYR 100.00 01/01/2012 M Electricity expenses
Sdn Bhd
07/31/2012 ¥53345 Gaya Bijak MYR 5.00 07/31/2012
Sdn Bhd
09/28/2012 TNB132 Gaya Bijak MYR 100.00 09/28/2012 il
Sdn Bhd
10/19/2012 ab0os Gaya Bijak MYR 800.00 10/19/2012
Sdn Bhd

In the area highlight by the orange ring:

The current company that you are in, you can switch companies by clicking on
the company name; a switch company button will pop out.

To Change Password — You can change your password here by clicking on
your name. It is recommended that you change your password frequently to
avoid unauthorized access.
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To Go to Billing — Clicking on your name allows you to access to TreezSoft
Billing, to manage your subscriptions and companies. (Admin only)

Logout — Clicking on this will end your TreezSoft Accounting session.
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5 Company Module

5.1 Business Details

Every company has its own business details; this page is where you can edit
the details which you had created when you first registered.

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

Dashboard  New!s™™#%  Company Customer Supplier Banking Stock  General Ledger Tax
Company Profile

Name* Test COMPANY 1 Tl

Registration Mo, asf Flat Rate Me.  ssss

Remark .

GST Information

GST Registration No. | 11111 Commence Date 01/Aprf2015 [ Cease Date 31/Aug/2024 A
. Status Tnactive v Major MSIC Code® | 11111 Margin Scheme No.

Verification Status ~ Verified

Last Verified Date 2024-02-25 -

Contact Details Mailing Address Legal Address

Phone Mo. (1)* 603 8322 6377, 603 8322 6377, 60. Address* A-1-19, SME Technopreneur Centre 1 Address 55

Phone No. (2) 2270 Jalan Usahawan 2

Fax Mo, City* Cyberjaya City

Email leongkl@ams.com.my State™ Selangor State

Website Post Code® | 63000 Post Code

Country® Malaysia > Country b

===

Fields with (*) asterisk are mandatory fields to fill in and cannot be blank.
. To upload your company logo, click on Upload company logo button.
. To clear the uploaded logo, click on Clear Logo button.

. GST Information — This section allows your company to activate GST

module and verify GST-related details. For more information on setting up
GST, please refer to the Getting Started with TreezSoft GST guideline.
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5.2 Chart of Accounts (COA)

In this page, we put down a list of commonly use COA for your business. COA
is editable, you can add, modify or delete based on your business
requirements.

@Treezsoft Online Accounting 2.0 |ges Test COMPANY 1 v  TestDemo v  Logout &
Dashboard  News™™#®  Company Customer Supplier Banking Stock General Ledger Tax
Chart Of Accounts
Code « Name Account Type Status
0001-1 test23 Expenses Active X SRR Bxpenses e
10007000 Share Capital Equity Active X Code™ 00011
1050/000 Retained earnings Retained eamings Active x Name* test23
111 Dividend Payable to A Accounts payable Active x Description
1111/000 Income Income Active *
111ijo01 Income Tax Income tax Active *
. 111ijoo2 Other asssts Other assets Active *
1111/003 Other current assets Other current assets Active = . [] Set to inactive
1111/004 Other current liabilities Other current liabilities Active = i Tl
1111/005 Other expenses Other expenses Active ®
1122 Dividend Declared Equity Active *x
2010/000 Freehold property Fixed assets Active x
2020/000 Buildings Fixed assets Active x
2030/000 Plant and machinery Fixed assets Active X
2040/000 Computer equipment Fixed assets Active X
2050/000 Motor Fixed assets Active x
2060/000 Furniture and fixtures Fixed assets Active *
-
anTninnn ik N YT ¥

=

This section shows the list of COA, you can edit them by choosing the
COA you wish to edit. You can delete the COA by clicking the “X” button
in the list.

. 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.

‘ To import your existing COA, click on Import Chart of Accounts button.
. To create a new account, click on the New account button.

. To save your changes on COA, click on Save button.
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5.3 Delivery Method

Delivery Method allows you to define the ways your company delivers
goods to customers.

@Treezsoft Online Accounting 2.0 | Test COMPANY 1 v TestDemo v  Logout &)

Dashboard  New's™™#%  Company Customer Supplier Banking Stock General Ledger Tax
Delivery Method

Code = Description

Code*® Al

Air By plane 0
D ti By plane
Freight By oczan escription

Lorry by land

Poslaju by land
. Skynet

MU X X X

o vn | e e s | s

. This section shows the list of delivery goods methods you have created.
You can edit them by clicking on the delivery method and delete a
delivery method by clicking on the “X” next to description of the delivery
method in the list.

. Click on New Delivery Method to add a new delivery method for your
Company.

. After creating a new delivery method or editing a delivery method on the
list, you can click Save to apply changes.
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5.4 Delivery Terms

The Delivery Terms section allows you to manage the conditions under
which your company delivers goods to customers.
@Treezsoft Online Accounting 2.0 el TestCOMPANY 1 v TestDemo v  Logout &

Dashboard  New!S™*#®  Company Customer Supplier Banking Stock General Ledger Tax
Delivery Terms

Code - Description
Code™ CIF
CcIF Cost, Insurance and Freight ®
Descripti
cop Cash on Delivery % escription

FOB Frea on Board b

Cost, Insurance and Freight

v | ey s

. This section shows the list of delivery terms you have
created. You can edit them by clicking on the delivery method and
delete a delivery term by clicking on the “X” next to description of the
delivery term in the list.

. Click on New Delivery Term to add a new delivery term for your
company.

. After creating a new delivery method or editing a delivery method on
the list, you can click Save to apply changes.
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5.5 Salespersons

Salesperson screens allow you to create the list of company salespersons.

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

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

Salespersons

Code = Description

Code*® Boon
Boon Boon *
D ti Boon
Gold Gold x | Besertan
Joyce Joyce *x
Krig Kristina % | Location Panasonic, Klang 7
Pemandu A X Note: You can select multiple locations for each salesperson. Clear the Location will make
. the salesperson appear in all location.
SP1 string x (Click the option to sefect/unselect)
Sales Person 3 t
fudo ¥ | Upper Line Joyce w
peile HQ Salesperson *x Package -
saamy X
salesperson15 salesperson1s X [7] Set to inactive
“EE #rFE x | Link User ID

Link User 1D to identify the user of this salesperson. User ID that linked is allow to view
transaction for this salesperson only.

User 1D w

v vtns IO e siepren | s

This section shows the list of salespersons you have. By clicking the
salesperson, you can view more detail of the salesperson on the fields on
the right side and edit them. You can also delete the salesperson by
clicking on the “X” button next to their description in the list.

Tick “set to inactive” if the salesperson is no longer active.

Click on New Salesperson to add a new salesperson you wish to use for
your business.

After creating a new salesperson or editing the salesperson on the list,
click on Save to apply the changes.
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5.6 Tags

Tags allow you to create groups for your business transactions.
@Treezsoﬁ Online Accounting 2.0 Test COMPANY 1 v TestDemo v  Logout &)

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

Tags
Code = Description
Code* Branch - Project 1
Branch - Project 1 Branch - Project 1 *x
Dinner Event 2017 Charity dinner event 2017 * TERILE Branch - Project 1
HQ - Dept A HQ - Dept A ®
HQ - Dept B HQ - Dept B X
HQ - Project 1 HQ - Project 1 *
. Project 1 - Team & Froject 1 - Team A *x
Project 1 - Team B Project 1 - Team B x
Project 2 - Team A Project 2 - Team A *
Project 2 - Team B Project 2 - Team B x
Setia Branch t
Tropika Branch *

i | et s

. This section shows you the list of tags you have created. You can edit them
by clicking on the tag and delete a tag by clicking on the “X” next to
description of the tag in the list.

To create a new tag, click New Tag. The tag you create will appear in the
list.

. After creating a new tag or editing the tag on the list,
click on Save to apply the changes.
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5.7 Tag Groups

This screen allows you to categorize the tags you have created. You are
allowed to categorize several tags under a tag group, and you are also
allowed to have the same tag categorize under different tag group.

@TTEEZS oft Online Accounting 2.0 genld Test COMPANY 1 v TestDemo v Logout &
Dashboard  New's™=#%  Company Customer Supplier Banking Stock General Ledger Tax
Tag Groups
Code & Name Description

Code* Branch

Branch Branch X

*

Branch - Branch - Project 1 x P Branch

Project 1 Description

Dinner Event Dinner Event 2017 X

. 2017
Hi Hi X
Q Q Tag Code « Tag Description Selected
HQ - Project 1 HQ - Project 1 X
Q ! & g Branch - Project 1 Branch - Project 1 |

Project 1 Project 1 x
Dinner Event 2017 Charity dinner event 2017 ]

Project 2 Project 2 X
HQ - Dept A HQ - Dept A O
HQ - Dept B HQ - Dept B =
HQ - Project 1 HQ - Project 1 =
Project 1 - Team A Project 1 - Team A D
Project 1 - Team B Project 1 - Team B D
Proiect 7 - Team A Project 7 - Team A [ h

e

. This section shows you the list of tag groups you have created. You can
edit them by clicking on the tag group and delete a tag group by clicking
on the “X” next to description of the tag group in the list.

. To create a new tag group, click New Tag Group. The tag group you
create will appear in the list.

. After creating a new tag or editing the tag on the list,
click on Save to apply the changes.
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5.8 Payment Terms

(@ Treezsoft Online Accounting 2.0 g Test COMPANY 1 v TestDemo v Logout &

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

Payment Terms

Code « Term Type Day of Month  Mo. of Month | Due Days Default

Code*® Net 15 days
Dug on receipt due in number of 0 Yes *
days Term Type*® due in number of days Ra
MNet 15 days due in number of 15 No * Due In* 15| days
days
Net 30 days due in number of 30 No X
ays
" Description Net 15 days Net 15 days Net 15 days Met 15 days Net 15 days
Met 45 days due in number of 45 No = Met 15 days
days
MNet 7 Days due in number of 7 No *

days

Print at Sales Invoice

Footer o

[] Tick this box to use this payment term as the default when you add a new
customer.

o saes IO e o e | s

. This section shows you the list of payment terms you are using. You can
edit them by clicking on the payment term and delete a payment term by
clicking on the “X” next to Default of the payment term in the list.

To create a new payment term, click on New Payment Term. The
payment term you create will appear in the list.

Tick the “Print at sales Invoice”, to include payment terms in printed
sales invoice in Footer or New Page

Tick this box to use this payment term as the default when you add
a new customer. to default on a payment term for a particular customer.

After creating a new tag or editing the tag on the list, click on Save to
apply the changes.
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5.9 Foreign Currencies

The foreign currencies page offers the list of currencies you will use for your
business. The default base currency is MYR Ringgits.

Foreign Currencies

The rate is defined as your new currency against 1 unit of your base currency (New/Base Currency). For example, if
your base currency is MYR and you create a new USD with rate of 0.3333, it will mean 1 MYR = 0.3333 USD.

Code = Symbol Name Code* Symbol* Fv]
MYR RM Ringgits X
X

Name Ringgits
usb $ usb

Description MYR Ringgits

This is Base Currency

This section shows the list of currencies you are using. By default, It
will only shows the base currency.

e Click on New Currency to add a new currency you wish to use for your
business. Click Save to record the new currency.
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Creating New Currency

@Treezsoft Online Accounting 2.0

Test COMPANY 1 v

Stock

TestDemo v

Logout @)

Dashboard  New!s™=)  Company

Foreign Currencies

Customer Supplier

Banking

General Ledger

Tax

The rate is defined as your new currency against 1 unit of your base currency (New/Base Currency). For example, if your base currency is MYR and you create a new USD with rate of 0.3333, it

will mean 1 MYR = 0.3333 USD.

Code =« Symbol Name

AUD AUD AUD
Ny Ny CHINESE YUAN RENMINBI
EUR EUR EUR
GBP E GBP
INR INR INR.

. KRW KRW KRW
MYR RM Ringgit Malaysia
NTD NTD New Taiwan Dollar
RMB RMB RMB
SGD SGD Singapore Dollar
usD usD usD
sdfsdfs sdfsdfs sdfsdfdsf
00 x x

i P e | s

XX X X X X X X X X X XX

Code*
Name
Description
Rate™
Date®

Rate Decimal Places*®

30/Jan/2020
09/0ct/2018
24/0ctf2017
05/5ep/2016

Page 1

SGD

Singapore Dollar

Singapore Dollar

29/May(2015

5

Date

of 1

&

Symbol*

5GD

-

Source : latest rate from Bank Negara Malaysia

(linke)

Currency Rate

033342

0.33281

03218
0.4 -

Displaying 1- 6 of 6

This is how the section will look like after you create new currencies. You
can edit the currency by clicking on it or you can delete it by clicking the “X”
button next to Name in the list.

. Get Rate button allows you to retrieve the latest currency rate from Bank

Negara Malaysia

. The table will show a list of historical currency rate(s) which you have

used previously, is useful for your references.
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5.10 Units of Measurement (UOM)

Units of Measurement

Name Symbol Status

Centimetre <} Active X - Name™ Centimetre}
o Dozen dz Active X Symbol®

Each each Active X s

Feet feet Active X

Gram g Active X

Hours hrs Active X o [ ] set to inactive

Inch inch Active X (=

Kilogram kg Active X

Kilometre km Active X

Litre Itr Active >

Metre m Active x

Milllitre ml Active X

PACK PACK Active X

PAIR pair Active X

Pieces pcs Active X

PK[2 PK/2 Active X

e )

In this page, a list of commonly used units of measurement is provided.

0 This section shows the list of UOM available. You can delete an
unused UOM by clicking Red Cross button in the list.

Q You can disable a UOM by ticking on the “ Set to inactive box. ”

e Click on New UOM to create a new UOM. Click Save to record the
UOM.
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5.11 Document Numbers

Document Numbers

Set document prefix codes, such as alphabets for better identification, add suffix codes for the same purpose, and change the starting numbers of the documents in the Next Number field.

For GST document, please setup at GST Document Numbers,

Type =

= Module: Banking
Cash Payment
Cash Receipt

Transfer Fund

= Module: Customer
Cash Sales

Contra

Credit Note

Debit Note

Delivery Order

Delivery Return
Receive Payment
Refund

Salac Taunica

Document Number for Imported Transaction.

Type =

= Module: Import
Import Cash Sales
Import Cash Sales
Import Cash Sales
Import Cash Sales
Import Cash Sales
Import Credit Note

Import Receive Payment

Import Refund

Import Sales Invoice

Import Sales Invoice

Daocument Number

Payment No.
Receipt No.
Ref. No.

Receipt Mo,
Contra No

Credit Note No.
Debit Note No.
Delivery Order No.
Ref. No.

Receipt Mo.

Payment No.

Trnsnica Ko

Document Number

Ref. No.
Ref. No.
Ref. No.
Ref. No.
Ref. No.
Credit Note No.
Ref, No.

Payment No.

Ref. No.

Ref. No.

Last Number Used

CPOO41
CRO021
TTO0015

CS-BK-00090

ARCNOD1S
ARDNO0O9
DO0044
DRO0OG
OR0096
REF0012

7274

Prefix

TCS

15HQ

IMTCN-
RINT-

IMREF
INT-TNY-

B-15/

Next Number*® Editable on Entry Screen

a
CPOD42
CRO022
TT00016 ]
€5-BK-00091
CT0002 0
ARCNOD16 ]
ARDNOD10 ]
DO0045 =
DRO0O7 =
OR0DY7 =
REFDO13 =
-
7275 =
Suffix Last Number Used Next Number*®
00012 00014
0005 0006
0002 0003
1000 1001
00000007 00000008
IMTCN-00008 00009
0001 0002
IMREFD0004 00005
00001 00005
000009 000010

In this page you can view and make changes for all the document numbers
that are currently in used.

The initial document numbers are started with “0001”.

Type
Cash Payment
Cash Receipt
Credit Note
Enter Bill

Invoice

Document Number

Payment No.
Receipt No.
Credit Note No.
Ref. No.

Invoice No.

Last Number Usede"

0004

Editable on EntrVScreelr

Next Number*

In the area highlight by the orange ring:

l. You can edit the Next Number* by clicking on the type of account you
wish to edit. In this example, the next number for Cash Receipt is

“‘Receipt-0001".
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Il. Check on the box “Editable on Entry Screen” if you wish to edit the
document number on the account.

[ll.  To save all your changes, click on Save.

Document Number for Imported Transaction. .

Type « Document Number Prefix Suffix Last Number Used MNext Number®
= Medule: Import
Import Cash Sales Ref. No. TCS 00012 00014
Import Cash Sales Ref. No. A 0005 0006
Import Cash Sales Ref. No. B B o002 0003
Import Cash Sales Ref. No. 15HQ 1000 1001
Import Cash Sales Ref. No. cs 00000007 00000008
Import Credit Note Credit Note No. IMTCN- IMTCN-00008 00009
Import Receive Payment Ref. No. RINT- ooo1 0002
Import Refund Payment Mo. IMREF IMREFO0004 oooos
Import Sales Invoice Ref. No. INT-INV- 00001 00005
Import Sales Invoice Ref. No. Bl-15/ 000009 000010

This section shows all the document numbers for imported transactions for
different types of accounts

. You can edit the Next Number* by clicking on the type of account you
wish to edit. In this example, the next number for Cash Receipt is
“‘Receipt-0001".

5.12 Separate Document Numbers

The Separate Document Number function allows your company to set up
different numbering sequences for specific types of documents, such as sales
invoices or cash sales, based on criteria like location or document type.



@Tre ezsoft

@Treezsoﬁ Online Accounting 2.0 |géag R

Dashboard  New!s™=%  Company  Customer Supplier Banking Stock  General Ledger Tax

Separate Document Number

In some cases, though, you may want to have more than one sequence of numbers. Perhaps you have two divisions of your company, each with its own separate invoice numbering. Or you
want to track classes of sales — with one sequence for retail sales and another for wholesale sales.

Whenever creating a document, system will first look for these number based on Location. If no setup been found, system will use back the default sequence of numbers.

Separate Document Number by*: Location Code hd
Document Indude Last Mext Editable Document Type™ b
Type Pocationibnde R Year  Mumber Used Number at Doc.
Location Code™ i
Sales Invoice  Kulai KLI- No KLI-00004 00005 Mo
Cash Sales  Beko C5-BK- No  CS-BK-D0043 00050 Mo x| Prefix

. Include Year [
Next Number

. This section shows the list of document numbers for each document
type, organized by location with a unique prefix to represent each. You
can edit a document number by clicking on it in the list, or deleting it by
clicking the “X” next to "Editable at Doc." in the list.

To create a new Separate Document Number, click on New.

After creating a new Separate Document Number or editing Document
. Number in the list, click Save to apply changes.
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5.13 Email
5.13.1 Email Template

@Treezsoﬁ Online Accounting 2.0 |gesg Test COMPANY 1 v TestDemo v  Logout &

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

Email Template

row_no Record Type Subject Active? Record Type: Sales Invoice
i sales Invoice Sales Invoice : [invoice_no] from Yas Subject™: Sales Invoice : [invoice_no] from [company_name]
company_name;
B d Content: Dear [customer_name], sadsdasd
2 Cash Sales Cash Sales : [doc_no] from Yes
[company_name] Please find attached Sales Invoice for [amount] (due date: [due_date]).
3 Refund Refund : [doc_no] from Yes Feel free to contact us should you have any queries.
[company_name]
4 Cash Receipt (Cash Receipt : [doc_no] from Yes Regards,
[company_name] [company_name]
5 Credit Mote Credit Note : [doc_no] from Yes
[company_name]
6 Debit Mote Debit Note : [doc_no] from Yes
[company_name]
7 Delivery Order Delivery Order : [doc_no] from Yes
[company_name]
8 Delivery Return Delivery Return : [doc_no] from Yes
[company_name]
q Make Payment Make Payment : [doc_no] from Yes
[company_name] .
10 Receive Payment Receive Payment : [doc_no] from Yes

[company_name] v Active? I

. This section shows a list of email templates for each record type. By
clicking an email template, you can view its content in the content field on
the right side. You can edit the template by modifying the subject and
content fields.

. If you no longer wish to use an email template, untick the Active box after
selecting the template.

. Click Save to apply any changes made to the email template.
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5.13.2 Email Log

The Email Log section records all emails sent from the users the company. It
helps company to track when an email was sent, the sender’s and recipient's
email address, the type of email.

@Treezs oft Online Accounting 2.0 Test COMPANY 1 v TestDemo v  Logout

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

Email Log
. Sent Date From™: | 19/0ct/2016 ([ 0™ | 25/0ct/2024 [8 Record Type: w | Record No: sent by:
Record Type Record Date Record No Sent by Sent to Sent at
sales Invoice 2016-04-21 ZTI-2016-00013 I X com.my | kl com.my 2017-08-07 16:06:20 -
Cash Sales 2017-06-27 TCS5—-00032 lewyh alan.king18@gmail.com 2017-06-27 13:12:22
liewsc@treezsoft.com  liewsc@ams.com.my 2017-05-26 16:33:06
Sales Invoice 2017-05-22 ZT1-2017-00017 lewyh anismaoja@amail.com 2017-05-22 16:38:02
sales Invoice 2017-05-15 ZT1-2017-00011 lewyh lisachongky@gmail.com 2017-05-15 15:58:54
. sales Invoice 2016-05-04 ZTI-2016-00016 I 3] commy | kl com.my 2017-05-02 09:36:49
Sales Invoice 2017-01-26 ZTI-2017-00003 I Kl com.my | eezsoft.com 2017-05-02 09:35:45
sales Invoice 2016-05-04 ZTI-2016-00017 leongkl@ams.com.my  liewsc@ams.com.my 2017-05-02 01:55:32
Sales Invoice 2017-02-14 ZTI-2017-00006 ! K com.my | kl com.my 2017-02-23 11:43:18
com.my | 3] COm.my 2017-02-23 09:55:15
sales Invoice 2017-01-26 ZTI-2017-00003 leongkl@ams.com.my 2017-01-26 15:24:06
Cash Sales 2016-12-23 TCS--00027 leongkl@ams.com.my 2017-01-18 10:58:10
Cash Sales 2015-03-31 TC5-00005 liewsc@treezsoft.com 2017-01-18 09:55:11
Cash Sales 2015-03-31 TCS-00003 liewsc@treezsoft.com 2017-01-18
Cash Sales 2016-12-23 TC5--00027 leongkl@ams.com.my 2017-01-18

Fields with red color asterisk (*) are mandatory fields to fill in and cannot be
blank.

