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

Copyright © 2015 TreezSoft.com. All rights reserved. TreezSoft and the TreezSoft logo are
trademarks or registered trademarks of TreezSoft.com. Other company and products
mentioned herein are trademarks or registered trademarks of their respective companies.

The content in this user guide is believed to be accurate and reliable. This user guide is provided
for informational purposes only, is subject to change without notice, and cannot be construed
as a commitment by TreezSoft.com.

TreezSoft.com assumes no responsibility or liability for any errors or inaccuracies that may
appear in this user guide, and for any damages, direct or indirect, resulting from or related to its

use.
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Step 1: How to Activate Progress Invoicing?

Note: Progress invoicing, also called progress billing or partial billing, is invoicing from a quotation in
stages instead of for the full amount. However, you can invoice for the full amount when using progress
invoicing.

Reminder: Please subscribe “Progress Invoicing” add-on before perform this step, otherwise you might
unable to activate it.

Preferences
Account Defaults Financial Settings -
Receivable Account Base Currency
3000/000 e e T e e T e MR + | Base currency used in the company's financials, Base

currency cannot be changed, once you record any
transaction

Payable Account

4000/000 + | Default control account for Suppliers Date Format

16/11/2015 | Determine how dates will be shown/entered in screens

Realised Forex Gain
3030/000 + | Any realised Forex Gain will be posted to this
EEELTL December w

Finandal Year End
Set the dosing month of every financial year. System will
always pick the last day of the specified month as the

Realised Forex Loss Financial Year End Date

9310/000 ~ | Any realised Forex Loss will be posted to this Lock Date
TEEOR [ Once you set the Transaction Lock date, all transactions
before or on the specified date cannot be created,
edited or deleted. Suitable for an Accountant to prevent
Stock Defaults further modification or adjustment for periods which
Sales Account were audited
5000000 ¥ | Default Sales account for TtemService Enter Invoice By
Stock Ttem w | Enter invoices by Items and or by Accounts
Sales Return Account
5010/000 + | Default Sales Return account for Item/Service Credit Limit
30,000 Default credit limit when creating new customers and
Purchase Account ! suppliers
6010000 + | Default Purchase account for Item,/Service

[“] Enable rounding adjustment in cash sales

Purchase Return Accaunt | Default account for rounding adjustment in cash sales.

&015/000 + | Default Purchase Return account for
LSEEmge Show both gurrency in sales invoice (] mode) =

Enable Progress Invoicing
Quantity Decimal Flaces
- B T T P B L e TR T ey v
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Go to Preferences (under Company module).

Tick on Enable Progress Invoicing.

Save.

After done, you may start record your transaction via progress invoicing feature.

Units of Measurement
unit v | Default Units of Measurement

P wnNPR

Note: To subscribe, go to Billing > My Subscription screen, then look for “Progress Invoicing” add-on.
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Step 2:

Create Sales Quotation

Sales Quotation GST Mode
Customer® 50001 ¥ || Sky9 Group Sdn Bhd
Address No. 31, Jalan Raja 1/9, Date™ 16/11/2015 | Quotation No.® | 5Q0004
Taman Century,
Avyer Keroh 95838 Melaka Payment Terms Met 30 days v Tags v
Malaysia
Location Hg R Salesperson e
Contact w
Remark
Currency™ MYR el 1 -
Click on the button next to the price to view Price history. Amount is: | Tax Exclusive | ¥
Item Code™ Description Quantity uom Unit Price Discount Tax Rate Amount (RM)*
DS Design & Submission 100 unit 10,000.00 § G5T 6% (SR_S) 10,000.00 3
Construction Construction 1.00  unit 4,500,00... S GST 6% (SR_S) 4,500,000.00 X

T ] e | e | o

1.
2.

Go to Sales Quotation (under Customer module).
Fill in all product/service.

Subtotal
GST 6% (SR_S)
Grand Total RM

4,510,000.00
270,600.00
4,730,600.00

R | NN P E——
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Sales Quotation GST Made
Customer® 50001 » | 5ky9 Group Sdn Bhd
Address No. 31, Jalan Raja 1/9, Date™ 16/11/2015 | Quotation No.® | 500004
Taman Century,
Ayer Keroh 93838 Melaka Payment Terms Met 30 days v Tags v
Malaysia
Location Hg hd Salesperson hd
Contact R
Remark
Currency™® MYR a1 - H
More Info
Enter B Exdusive | ¥
Item| | You may D.LY. up to 5 additional fields for this document and these fields would be displayed in the print out. Pp—
(Label could be e.g. "Project Title", and Value could be e.g. "Room Renovation for ARA Sdn. Bhd.") S
Ds 10,000.00
Label Value
Constru 00,000.00 ¥
Project Title Build & 3 star hotel with 12 level, which consist of 288 of rooms and 3 level of car park. *
Project Ref KJIHYU-009-0933 X
Project Date 01Jan 2015 x
Project Duration 2 years 4

m 10,000,00

70,600.00
'30,600.00

s T3 ° Gototst

3. Click More Info to bring out a pop up.
4. Add additional info such as project title.
5. Click OK.

6. Save.

Note: You may provide any info you needs (limited to 5) in More Info pop up. These info would be printed
out in your quotation and invoice later.
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Print Sales Quotation:

3A Architect Sdn Bhd (a-96878-98695)

34 Building, Jalan Tun Ismail, Cyberjaya 99999 Selangor Malaysia
Phone No. 07-3698569

(GST ID No. : 0009876500987)

Sales Quotation No.: SQ0004
SKyg GI"OI.IP Sdl'l Bhd Payment Terms : Net 30 Elays
No. 31, Jalan Raja 1/9, Date : 16/11/2015
Taman Century,
Ayer Keroh 99888 Melaka
Malaysia
Phone No. Page - 1ofl
Project Title : Build