. This section allows you to enter information in the fields to help retrieve the
specific email log you want. Click on Retrieve to display a list of email logs

based on the information provided.

This section shows a list of email logs based on the criteria you entered
for retrieval.
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5.14 Preferences

@Treezsoft Online Accounting 2.0

Dashboard  New!*™ ™!  Company Customer Supplier

Banking

Test COMPANY 1 v TestDemo v Logout @)

Stock  General Ledger Tax

Preferences
Account Defaults

Realised Forex Gain

Any realised Forex Gain will be posted to this
account

B030/000 w7

Receivable Account

Default control account for Customers
3000/001 e
Payable Account

Default control account for Suppliers
4000/000 v

Realised Forex Loss
Any realised Forex Loss will be posted to this
account

9310/000 23
Stock Defaults
Sales Account Units of Measurement
Default Sales account for Item/Service unit w
5000000 v

Quantity Decimal Places
Sales Return Account v
Default Sales Return account for Tkem/Sarvice
s010/000 v Unit Price Decimal Places

I >
Purchase Account
Default Purchase account for Ttem/Service L :
£010/000 — Default sales invoice APT item

Default item for create sales inoivee APT when
provided item is not found
Purchase Return Account 5728 w

Default Purchase Return account for Them/Service
5015/000 ¥

[”] Only record quantity in GRM and GRR (will affect stock cost calculation if your costing method is
Weightad Average/FIFO/LIFD)

[7] Restrict users to selact the UOM as per the stock item sebup in Stock
Issues/Received/Adjustments/Transfers

[] Do not allow user to proceed in Stock Adjustment/IssusTransfer when the stock balance is in
negative.

[7] Hide Unit Cost and Amount in Stock

Taka/R

wrt{Aging, Balance, Card){might affect stock cost

f
calculation if your costing method is Weighted Average/FIFO)

Screen Defaults

Open listing and report link in new tab

Report Defaults

Sales Invoice : display customer address in multiple line

. Access Control

[7] Restrict non-admin user login outside warking hours

Financial Settings .

Base Currency
Base currency used in the company’s financials, base currency cannot be changed,
ance you record any transackion

MYR hd

Date Format

Determine how dates will be shown/entered in screens.
28/0ct/z024 v

Financial Year End
Set the dosing month of every finandial year. System will always pick the last day
of the specified month as the Finandizl Year End Date

December ¥
Lock Date
Once you set the Transaction Lock date, all transactions before or on the specified

date cannat be created, edited or deleted. Suitable for an Accountant to prevent
further modification or adjustment for pericds which were audited

Enable rounding adjustment in new cash sales
Default account for rounding adjustment in cash sales.
3010/010 v

[#] Enable Progress Invoicing

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

Default Payment Method

Credit card 25
Default Tax Type
Enter item as Tax Inclusive | Tax Exdlusive.
Tax Exclusive ¥
Credit Limit
Default credit limit when creating new customers and suppliers
30,000

Show Selling Price in Price History

Show Purchase Price in Price History

[¥] Flat Rate Scheme

Price Level

[¥] Upload Stock Image

Display Stock Image in document screen
Stock Batch

[ Instalment Plan

In the preference page, you can view and manage six categories,
Account Defaults, Stock Defaults, Screen Defaults, Report Defaults,

Access control and Financial Settings.

All editable fields have their own brief description that helps you to manage

your preferences.

. This section allows you to edit your Account Defaults. All transactions
will be automatically posted to the account defaults if you do not specify a
specific account when you first setup your company.
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. 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 assigned during the initial company setup. You
can also modify the default recording configuration for stock items.

. The Screen Default 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.

. 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 appear in a multi-
line format on sales invoice reports.

. 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.

.This section allows you to edit your Financial Settings. All financial
settings are editable in this section.
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5.15 Printing Reference
The Printing Reference allows the company to customize how
various documents are printed.

(4 pTreezsoft online Accounting 2.0 g Test COMPANY 1 v TestDemo v  Logout &)

Dashboard  New!s*#)  Company Customer Supplier Banking Stock General Ledger Tax

Printing Preferences

General Sales Invoice . |

[] use Location’s Address and Contact [] Always print in Compact Format. 3

Location's address/contact will be printed in the header of document. When selected Location 3 !

has no such info, address/contact of Company Info will be printed. Applicable for Customer N Signature Required .

module and Purchase Order only. 3

i Show both base and foreign currency in sales invoice {non-GST). [

. . . [ Not allow reprint of original copy. <

Print More Info at:  Header i <
Applicable for Sales Quotation, Sales Invoice, Delivery Order. [ Include the Document Mo that been transfered into Sales Invoice.

Incude customer code at document's header. I
Print Stock Image

Include item code at document’s detail F
Applicable for Sales Quotation, Sales Invoice, Delivery Order, Cash Sales, Sales Return

Logo Height {width follow aspecs ratio): 5 Print the following copies together when Print button is clicked:
Number of Original Copy: 1

Delivery Order Number of Duplicate Copy {with watenmark): 0
[] Mot allow reprint of original copy.
Include Customer Code at document's header. Sales Quotation

. Include Item code at document's detail Include Customer code at document's header.

Print the following copies together when Print button is clicked: Sales Order

Number of Original Copy: 1
Include Item code at document’s detail.

MNumber of Duplicate Copy (with watarmark): 1
Purchase Order

Include Item code at document’s detail.
Cash Sales

No Signature Required

[] Include Ttem code at document’s detail.

This section allows you to define several types of documents with
different printing configurations.

- Tick "Use Location’s Address and Contact" to include the
address and contact details of the selected location in the
document header (applicable to Customer module and
Purchase Orders only).

- Print More Info at allows you to decide where the additional
information will be printed in the header or the lines of the
document, and this is only applicable for sales quotation,
sales invoice, and delivery order.

- Tick "Print Stock Image™ to include a stock image in Sales
Quotation, Sales Invoice, Delivery Order, Cash Sales, and
Sales Return.
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Adjust the Logo Height to maintain the correct aspect ratio in
printed documents.

. This section allows you to configure the printing of delivery orders with
various settings:

Tick Not allow reprint of original copy If you want to
prevent reprinting of original delivery order.

Tick Include Customer Code at document’s header
If you want to include customer code in the header of printed
delivery order.

Tick Include Item code at document’s detail if you want to
show item code in the delivery order details

Enter number of original copy and duplicate copy of
delivery orders you want to print when print button is clicked.

. This section allows you to configure the printing of sales invoice with
various settings:

Tick Always print in Compact Format if you want the
invoice will be printed in concise format

Tick No Signature Required if you want the printed invoice
to omit the signature field.

Tick Show both base and foreign currency in sales
invoice (non-GST) if you want displays both the original and
foreign currency amounts in invoice

Tick Not allow to reprint original copy if you want prevents
reprinting of original sales invoices

Tick Include the Document No that been transferred into
Sales Invoice if you want include sales invoices number in
printed document

Tick Include customer code at document's header if you

want to display the customer's code on the header of the
sales invoice.

Page 35 of 171



@Tre ezsoft

- Tick Include item code at document's detail if you want to
show item codes for each product or service in the invoice
details.

- Enter numbers of original and duplicate copy of sales invoice
to define how many of them should be printed when printed
button is clicked.

. This section allows you to configure the printing of sales quotations:
- Tick Include Customer code at document’s header if you
want the customer's code will be printed in the header of the
sales quotation.

. This section allows you to configure the printing of sales order:
- Tick Include Item code at document's detail if you want to
display item codes in the sales order details.

. This section allows you to configure the printing of purchase order:
- Tick Include Item code at document’s detail if you want to
display item codes in purchase order details.

. This section allows you to configure the printing of cash sales:
- Tick No Signature Required if you want to remove the
signature field from cash sales when printed.
- Tick Include Item code at document’s detail to show item
codes in the cash sales document details.
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5.16 Opening Balances
5.16.1 Chart of Accounts — Opening Balance

This section allows you to enter your opening balance for your accounts
during you first use of TreezSoft Accounting.

Chart of Accounts - Opening Balance

As Of* 3 Ref. No.
0 Description

Account Code® Account Name Account Type Debit (MYR) Credit (MYR) Tag Code

Account Code™ Bank Name Currency Rate Debit Credit Debit (MYR) Credit (MYR) Tag Code

e Total (MYR) .
¥ COA= Opesring Balance’ T

o Enter the date for your opening balance in this area.

The upper part of this area is where you enter your accounts
0 opening balance

The lower part is where you enter all your cash and banks related
accounts

e Click on Import COA - Opening Balance will allow you to import
your opening balance directly.

Note: you need to download the exact formatted csv file and file in
the template to import successfully.

o Click Save to record.
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5.16.2 Historical Customer Invoices

You might have outstanding balances due from 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 are viewable in the list of payments received screen.

5.16.2.1 List of Historical Invoices

List of Historical Invoices

When you started using TreezSoft, there may be that owe ding bal to this company. Enter the outstanding amount for each invoice or
credit note (enter these with 2 negative amount). Alternatively, enter the total balance owing per customer as one historical invoics/credit note,
The total of these tems should match the Accounts Recsivable amount in the Chart of Accounts - Opening Balance.

Customer Code « Customer Name No. of Invoices

No data to display

. 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.

. You can import your list of historical invoices by using a formatted
template provided by TreezSoft.
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5.16.2.2 Creating or Editing a Historical Invoice
@Treezsoft Online Accounting 2.0 [ Test COMPANY 1 v TestDemo v  Logout &)

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

Historical Invoice

Customer Code™ > Tax Rate ==

Dake® ] Tax Amounk
Invoice No.® Armpunt®
. Currency™ 7 E=arir
Amount Without Tax*
= " e J s
== -
Date = Invoice No. Currency Rate Amt Without Tax Tax Rate Tax Amt Invoice Amount Amount Cwed Payment Amount

Total Base Amount 0.00

(een]

Historical Invoice is split into two sections:

. This upper section allows you to enter the historical customer invoice
details. The fields mark with asterisk (*) are required fields. Click Save to
record once you have done entering the details.

To create a new historical invoice after the previous, click on New.

. Click on a row to view the entered historical invoice, or the red cross to
delete the invoice.
NOTE: when a historical invoice is paid, you cannot delete or 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 Invoices list.
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5.16.3 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.

5.16.3.1 List of Historical Supplier Invoices

List of Historical Supplier Invoices

When you started using TreezSoft, the company may owe outstanding balances to suppliers. Enter the outstanding amount for each supplier invoice or debit note (enter
these with a negative amount). Alternatively, 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.

Supplier Code « Supplier Name No. of Invoices

No data to display

. 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 a
formatted template provided by TreezSoft.
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5.16.3.2 Creating or Editing a Historical Supplier Invoice

@Treezsoﬁ Online Accounting 2.0 W Test COMPANY 1 v TestDemo v  Logout @)

Dashboard  New!*™ ™%  Company Customer Supplier Banking Stock  General Ledger Tax
Historical Supplier Invoice

Supplier Cade™ » Tax Rate &5

Date™®

Tax Amount

Currency™ o5 Amount™

. Invoice No.* Tags g

Date . Invoice No. Currency Rate Amt Without Tax Tax Rate Tax Amt Invoice Amount Amount due Amount Paid
3
Total Base Amount 0.00
5

Historical Supplier Invoice is split into two sections:

. This upper section allows you to enter the historical supplier invoice
details.
The fields mark with asterisk (*) are required fields.
Click Save to record once you have done entering the details.

To create a new historical supplier invoice after the previous, click on New

Click on a row to view the entered historical invoice, or the red cross to
. delete the invoice. 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.

. Click go to list to navigate back to Historical Supplier Invoices list
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5.16.4 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.

5.16.4.1 List of Historical Unpresented Cheques

List of Historical Unpresented Cheques

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

Enter keyword to seanch “

Bank Account Code = Bank & Curmrency Mo of Chegues (Deposit) Tezal Amount {Deposith Mo, of Cheques {Payment) Tetzl Amaunt {|
3010/020 MEE- MYR 1} 0o 1

3010/050 RHE MYR 1 1,000.00 1]

3
Displaying 1 - 2 of 2

Page |1 of 1 &

. 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 a formatted
template provided by TreezSoft.
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5.16.4.2 Creating or Editing a Historical Unpresented Cheque

Historical Unpresented Cheques

Bank Account™ v Details

Date® 3 Type® A
Cheque No.* RefNo.*

Amount® Currency

Date ~ Type Chegque No. RefNo. Currency Amount Bank Recondiliation Date

Total (Deposit) 0.00 Total (Payment) 0.00

o Enter the details of the historical cheque in this section. The fields
mark with asterisk (*) are required fields. Click Save to record the
cheque.

To record another cheque, click on New.
. Once you save your cheque details, the record will be shown in this
section. You can see the reconciliation date after you have

done it.

Click on “Go to list” and restart the steps if you wish to create new
historical cheques with different bank account.
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5.16.5 Items — Opening Balance

5.16.5.1 List of ltems - Opening Balance

List of Items - Opening Balance

Location Code = Location Name Opening Date

01/01/2011

=

HeadQuarter

Total

Total Amount

20,649.25

20,649.25

Once you have finished setting up your Chart of Accounts and stocks
available in hand during opening balance, you are able to see your stock

location and stocks amount in this screen.

Select the location by clicking on the hyperlinked location code, i.e: Hq
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5.16.5.2 Stock Item - Opening Balance

Stock Item - Opening Balance

Opening Balance - Header Details
Item Code Tag Code

As Of* 3 .ﬁon Ref. No.

Description

After clicking on the hyperlinked location code, you will be direct to this Stock
Item — Opening Balance screen.
. 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.
After you have completed this step, item code fields will be available.
. Select items 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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5.17 Manage Users

5.17.1 Setting up Users

All users’ access rights are managed in this module. This module is only
accessible to business owner or administrator for the business.

51711 List of Users

List of Users

You can maintain all your internal or external users here.
‘You will assign access rights to them based on their role in every company which they have access to.
Click on the User ID to view their assigned rights or change their password.

User ID Name No. of assigned companies Type Status Last activity on
[ | soofing.ng@treezsoft.com soofing 1 Owner Active  Sep 22, 2011 17:42:01

Displaying1-1of 1

| pelete selected user(s)

This section shows the list of users. You can manage the users’ rights by
clicking on the User ID.

Click on New User button to create a new user ID.

If you want to delete a user ID, select the ID and click on Delete selected
user(s).
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5.17.1.2 Setting up User Details

@Treezsoﬁ Online Accounting 2.0 |4 Test COMPANY 1 v TestDemo v Logout &

Dashboard  New"™ ™%  Company Customer Supplier Banking Stock GeneralLedger Tax

User Details

Enter the User's name, user ID and password. Assignﬂj to .
Mame® Company Nama Ral= Tag Code
User ID* x

User ID are unigue throughout system and canmot be changed once the wser is created.
. demo123
Password*®
Password is case-sensitive and must be at least & alphanumeric characters, Pleass ensure the user logs

in and chamnge their password immediataly.

[ This user no longer in use.

Assign Tag Code: bt

Set as Administrator? m .

As an administrator, the user has full access rights to all companies in Accounting application. The user
. iz also allowed to setup user, and manage user roles.

[ Administrator Liser

=]

. To create a new User ID, enter the user’s name, user ID and password in
the mandatory fields (Asterisk* fields). Tick This user no longer in use if
you want to disable a user.

. This is where you can manage the user accessibility. You can assign him
to a company based on the dropdown list and allocate him the roles
accordingly.

. Click on Add Line if you wish to assign more than one company/role to the use
. If you wish to set the user as administrator, tick on the “Administrator User” box.

. Click Save to record the new user.
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5.17.2 Managing User Roles

The user’s role can be managed through this page. By default, we offer 4 types
of users’ roles.

Manage Users Roles

Set up roles in each of your company.

Every user you create is assigned one role in each company. This role is based on the permissions you give them.

F Role Description

[F] | Accountant's Staff User has full access to all modules.

[F] | dient / Business Owner User has full access to all medules except Journal Entry and Chart of Account; which they only have view access.
[[] | dient / Business Manager User has full access on all modules, except Chart of Accounts and Journal Entries.

[] | Client / Business Staff User has full access to all Customer, Supplier, Banking and Stock Activities.

7] | User Manager

[ sales

[F] | Data Entry Clerk

[C] | Salesperson

[0 | Boss

[F] @ Store Keeper
[F] | Credit team
[[] | Inventory clerk Inventory clerk

Page |1 of 1 = Displaying 1 - 12 of 12

Dot ected it

In this page, the 12 main types of user roles are available.

. Add user role — you can add a new user role by clicking this button.
. Delete user role — you can delete an existing user role by clicking this

button.
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5.17.21 Creating or Editing User’s Role.

A full list to control how users can access each type of account can be managed
from here. It is very important to assign carefully because you may not want to
reveal your important information to certain users.

User Role
Specify the user role and access rights within TreezSoft Accounting.
Role®

Description

Set the access rights on each module for this role. To do this, diick on the checkbox at the Access right column.

Module name « Category View Print Modify Create New Delete
Account Register General Ledger Activity ] ] b
Balance Sheet General Ledger Report [} E 3
Bank Recondiliation Banking Activity © E [} ] [ i [
Cash Payment Banking Activity [} = [} ] [ B
Cash Purchase Supplier Activity ] ] ] @ [l
Cash Receipt Banking Activity [ [ [ [ ]
Cash Sales Customer Activity @] ] ] [ [
Cash and Bank Account Company settings [ ]
Chart of Account Company settings [] D L_‘ U L_‘
Chart of Account - Opening Opening Balances = = [ =
Balance
Company Profile Company settings ] [}
Contact Manage Contact ] ] ] ] ]
Credit Note Customer Activity [ ] ] ] ]
Custom Report General Ledger Report = = = [ [
S g =1 =1 =l =1 =

Setall to Full access  Set all to No access
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5.17.3 User Activity Log

Users’ activity log displays all the activities done by the user. In this page, you
will be able to track who have updated the records, and it helps in monitoring

your progress.
User Activity Log

List user activity log for the selected user, module and date.

View Activities By | ALL N, Module  ALL

Date  Today N From* | 01/07/2012 [8 To* 01/07/2012

DatefTime Action Record Code

v

[3  Sortby Vv | ["]in descending order Retrieve

MName Doc, Date Currency Amount User

Print to PDF
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5.18 Custom Template Editor

Cu

stom Template Editor allows you to create a customize template for different type

of documents.

n 2
@Treezsoﬂ Online Accounting 2.0 ks Test COMPANY 1 v TestDemo v  Logout &7

Dashboard  New{s™#l  Company Customer Supplier Banking Stock General Ledger Tax
Custom Template Editor

Transaction Type Type Sub Type Name Status Latest Updates

Transaction Type* Sales Invoice e
Sales Invoice Detail Standard Sales Active Software Updates for Treezsoft:
Invoice 1 Type= Detail - March 01, 2020
Sales Invoice Detail default Inactive e = Software Updates for Treezsoft:
Sales Invoice Detail customer cash Inactive December 30, 2019
sales e
sdles Name
_ Standard Sales Invoice 1 Software Updates for Treezsoft:
Sales Invoice Detail customer sales Inactive September 30, 2019
quotations [¥] Set to active ‘
sales Invoice Detail customer receive  Inactive

payment
. Sales Invoice Detail customer credit Inactive
note

Sales Invoice Detail supplier cash Tnactive
pur

Sales Invoice Detail supplier purchase  Inactive
order

Sales Invoice Detail supplier invoice  Inactive

Sales Invoice Detail supplier make Tnactive
payment

Sales Invoice Detail

Sales Invoice Detail

e Tempite | sove

This section shows a list of documents templates you have created. You can edit
them by clicking on the hyperlink template name.

Untick Set to active if you no longer want to use the template for the document
type.

Click on New Template if you want to create a new template.

Click on save to apply changes after you have created a new template or edited

a template
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5.18.1 Editing Custom Template

Custom Template Editor . '
‘ Reset To System Default Copy To New ) Compact Mode A4 hd Portrait hd

Template Name: Standard Sales Inveoice 1

Section Editor .

Available Param

Page Header > Company

Show in every page O ErSr

S ¢ | Bold v nato-gjkarial,.. v 12pt v B I Y AV~ T (TELTEE]
{document_date}

- = =E Bl = I§ hd IEE iz & = I (/‘() E b E o ® :: @ E {document_no}
{due_date}
fgrand_total_amount}

{company_Name} o v oy, rgssmion o) INVOICE
- {page_numj
{po_no}
{salesperson}
. Sold To {customer_code} Invoice Mo. {document_no} fterm}

{customer_name} Invoice Date: {document_date}

fcustomer_mailing_full} Due Date: {due_date}

Atten: {customer_contact_name} .

{customer_mailing_phone_no} Payment Terms: {term}

{currency_code}
{grand_total_amount}

Go o list

For each template, there are four sections that allow you to customize your
document: Page Header, Document Detail, Summary, and Page Footer.

This area displays the current layout of placeholders for a new template or an
existing template. Here, you define what information will be displayed in each
section and how it will appear in the final document.

. This section shows a list of available placeholders that you can add to the
document sections. Simply drag the parameters from the list and place them in
the desired section of the template to display the relevant information.

. Click this button if you wish to revert to the default layout of placeholders for the
template section. This will undo any customizations you have made.

. Click the "Preview" button to see how your document will look with the current
template edits. This allows you to check the layout and content before saving.

»
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. Click "Save" to apply your changes to the document template. This will ensure
that your modifications are stored and ready for use in generated documents.

. Tick "Compact Mode" if you want to reduce padding between elements on the
document, creating a more condensed layout with less space between items.

Select the preferred size (e.g., A4) and orientation (portrait or landscape) for the
document. This helps in adjusting the template layout to fit the printed format.
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6 Customer Module

6.1 Cash Sales (C.S)

6.1.1 List of Cash Sales

@TFEEZSD‘“ online Accounting 2.0 | Test COMPANY 1 v  TestDemo v  Logout @

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

List of Cash Sales

Customer  ALL S Doc. Date | Today ¥ | From® ZB/0ct/2024 [3| mo* | 28/0ct/2024 3 Doc. MNo.
.SorlBy v | [ in descending order [ Converted from POS enly
(& Dabe Receipt No. Customer Code Customear Payment Mathod Cheque No. Deposit To Currency Amount

Page 0 of 0 ] . . . Mo data to display
ewse MNew Cash Sales Print selected record(s) Delete selected record(s)

. Enter your criteria and click on the Retrieve button to search.
. Click New Cash Sales to record a new cash sale.

. Print selected record(s) allows you to print multiple invoices. Invoices are
printed in PDF formats where you can send via email or send to your printer.

. Click Delete selected record(s) to delete a selected record.

. To import your existing Cash Sales, click on Import Cash Sales button.
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6.1.2 Creating or Editing Cash Sales (C.S)

@Treezs oft online Accounting 2.0 | TestCOMPANY 1 v TestDemo v Logout &
Dashboard  New™™y  Company Customer Supplier Banking Stock  General Ledger Tax
Cash Sales
Customer g Transfer Document From 2
Address w Date* 30/0ctj2024 [d|  Ref No.* Auto-generated
Payment Method Credit card hd Tags v
Cheque No. Cost Center 7
Contact w Location™ Beko > Salesperson ~
Deposit To* s Apply Margin Scheme Remark

Currency™ ¥ - [”] Apply Flat Rate Scheme

Enter Barcode Cick on the button next to the price to view Item Info. [ Discount by % Amount is: | Tax Exclusive | ¥
Item Code* Description Image Quantity UOM | Unit Price Discount Tax Code % Tag Amount® Cost Center

Subtotal 0.00
Grand Total 0.00

=8 - D e

. Enter your customers’ details in this section. Fields marks with asterisk (*) are
required fields. You can transfer the statement from either S.Q/S.O/S.I If your
statement is issued under a different currency, you can get the latest rates from
Google finance, by clicking the Get rate button. Click More Info allow you to add
more information in printed document
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More Info

Up to & user defined field is allowed.

Example 1: Labsl = 'Project Title’, Valus = "Room Renovation'.
Example 2: Label = 'Loan Amount’, Value = 'RM 10000°.

Label Value
Note:Note:
When transfer from multiple documents, system will pick up the 'More Info' from last transferred document, and merge with existing

saved "More Info’. Only last 6 Labels will be included.
User defined field would be printed out except for simplified tax invoice and those been customized.

You can add extra information here. Add line to allow to add more. Click Ok if
you have done adding extra information.

Enter Barcode by key in the barcode manually or scan the barcode physically
and it will appear in this field. Tick the discount by % if you want discount to be
applied in percentage form.

You can add your items/services here. Add line to add additional items/services.
Use the Red cross to remove an unwanted item/service.

Click Save to save the record.

Click New to record new Cash Sale

Click Actions to delete cash sales or Print to print cash sales in pdf format.
Click Go to list to navigate back to list of cash sales.

Click Journal entry to view the accounts involved in the transaction.
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6.2 Sales Quotations (S.Q)

If your customer is considering doing business with you, usually you will issue
a sales quotation for him to refer on your products. In Sales Quotations, you
can record the quotations you have issued out.

6.2.1 List of Sales Quotation (S. Q)

@Treezsoﬁ Online Accounting 2.0 Test COMPANY 1 v TestDemo v Logout
Dashboard  New!*™ ™!  Company Customer Supplier Banking Stock General Ledger Tax
List of Sales Quotations
Customer | ALL ¥ | Doc. Date  Today ¥ | From* |28/0ct/2024 |9 To* 28/0ct/2024 |[%  Doc. Mo.
Sort By ¥ | [] in descanding order Status | ALL v
M Date Quotation No. Customer Code Customer Currency Amount Payment Terms Status

page [0 | ofD & . ' . No data to display

Primt listing MNew Sales Quotation Print selected record(s) Delete selected record(s)

. Enter your criteria and click on the “Retrieve” button to search.
. Click “New Sales Quotation” to record a new sales quotation.

“Print selected record(s)” allows you to print multiple quotations. Quotations
are printed in PDF formats where you can send via email or send to your printer.

. Click Delete selected record(s)” to delete a selected record.
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6.2.2 Creating or Editing a Sales Quotation (S.Q)

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

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

Sales Quotation

Customer® i3
Address w Diate™ 28/0ct{2024 3 Quotation Mo.* | Auto-generated
Payment Terms b n Tags b
. Location Beko ¥ Salesperson B
Contact » Remark

crwer - (=] e

. Enter Barcode Click on the button next to the price to view Item Info, [ Discount by % Amount is: | Tax Exclusive |
Item Code™ Description Image Quantity uomM Unit Price Discount Tax Code k1 Amount®
1 5 0.00 X

== s e

Grand Total 0.00

L N NE— -

. Enter your customers’ details in this section. Fields marks with asterisk (*)
are required fields.
If your statement is issued under a different currency, you can get the
latest rates from Google finance, by clicking the Get rate button.
Click More Info allows you to add more information and displayed in
printed document.

Hore Info
Up to & user defined field is allowed.

Example 1: Labal = 'Project Title', Value = "Room Renovation'.
Example 2: Label = 'Loan Amount’, Value = 'RM 10000,

Labal Value [
Mote:Note:
When fron system will pick up the 'More Info' from last transferred document, and merge with existing

m i
saved "More Info’. Only last 6 Labels will be included.
User defined field would be printed out except for simplified tax invoice and those been customized.

You can add extra information here. Add line to allow to add more. Click Ok if
you have done adding extra information.
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. Enter Barcode by key in the barcode manually or scan the barcode
physically and the scanned barcode will automatically populate in this
field. Tick the discount by % if you want the discount to be applied in
percentage form.

You can add your items/services here. Add line to add additional
items/services. Use the Red cross to remove an unwanted item/service.

Click Save to record Sales quotation.
Click New to create a new Sales quotation.
Click Actions to delete or cancel the sales quotation.

Click Go to list to navigate back to sales quotation list.

Click Show Transferred Doc to view documents created by transferring
this sales quotation.
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6.3 Sales Orders (S.0)

6.3.1 List of Sales Orders

List of Sales Orders
Customer  ALL ¥ | Doc. Date  Lastmonth ¥ | From*= | 01/01/2012 (3] To* 31/01/2012 |
Sortby ¥ | []in descending order m
I 1 Date Order No. Customer Code Customer Currency Amount Payment Terms Status

@

Page 1 ofo | b Pk No data to display

 NewSal-Order Print seler~drecord(s) || Del~+e selected record(s)

Enter your criteria and click on the “Retrieve” button to search.

@ Click “New Sales Order” to record a new sales order.

“Print selected record(s)” allows you to print multiple orders. Orders are
printed in PDF formats where you can send via email or send to your

printer.

. Click Delete selected record(s)’ to delete a selected record.
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6.3.2 Creating or Editing a Sales Order (S.O)

ey !
@Treezsoft Online Accounting 2.0 % Test COMPANY 1 v TestDemo v  Logout §
Dashboard  New!™ ™%  Company Customer Supplier Banking Stock General Ledger Tax
Sales Order
coa - s
A==y Date® 28/0ct/2024 3 Order No.* S05C-0117-55H/TOP
Payment Terms b Tags b
Location Bako v Salesparson »
Contact - Delivery Method v Remark
. RO Mo. Delivery Terms ¥
cormer : (e
Enter Barcode Click on the button next to the price to view Item Info. [ Discount by % Amount is: | Tax Exclusive | ¥
Ttem Code™® Description Quantity uom Unit Price Discount Tax Code L Amount*
1 $ 0.00 X
O rmer = =
Grand Total 0.00

i —"- —-ﬁ-ﬁ

. Enter your customers’ details in this section. Fields marks with
asterisk (*) are required fields. You can transfer the statement from
S.Q If your statement is issued under a different currency, you can
get the latest rates from Google finance, by clicking the Get rate
button.

. Enter Barcode by key in the barcode manually or scan the barcode
physically the scanned barcode will automatically populate in this field.
Tick the discount by % if you want the discount to be applied in
percentage form.

@ You can add your items/services here. Add line to add additional
items/services. Use the Red cross to remove an unwanted item/service.

. Save the record.
. Click New to create a new Sales order.

. Click Actions to delete or cancel the sales order.

. Click Go to list to navigate back to sales order list.

Page 61 of 171



@Tre ezsoft

Select Show Transferred Doc to view any documents created by
transferring this sales order

6.4 Delivery Orders (D.O)

When you are ready to deliver your customers orders, you will issue delivery
orders to them when you had delivered the products into their doorsteps.

6.4.1 List of Delivery Orders

(3
(@Treezsoft online Accounting 2.0 Test COMPANY 1 v TesiDemo v  Logout §

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

List of Delivery Orders

.Cugmr ALL | Doc. Date | Today ¥ From*® 2B/0ct/2024 |[8 To* |28/0/2024 |[9 Doc. No.

SortBy | Customer ¥ | [ in descending order Status | Fully Invoiced | ¥

I Date DO Ne. Customer Code Customer Currency Amount Payment Terms Status Printed

Page 0O of 0

']

® 0 o---

Print listing Print selected record(s) Delete selected record(s)

. Enter your criteria and click on the “Retrieve” button to search.
. Click “New Delivery Order” to record a new delivery order.

. “Print selected record(s)” allows you to print multiple delivery orders.
Delivery orders are printed in PDF formats where you can send via email
or send to your printer.

. Click Delete selected record(s)’ to delete a selected record.
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6.4.2 Creating or Edltlng a Delivery Order (D.O)

(3
@Treezsoft Online Accounting 2.0 Test COMPANY 1 v TestDemo v  Logout §

Newytsnerteut

Delivery Order

Customer® i3 Transfer Document From i3

Dashboard Company Customer Supplier Banking Stock General Ledger Tax

Address | Date* 28/0ct[2024 (3 DOMNo* Auto-genersted
Payment Terms b Tags b
. Location® Beko i3 Salesperson i
Contact 2 Delivery Mathod 7
RO Mo. Delivery Terms i3
. : (e =
Enter Barcode Click on the button next to the price to view Item Info. |:| Discount by % Amount is: | Tax Exclusive |~
Ttam Code™ Description Image Quantity UOM  Unit Prica Discount Tax Coda % Amount*
1 $ 0.00 X

Subtotal 0.00
Grand Total 0.00

. . . Journal Enkry
=]

[ emai =) sho st e | BTl m el

. Enter your customers’ details in this section. Fields marks with asterisk (*)
are required fields. You can transfer the statement from either S.Q/S.O. If
your statement is issued under a different currency, you can get the latest
rates from Google finance, by clicking the Get rate button. Click More
Info allows you to add more information in printed documents.

Hore Info
Up to & user defined field is allowed.

Example 1: Label = 'Project Title', Value = "Room Renovation'.
Example 2: Labsl = 'Loan Amount’, Value = 'RM 10000°,

Labal Value
MNote:MNote:
When system will pick up the 'More Info' from last transferred document, and merge with existing

=aved "More Info", Only last & Labels will be mcluded.
User defined field would be printed out except for simplified tax invoice and those been customized.

You can add extra information here. Add line to allow to add more. Click
Ok if you have done adding extra information.
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. Enter Barcode by key in the barcode manually or scan the barcode
physically. The scanned barcode will automatically populate in this field.
Tick the discount by % if you want discount to be applied in percentage
form

Add line to add additional items/services. Use the Red cross to remove
an unwanted item/service.

Save the record.
Click New to record new delivery order.
Click Actions to delete or cancel the delivery order.

Select Show Transferred Doc to view any documents created by
transferring these sales order.

Click Go to list to navigate back to delivery order list.

Click Journal entry to view the accounts involved in the transaction.
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6.5 Delivery Returns
6.5.1 List of Delivery Returns

@TIEEZSOH Online Accounting 2.0 [ge8s Test COMPANY 1 v  TestDemo v  Logout 9

Dashboard  New!s™=!  Company Customer Supplier Banking Stock  General Ledger  Tax
List of Delivery Returns

Customer ALL ¥ | Doc. Date  Today v | From* |28/0ct/2024 |[3 To* |28/Octf2024 (3 Doc. Mo.
Sort By ™ | [[] in descending order
]} Date Ref. No. Customer Code Customer Currency Amount

Page 0 of 0 1%‘ . . . No data to display

g [r—

. Enter criteria and click on “Retrieve” button to search.
. This section shows a list of delivery return from customers.
@ Click New Delivery Return to record a new delivery return.

. Print selected record(s) allow you to print multiple delivery returns.
Delivery returns are printed in pdf format.

. Click Delete selected record(s) to delete a selected record.
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6.5.2 Creating or Editing Delivery Return

(@Treezsoft Online Accounting 2.0 | Test COMPANY 1 v TestDemo v Logout §

Dashboard  New'™*  Company Customer Supplier Banking Stock General Ledger Tax
Delivery Return

Customer® » Transfer from Delivery Order
Address » Date® 28/0ctf2024 | Ref. No.* Auto-generated
Payment Terms R Tags R
Location® Beko w Salesperson >
Contact w Remark
. Enter Barcode Amount is: Tax Exclusive ™
Ttem Code™ Description Quantity uomM Unit Price Unit Cost Discount Tax Code % Amount®
0.00 0.00 X
m Subtotal 0.00
Grand Total 0.00
SN TR ===

Enter your customers’ details in this section. Fields marks with asterisk (*)
are required fields. You can transfer the statement from Delivery Order. If
your statement is issued under a different currency, you can get the latest
rates from Google finance, by clicking the Get rate button.

Enter Barcode by key in the barcode manually or scan the barcode
physically. The scanned barcode will automatically populate in this field.
Tick the discount by % if you want discount to be applied in percentage
form.

‘ Add line to add additional items/services. Use the Red cross to remove an
unwanted item/service.

@ save the record.
. Click New to record new Delivery Return
. To delete or print the record or email delivery return to another user.

. Click Go to list to navigate back to delivery return list.
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6.6 Sales Invoices
In any business, you will need to raise Invoices, you can record customer
invoices in Sales Invoice option.

You can also print invoices to be issued to your customers.

6.6.1 List of Sales Invoices

3
@Treezsoft Online Accounting 2.0 Test COMPANY 1 v TestDemo v  Logout S

Newyishortcut

List of Sales Invoice

Dashboard Company Customer Supplier Banking Stock General Ledger Tax

Customer | ALL ¥ Doc, Date | Custom v | Fom* [17/0ct/2017 [® To* 24/0ct/2024 8  Doc. No.
.sm By ¥ [] in descending order Status | ALL ¥ | Cheque No. [ show cheque nos
[ show no. of attachment [ created from API anly Email v PageSize 15 ¥
= Date Invoice No., Customer Code Customer Currency Amount Payment Terms = Dus Date Status Print=d
I: 07/Nov/2017  ZTI1-2017-0002% 00001 Lam Su Yan MYR. 3,335.00 Met 30 days 07/Dec/2017  Confirmed
E 13/Novf2017  ZTI-2017-00030 0001 Lam Su Yan MYR. 20,60 Met 30 days 13/Dec/2017  Partially
Paid
E 15/Nov/2017  ZTI-2017-00031 00001 Lam Su Yan MYR. 832,10 Met 30 days 15/Dec/2017  Partially
Paid
[[] | 12/Decf2017  ZT1-2017-00032 ADDD1 Ong Toon Hui usD 3,735.00 Met 30 days 11/Janf2018  Confirmed
[] | 13/Dec/2017  ZTI-2017-00033 0001 Lam Su Yan MYR 3,710.00  Met 30 days 12{Jan/2018 Fully Paid
[] | 26/Decf2017  ZTI-2017-00034 0001 Lam Su Yan MYR. 7,420,00  MNet 30 days 25{1anf2018  Confirmed  Printed
[] | 03{Janf2018 ZT1-2018-00001 HODO1 Haslinda MYR E30.00 Met 30 days 02/Febj2018  Confirmed  Printed -
[] | 23/7anf2018 ZT1-2018-00002 ADDOZ Ason uso 53.00 Met 30 days 28/Febf2018  Confirmed Printed
! ZTI-2018- ng Toon Hui 710, (Mar nfirmes i i
] | 28(Febf2018  ZTI-2018-00003 ADDD1 Ong T Hui MYR 3,710,00 Met 20 30/Mar/2018  Confirmed  Printed
ar ZTI-2015- m Su Yan X ar nfirme: i
] | 01/Marf2018  ZTI-2018-00004 0001 Lam Su Y MYR. 106,00 Met 20 31/Mar/2018  Confirmed  Printed
[Mar/ ZTI-2018- 5 n 8 (Mar nfirmes i '
] | 01/Mar{2018  ZTI-2018-00005 AD0OZ Aeo MYR E7.24 Net7 08/Mar/2018  Confirmed  Printed
ar ZTI-2015- n z ar nfirme: i '
] | 01/Mar{2018  ZTI-2018-00006 ADDOZ Aeo MYR. 53.69 MNet 15 16/Mar/2018  Confirmed  Printed
(Mar/ ZTI-2018- 7 n Customer 5 A nfirmes i
] | 19/Marf2018  ZTI-2018-00007 WIC ‘Walk In Cust MYR 13.77  Met 30 days 18/Apr/2018  Confirmed  Printed |
[ | 27/Mar/2018  ZTI-2018-00008 ADDOZ Aeon MYR. 155,00 Met 15 days 11/Apr/2018  Confirmed Printed + 7

3

Page (1 | of1s | b M | D . . .]isplayingl-lSan??
T8 oy e rp——

Enter your criteria and click on the “Retrieve” button to search.

Tick the show no. of attachment if you want to show number of
attachments for each sale invoice and

Tick created from API only if you want to show sales invoices that were
generated by API of integration with client’s software.

. Click Invoice by Batch If you want to create a sales invoice and send to
a batch of customers who has the same sales order

@ Click “New Sales Invoice” to record a new Sales Invoice.

. “Print selected record(s)” allows you to print multiple invoices. Invoices
are printed in PDF formats where you can send via email or send to your
printer.
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. Click Delete selected record(s)’ to delete a selected record.

6.6.2 Creating or Editing a Sales Invoice

(]
@Treezsoft Online Accounting 2.0 Test COMPANY 1 v TestDemo v  Logout ¥

New!snortcut

Dashboard Company Customer Supplier Banking Stock General Ledger Tax

Sales Invoice

Enter Invoice By | Stock Item b —| = | Ship T
come : — - =
Address v Dat=® 28/0ct{2024 3 Invoice No.* Auto-generated
Payment Terms B n Tags B
. Location Beko 25 Salesperson g
Contact v Delivery Methed v Remark
P.O No. Delivery Terms w7
Currency™* v - Apply Margin Scheme m
[~ Apply Progress Invoicing
[ Apply Flat Rate Scheme
. Enter Barcode Click on the button next to the price to view Item Info. [ Discount by % Amount is: | Tax Exdusive | ¥
Item Code™ Description Image Quantity uamM Unit Price Discount Tax Code k) Tag Amount*®
1 $ 0.00 0.00 X
o ==
Grand Total 0.00
. . . . Journal Entry
[Pt/ G ] s it oc [ [ e [ e [ cowe [

. Enter your customers’ details in this section. Fields marks with asterisk (*)
are required fields. You can transfer the statement from S.Q/S.O or D.O. If
your statement is issued under a different currency, you can get the
latest rates from Google finance, by clicking the Get rate button. Click
More Info allow you to add more information and display in printed
document.
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More Info

Up to & user defined field is allowwed.

Example 1: Label = 'Project Title, Valus = "Room Renavation'.
Example 2: Label = 'Loan Amount, Value = 'RM 10000°,

Label Value

MNote:Note:

When transfer from multiple documents, system will pick up the 'More Info' from last transferred document, and merge with existing
saved "More Info'. Only last 6 Labels will be included.

User defined field would be printed out except for simplified tax invoice and those been customized.

You can add extra information here. Add line to allow to add more. Click
Ok if you have done adding extra information.

Enter Barcode by key in the barcode manually or scan the barcode
physically. The scanned barcode will automatically populate in this field.
Tick the discount by % if you want discount to be applied in percentage
form.

Add line to add additional items/services. Use the Red cross to remove an
unwanted item/service.

Save the record.
Click New to record new Sales Invoice

Click Actions to delete / void / create credit note/ create debit note/
attachment or register as Recurring Invoice.

Click Go to list to navigate back to sales invoice list.

Click Journal entry to view the accounts involved in the transaction

Click Show Related Doc to show any documents generated related to
this sale invoice.

When to delete or void an invoice?
This depends entirely on the accountant and the business operations, some

businesses do not allow any deletion of invoices to maintain a proper audit
trail of invoices.
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Another typical interpretation would be to only delete if the invoice has not
been sent to your customer and void if it has been sent out.

6.7 Receive Payments

After an invoice is issued, your customers will pay you for the goods or
services rendered to them. To record a payment for an invoice you use the
Receive payments option, otherwise if you receive cash that is not invoiced,
you use the Cash Receipt option under Banking.

6.7.1 List of Payments received
You can search for payments received using the List of payments received
screen. (Refer screen shot below).

You can search by the transaction date, and be able to sort by Cheque
number or by the customer or which bank it is deposit to.

Test COMPANY 1 v TesiDemo v Logout 4

@Treezsoft Online Accounting 2.0
Dashboard  New!s"m™!

List of Payments Received

Banking Stock  General Ledger Tax

Customer  Supplier

Company

Customer | ALL v | Doc.Date  Today ¥ From*® |25/0ct/2024 (8 To* 29/0ct/2024 |[@ Type ALL ¥ | Payment Method | ALL v
. Tags ¥ | Doc. No. Status ¥ | [7] with Outstanding || With GST Submitted  [| Bounce Chequs
Sart By ¥ [[] in descending order | show no. of attachment m
1 Date Receipt No. QI:;:EF Customer Payl wethod Chegue Mo. Deposit To Currency  Amount Amount Applied
Page 0  of0 -

. . . No data to display

Print listing Primt sedecied record(s) Delete selected record(s)

. Enter your criteria and click on the “Retrieve” button to search.

. Click “New Receive Payment” to record a new payment received.
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“Print selected record(s)” allows you to print multiple statements.
Statements are printed in PDF formats where you can send via email or
send to your printer or printed in compact to minimize space.

. Click “Delete selected record(s)” to delete a selected record.

Creating or Editing a Payment received
When receiving a payment for your customer invoice, you will have to match
the payments against which invoice it was paid for.

Should you have made any mistakes you can click on the hyperlink in the
“List of Payment Received” to show the screen below to edit the Payment’s
received.

Receiving Payment — Invoice Receipt:
Invoice receipt is used in daily business transactions. It is a standardized
payment receipt issued to customers after they have made the payment.

Test COMPANY 1 + TesiDemo v Logout £

@Tr eezsoft oOnline Accounting 2.0
Neyy!shortcut)

Receive Payment

Dashboard Company Customer Supplier Banking Stock General Ledger Tax

. Type Invaice Recsipt B3 Date™ 29/0ct/2024 (3|  ReceiptNo.* | Auto-generated
Customer® ~ Payment Method® | Credit card > Tags v
Bank Account™ v Cheque Mo Salesperson 2e
Amount™= ] Bounced Cheque Remark
S - [Gotreee

Tick the bex next to the outstanding invoice to apply payment received.
Invoice No. a Tag Code Due Date Currency Rate Invoice Amcunt  Outstanding Defer Service Tax Amount*

Total applied amount 0.00

Total refunded amount 0.00
Total outstanding amount 0.00
Journa | Entry
[ ) ermt/Email -] show Refund Doc N T T

Select the payment types: there are 2 types of payment receipt you can
' issue, Invoice Receipt and Security Deposit. (In this case, invoice receipt)
Select a customer in Customer® field. Please note that all fields marks
with asterisk (*) are required fields. It is important to enter the amount
correctly in order to assign the credits accurately. If payment received is
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under a different currency, you can get the latest rates from Google
finance, by clicking the Get rate button

Tick the show no. of attachment if you want to show number of
attachments for each sale invoice.

This section will show you the list of unpaid invoices by a specific customer
after you have selected him. Mark a tick next to the invoice that your
customer wants to pay, to assign the credits you have just entered in upper
section. Unallocated credits can assign to other unpaid invoices,

from the same customer.

@ save the record.
. Click New to create a new payment from a different customer.
. Click Actions to delete, void or attachment.

. Click Show Refund Doc to display any refunds issued to the customer
related to the payment received.

. Click Go to list to navigate back to received payment list.

. Click Journal entry to view the accounts involved in the transaction.
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Receiving Payment — Security Deposit:

Security Deposit is used to protect the provider of a product or service against
damage or non-payment by a customer. It is usually use by service provider
who provides services. (non-physical products)

The security deposit is similar to a down payment by a customer.

Treezsoft online Accounting 2.0 | Test COMPANY 1 v TestDemo v  Logout 9

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

Receive Payment

Type Secuwrity Deposit | ¥ Date* 23/0ct/2024 (8| ReceiptNo* | Auto-generated
Customer® CO001A ¥ || Customer 3 Payment Method* | Credit card 25 Tags 5
Bank Account® ¥ Cheque Mo, Salespersan ¥
. Amount® [ Bounced Cheque Remark
et -

Account® R
Security Deposit - money paid in advance to protect the provider of a product or service against damage or nonpayment by the customer.

Please specdify the bank account where the money is received into and the account to post the security deposit. Any unused Security deposit will then show on your Customer
Statement under Deposit Available.

=== [E=nnion) (=) = 1= (==

. Select the payment types: there are 2 types of payment receipt you can
issue, Invoice Receipt and Security Deposit. (In this case, security deposit)
Select a customer in Customer™ field.

Please note that all fields marks with asterisk (*) are required fields. It

is important to enter the amount correctly in order to assign the credits
accurately. If payment received is under a different currency, you can get
the latest rates from Google finance, by clicking the Get rate button.

. Save the record.
. Click New to create a new payment from a different customer.

. Click Actions to delete, void or attachment.

. Click Show Refund Doc to display any refunds issued to the customer
related to the payment received.
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@ Click Go to list to navigate back to Receive Payment list.

6.8 Sales Returns
The return of goods from customers to you due to defects or other issues.

6.8.1 List of Sales Returns

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

Dashboard  New!*"™™#%  Company Customer Supplier Banking Stock General Ledger Tax
List of Sales Returns

Customer | ALL v | Doc. Date | Today v | From*® 29/0ctj2024 (8 To* 29/0ctj2024 (8  Doc. No.
Sort By ¥ | [[] in descending arder
F Date Ref. No. Customer Code Customer Currency Amount

Mo data to display

Iy
®
g,
=]
L]

Mew Sales Return Print selected record(s) Delete selacted record(s)

. Enter your criteria and click on the “Retrieve” button to search.
. Click “New Sales Returns” to record a new sales return.

. “Print selected record(s)’ allows you to print multiple statements.
Statements are printed in PDF formats where you can send via email or
send to your printer.

. Click “Delete selected record(s)” to delete a selected record.
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6.8.2 Creating or Editing Sales Returns

3
@Treezsoft Online Accounting 2.0 Test COMPANY 1 v TestDemo v  Logout §

Dashboard

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

Sales Return

Customer® i3 Transfer from Invoice
Address B Date® 29/0ct{2024 3 Ref. No.* Auto-generated

Payment Terms v Tags v

. Location® Beko B Salespersan o
Contact » Remarlk:*
Currency =
Amount is: Tax Exclusive |

Item Code Description Image RefDoc Mo  Quantity WOM | Unit Price Unit Caost Discount | Tax Code | % Tag Amount

Grand Total 0.00

. . . Journal Entry
3 Emrsanea

. Enter your customers’ details in this section. Fields marks with asterisk (*)
are required fields. You can transfer the statement from the sales invoice.

. This section shows you the list of items/services you have delivered/sold to
your customer.
To select the item/service that is being returned, mark a tick next to the
particular item/service.

. Save the record.

. Click New to record new Sales Return

. Click Actions to delete Sales Return

. Click Go to list to navigate back to Sales Return list.

. Click Journal entry to view the accounts involved in the transaction
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6.9 Recurring Transaction
Recurring Transaction is used for managing transactions that occur
on a regular basis with customers.

6.9.1 List of Recurring Transaction Processes

@Treezs oft Online Accounting 2.0 Test COMPANY 1 v TestDemo v  Logout §

Dashboard  New!S"™=®  Company  Customer Supplier Banking Stock  General Ledger  Tax

List of Recurring Transaction Processes

Document Type: ALL w | Customer: al| v .

1 Template Name Document Type = Frequency Customer Start Date End Date Last Run Next Run  Active  Created on
D Test Sales Invoice Daily 00001 2022-12-06 2023-01-15  2023-01-16 Yes  2022-04-12
|:| Lee Zhen Ling Sales Invoice Daily o001 2022-12-06 2023-01-15  2023-01-16 Yes 2017-05-15
|:| Ong_Siew Mei Sales Invoice Daily BO0O1 2022-12-06 2023-01-15  2023-01-16 Yes 2017-01-26
[F] | Huang_Sheau Shuang Sales Invoice Daily 00001 2022-12-06 2023-01-15  2023-01-16 Yes  2016-10-27
|:| Lim Yun Yuan Sales Invoice Draily ADDDL 2022-12-06 2023-01-15  2023-01-16 Yes 2016-05-04

Page 1 of 1 = . . Displaying 1 - 5 of 5
i Dt Tt | rm——

. Enter your criteria and click on the “Retrieve” button to search.
. This section shows a list of recurring transactions.

. Click on Review Drafted Transaction(s) to open drafted transactions
to review or make edits before they are finalized.

. Click on New Recurring Process if you want to create a new recurring
transaction template

. Tick on the recurring transaction in the list and Click on Delete
selected record(s) to delete selected recurring transactions.
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6.9.2 Creating or Editing a Recurring sales invoices

@Treezsoﬁ Online Accounting 2.0 | Test COMPANY 1 v TestDemo v  Logout §

Dashboard  News™™%  Company Customer Supplier  Banking Stock  General Ledger Tax

Recurring Sales Invoice

Template Name™ Active
Start Date™ 29/0ct/2024 M Frequency™ v End Date =
Next Run 29/0ctf2024 2 Last Run

Enter Invoice By | Stock Item ~7

. Customer® v
Address

() Billing Address (") Delivery Address Payment Terms » Tags »
Location Beko v Salesperson £vs
PO No. Remark
Contact w
Item which contain serial number is not available for recurring. [”| Discount by % Amount is: Tax Exclusive | ¥
Item Code™ Description Quantity UoM Unit Price Discount Tax Code % Amount™
0.00 0.00 X

Subtotal 0.00
Grand Total 0.00

== R

. Enter sales invoices details in this section. Fields marks with asterisk (*)
are required fields. Select the desired Frequency to set how often the
sales invoice will be sent.

. This section shows you a list of items/services required by customer.
Tick Discount by % if you want to apply a discount in percentage form
to an item.

Add lines to add additional services or items.

Save the records.

Click New to record new recurring sales invoice.

. Click Delete to delete the recurring sales invoice
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Click Params if you want to check a list of parameters could be used in
remark and the param will be replaced by the corresponding actual
value based on the invoice date while generating invoice.

Params

You miay copy any params from here to "Remark”™ or "Description” field.

When system generating the invoice, these params will be replaced with actual value based on invaice date.

When invoice date is 16/Jan/ 2023, the param [current_maonth] would be replaced as "Jan"

Param Sample Param Sample
[beday] 1&/Jan/2023 [start_of _this_week] 04 Nov/2024
[current_day_of_month] 16 [end_of_thiz_week] 10/ Mow2024
[current_month] Jan [start_of this_month] 01Jan/2023
[current_y=ar] 2023 [end_of_this_month] 31Janf2023
[next_day] 17/1anf2023 | |[start_of this_year] 01/Jan/2023
[next_month] 16/Faby2023 [end_of_this_year] 21/Dec/2023
[reenct_year] 16/Jan/2024
[previous_day] 15/Janf2023
[previous_month] 16/Dec2022
[previous_year] 16/Jan/2022
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6.10 Customer Refund and Credit

6.10.1 Debit Notes

Debit Note will be created when a customer is requesting credit to adjust or
rectify your errors made in the sales invoice which already sent to the
customer.

6.10.1.1 List of Debit Notes

e (
@Treezsoft Online Accounting 2.0 |t Test COMPANY 1 v TestDemo v  Logout

Dashboard  New!*™™!%  Company Customer Supplier Banking Stock General Ledger Tax
List of Debit Notes

. Customer | ALL v | Doc. Date | Today v | From® |29/0ctj2024 |[8 To* 29/0ctj2024 |[8  Doc. No.
Sort By ¥ | [[] in descending order Status | ALL ¥
A Date Debit Note No. Customer Code ‘Customer Currency Amount Payment Terms Due Date Status

E
o
g
g
E’
i
:
i

@ Enter your criteria and click on the “Retrieve” button to search.
‘ This section shows a list of debit notes retrieved based on the criteria.
’ Click “New Debit Note” to record a new debit note.

“Print selected record(s)’ allows you to print multiple statements.
Statements are printed in PDF formats where you can send via email or
send to your printer.

. Click “Delete selected record(s)” to delete a selected record.
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6.10.1.2 Creating or Editing a Debit Note

Test COMPANY 1 ¥ TestDemo v  Logout ¢

@Treezsoft Online Accounting 2.0

New{snnrlculp

Customer  Supplier Banking Stock  General Ledger Tax

Dashboard Company

Debit Note
Customer® ¥ Date® 29/0ct{2024 [3|  DebitNote No* | Auto-genersted
Address v Payment Terms 25 Tags 25
Salespersan ¥
. Remark*
Contact o
crmer v o)
Amount is: | Tax Exclusive |
Account Code® Description™ No Quantity UoM Unit Price = Discount Tax Code % Tag Amount®
[+ | 0.00 0.00 X
= = <
Grand Total 0.00

. Journal Enkry
)i oo ) [ s | cowi [

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

. Select and enter the related account and details into this section.

@ save the record.

. Click New to create another debit note.

. Click Actions to delete or void debit notes.

. Click Show Related Doc to view any document related to the debit note.
. Click Go to list to navigate back to debit note list.

. Click Journal entry to view the accounts involved in the transaction.
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6.10.2 Credit Notes

Credit Note will be issued when you are to issue credits to your customer
when the customer has returned products to you due to faulty or stocks
returned.

6.10.2.1 List of Credit Notes

Test COMPANY 1 ¥ TestDemo v Logout !

@Treezsoft Online Accounting 2.0

Dashboard  New!srul
List of Credit Notes

Stock General Ledger Tax

Supplier  Banking

Customer

Company

Customer | ALL v | Doc. Date  Today v | From®  29/0ct/2024 |[8 To* 29/0ctj2024 (8 Doc. No.
. Sort By ¥ | [] in descending order Status | ALL v
F Date Credit Note Mo, Customer Code Customer Currency Amount Amount Applied Status

Page 0  of0 & . . . Mo data to display
[imr e e T S

@ Enter your criteria and click on the “Retrieve” button to search.

. Click “New Credit Note” to record a new credit note.

. “Print selected record(s)’ allows you to print multiple statements.
Statements are printed in PDF formats where you can send via email or
send to your printer.

. Click “Delete selected record(s)” to delete a selected record.

. To import existing customer credit notes, Click Import Credit Note
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6.10.2.2 Creating or Editing Credit Note

Credit Note will be issued when you are to issue credits to your customer
when the customer has returned products to you due to faulty or stocks
returned.

Test COMPANY 1 ¥ TestDemo v  Logout 4

@Treezsoft Online Accounting 2.0
New{snnrlculp

Banking Stock  General Ledger Tax

Customer  Supplier

Dashboard Company

Credit Note
Customer® hd Date™ 25/0ct{2024 3 Credit Note No.* | Auto-generated
Address v Ref. No. Tags 25
. Salesperson ¥
Remark™®
Contact o
creer : (]
Select account for debit and fill in informative description in "Details” column, D Auto populate amount from selected invoice
Account™ Dretails Tax Code % Tag Amount Excl. Tax* | Tax Amount Amount*®
0.00 0.00 0.00 0.00 X
= —
Grand Total 0.00
Apply Invoice (Tick the bax next to the cutstanding invoice to apply credit note.) [7] Cash Sales Only
Invoice No. = Date Due Date Currency Rate Invoice Amount Cutstanding Armount®
Total applied amount 0.00
Total applied cash sales amount 0.00
Total refunded amount 0.00
. . Journal Entry
=== R e = rru @

. Enter your customers’ details in this section. Fields marks with asterisk (*)
are required fields. If the credit note is issued under a different currency,
you can get the latest rates from Google finance, by clicking the Get rate
button.

@ Sclect and enter the related account and details into this section. Enter the
amount accurately. The amount shall match the amount you want to credit

to your customer.
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Tick Auto populate amount from selected invoice if you want amounts
from the sales invoice you choose in Apply Invoice section to be
populated in this section.

. This section shows the invoice(s) related to the selected customer. Mark a
tick next to the invoice to allocate the credit. If you have more than one
affected invoice, you can allocate the credits by entering manually.

Tick the cash sales only to show cash sales transactions. After ticking this

box, a “Rounding Adjustment” column will appear in “Select account for
debit” section that allow for small adjustments.

@ save the record.

. Click New to create a new credit note.

. Click Actions to delete or void credit notes.

@ Click Go to list to navigate back to credit note list.

. Click Journal Entry to view the accounts involved in the transaction
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6.10.3 Refunds

6.10.3.1 List of Refund

3
@Treezsoﬁ Online Accounting 2.0 Test COMPANY 1 v  TestDemo v Logout

Dashboard  New!S"t
List of Refunds

Stock General Ledger Tax

Banking

Customer  Supplier

Company

Customer | ALL ¥ | Doc. Date |Today ¥ | From® | 29/0ct(2024 (3 w* 29/0ct/2024 03 Doc. No.
Sort By ¥ | [[] in descending order || Bounce Cheque
& Date Payment No. | Customer Code Customer Payment Method | Cheque No. Pay From Currency |  Amount Amount Applied

T
i
=N
=
L]

[ . Mo data to display
e i ort) | s it mor

. Enter your criteria and click on the “Retrieve” button to search.

@ Click ‘New Refund” to record a new refund.

“Print selected record(s)” allows you to print multiple statements.
Statements are printed in PDF formats where you can send via email or

send to your printer.

. Click “Delete selected record(s)” to delete a selected record.
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6.10.3.2 Creating or Editing a Refund

; ¥
@Treezsoft Online Accounting 2.0 i Test COMPANY 1 v  TestDemo v Logout 9

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

Refund

Type Invoice Receipt ¥
Date™ f 3 * | Auto-ge =
Customer® v 25/0ct/2024 Payment No. uto-generated
’ e i ~ v
. Pay From* = Payment Method® | Credit card Tags
v

Amount= Cheque No. Salesperson
Currency™ 2 - [ Bounced Cheque e
Tick the box next to the payments/credit notes to apply refund.

Date « Document Mo. Currency Rate Document Amount| Unapplied Amount Amount®

Total applied amount 0.00

.Enter your customers’ details in this section. Fields marks with asterisk (*)
are required fields. There are 2 types of refund you can create invoice
refund and deposit refund. If the credit note is issued under a different
currency, you can get the latest rates from Google finance, by clicking the
Get rate button.

. Mark a tick next to the payment received statement or credit note to apply
the refund.

@ save the record.

. Click New to create new refund.

@ Click Delete to delete refund.

. Click Print / Email to send refund to email or printer in PDF format.
. Click Go to list to navigate back to refund list.

. Click Journal Entry to view the accounts involved in the transaction.
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6.11 5.11. Manage (Customer & Contacts)

6.11.1 Customer

“Customers” option allows you to manage your customers; you can add
customers on the fly in most transaction screens.

There are 2 screens in the option:
6.11.1.1 List of Customers
(@Treezsoft online Accounting 2.0 "

New{snnrlcul)

List of Customers

Test COMPANY 1 ¥ TesiDemo v Logout 4

BELLLETG] Company Customer Supplier Banking Stock General Ledger Tax

. Type w | | Enter keyword to search
[ GST-Registered Only GST Verification Status ¥
B Code Mame Phone No. (1) Email City State Country Stahus
[ | oooo1 Lam Su Yan 012-%989 00 liswsc@ams.com.mylie...  Ayer Keroh Selangor Malaysia Active
[F] | ooooz 2irEnglish Customer Active
I: 20210118 20210118 123123123 aa3 Active
[ | Apooi Ong Toon Hui leongkl@ams.com.my Active
[F] | Apooz #ean leonghkl @treezsoft.com Active
[ | Apoos Alvis leongkl@ams.com.my Active
I: e BT Active
[ | Booo1 Black Mocre leongkl @treezsoft.com Active
[ | cooo1 Ms Tan Chai Mai 016-4567891 liswsc@ams.com.my Serdang Selangor Vietnam Active
|— Co001A Customer 3 11111 1@1.com Klang SELAMGOR Malaysia Active
. DARLIL EHSAN
[F] | coooz Cash Sales Customer Active
[F] | coooza Customer 4 44444 liewsc@ams.commylie.. ity 2 state 2 Malaysia Active
[ | coooz Kenneth Kong liswsc@treszsoft.com Active
[ | cooozA Customer 5 44444 2@2.com dty 2 state 2 Mzlaysia Active
[T | cooo4A Chan Yong Min chanymi@ams.com.my Active

Page [1 |of3 | b M | @ . . Displaying 1 - 15 of 35
5 - (Template)
Print to PDF Print to Excel Import Customers New Customer Delete selected record(s)

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

. Click New Customer to create new customer and his details.
' Click Delete selected record(s) to delete a selected record.

Click Print to PDF or Print to Excel to print the customer list in PDF or
Excel format.

. You can Import Customers, based on a formatted file provided by
TreezSofft.
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. iy ’ .
6.11.1.2 Creating or Editing a customer’s details
'y i
@TFEEZS oft oOnline Accounting 2.0 |4 Test COMPANY 1 v  TestDemo v  Logout
Dashboard  New!™™™%  Company Customer Supplier Banking Stock  General Ledger Tax
Customer
MName™® Registration Mo
o Dot Peprant T Dot o e v
. Default Currency™ MYR. v Credit Limit 30,000.00
Description [7] Set to inactive
Customer Type ¥ Price Level v [7] Suspended due to
Salespersan -~ (supercede selup at Customer Type)
GST Information
. GST Registration Mo Commence Date | Cease Date |
Status b Verification Status Mew Last Verified Date -
Account Information
. Control Account® 3000/000 W
Contact Details Billing Address Delivery Address
Contack Name:
(@) St as default () Set as default
Phone No. (1): Address: —
Phone No. (2):
. Fax No.: "
Ciy: City:
Email:
State: State:
Wiebsite: Post Coda: Post Code:
Email CC:
Coumnbry: » Country: -
Additional Contacts and Addresses
Contact Person
MName Phone No. {1} Email Job Title
]

Enter your customers’ 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 GST registration details for a
customer.
Click verify GST to validate the entered GST Registration No. with the official GST
records. If the registration number is still valid, verification status will be updated to
verified

Account information is very important. Make sure you have selected a control
account correctly. Make sure your customer’s control account is always 3000/000
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(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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6.11.2 Contacts

Contacts represent your business contacts, these are used in sales invoices, and
other transactions.

6.11.2.1 List of Contacts

List of Contacts

. Enter keyword to search

7 Name Phone No. (1) Phone No. (2) Job Title Email Fax No. Status

@

Page |1 of 1

' Enter a keyword to Search for a particular contact. Or click on the hyperlinked
name to view details.

Displaying 1- 1of 1

. Click New Contact to create a contact.
. Click Delete selected record(s) to delete a selected record.

. Click Print Listing to print the contact list.
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6.11.2.2 Creating or Editing a Contact
@TFEEZSOﬁZ Online Accounting 2.0 e
Newytshorcat)

Test COMPANY 1 v TestDemo v Logout !

Dashboard Stock Tax

Contact

Company Customer Supplier Banking General Ledger

Title Name™*

. Job Title
[Drescription

Contact Details Address Details
Phone No. (1} Address
. Phone No. (2)
[Fax No. City
Email State
Post Code
. Country ~
o o0 ©o
EEE = =1

. Enter a contact’'s name and position. You can also jot down a remark or description.
. Contact and address details can be entered in this section.

. Save the record.

. Click New to create another contact.

@ Click Delete to delete contact.

. Click Go to list to navigate back to contact list.

Note: Contacts can be assigned to either your customer or supplier.
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6.11.3 Customer Type

Customer type allows you to manage your customers into different categories
or groups. It is optional.
Customer Type

Code = Description
Code® Foreign
Foreign Foreign customer lists X

ipti Foreign customer lists
Local Local customer lists % [EE—an g

o This is the list of customer types. Fields with asterisk must be filled in.

Click New Customer Type if you need to more than one group. Save to
save your record.
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6.12 Customer reports

TreezSoft offers some reports, you may use these reports to get a standing on
how much the customers owe you and for how long and how much business
they have done with you.

6.12.1 Customer Ageing Summary

This report provides you with a summary of your debtors, broken down by
specific periods.

You can print this report in PDF or to Excel. Which you can then re-format,
enhance the layout of the report in Excel or equivalent program that accepts
XLS format.

6.12.2 Customer Ledger

This reports the transactions that had been recorded for a specific customer in
TreezSoft Accounting.

All figures reported are in Base Currency.

6.12.3 Customer Statement

You can print your customer statement through this option. All transactions are
shown in the currency which they were recorded in.

6.12.4 Customer Invoice Due
This report provides you with a list of customers’ invoices/bills that is due
for payment.

You can print this report in PDF or to Excel.

6.12.5 Customer Invoice Due (Instalment)
This report shows which customer invoices/bills that are due for instalment payment.

All figures reported are in Base Currency.

6.12.6 Customer Invoice Listing With Detail
This report shows the list of customer invoices with detail.

Final summary of customer invoice list is provided with all figures are reported in
base currency.
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6.12.7 Sales Report by Customer

You can print your sales report on each particular customer in this option. All
purchases by the customer will be shown in the statement. All figures are
recorded in Base Currency.

6.12.8 Sales Report by ltem

You can print your sales report based on types of items in this option. All
purchases on this item will be shown in the statement. All figures are recorded
in Base Currency.

6.12.9 Sales Report by Salesperson

You can print your sales report based on selected salesperson in this option. All
customer sales belong to the salesperson(s) will be shown in the statement. All
figures are recorded in Base Currency.

6.12.10 Monthly Collection By Salesperson
This report provides a monthly breakdown of sales and collection amounts made by
the selected salesperson, covering a period of up to 12 months.

6.12.11 Tiered Commission Report

This report provides a tiered commission breakdown for each salesperson, presented
as a list grouped by upperline or in a network diagram format. All figures are recorded
in the base currency.
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7 Supplier Module
7.1 Cash Purchase (C.P)

7.1.1 List of Cash Purchases

Test COMPANY 1 v TestDemo v Logout 9

@Treezs oft oOnline Accounting 2.0

Dashboard  New'™*#)  Company Customer Supplier Banking Stock General Ledger Tax

List of Cash Purchases

. Supplier  ALL ¥ | Doc. Date  Today ¥ From* | 30/Octf2024 3 1o+ 30/0ctf2024 | Doc. No.
Sort By ~ | []in descending order ~ Payment No.
F Date Ext No. Payment No. Supplier Code Supplier Payment Method =~ Cheque No. Pay From Currency Amount
Page 0 of 0 rg‘ . No data to display
m U—(;::'nlﬁ—:fl New Cash Purchase Print selected record(s) Delete selected record(s)

. Enter your criteria and click on the “Retrieve” button to search.
. Click “New Cash Purchase” to record a cash purchase.

“Print selected record(s)” allows you to print multiple statements. Statements
are printed in PDF formats where you can send via email or send to your printer.

. Click Delete selected record(s)’ to delete a selected record.

. Click Import to import existing list of cash purchases.
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7.1.2 Creating or Editing a Cash Purchase

%
@Treezsoft Online Accounting 2.0 Test COMPANY 1 v TestDemo v  Logout Y

N ew,{srmrlt:l.llj
Cash Purchase

Dashboard Company Customer Supplier Banking Stock General Ledger Tax

Enter Purchase By | Stock Ihem W

Supplier® B Transfer Document From B
Address Date® 29/0ck/2024 03 Payment No# | CDO0G4
. Payment Method* | Credit card w Tags w
Chequa No. Cost Center s
Ext Ref Mo.* Location Beka b Salesperson S
Pay From™ v [] simglified Tax Invoice Apply Margin Scheme  Remark
comer -
. Enter Barcode ["] Discount by % Amaunt is: | Tax Exdusive | v
Item Code™ Descripkion Quantity uomM Unit Price Discount | Tax Code % Tag Amount® Cost Center
1 0.00 0.00 FTaRiliod *
= = =
Grand Total 0,00

Journal Entry

Mote: To Print Cheque, use the Adobe Reader to preview and print (set the paper size to 30 mm = 180 mm (width = height]) .
e [ [ copytonen | B TR

. Enter your supplier’s details in this section. Fields marks with asterisk (*) are
required fields. You can transfer the statement from either P.O/G.R.N If your
statement is issued under a different currency, you can get the latest rates from
Google finance, by clicking the Get rate button.

. Enter Barcode by key in the barcode manually or scan the barcode physically

and it will appear in this field. Tick the discount with % if you want the discount to
be applied in percentage form.

' You can add the items/services you have purchased here. Add line to add
additional items/services. Use the Red cross to remove an unwanted
item/service.

@ save the record.
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. Click New to create new Cash Purchase
. Click Actions to delete the cash purchase or deter GST to a later date.
. Click Go to list to navigate back to cash purchase list.

. Click Journal Entry to view accounts involved in transaction.

7.2 Purchase Order (P.O)

7.2.1 List of Purchase Orders

i (
@Treezsoﬁ Online Accounting 2.0 g Test COMPANY 1 v TestDemo v Logout §

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

List of Purchase Orders

Supplier | ALL v | Doc.Date |Today v | From*® 29/0ct/2024 |[@ To* 285/Oct/2024 [ 9 Doc. No.
Sort By ¥ | [[] in descending order Status | ALL ¥ m
F Cate Order No. Supglier Code Supplier Currency Amount Payment Terms Status

Page 0  ofO ] . . . No data to display

Print listing Print selected record(s) Delete selected record(s)

. Enter your criteria and click on the “Retrieve” button to search.
@ Click “New Purchase Order’ to record a purchase order.

“Print selected record(s)’ allows you to print multiple orders. Orders are
printed in PDF formats where you can send via email or send to your printer.

. Click Delete selected record(s)’ to delete a selected record.
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7.2.2 Creating or Editing a Purchase Order

i
@Treezsoﬁ Online Accounting 2.0 Test COMPANY 1 v  TestDemo v  Logout

Neyy!sortcut)

Purchase Order

Dashboard Company Customer Supplier Banking Stock General Ledger Tax

Suppliar* b
Address Date*® 29/0ct{2024 | Order No.* | POOD33
Payment Terms 25 Tags 25
. Location Beko hd Salesparson >
Contact B Ship To B Remark
Currency™ b - Ship To Address
Supplier Ref
Delivery Term g Ship To Contact b
. Enter Barcode Click on the butten next bo the price bo view Item Info. || Discount by % Amount is: | Tax Bxcusive | ¥
Item Code™ Description Quantity oM Unit Price Discount Tax Code % Tag Armeount™
1 5 0.00 0,00 X
= st e
Grand Tokal 0.00

. Enter your supplier’s details in this section. Fields marks with asterisk (*) are
required fields. If your statement is issued under a different currency, you can get
the latest rates from Google finance, by clicking the Get rate button.

. Enter Barcode by key in the barcode manually or scan the barcode physically
and it will appear in this field. Tick the discount by % if you want discount to be
applied in percentage form.

‘ You can add the items/services you had ordered here. Add line to add additional
items/services. Use the Red cross to remove an unwanted item/service.

. Save the record.
. Click New to create new Purchase Order.
@ Click Delete or Cancel purchase order.

. Click Print to print purchase order in PDF format or Show Transferred Doc to
show any document generated by transferring this purchase order.
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. Click Go to list to navigate back to purchase order list.

7.3 Goods Received Notes

7.3.1 List of Goods Received Notes

Test COMPANY 1 ¥ TesiDemo ¥ Logout !

@Treezsoft Online Accounting 2.0
New{sm:rlculj

List of Goods Received Notes

Customer Supplier Banking Stock General Ledger Tax

Dashboard Company

Supplier | ALL v | Doc.Date |Today v | From* |29/0ctf2024 |8 To* |29/0ctf2024 [  Doc.No.
. Sort By ¥ | [7] in descending order Status | ALL b
F Date Ref. No. Supplier Code Suppliar Currency Amount Payrent Terms Status

Page 0  of0 & . . Mo data to display
’ New Goods Received Note Delete selected record(s)

. Enter your criteria and click on the “Retrieve” button to search.

. Click “New Goods Received Note” to record goods received note.

. “Print listing” allows you to print multiple goods received notes. Goods received
notes are printed in PDF formats where you can send via email or send to your

printer.

. Click Delete selected record(s)” to delete a selected record.
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7.3.2 Creating or Editing Goods Received Notes

@TFEEZSD]‘I Online Accounting 2.0 Test COMPANY 1 v TestDemo v  Logout

Dashboard  New!S"rioat

Company Customer Supplier Banking Stock General Ledger Tax

Goods Received Note

Supplier* > Transfer From Purchase Order
I Address Date™ 29/ 0ct/2024 3 Ref. No.*® Auto-generated
Payment Terms RS Tags RS
Location® Beko i Salesparson g
DO Now
Remark
s : e
Enter Barcode [”] Discount by % Amount is: Tax Exclusive | ¥
Item Code™® Description Quantity oM Unit Price Discount: Tax Code T Amount™®
0.00 X
= — -
Grand Total 0.00

. Enter your supplier’s details in this section. Fields marks with asterisk (*) are
required fields. You can transfer the statement from P.O. if your statement is
issued under a different currency, you can get the latest rates from Google
finance, by clicking the Get rate button.

. Enter Barcode by key in the barcode manually or scan the barcode physically
and it will appear in this field. Tick the discount by % if you want the discount to
be applied in percentage form.

. You can add the items/services you have received here. Add line to add
additional items/services. Use the Red cross to remove an unwanted
item/service.

@ save the record.

. Click New to record new Good Received Note.

. Click Delete to delete Good Received Note.
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. Click Print to print Good Received Note in PDF format or Show Transferred Doc
to show any document generated by transferring this good receive note.

. Click Go to list to navigate back to Good Received Note list.

7.4 Enter Supplier Invoice

In any business, there will be transaction between you and your vendors
(suppliers). You can record your supplier bills with Supplier Invoices option.

7.4.1 List of Supplier Invoices

@Treezsoft Online Accounting 2.0 i Test COMPANY 1 v TestDemo v  Logout Y

Dashboard  New!s"™®#%  Company Customer Supplier Banking Stock General Ledger Tax

List of Supplier Invoices

Supplier | ALL v Doc.Date  Today v | From* | 29/0ctj2024 |8 To* 2s/Oct/2024 [  Status | ALL v
Sort By ~ | [7] in descending order  [~| Self-billed Only [~| Reverse Charge Only  Doc. No. Ref. No.

Chegua No. [7] show cheque nos || show no. of attachment

[7] Invoice Date = Supplier Invoica No. Raf. No. Supplier Code Suppliar Currency Amount Due Date Stabus

4

Page |0 | ofD - . . . No data to display

Print listing Mew Supplier Invoice Print selected record(s) Delete selected record(s)

@ Enter your criteria and click on the “Retrieve” button to search. Tick the show
no. of attachment if you want to show number of attachments for each sale
invoice.

. Click “New Supplier Invoice” to record a supplier invoice.

“Print selected record(s)” allows you to print multiple invoices. Invoices are
printed in PDF formats where you can send via email or send to your printer.

. Click Delete selected record(s)’ to delete a selected record.
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7.4.2 Creating or Editing Supplier Invoice

Q@TFEEZSO& Online Accounting 2.0

Test COMPANY 1 v+ TestDemo v Logout ¢

N ew,{srmrlt:l.llj

Supplier Invoice

BELLLED] Company Customer Supplier Banking Stock General Ledger Tax

Enter Invoice By | Stock lkem | ¥
. Supplisr* s Transfer Document From s
Address Invoice Dats® 25/0ctf2024 B Ref. No.* WID124
Payment Terms s Tags s
Invoice Due Date™ | 29/0ct/2024 3 Cost Center 2e
Invoice No.* Location E=ko » Salesperson R4
Currency™ bt - Self-billed Irvoica Remark

|| Reverse Charge
Apply Margin Scheme

. Enter Barcode [ Discount by % Amount i | Tax Exclusive |V
Item Code™ Description Quiantity LIOM Unit Price Discount | TaxCode | % Tag Amount® Cost Center
1 0,00 LUUN Cost Center Ko
= S
Grand Total 0,00
I Journal Entry
E=D W =TTy [ e | = [ eww [

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

required fields.

You can enter the invoice by Stock Item or by Account.

You can transfer the statement from either P.O/G.R.N.

If your statement is issued under a different currency, you can get the latest rates
from Google finance, by clicking the Get rate button.

Enter Barcode by key in the barcode manually or scan the barcode physically
and it will appear in this field. Tick the discount by % if you want discount to be
applied in percentage form.

You can add the items/services you have received here. Add line to add
additional items/services. Use the Red cross to remove an unwanted
item/service.

Click Save to apply changes.

Click New to create new Supplier Invoice.
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Click Actions to delete or attach other files.

Click Print to print Supplier Invoice or Show Related Doc to show any
document related to this supplier invoice.

Click Go to list to navigate back to Supplier Invoice list.

Click Journal Entry to view accounts involved in transaction.
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7.5 Make Payments
To pay your vendor bills, you will first come to this screen. This screen will show
you the whole records of your payments made.

7.5.1 List of Payments Made

(d
@Treezsoﬁ Online Accounting 2.0 Test COMPANY 1 v TestDemo v  Logout

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

List of Payments Made

Supplier | ALL v Date | Today ¥ From® 23/0ctf2024 |[% To* 29/0ct/2024 % Doc. No.
. Status b
Sort By ¥ []in descending order  [7] Reverse Charge Only  [7| With Outstanding [] Bounce Cheque m
1 Data Payment No. Supplier Code Suppliar Payment Mathod Chaque Mo. Pay From Currency | Amount Amount Applied

Page 0  of0 e . . . Mo data to display
S — T

. Enter your criteria and click on the “Retrieve” button to search.
. Click “Make New Payment” to make a new payment to supplier.

. “Print selected record(s)’ allows you to print multiple statements. Statements
are printed in PDF formats where you can send via email or send to your printer.

. Click Delete selected record(s)’ to delete a selected record.
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7.5.2 Creating or Editing a Payment

(
@Treezsoft Online Accounting 2.0 Test COMPANY 1 v  TestDemo v  Logout ¥

Neyy!snortcat)

Make Payment

Dashboard Company Customer Supplier Banking Stock General Ledger Tax

Salect a supplier to retrieve outstanding imvoices

Supplier* v Date*® 25/0ct/2024 (8|  Payment No* | Auto-generated
. Pay Fron® » Payment Method® | Credit card v Tags v

Amount™ Chaqua No. Salespersan G

Currency® 25 - [ Bourced Cheque Remark

Tick the box next to the outstanding invaice to apply payment made.

Invoice No. Due Dats Ref. No. Currency Rate Invoice Amount Outstanding Amount®

Reverse Charge Total applied amount 0.00
Total refunded amount 000
Total outstanding amount 0,00

Note: To Print Cheque, use the Adobe Reader 'iew and prinl.e paper size to 90 mm x 180 mm (width x height)) Journal Entr',:.
@ - [ront o] i o < st e | & é Goto it

. Enter your supplier’s details in this section. Fields marks with asterisk (*) are
required fields. You can transfer the statement from P.O. if your statement is
issued under a different currency, you can get the latest rates from Google
finance, by clicking the Get rate button.

‘ This section will list all bills that are not paid yet. You can either pay partially or
completely for a bill. To pay bill, enter the amount in the amount* column. Mark
a tick in the box next to the bill you want to pay.
If you have any credit from a previous payment made, you can click on the
Assign credit hyperlink to assign any unapplied credits.

Save the record.

Click New to make new payment to supplier.

Click Actions to delete, void the payment or defer GST to a later date.

Click Print Cheque to print cheque in PDF format in selected bank to make
payment.
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@ Click Show Refund Doc to show refund documents related to this payment
made.

@ Click Go to list to navigate back to Make Payment list.

. Click Journal Entry to view accounts involved in transaction.
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7.6 Purchase Returns
You might have to return your goods purchased from your supplier when you
realized of the goods are not in good condition.

7.6.1 List of Purchase Returns

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

Dashboard  New!ru
List of Purchase Returns

Tax

Stock General Ledger

Customer  Supplier

Company

Supplier | ALL v Doc. Date  Today v | Fom® |29/0ctf2024  |[3 Tot 29/0ct/2024 |9  Doc. No.
.Snrth ¥ | [] in descending order

F Date Ref. No. Supplier Code Supplier Currency Amount

@

Page O of 0 . . Mo data to display
@ s

. Enter your criteria and click on the “Retrieve” button to search.
. Click “New Purchase Return” to record a purchase return.

' “Print Listing” allow you to print the list of purchase returns. Statements are
printed in PDF formats where you can send via email or send to your printer.

. Click Delete selected record(s)’ to delete a selected record.
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7.6.2 Cre

ating or Editing a Purchase Return

@Treezsoﬁ Online Accounting 2.0 i Test COMPANY 1 v TestDemo v  Logout Y

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

Purchase Return

Supplier® B Transfer From Invoice
Address Dizte® 290k 2024 3 Raf. No.* Auto-generated

Payment Terms » Tags »

Location™ Beko ¥ Salesparson 2
Currency ot

Remark™®
Amount is: Tax Exclusive ¥

Item Code Description Ref Doc Mo | Quantiby™® UOM | Unit Price Discount Tax Code % Tag Amount

Grand Total 0.00

Journal Entry

= =] [ e | e | e [

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

Add the items/services you want to return to your supplier. Add line to add
additional items/services. Use the Red cross to remove an unwanted
item/service.

Save the record.

Click New to record new Purchase Return.

Click Actions to delete purchase return or defer GST to a later date.

Click Print to print purchase return in PDF format.

Click Go to list to navigate back to Purchase Return list.

Click Journal Entry to view accounts involved in transaction.

Page 107 of 171



@Treezs oft

7.7 Refund and Credit

7.7.1 Supplier Debit Note
Suppler Debit Note is to be created when you realize your suppliers’ errors in
the Supplier Invoice.

7.7.1.1 List of Supplier Debit Notes

s 7
@Treezsoﬁ Online Accounting 2.0 i Test COMPANY 1 v  TestDemo v  Logout

Dashboard  New!™™™%  Company Customer Supplier Banking Stock General Ledger Tax
List of Supplier Debit Notes

Supplier | ALL ¥ | Doc.Date | Today ¥ | From* |25/0ct{2024 8 To* | 29/0ct/2024 4| Doc. No.
. EriilE] ¥ [7] in descending order Status | ALL v m

Fl Data Debit Nota No. Ref. No. Supplier Coda Supplier Currency Amount Due Date Status

@

.Page 0 ofD

[~ . o data to display
o o e b e

. Enter your criteria and click on the “Retrieve” button to search.

. “Print Listing” allow you to print the list of suppliers’ debit notes. Suppler debit
notes are printed in PDF formats where you can send via email or send to your
printer.

' Click “New Supplier Debit Note” to record a supplier debit note.
. Click Print selected record(s) to print multiple supplier debit notes selected.

Suppler debit notes are printed in PDF formats where you can send via email or
send to your printer.



@Treezs oft

. Click Delete selected record(s)’ to delete a selected record.

7.7.1.2 Creating a Suppler Debit Note

Test COMPANY 1 ¥ TestDemo ¥ Logout 4

@Treezsoﬁ online Accounting 2.0

Dashboard  New!smrut
Supplier Debit Note

Company Customer Supplier Banking Stock  General Ledger Tax

Supplier® bt Date® 259/0ct/2024 3 Ref, No.* Auto-generated
Address Payment Terms R Tags R
Due Date*® 29/0ct/2024 A Salespersan v
. Remark™
Debit Mate No.®
Currency™ G -
[”] Discount by % Amount is: | Tax Exclusive | ™
Account Code™ Description™ Quantiby uomM Unit Price Discount Tax Code % Tag Amount®
0.00 0.00 X
®
m Subtotal 0,00
Grand Total 0.00

. . Journal Entry
e arm e

E=L NN T T

. Enter your supplier’s details in this section. Fields marks with asterisk (*) are
required fields. Debit Note number is important and must be entered in order to
keep track of your record(s) accurately.

. Select and enter the related account and details into this section. Enter the
amount accurately. The amount shall match the amount you need to debit from

your supplier. Tick the Discount by % if you want to apply discount in percentage
form.

@ save the record.
. Click New to record new Supplier Debit Note.

. Click Actions to delete Supplier Debit Note or defer GST to a later date.
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. Click Print to print Supplier Debit Note in PDF format or Show Related Doc to
show related documents to Supplier Debit Note.

. Click Go to list to navigate back to Supplier Debit Note.

. Click Journal Entry to view accounts involved in transaction.

7.7.2 Supplier Credit Notes

Supplier Credit Note is a credit memo from your supplier notifying you that he
has taken note of your debit note and in return issue you a credit memo to
credit your invoice.

7.7.2.1 List of Supplier Credit Notes

s i
@Treezsoﬁ Online Accounting 2.0 | UEIELCaoyd - TEETD - Lot |

Dashboard  New!*™™  Company Customer Supplier Banking Stock General Ledger Tax
List of Supplier Credit Notes

it

Supplier | ALL v | Doc.Date  Today ~ | Fom® | 29/0ct/2024 |[9 To* 29/0ct/2024 |9 Doc. No
Q-
F Date Credit Notz Mo. Ref. No. Supplier Code Supplier Currency Amount Amount Applied

Page 0  of0

()

. . . Mo data to display

o o Spper et et
. Enter your criteria and click on the “Retrieve” button to search.

. Click “New Supplier Credit Note” to record a supplier credit note.

“Print Listing” allow you to print the list of supplier credit notes. Statements are
printed in PDF formats where you can send via email or send to your printer.
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. Click “Print selected record(s)” to print multiple selected supplier credit notes.

. Click Delete selected record(s)’ to delete a selected record.

7.7.2.2 Creating a Supplier Credit Note

Test COMPANY 1 v TesiDemo v Logout @

@Treezsoft Online Accounting 2.0
Newy! shorteut)

Supplier Credit Note

Dashboard Company Customer Supplier Banking Stock General Ledger Tax

Supplisr® B Date™ 29/0ct/2024 3 Ref. No.* Auto-generated
Address Tags s
. Salesperson >
Remark*

Credit Note No.®

Currency™ b -
Select account for credit and fill in informative description in "Details” column. [ Auto populate amount from selected invoice

Account® Details Tax Code U Tag Amount®
0.00 0,00 X

i = =
0.00

Grand Total

Apply Invoice (Tick the box next to the outstanding invoice to apply credit note.)

Invoice No. « Cue Datz Ref. No. Currency Rate Irvoice: Amount Qutstanding Amount®

Total applied amount 0.00

Total refunded amount 0.00

. . . . Journal Enkry
(e | | ] B TN 8

. Enter your supplier’s details in this section. Fields marks with asterisk (*) are required
fields. Credit Note number is important and must be entered in order to keep track of
your record(s) accurately. (Reminder: The statement is issued from your supplier.) If the
credit note is issued under a different currency, you can get the latest rates from Google
finance, by clicking the Get rate button.

. Select and enter the related account and details into this section. Enter the amount
accurately. The amount shall match the amount your supplier credited to you
Tick Auto populate amount from selected invoice if you want amounts
from the sales invoice you choose in Apply Invoice section to be
populated in this section.
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' This section shows the invoice(s) related to the selected supplier. Mark a tick next to the
invoice to allocate the credit. If you have more than one affected invoices, you can
allocated the credits by entering manually.

@ save the record.

@ Click New to record new Supplier Debit Note

@ Click Actions to delete Supplier Debit Note

Click Print to print Supplier Debit Note in PDF format or Show Refund Doc to show
refund documents.

@ Click Go to list to navigate back to Supplier Credit Note list.

. Click Journal Entry to view accounts involved in transaction.
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7.7.3 Supplier Refunds

Supplier Refunds are to be processed when your supplier agrees to return the
payment for overpaid amounts, duplicate payments, or when goods/services are
returned, and the refund is required instead of applying it as a credit to future invoice.

7.7.3.1 List of Supplier Refunds

Test COMPANY 1 ¥ TesiDemo ¥ Logout 4

@Treezsoft Online Accounting 2.0

Dashboard  NewfSmro
List of Supplier Refunds

Stock General Ledger Tax

Customer Supplier

Company

. Supplier  ALL v Doc.Date Today v Fom* 29/0ctf2024 [8 To* 23/0cj2024 [9  Doc. No.
Sort By ¥ [] in descending order [ | Bounce Cheque
| Date Supplier Refund No. Ref, No. Supplier Code Supplier Payment Method =~ Chegue No. Deposit To Currency Amount

&
z
§
o
o
1
-

Page 0 | of0

. New Supplier Refund Print selected record(s) Delete salected record(s)

. Enter your criteria and click on the “Retrieve” button to search.

. Click “New Supplier Refund” to record a supplier refund.

“Print Listing” allow you to print the list of supplier refunds. Statements are
printed in PDF formats where you can send via email or send to your printer.

Click “Print selected record(s) allow you to print multiple supplier refunds.
Statements are printed in PDF formats where you can send via email or send to

your printer.

. Click Delete selected record(s)” to delete a selected record.
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7.7.3.2 Creating a new Supplier Refund
Supplier Refund is recorded when you have received a refund from your

supplier.

Test COMPANY 1 ¥ TesiDemo ¥ Logout d

@Treezsoft Online Accounting 2.0

Dashboard  New!smrt
Supplier Refund

Banking Stock General Ledger Tax

Customer  Supplier

Company

G5T Maode

Select a supplier to retrieve payments/credit notes.

Supgplier* v Date*® 11/Movf2024 3 Ref, No.® Auto-generated

Depasit To* B Payment Method* | Credit card B Tags B
. Refund No.* Chaque No. Salesperson b

Amount* [] Bounced Cheque Remark.

Currency™ o -

Tick the box next to the payments/cradit notes to apply refund.

Date = Document Ma. Currency Rate Document Amount | Unapplied Amount Amount®
[ _
Total applied amount 0.00

. . Journal Entry
(o [ o] BN NN

Enter your supplier’s details in this section. Fields mark with asterisk (*) are
required fields. If the credit note is issued under a different currency, you can get
the latest rates from Google finance, by clicking the Get rate button.

. Mark a tick next to the refund received to apply for the refund.

‘ Save the record. Click New to create new refund statement.

@ To delete the record.

. Click Journal Entry to view accounts involved in transaction.
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7.8 Manage (Suppliers & Contacts)

7.8.1 Suppliers
“Suppliers” option allows you to manage your suppliers; you can add suppliers
on the fly in most transaction screens.

There are 2 screens in the option:

7.8.1.1 List of Suppliers

(d
@Treezsoﬁ Online Accounting 2.0 Test COMPANY 1 v TestDemo v  Logout §

N ew[srlnrlculj

Dashboard Company Customer Supplier Banking Stock General Ledger Tax

List of Suppliers
. Type RS Enter keyword to search.
[”'] G5T-Registered Only GST Verification Status v [ seif-Billed Only
] Code Mame Phone Ne. (1) City Skate Country Status
[ | Eoooy Elack Moare Inactive
[[] | coooi Chong Kiaw Trading Co 06-6851236 Seremban Megari Sembilan Malaysia Active
[[] | coooz Chang Trading Active
[[] | Eooo1 Electrician Active
[ | Eoooz2 Electrician B Active
[F] | Looo1 Lawyer A Active
[ | moooi MayBank Active
[ | moooi normal 1 Active
[[] | Mooo2 Maturalla Active
[[] | ooooi Owerseas Supplier Active
[ | soo001 Suppliarl Active
[ | 0002 Sppz 035567894 Etootr Meaar Malaysia Active
[ | so003 Supglier 3 Active
[ | sono4 Supglier 4 Active
[[] | 10001 best Active

Page 1 | ofz| b H | @ . . ‘ Displaying 1 - 15 of 17
; - = {Template)
Print to PDF Print to Excel Import Suppliers New 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 provided by
TreezSofft.
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7.8.1.2 Creating or Editing a Supplier’s details

f
(@ Treezsoft online Accounting 2.0 Test COMPANY 1 v  TestDemo v  Logout

Neyy!snortcuty

Tax

Customer Stock

Dashboard Company Supplier  Banking General Ledger

Supplier
. Name* Ragictration Na
Print on cheque as Default Payment Term N
Code® Generate Code Credit Limit 30,000.00
Default Currency™ MYR b [] set to inactive
Description Banking Info
Supplier Type ~
GST Information Salf-billed Information
GST Registration No. Salf-billed Invoice
. Commence Date 3 Approval No
Cease Date i) Commence Date q
Status hd Cease Date q
erification Status MNew Status v
e =y
Remind After 12| months
Account Information Contact Details Address Information
Control Account™ | 4000000 ¥ Contact Name Address
Account Code » Phone Mo. (1)
Default account used as the detail when .
' entering bill Phone No. (2) e
Fax MNo. State
Email Post Code
Wahsite Country ho
Email CC
Contact Person
Mame Phane Na. {1} Email Job Title
@® O
[ o | @ B U T

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 GST registration details and self-
billed information for a supplier. Click verify GST to validate the entered GST
Registration No. with the official GST records. If the registration number is still
valid, verification status will be updated to verify.

Tick Self-billed invoice if you want your company to generate invoice for this
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supplier . After filling in the information, Click Assign Doc No. for assigning a
document number to the self-billed invoice.

. 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.

7.8.1.3 Deleting/Inactive a supplier

You can only delete a supplier who does not have any transactions. If a supplier is
no longer in use, mark the “Set to inactive” checkbox to set the supplier to
inactive.

7.8.2 Contacts

Contacts represent your business contacts, these are used in purchase
orders , and other transactions.
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7.8.2.1 List of Contacts

List of Contacts
. Enter keyword to search.. m
) Name Phone No. (1) Phone No. (2) Job Title
Page |1 of 1 =]
=3¢

Email Fax No. Status

. ' Displaying 1- 1of 1
Delete selected record(s)

. Enter a keyword to Search for a particular contact. Or click on the hyperlinked

name to view details.

@ Click New Contact to create a contact.

' Click Delete selected record(s) to delete a selected record.

. Print Listing to print the contact list.
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7.8.2.2 Creating or Edltlng a Contact

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

Dashboard  New!*™™  Company Customer Stock

Supplier  Banking Tax

General Ledger

Contact

Title Name™®

Job Title

. Description

Contact Details: Address Details
Phone No. (1) Address
. Phone No. {2}
Fax No. Ciky
Email State
Post Code

B “& s

. Enter a contact’'s name and position. You can also jot down a remark or description.
. Contact and address details can be entered into this section.

‘ Save the record.

. Click New to create new contact.

. Click Go to list to navigate back to contact list.

Note: Contacts can be assigned to either your customer or supplier.
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7.8.3 Supplier Type

Supplier type allows you to manage your suppliers into different categories or
groups. It is optional.

Supplier Type

Code « Description

Code® Supplier Group A
Supplier Group A Supplier Group A X

inti Supplier Group A
Supplier Group B Supplier Group B X Description i R

o This is the list of supplier types. Fields with asterisk(*) must be filled in.

Click New Supplier Type if you need to more than one group. Save to
save your record.
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7.9.3
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7.9 Supplier Reports

Supplier Invoices Due
This is where you can view all your outstanding payments. You can print the
report by either Excel or PDF format.

Supplier Ageing Summary

In this report you can view and print the summary of your suppliers, broken
down by specific periods. The reports can be printed in either Excel or PDF
format.

Supplier Ledger

This report records all transactions recorded for a specific customer chosen to
be viewed by you in TreezSoft Accounting.

7.9.4 Supplier Statement
This report provides a summary of transactions with each supplier. It shows all
purchases, payments, and any outstanding balances owed to the supplier.

All figures reported are in the base currency.

7.9.5 Supplier Invoice Listing with Detail

This report provides a comprehensive list of supplier invoices, showing detailed
information for each invoice, including item code, item description, UOM, amount,
and other relevant details.

A final summary of supplier invoices by item or account is included, with all figures
reported in the base currency.

7.9.6 Purchase Report by Supplier

You can print your purchase report on each particular supplier in this option. All
purchases of items from a single supplier will be displayed in the statement.

All figures are recorded in Base Currency.

7.9.7 Purchase Report by Iltem

You can print your purchase report on each purchased particular item in this option.

All the purchases on the item will be shown in this statement.

All figures are recorded in Base Currency.
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7.9.8 Purchase Report By Salesperson

You can print your purchase report based on selected salesperson in this option. All
purchase from suppliers that belong to a particular salesperson will be shown in this
statement.

All figures are recorded in Base Currency.
7.9.9 Purchase Order Report By Customer

This report shows a list of purchase orders for items made by customers, with the
purchased items provided by the selected supplier.
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8 Banking Module
Banking module allows you to record cash related activities and Bank Reconciliation.

There is also the “Cash and Bank details” — which shows you your current
balance of a particular bank. This allows you to plan and manage your cash
flow of your business.

8.1 Cash Receipt

8.1.1 List of Cash Receipts

(@Treezsoﬁ Online Accounting 2.0 |e8g Test COMPANY 1 v TestDemo v Logout §

Dashboard  New's*  Company Customer Supplier Banking Stock General Ledger Tax

List of Cash Receipts

Deposit To ALL ¥ | Doc. Date | Today ¥ From*® | 30/Octf2024 A To* 30/0ct/2024 | Doc. Mo.
. Sort By ¥ []in descending order || Bounce Chegue
|} Date Receipt No. Receive From Payment Method  Chegue No. Account Code Deposit Te Currency Amount

Page 0 of 0 = . . . No data to display
) e [Er——

. Enter your criteria and click on the “Retrieve” button to search .
@ Click “New Cash Receipt’ to record cash receipt.

“Print selected record(s)” allows you to print multiple goods received notes.
Goods received by notes are printed in PDF formats where you can send via
email or send to your printer. Print listing to print the full list of cash receipts.

Page 123 of 171



@Treezs oft

. Click Delete selected record(s)’ to delete a selected record.
. To import existing Cash Receipts, click Import.

8.1.2 Creating or Editing Cash Receipt

@Treezsoft Online Accounting 2.0  |geee Test COMPANY 1 v TestDemo v  Logout

Dashboard  New(tw  Company Customer Supplier Banking Stock General Ledger Tax
Cash Receipt

Deposit To*® v Date* 30/0ct/2024 3 Receipt No.* | CRO021
Receive From Payment Method* | Credit card > Remark
Tags b Chegue Mo.
Cost Center v | [] Bounced Cheque
. Account™® Details Tag Amount® Cost Center
Grand Total 030
. . Journal Entry
EEEE R [ e | s | cowm [

. You are to enter the details where you want your money to be deposited to. Fields
mark with asterisk (*) are required fields. If you receive money in a different
currency, you can get the latest rates from Google finance, by clicking the Get
rate button.

‘ Enter the relevant account in this section. If it is more than one, add additional
account(s) by clicking Add line. Use the Red cross to remove an unwanted
account(s).

@ save the record.

@ Click New to record new cash receipt.

. Click Delete to delete cash receipt or Print/Email to print cash receipt in PDF
format or email it.

@ Click Go to list to navigate back to Cash Receipt list.

@ Click Journal Entry to view account involved in transaction.
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8.2 Cash Payments (C.P)

8.2.1 List of Cash Payments

Test COMPANY 1 v TestDemo v Logout 9

@Treezs oft Online Accounting 2.0

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

List of Cash Payments

. Pay From ALL ¥  Doc. Date Today ¥ | From*® 30/0ctj2024 [ To* 30jOctj2024 [ Doc. No.
Sort By ™ | [] in descending order || Bounce Cheque [ show no. of attachment
= Date Payment No. Pay To Payment Method =~ Cheque No. Account Code Pay From Currency Amount

Page 0 of 0 e‘ . . . . No data to display
lat
or==3 =

‘ Enter your criteria and click on the “Retrieve” button to search.

. Click “New Cash Payment” to record cash payment.

. “Print selected record(s)’ allows you to print multiple goods received notes.
Goods received notes are printed in PDF formats where you can send via email
or send to your printer.

. Print listing to print the full list of cash receipts.

. Click Delete selected record(s)” to delete a selected record.

. To import existing cash payments, clicks Import.
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8.2.2 Creating or Editing Cash Payment

@Treezs oft Online Accounting 2.0 Test COMPANY 1 v TestDemo v  Logout §

Dashboard  NewS"!  Company Customer Supplier Banking Stock General Ledger Tax

Cash Payment

Pay From* hd Date® 30/0ctf2024 | Payment No.* | CPOD41
Pay To Payment Method*® | Credit card v Remark
. Taas b Cheque No.
Cost Center v || Bounced Cheque
Please use cash purchase if would like to daim input tax.
Account® Details Tag Amount® Cost Center
Grand Total 000

Mote: To Print Chegque, use the Adobe Reader to preview and print (set the paper size to 90 mm x 180 mm (width x h, Journd Enmr
@ [ [rwow Ccem |

. Enter the details where you want the money to be paid from. Fields mark with
asterisk (*) are required fields. If you are paying in a different currency, you can
get the latest rates from Google finance, by clicking the Get rate button. Enter
the currency rate if you have a fixed rate.

Enter the relevant account in this section. If it is more than one, add additional
account(s) by clicking Add line. Use the Red cross to remove an unwanted
account(s).

Save the record.
Click New to record new Cash Payment.

Click Actions to delete or attach a document or Print to print cash payment
in PDF format.

Click Go to list to navigate back to Cash Payment list.

Click Journal Entry to view accounts involved in transaction.
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8.3 Transfer Funds

Sometimes a business may transfer funds between their bank accounts, or
perhaps even take money out for petty cash.

This is where such transfers are recorded. This only allows you to transfer
funds between cash or bank accounts that you have setup within TreezSoft
and not to your customer/vendor bank account.

8.3.1 List of Transfer Funds

@Treezsoﬁ Online Accounting 2.0 s Test COMPANY 1 v TestDemo v  Logout 9

Dashboard  New's™*#  Company Customer Supplier Banking Stock General Ledger Tax
List of Transfer Funds

Bank account |ALL ¥ | Doc. Date |Today ¥ | From* |30/Octf2024 [ 1o 30/0ct/2024 @ Doc No.
®. - | i descending ader.
[} Date Ref. No. Transfer No. Print listing Currency Amount Transfer to Currency Amount

. . . Mo data to display
Pt ieaeorsy | oot et ot

™
s,
&

. Enter your criteria and click on the “Retrieve” button to search.

. Click “New Fund Transfer” to record a fund transfer.

. Print selected records allow you to print multiple transfer funds records.
. Click Print listing to print a list of transfer funds records.

. Click Delete selected record(s)” to delete a selected record.
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8.3.2 Creating or Editing Transfer Fund

(@Treezsoft oOnline Accounting 2.0 UEERer L LRl el s e
Dashboard  New™™  Company Customer Supplier Banking Stock  General Ledger Tax
Transfer Funds

Date™ 30/0ct/2024 3 Ref. No.* Auto-generated

. Transfer Method* ~ Transfer No.

Cheque No.

Transfer From™ . Transfer To* .

Amount® Amount®
Exchange rate to
base currency
Description
(] e [ wov ] swe | coum

. Enter the details in this section.

When you transfer funds involving currencies other than your base currency, an
@ cxchange rate will be re-calculated and shown in the location.
Exchange rate to base currency
a. This exchange rate is only used when you are transferring from a
foreign currency bank.
b. This exchange rate is required to calculate the equivalent amount
in base currency that was transferred from the foreign bank.
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8.4 Bank reconciliation

After you have entered all the transactions for a particular month, you can
then base on the bank statement received to reconcile your payments,
receipts for that bank.

This is usually the last step and be warned that once a transaction is
reconciled, it cannot be edited or deleted.

8.4.1 Start reconciling your bank transactions
When you click on the option Bank Reconciliation, the following screen appears.

8.4.2 List of Bank Reconciliations

@Treezsoft Online Accounting 2.0 g Test COMPANY 1 v TestDemo v  Logout 9§

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

List of Bank Reconciliations

. Bank Account ALL ¥ | Doc. Date  Custom ¥ | From® |02/0ctf2017 [ To* 31/0ct/2024 ]

F Date Bank Account Code Bank Account Name Statement Amount

(=} /2018 3010/020 MBE- Current account 1 0.00
Il gv.-'zolg 3010/010 Petty cash 0.00
[F] | 05/Mov/2018 B000-999 AUS Bank 0.00
[ | 10/lun/2021 3010/020 MBB- Current account 1 0.00
[ | 11/lun/2021 3010/020 MBEB- Current account 1 0.00
[ | 12{lun/2021 3010/020 MBB- Current account 1 0.00

Page |1 of 1 = Displaying 1 - 6 of 6
(] sk ncontoon 1ot sectd e

@ Enter your criteria to Retrieve button to search.
. Click New Bank Reconciliation to start a new Bank reconciliation.

' Click Delete selected record(s) to delete selected bank reconciliation.
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.By clicking on the hyperlinked date, you can view the historical bank
reconciliation statements for that bank.

8.4.3 Reconciling a Bank Account

(4 ) Treezsoft oOnline Accounting 2.0

Dashboard

Bank Reconciliation

N ewy!Sherteu)

Company

Customer

Supplier

Banking

Test COMPANY 1 v

Stock

General Ledger

TestDemo v

Tax

Logout ¥

Bank Account Code™ | 3010/020 w Currency  myR Statement Closing Balance™ 0.00
Date* 10/Jun{2021 3 Deposits Not Cleared + 419,444.34
. Payments Mot Cleared = 187,665.62
Total Payment Line Cleared 2 Unknown Difference -9,000,116.45
Total Receipt Line Cleared [1} Closing Balance {System) 9,231,895.17
Select Date Ref. Mo. Chegque No. Details Status Payment Receipt
11/Nov/2014  CDO0O1 ASD123 Supplierl Clear 1,020.00
11/Nov/2014 PV0002 11212 Supplierl Clear 111.00
. |} 18/Feb/2015  PVODD4 Supplierl 10,000.00
(] 23/Feb/2015 PV0005 sadada Supplierl 1,000.00
[} 31/Mar/2015 GI0007 POS Day-End Closing - HeadQuarter (Hg)* 53.00
B 01/Apr/2015  CPO0O3 100.00
[ 21/Apr/2015 CPO004 1234 700.00
B 21/Apr/2015  PVO0OS 123456 Spp2 62.78
= niinecnniE  meannn 1mzazs P 1me 5 T
Total Payments Cleared 1,131.00 Total Receipts Cleared 0.00
Total Payments Mot Cleared 161,165.62 Total Receipts Not Cleared 419,418.47
Deposits [ Payments not cleared as of 10/Jun/2021 but deared at other date
Date Ref. No. Cheque No. Details Status Payment Receipt Cleared at
02/Apr/2015 TCS-00012 Ong Toon Hui 25.87 12/Jun/2021
21/Apr/2015  CDOODE Suppliert 26,500.00 12/Jun/2021
Total Payments Not Cleared 26,500.00 Total Receipts Not Cleared 25.87

Unknown Difference : If have amount available at this field, means there is a problem for this reconcilation. Click here to view tips for finding problem.

Om=m
You will be redirected to this screen after you have clicked New in the list of bank
reconciliations or the hyperlink date of bank reconciliation list.

@ This section will show you the bank account details you have chosen. You have to
enter the Statement Closing Balance® on the top right.

@ This section allows you to select the relevant account you want to reconcile. Mark
a tick on the related account, once you have confirmed the related, click
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Reconcile to perform reconciliation.
Note: if the statement closing balance is not equal to the closing balance (System), a
warning message will be prompted to you asking if you were to continue performing a
partial reconciliation.

. This section allows you to track which transactions cleared the bank but
wrong date recorded.

. Click New to start a New Bank Reconciliation.
. Click Delete to delete the bank reconciliation or Print to Excel or PDF format.

. Click Go to list to navigate back to bank reconciliation list.

8.5 Cash and Banks Details

@Treezsoft Online Accounting 2.0 jgg Test COMPANY 1 v TestDemo v  Logout §

Dashboard  New®™™#%  Company Customer Supplier Banking Stock General Ledger Tax
Cash and Bank Details

Account™ | 3010/000 v | Date | Custom v | From* 18/0ct/2024 |[8 To*  20/0ct/2024 [3
Currency MYR 1 - Sort By ¥ | [] in descending order
Opening Balance MYR 15,321.60
Date Type No. Pay From | Pay To Method Cheque No.  Debit (MYR) Credit (MYR) Amount (MYR) | Balance (MYR)
Net Change MYR 0.00 Total 0.00 0.00 0.00
Closing Balance 15,321.60

Print to Excel Print to PDF

Enter your criteria and click on the “Retrieve” button to search. If the selected
account is a foreign account, you will have to enter the currency rate or Get rate
from Google Finance to check for latest rate. This step allows system to revalue
your closing balance and to calculate your unrealised exchange gain/loss.
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Print to Excel / Print to PDF allows you to print the cash and banks details
in Excel or PDF format.

9 Stock Module

Stock module is where you record your items. It is also generally known as
inventory control. This module allows you to monitor your items’ supplies and
locations.

Reports are available for you to keep track of your inventory.

9.1 Stock Issues
9.1.1 List of Stock Issue

@Treezsoﬁ Online Accounting 2.0 s Test COMPANY 1 v TestDemo v  Logout §

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

List of Stock Issues

Location Code ALL ¥  Doc. Date  Today ¥ | From  30/Oct{2024 O 1o 30/0ct/2024 @ Doc. No. Status: »
.Sor‘t By ¥ | []in descending order
= Date Stock Issue No. Location Code Description Ref. No. Amount Status

Page 0 of 0

. . No data to display

. New Stock Issue Print selected record(s) Delete selected record(s)

&

. Enter your criteria and click on the “Retrieve” button to search.
. Click “New Stock Issue” to record stock issue.
' Print listing allows you to print the list of stocks issued.

‘ Click “Print selected record(s)” to print selected stock issues.
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. Click “Delete selected record(s)” to delete a selected record.

9.1.2 Creating or Editing Stock Issues

@TFEEZS oft oOnline Accounting 2.0 g Test COMPANY 1 v  TestDemo v  Logout 4

Dashboard  New!s*#  Company  Customer Supplier Banking Stock General Ledger Tax

Stock Issue

Date™ 30/0ct/2024 | Stock Issue No.*  pyto-generated
Location Code® | Beko v | Tags v Status: Confirmed Ref. No.

Description

[] On Loan retum at

Enter Barcode

Item Code™ Description Quantity uom Unit Cost Amount™

(it | . ® 0
e [ se | cows [

Enter your stock details in this section. Fields marked with an asterisk (*) are
required. If you have lent stocks to a branch or company for temporary use,
tick "On Loan Return" and select the agreed return date.

Enter Barcode by key in the barcode manually or scan the barcode physically
and it will appear in this field.

You can add the items/services you issued. Add line to add additional
items/services. Use the Red cross to remove an unwanted item/service.
Save the record.

Click New to record new Stock Issue.

Click Delete to delete Stock Issue or Print to print Stock Issue in PDF format.

Click Show Related Doc to show any documents related to this stock.

Click Go to list to navigate back to stock issue list.
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9.2 Stock Receives

9.2.1 List of Stock Received

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

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

List of Stock Received

Location Code | ALL ¥ | Doc. Date Today v | From 30/0ct/2024 [ To 30/0ctj2024 [F Stock Received No.
. Ref. No. RO. No. Received by
Sort By ¥ | [[]in descending order
] Date S.lock Location Code Description Ref. No. RO. No. Received by = Amount
Received No.

Page 0 of O e‘ . . . Mo data to display
===n0 o i ort | ek s ot

. Enter your criteria and click on the “Retrieve” button to search.
@ Click “New Stock Received” to record stock received.

. Print listing allows you to print the list of stocks received.

. Click Print selected record(s) to print selected record.

. Click Delete selected record(s)’ to delete a selected record.
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9.2.2 Creating or Editing Stock Received

@TFEEZS oft Online Accounting 2.0  [gend Test COMPANY 1 v TestDemo v  Logout

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

Stock Received

Date™ = v Sl Transfer from Loaned Stod [ENS » Stock Received No.® | pyto-generated
Location Code™® | Beko 7 Ref. No. RO. No.
. Description
Received by Order by
Enter Barcode
Item Code® Drescription Ref. Stock Issue Quantity uoM Unit Cost Amount®
il *x

g e 9 o,
o [ em e | s | cowm

. Enter your stock details in this section. Fields marked with an asterisk (*) are
required. Click "Transfer from Loaned Stock" if the received stock was loaned
from another branch.

. Enter Barcode by key in the barcode manually or scan the barcode physically
and it will appear in this field. You can add the items/services you received. Add
line to add additional items/services. Use the Red cross to remove an unwanted
item/service.

Save the record.

Click New to record new Stock Received.

Click Delete to delete the record or Print to print stock received record in PDF
format.

Click Go to list to navigate back to stock received list.
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9.3 Stock Adjustment

9.3.1 List of Stock Adjustments

@TIEEZS oft oOnline Accounting 2.0 gl Test COMPANY 1 v  TestDemo v  Logout X
Dashboard New™ Company Customer Supplier Banking Stock  General Ledger Tax
List of Stock Adjustments
Location Code | ALL ¥ | Doc. Date  Today » | From | 30/O0ctf2024 O 1o 30/0ctf2024 @ Doc. Mo.
. Sort By ¥ | []in descending order
= Date Stock Adjustment No. Location Code Description Ref. No. Amount

Page 0 of 0 = . . . No data to display
=20 gy [ r———

@ Enter your criteria and click on the “Retrieve” button to search.
. Click “New Stock Adjustment” to record stock adjustment.
' Print listing allows you to print the list of stocks adjustments.
. Click Print selected record(s)” to print selected records.

. Click Delete selected record(s)” to delete a selected record.
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9.3.2 Creating or Editing Stock Adjustment

@TTEEZS oft Online Accounting 2.0 g Test COMPANY 1 v TestDemo v  Logout 9§
Dashboard  New(S*t)  Company Customer Supplier Banking Stock  General Ledger Tax
Stock Adjustment
Date® 30/0ct/2024 3 Stock Adjustment No.® | Aytp-generated

. Location Code® Beko v Ref. No.

Description

Enter Barcode

Item Code™ Drescription Quantity UoM Unit Cost Amount®
1 *

[ i | o
e @ “A“

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

‘ Enter Barcode by key in the barcode manually or scan the barcode physically
and it will appear in this field. You can add the items/services you are to adjust.
Add line to add additional items/services. Use the Red cross to remove an
unwanted item/service.

@ save the record.

. Click New to record new Stock Adjustment.

@ Click Delete to delete the record or Print to print record in PDF format

@ Click Go to list to navigate back to stock adjustment list.
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9.4 Stock Transfers

9.4.1 List of Stock Transfers

@Treezsoft Online Accounting 2.0 e Test COMPANY1 v TestDemo v Logout §

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

List of Stock Transfers

Doc. Date | Custom ¥ | From 01/0ctf2017 O T 30/Sep/2024 [@  Stock Transfer No. Ref. No.
From Location |ALL 7 To Location  ALL w7 Receiver Area
Issued by Sort By ¥ | [7] in descending order
D Date Erok Fi Locati To Locati A Recei D ipti Ref. N I d by A nt
3 Transfer No. rom Locaton o Locaton rea ecelver Esl:nphnn . NO. Ssue Y moul
24{May/2018 IT0007 Hg Kulai 2,500.00
D 15/0ct/2019  IT0OD0S Customer Location 2 2,500.00
Location
] | 13/0ct/2021  ITO00Y Kulai Klang 5,000.00
ml 01/Sepf2023 IT0012 Consignment to  Hg 5.90
AR
] 02/5ep/2023 IT0013 Hg Kulai 590
] 01/5ep/2023 IT0014 Kulai Location 2 5.90
Page 1 | of1 & Displaying 1- 6 of 6

e ot ot e

. Enter your criteria and click on the ‘Retrieve’ button to search.
@ Click New Stock Transfer to record stock transfer.

. Click Print listing to print listing of stock transfers or Print Detail Listing to print
list of stock transfer with item information included.

. Click Print selected records to print the selected record or Delete selected record
to delete the selected record.
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9.4.2 Creating or Editing Stock Transfer

(@Treezs oft Online Accounting 2.0 Test COMPANY 1 v TestDemo v Logout §

Dashboard  New!S*t*  Company Customer Supplier Banking Stock General Ledger Tax

Stock Transfer

Date™ 30/0ct/2024 [d Receiver Stock Transfer No.*  auto-generated
. From Location™ w | To Location* » Ref. No. Issued by
Area Description
Enter Barcode
Item Code* Description Quantity uom Unit Cost Amount®
1 X
=g o

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

. Enter Barcode by key in the barcode manually or scan the barcode physically
and it will appear in this field. You can add the items/services you are to transfer
here. Add line to add additional items/services. Use the Red cross to remove an
unwanted item/service.

@ save the record.
. Click New to record new Stock Transfer.
. Click Delete to delete record or Print to print record in PDF format.

@ Click Go to list to navigate back to stock transfer list.
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9.5 Stock Take

9.5.1 List of Stock Take

@TTEEZS oft Online Accounting 2.0 Test COMPANY 1 v  TestDemo v  Logout Y

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

List of Stock Takes
. Location Code | ALL ¥ | Doc. Date Today ¥ | From  04/Nov/2024 O 1o 04/Nov/2024 @ Doc. Mo.
Sort By Vv | [} in descending order  [| Uploaded from Physical Worksh
Stock Take . e Adjusted From Physical
= Date No. Location Code Deescription Ref. No. at Amount Worksheet Uploaded by

No data to display

Page 0O of 0 &
e ——

. Enter your criteria and click “Retrieve” to search. Tick the Uploaded from
Physical Worksheet if you only want to search list of stock takes that are
uploaded from a physical worksheet.

. This section shows a list of stock take records. Click on the hyperlink Stock Take
No to view more detail on the record.

. Click New Stock Take to create new stock take records.

Click Print selected record(s) or Delete selected record(s) to print or delete
@ stock take records.

. Clicks Adjusts the quantity of the stock in the system based on physical stock
counts.

. Clicks Upload Stock Physical Worksheet to upload data from a physical stock
worksheet for quick adjustments.
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9.5.2 Creating or editing Stock take

@Treezs oft Online Accounting 2.0 Test COMPANY 1 v TestDemo v  Logout §
Dashboard  New'*™#  Company Customer Supplier Banking Stock GeneralLedger Tax
Stock Take
Date* 04/Nov/2024 G| Stock Take No.* | Auto-generated
. Location Code® Beko v Ref. No.
Description
Enter Barcode Row with zero Book Quantity and zero Physical Quantity will not be adjusted. Book Quantity adjusted at :
Book Physical Adjusted
Item Code* Description Quaﬁgty Qu:ﬁ;: Qu;:::it: uomMm Unit Cost Amount™

0.000000 0.000000 0.000000 ®

® " e 0
@ ] (oo L ne ] see | comi |

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

. Enter Barcode by key in the barcode manually or scan the barcode physically
and it will appear in this field. You can add the items/services you are to transfer
here. Add line to add additional items/services. Use the Red cross to remove an
unwanted item/service.

@ save the record.
. Click New to record new Stock Take.
. Click Delete to delete record or Print to print record in PDF format.

. Click Adjust Book Quantity to adjust the system’s book quantity based on the
recorded physical quantity.

@ Click Go to list to navigate back to stock take list.
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9.6 Serial Number Inquiry
Serial number inquiry allows you to check the serial numbers status.

(@Treezsoft Online Accounting 2.0 | Test COMPANY 1 v TestDemo v  Logout §

Dashboard  New'"t®)  Company Customer Supplier Banking Stock  General Ledger Tax

Serial Number Inquiry

Date Created As Of | 20/0ctf2024 [[  Location ALL hd Item Code ALL v Serial Number
Stock Group ALL | Status ALL | SortBy Serial Number ¥ | []in descending order
Serial Number Date Created Item Code Stock Group Status Location Code Remark
0051 02/8ug/2015 005 Product Issued Hg
0052 02/Augf2015 005 Product Available Hg
0053 02/Augf2015 005 Product Available Hg
0054 02/Aug/2015 005 Product Available Hg
0055 02/8ug/2015 005 Product Available Hg
1 02/1ulf2015 0001 Product Issued Hg
. 1012015051962 18/May/2015 GINGER-100G Product Available Hag
1012015052082 18/May/2015 GINGER-100G Product Available Hg
1012015052162 18/May/2015 GINGER-100G Product Available Hg
1012015052262 18/May/2015 GINGER-100G Product Available Hg
1012015052362 18/May/2015 GINGER-100G Product Available Hag
1012015052482 18/May/2015 GINGER-100G Product Available Hg
1012015052562 18/May/2015 GINGER-100G Product Available Hg
1012015052662 18/May/2015 GINGER-100G Product Available Hg
1012015052762 18/May/2015 GINGER-100G Product Available Hag
Page 1 of37 | b M | @ Displaying 1 - 15 of 546

Print to Excel Print to PDF

@ Sclect the serial number criteria you want to inquire, click on Retrieve to search
for the list.

. The status of the list of serial numbers will be shown in this section.

. Click Print to PDF or Print to Excel to print the report out in PDF or Excel Format



9.7.1

@Treezs oft

9.7 Manage (Stock Items/Stock Groups/Stock
Category/Stock Batch/Location)

Stock Items

9.7.1.1 List of Stock Items

@TIEEZS oft Online Accounting 2.0 g Test COMPANY 1 v TestDemo v  Logout

Dashboard  New™#  Company Customer Supplier Banking Stock General Ledger Tax
List of Stock Items

de [ Name [ Group Barcode [ Include Obsolete m

ock Category: v
Bal
= Code Name Base UOM Selling Price Purchase Price Group alance Status Barcode
Quantity
GINGER-100G 1Ginger Powder 100g unit 55.000000 44.000000 Alma -156.300000 Available 95561082113..
O
aaa
[ | o001 Heavyduty Shoe (BRGS 7709) unit 120.000000 100.000000 Product 17.000000 Available 669858
[ | soo2 Safety Shoe (DRSS 10075) unit 119.000000 59.000000 Product -140.200000 Available 34645756787
[ | ooo4 Casual Shoe (CRSF 1906) pcs 99.000000 49.000000 Product 2,203.500000 Available asdadasdasd
[ | ooz Metal Ball pcs 3,500.000000 2,500.000000 Product 6,388.181000 Available
D 005 005 unit 10.000000 10.000000 Product -3.000000 Available 123005
[ | 0051 005-1 unit 10.000000 8.000000 POS Only -69.000000 Available
[ | 1% 01-% unit 10.000000 8.000000 AEROSOL -136.000000 Available 1234
[ | 02 02 unit 999.000000 5.000000 POS Only -53.629200 Available
[ | 0222 0222 unit AEROSOL Available  aaaa
D 03 03 unit 10.000000 8.000000 POS Only -21.000000  Available
[ | 38 035 unit 20.000000 20.000000 Klett -4.000000 Available
O | 111 111 unit 11.000000 22,000000 Alma 0.000000  Available
[ | 1707 TNCC Fee Grade 9-10 unit 785.000000 Fee Available
[ | 222 222 unit 33.000000 3.000000 AEROSOL -6.000000 Available

&

Page 1 of 81

. . Displaying 1 - 15 of 1215
o - [ Ol o=y o) ] 3 @

. Enter your criteria and click on the “Retrieve” button to search.

@ Click “New’ to create a stock item.

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

. You can import your stock items by using a template provided by TreezSoft
. Click Delete selected record(s)’ to delete a selected record.

. Click Batch Update for updating information for multiple stock items which
produced in a batch

Page 143 of 171



@Treezsoft Online Accounting 2.0
Newyisnerut

Stock Item Batch Update

Dashboard

Code
GINGER-100G

0001
0002
0004
003
005
005-1
01
o0z
0222
03
03F
111
1707
222
4G RAM

Active item only

=

Company

HName

1Ginger Powder 100g
s

Heavyduty Shos (BRGS 7709)
Safety Shos (DRSS 10075)
Casual Shoe (CRSF 1508)
Metal Ball

005

0051

0-E

0z

2z

03

03g

111

TNCC Fee Grade 9-10

22

4G RAM FFfF

Customer Supplier Ba

Selling Price
55.000000 ©

120.000000
115.000000
55.000000
3,500.000000
10.000000
10.000000
10.000000
'995.000000

10.000000
20.000000
11.000000
785.000000
33.000000
100.000000

Test COMPANY 1 v

nking Stock

Purchase Price = Standard Cost

44.000000 ©

100.000000
55.000000
45.000000

2,500.000000
10.000000
B8.000000
B.000000
5.000000

B.000000
20.000000
22.000000

3.000000
100.000000

TestDemo v

General Ledger Tax

Logout

SalesTax | Purchase Tax
20.000000 SRS ~
£.000000 asa test 0
5.000000
5.000000 SLE_SA
sL_10
10.000000 SvV_8
8.000000
£.000000
5.000000
£.000000
20.000000
2.000000
v
3.000000
100.000000

. Edit purchase price or standard cost for a batch of items in the list.

. Click save to apply changes.

9.7.1.2 Creating or Editing Stock Item
@Treezsoft Online Accounting 2.0 '

Dashboard
Stock Item

Name*
. Code™

Stock Group*®

Barcode

Stock Contral
Costing Method

[ Contain Serial No.
[ Contain Stock Batch

Service Duration

Newy!shortout)

Company

Customer

Supplier

Banking

Test COMPANY 1 v

Stock

General Ledger

TestDemo v

Tax

minutes

UOM Conversion (Base UOM Rate = 1)

uomM

Rate

["] Set to obsolete

maoe ([ (NS

Lead Time Name (2)
Sales Tax R Remark
Purchase Tax 7
Balance Quantity
UOM and Price Information Stock Level
Base UOM unit Min. Quantity 0.000000
Selling Price Max. Quantity 0.000000
Purchase Price Reorder Level 0.000000
Standard Cost Reorder Quantity 0.000000
Selling Price Purchase Price

@ == (=dsina ] @y

Logout
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. Enter the stock item’s details on this section. Fields mark with asterisk (*) are
required fields. If the item is temporary unavailable or not in used, you can set it
to inactive by ticking the box Set to obsolete.

. Stock Control: Check the stock control box if the item is non-physical
item (service item)
Costing Method: 4 types of costing methods available.
Contain Serial No.: Check this box if the item has a serial number.
UOM and Price Information: Enter your cost and selling prices here.
Contain Stock batch: Check this box if the item is made in batch.

. This section allows you to define conversion rates, selling prices, and purchase
prices for an item when it is managed in different units of measurement.

@ save the record.

@ Click New to create new stock item.

@ Click Delete to delete stock item.

@ Click Go to list to navigate to stock item list.

. Click List of Stock Batch to view the list of stock item batches.
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9.7.2 Stock Groups

(@Treezsoft Online Accounting 2.0 |G Test COMPANY 1 v TestDemo v  Logout §

Dashboard  New'S"*®  Company Customer Supplier Banking Stock General Ledger Tax

Stock Groups
Code = Name Description Code* 1234567,1234567,1234567,1234567,12345¢
1234567,1234567,1..  1234567,1234567,1234567,123... x Name®
1234567,1234567,1234567, 1234567,123454
AEROSOL AEROSOL *
ALUMINIUM ALUMINIUM % DO v
APPLIANCES APPLIANCES x Sales Return Account >
Alma Alma ®
Purchase Account »
Asset Computer 4
BABY BABY ® Purchase Return Account »
BAKERIES BAKERIES x Description
BATTERIES BATTERIES ®
BEAUTY BEAUTY *
BEER BEER x M
BEVERAGE BEVERAGE x Purchase Tax >
BEF BEF ®
Sales Tax »
BODY CARE BODY CARE *
BULBS BULBS % Re-assign items to group w
Book Book % v * By fill up this, system will re-zssign all items of this

group to the selected group

s sk s [SORY == =20
. This screen shows the full list of stock groups you have created.

‘ To create a stock group, click on New Stock Group. Fields mark with asterisk
(*) are required fields.
It is advisable to enter the control account(s) for the particular stock group you
have created before you assigned them to your stock items.

‘ To edit a particular stock group, select the stock group and you can edit on the
right.

@ save your creation.

. To import existing stock groups, Click Import Stock Groups.
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9.7.3 Stock Category

This section allows you to categorize stock groups you have created

@Treezsoft Online Accounting 2.0 Test COMPANY 1 v TestDemo v  Logout %
Dashboard  New!™™#  Company Customer Supplier Banking Stock General Ledger Tax
Stock Category
Category ~ Name Description Catogory* P
Cat2 Cat2 aq
Food Food ® Name* Cat2

Description qq

Stock Group
. Code Name Description Selected
1234567,12345..  1234567,12345... [}
AEROSOL AEROSOL (=]
ALUMINIUM ALUMINIUM [
APPLIANCES APPLIANCES [
' Alma Alma
Asset Asset I}
BABY BABY (=]
BAKERIES BAKERIES (=]
oaTrEnTEe oaTrEnTEe = h
() sewsikcoom | o |

. This section shows the full list of stock category you have created.

. To create new stock Category, Click New Stock Category. Fields mark with
asterisk (*) are required fields.

' This section displays the full list of stock groups you have created. Tick the stock
groups you want to categorize under the stock category you are creating or
editing.

. Click Save to save the changes.
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9.7.4 Stock Batch
This screen allows you to create and edit details for each batch of a product.

@Treezsoft Online Accounting 2.0

Dashboard
Stock Batch

Product

005

003

003

8986

02

4G RAM
GINGER-100G
4G RAM
GINGER-100G
9640
GINGER-100G
005

N ew!shortcut)

Name

ME-001
ME-002
bbb

aa

4G RAM 1

GIN1
4G-2
GIN2

Jun 2021

Gin3
AR

- Print Barcode

Company

Code
Rw
MB-001
MEB-002
aaa
aaacccc
4G-1
GIN1
4G-2
GINZ
0001-2021
Gin3

Raw

Customer

Batch Number

001
001
00z
001
001
001
001
0oz
002
001
003
0oz

Supplier

Banking

Date Expiry

2022-05-31
2021-12-31
2020-03-13

2020-04-01
2020-03-18
2020-03-11
2022-12-03

2022-12-31

X X X X X X X X X X X X

Test COMPANY 1 v

Stock

Batch Barcode
Product *
Batch Name *
Batch Code *

Description

Batch Number 001

Date Expiry

I Active

General Ledger

TestDemo v Logout

Tax

9019 - Gefahrliches Spiel in Esseff 4

. This section shows a list of stock batch you have created for stock item. Untick
Active box if the stock batch is no longer valid or in-use.

. Click New to create new Stock Batch. Fields mark with asterisk (*) are required

fields.

' Click Save to save the changes.
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9.7.5 Locations

Locations
Code =« Name Description Code*
Branch Branch X
Name* HeadQuarter
HQ HeadQuarter HeadQuarter X
Description HeadQuarter
Phone No. 123456
Fax No.
Email info@treezsoft.com
. Address 122,jalan kenari
City puchong
State selangor
Post Code 47100
Country Malaysia v
Using POS ?
[7] Set to inactive
=3 =3

. This screen shows the full list of locations has created.
To create a location, click on New Location. Fields mark with asterisk (*) are
required fields.
If the location is no longer valid or in-use, you can set to inactive.

. To edit a location, select the location and you can edit on the right.

@ Click on Save to save your record.
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9.8 Price Level

This screen allows to manage and adjust pricing strategies for stock items based on
predefined levels

@Treezsoﬁ Online Accounting 2.0 s Test COMPANY 1 v TestDemo v  Logout

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

Price Level
(& Name Record Type Change Change Value Active?
[ | cat food Fixed % Decrease 3% Yes
[F] | Dog food Fixed % Increase 10%  Yes
. [ | Tin Food Fixed % Increase 15%  Yes
[F] | Dog Food Fixed % Increase 0%  Yes
[ | Junk Food Fixed % Increase 0%  Yes

. This section shows the full list of price level you have created. You can view the
detail of price level by clicking on the hyperlink name of price level.

@ To create new price level, Click on New.

9.8.1 Creating / Editing Price level

@TTEEZS oft Online Accounting 2.0 [ Test COMPANY 1 v TestDemo v  Logout

Dashboard  New'S"*#)  Company Customer Supplier Banking Stock  General Ledger Tax

Price Level

Name™*:

Type: Fixed % 7 .
i i ¥ | all item prices by 0 £

Price level will |Increase

Set to inactive

Exception Items
Item Change Type Change Value (%)

.m%m.

. Fields mark with asterisk (*) are required fields. If the price level is no longer valid,
tick set to inactive.



9.9.1

9.9.2

9.9.3

9.9.4

9.9.5

@Treezs oft

‘ Exception Items: Add specific stock items to the "Exception Items" list if you
need to apply a different adjustment rule for those items.
Click Add line if you wish to add additional exception item(s)
‘ Click New to create a new price level.

. Click Save to save the changes.

. Click Go to list to navigate back to price level list.

9.9 Reports
4 types of reports are available to help you to keep track of your inventory records.

Stock Card

Stock card allows you to retrieve and review all your past and current stock
records. You can see your costs and balances in this report.

Stock Balance

Stock balance report shows you your current up-to-date stock balances in
your inventory.

Stock Ageing

Stock ageing report shows you the number of items in hand, which has been
holding over a period. You can see the items’ balances and the recurring costs
of each particular item.

Stock Reorder Advice

Stock reorder advice report will show you stocks which are in need of reordering.
It is based on the levels you specified per stock item.

Stock Physical Worksheet

Stock physical worksheets become essential whenever you are to do a stock take
for your warehouse. The book quantity of your items will be shown in this report
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and a blank physical quantity column and adjusted quantity column is provided to
record the figures to compare if any discrepancies are found.

8.9.6. Stock Profitability

This report shows the profit generated from sales of the selected stock item. Al
figures are recorded in base currency.

8.9.7. Stock Movement

Stock movement report allows you to inquire about the movement of your stocks.

Stock Sales Summary

Stock sales summary shows you the sales of your stocks, broken down by
location.

Commission Report

Commission report will automatically help you to generate your salespersons’
commissions based on the requirements you enter into the system.
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10 General Ledger

10.1 Journal Entry
Journal shows you the financial transactions of your business and which accounts

these transactions affect. TreezSoft carries the double entry approach for the
journal entry module.

10.1.1 List of Journal Entries

@Treezsoft Online Accounting 2.0 e e

Dashboard  New'S™*®)  Company Customer Supplier Banking Stock General Ledger Tax

List of Journal Entries

v From* | 01/Mov/2024 [8 To* 01/Mov/2024 |[3 Doc. No.

Doc. Date  Today
.Sor‘t By V| []in descending order "] POS only [| Tax Return only  [| Bounce Cheque
F Date Joumnal No. Description Amount (MYR)

Page 0 of 0 éﬂ . . No data to display
pr L @ R IS (Template) New Journal Entry Delete selected record(s)

. Enter your criteria and click on the “Retrieve” button to search.

. Click New Journal entry to create journal entry.

‘ Click Print listing to print full list of journal entries or Print selected record(s) to
print selected journal entries.

. Click Delete selected record(s) to delete journal entries.

. To import existing journal entries, Click on Import Journal Entry.
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10.1.2 Make Journal Entries

@Treezs oft Online Accounting 2.0 Test COMPANY 1 v TestDemo v  Logout

Dashboard  New(St#t)  Company  Customer Supplier Banking Stock  General Ledger Tax

Make Journal Entries

Date® 01/Nov/2024 [ Journal No.* | 10132
. Currency™ MYR. b 1.00000 - Tags w

Description™
Cost Center w
Account Code® Account Name Description® Tax Code S Debit Credit Cost Center
Subtota oa0 oa0

Grand Total RM 0.00 0.00

Journal Entry

R omonen | —wr || o

. Enter the details about the journals you want to create. Fields mark with
asterisk (*) are required fields
If a different currency is in used, you can get the latest rates from Google
finance, by clicking the Get rate button.

You can add the relevant account(s) in this section. Add line to add
additional account(s). Use the Red cross to remove an unwanted account(s).
Enter the amount into the Debit/Credit fields.

Click New to make new journal entry.

Click Save to save the changes.

Click Actions to delete journal entry or defer GST to a later date.

Click Print to print journal entry in PDF format.

Click Go to list to navigate back to journal entry list.
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. Click Journal Entry to view accounts involved in transaction.

Reminder: Be noted that the final total should be balanced to record a journal. If the
total is not balance, then you will have to review your transactions to detect the
errors. Account Register and Journal Reports will become handy to you in detecting
your errors.

10.2 Stock Value Maintenance

Stock value maintenance allows you to maintain your opening and closing
stock balances. Closing stock balances will directly be reflected in your
opening stock balance in the next fiscal year.

10.2.1 List of Stock Values

List of Stock Values

|| Stock Account Code Stock Account Name Opening Stock Account Code =~ Opening Stock Account Name  Closing Stock Account Code ~ Closing Stock Account Name

This section will show you the list of stock values available in your
business.

To create a new stock value, click on New Stock Value.

To delete selected stock value, click on Delete selected record(s).

Page 155 of 171



@Treezs oft

10.2.2 Maintaining Stock Value

@Treezs oft Online Accounting 2.0 Test COMPANY 1 v  TestDemo v  Logout §

Dashboard  New"™#  Company Customer Supplier Banking Stock GenerallLedger Tax

Stock Value Maintenance

Stock Account Code™ 3030/000 ~ || stock on hand T EETE
. ‘Opening Stock Account Code® 6000/000 ~ | | Opening stock [F| ALL » m
Closing Stock Account Code™ | 50807000 ~ | Closing stock
. Fiscal Year® | 5p24
Month Amount
Jan 2024 51,743.87
Feb 2024 51,705.90
Mar 2024 51,633.90
Apr 2024 51,633.90
May 2024 51,420.90
Jun 2024 51,320.90
Jul 2024 51,302.90
Aug 2024 51,290.30
Sep 2024 51,249.30
Oct 2024 51,240.30
Nov 2024 51,249.30
Dec 2024 51,249.30

e, @,

. Enter the relevant account(s) details. Fields mark with asterisk (*) are
required fields.
Please ensure your account code(s) are correctly entered.
Tick the Stock Groups section If you want to specify only which stock groups
are involved for stock value maintenance.

. Enter the fiscal year and enter the closing stock balance. It is your
preference to update the stock balance(s) either monthly, bimonthly or yearly.
TreezSoft does not limit any methodologies.

Click Save to save the changes.

Click Go to list to navigate back to list of stock values.
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10.3 Journal Report
Journal report shows you financial transactions of your business and which
accounts for these transactions affect.

Journal Report

)

Transaction Type* | Cash Sales v | Doc. Date Custom ¥ | From  01/02/2012 [3 1o |13/02/2012

Document No. From To

Date Document No. Account Description Debit Credit Last Modified By
= Document No.: 50004 (Cash Sales)
12/02/2012 CS0004 Petty cash 2,258.00 userid
CS0004 Sales Galaxy Note 1,128.00 userid
CS0004 Sales Galaxy Note 1,129.00 userid

In this screen, you can select the transaction types you want to view.
Filter the results by entering the date or by document numbers, then

click Retrieve.

The report is printable in PDF format by clicking Print to PDF button.
Above shows a sample journal report after a sales have been
performed.

Page 157 of 171



@Tre ezsoft

10.4 Account Register

Account register allows you to retrieve information on all existing accounts in
the system. It offers a quick glance on the specific account you want to view,
allowing you to quickly detect errors, if any occur.

@Treezsoft Online Accounting 2.0 g Test COMPANY 1 v TestDemo v Logout 4

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

Account Register

Account™ ¥ | Date Custom ¥ From™ oi/Nov/202¢ (8] To*  oijNowz024  |[F
Tag Group ¥ | Cost Center R
Sort By ¥ | [[]iin descending order m
Opening Balance 0.00
) Date Type No. Pay From [ Pay To Deescription Debit (MYR) Credit (MYR) Balance (MYR)
Account = = Mo data to display
Assign Cost Center Net Change 0.00 Total 0.00 0.00
Closing Balance 0.00

Print to Excel Print to PDF

. Enter your criteria and click Retrieve to search.

. Click Print to Excel or Print to PDF to print account list in Excel or PDF
format.
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10.5 Export Data

TreezSoft Accounting allows users to export their business data into the Excel
format.

@Treezs oft Online Accounting 2.0 e TestCOMPANY 1 v TestDemo v  Logout §

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

Export Data

. Specify the export type, dates, choose the required accounts/customers/suppliers, and then dlick the Export.

Export General Ledger Details >
Report Date  Current month to date b
From* 01/Nov/2024 | To*  01/Nowf2024 | [ Sert By Account Code
Account List
search by code/name... Search
Code Mame Status

0001-1 test23 Active
1000/000 Share Capital Active
1050/000 Retained eamings Active
111 Dividend Payable to A Active
1111f000 Income Active
1111/001 Income Tax Active
1111f002 Other assets Active
1111f003 Other current assets Active

OOOO0O0O0OO O

1111/004 Other current liabilities Active -

Mothing selected

bartto

Exporting data is easy with TreezSoft:

. Enter the data type you want to export and the date (From — To) are
mandatory fields.

. Select the relevant account(s).

‘Click Print to Excel or Print to CSV to print business data in Excel or
csv format.
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10.6 Financial Reports

Financial report is a formal record of all financial activities of a business. 5
types of reports are available in TreezSoft Accounting.

10.6.1 General Ledger Listing

General ledger listing will show you all accounting records. This formal ledger
contains all the financial accounts and statements of a business.

10.6.2 Trial Balance

A bookkeeping worksheet in which the balances of all ledgers are compiled
into debit and credit columns. A company prepares a trial balance periodically,
usually at the end of every reporting period. The general purpose of producing

a trial balance is to ensure the entries in a company's bookkeeping system
are mathematically correct.

10.6.3 Profit and Loss Report

A financial statement that summarizes the revenues, costs and expenses
incurred during a specific period of time - usually a fiscal quarter or year.
These records provide information that shows the ability of a company to
generate profit by increasing revenue and reducing costs.

10.6.4 Profit and Loss Report by Tag

Provides the same functions as the above report, however able to compare
between tag groups.

10.6.5 Balance Sheet

A financial statement that summarizes a company's assets, liabilities and
shareholders' equity at a specific point in time. These three segments give

investors an idea as to what the company owns and owns, as well as the
amount invested by the shareholders.
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10.6.6 Balance Sheet By Tag

Provides the same functions as the above report, however able to compare
between tag groups.

10.6.7 Custom Reports

Custom reports allow you to generate and maintain customized P&L and
Balance Sheet reports.

10.6.8 Cash Flow Statements

financial report that summarizes the amount of cash and cash equivalents
entering and leaving a company during a specific period.

It is divided into three main sections: Operating Activities, Investing Activities,
and Financing Activities.

All figures are reported in Base Currency.

10.6.9Realised Forex Gains and Losses

Realised forex gains/losses occur when a foreign currency is in used during
your transaction with your customer or supplier.

The factor leading to the gains or losses is due to the daily fluctuations of
foreign currency exchange rates.

A gain or loss is said to be “realised” once the payment is being
made/received.

10.6.10 Unrealised Forex Gains and Losses

Unrealised forex gains/losses occur when a foreign currency is in used during
your transaction with your customer or supplier.

The factor leading to the gains or losses is due to the daily fluctuations of
foreign currency exchange rates.

A gain or loss is said to be still “unrealised” as the payment is still not yet
made or received.

10.6.11 POS Posted Sales Report
This report provides a detailed overview of sales transactions recorded
through the Point of Sale (POS) system.
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10.6.12 Flat Rate Scheme Annual Sales Statement
a comprehensive financial report that summarizes all sales transactions made
under a flat rate scheme over a full financial year.

As TreezSoft Accounting is online accounting software, the financial reports
and all other reports are always up-to-date as soon as the transactions are
recorded. Therefore, users are always able to retrieve latest figure.
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11 Tax

11.1 Tax Setup
This is the page where you can see the list of sales taxes you are

using.
@Treezsoﬁ Online Accounting 2.0 | Test COMPANY 1 v TestDemo v  Logout §
Dashboard  New!™®  Company Customer Supplier Banking Stock  General Ledger Tax
Tax
- Rate !
Tax Code Label « Description Active Tax Code* 125

-
@ Type: - Label 12.5

Description ‘
H Type : GST

H Type : SST

. Rate (%)* 12.50

Account Code* 1111000 e
Type
Category —

Active

<

P s

. This section shows the list of tax you have. If you want to delete an
entry, click on the Red Cross button in the row.

. Fields with (*) asterisk are mandatory fields to fill in and cannot be
blank. Untick Active if the tax is no longer valid.

‘ Click New Tax to setup new tax.

. Click Save to save the changes.
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11.2 GST
For more information about GST, please refer to Getting
Started with TreezSoft GST v1.6.

11.3 SST

For more information about SST, please refer to Getting
Started with TreezSoft SST v1.2.

12 Import Format

TreezSoft Accounting allows you to import several files directly from your
previous accounting software. The modules that allow you to import your
files are:

i) Company Module:
- Chart of Accounts
- Opening Balances: Chart of Accounts — Opening Balance
- Opening Balances: Historical Invoices
- Opening Balances: Historical Supplier Invoices
- Opening Balances: Historical Unpresented Cheques
- Opening Balances: ltems — Opening Balance

i) Customer Module:
- Customers

iii) Supplier Module:
- Suppliers

iv) Stock Module:
- Manage: Stock Items
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12.1

How to Import Files?

To Import the files, you need to download the import templates from:
http://www.treezsoft.com/faq.html.

You need to fill in the template file based on the format given.

You are advised to ensure the data are entered accurately into the

templates; otherwise, you may fail to import the files.

i) Chart of Accounts

Column Description Size | Mandatory
Account Define the account class, accepted values: Yes
Type 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
Type Only for Cash and bank type accounts, Yes (for
accepted 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)
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i) Chart of Accounts — Opening Balance

Column Description Size | Mandatory
Account The account code, based on the Account 35 | Yes
Code Type
Debit The debit amount Yes
Credit The credit amount Yes
Debit in The debit amount in foreign currency other Yes
Foreign than your based currency
Currency
Creditin The credit amount in foreign currency other Yes
Foreign than your based currency
Currency
iiij  Opening Balances: Historical Invoices
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
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
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Tax Amount | The amount of tax optional
Amount The total amount Yes

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

the supplier invoice.
Based currency is always 1.00.

Amount The total amount Yes

V) Historical Unpresented Cheques
Column Description Size | Mandatory
Account The account code 35 | Yes
Code
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
Details The cheque’s details 255 | optional
Amount The cheque’s amount Yes
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vi) Stock Items — Opening Balance

Column Description Size | Mandatory
Item Code The stock item’s code 35 | Yes
Quantity The stock items in hand quantity during Yes
your opening balance

Unit Cost The stock item’s unit cost Yes
Amount The total amount of the stock item Yes

vii) Customer
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
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Phone 2 Phone 2 30 | optional
Fax Fax 30 | optional
Email Email address optional
Website Website 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
Customer Define customer type optional
Type

viii) Supplier
Column Description Size | Mandatory
Code The supplier code 35 | Yes
Name The supplier name 255 | Yes
Control The supplier control account code 35 | Yes
Account
Code
Term The payment term for supplier 35 optional
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Credit Limit | The credit limit given by the supplier optional
Currency The currency use for transaction Yes
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 Define supplier type optional
Type

x) Stock Iltems
Column Description Size | Mandatory
Code The stock item’s code 35 | Yes
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Name The stock item’s name 255 | Yes
Stock Group | The group or category where stock item is 35 | Yes

categorized.
Stock If it is a physical item : Yes Yes
Control If it is a service item : No
Costing The costing method of the stock items : Yes
Method There are 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 The stock item standard cost Optional
Cost

The stock item’s barcode. 255 | Optional
Contain If the stock item contains Serial No.: Yes If Mandatory
Serial No. the stock item does not contains Serial

No.: No
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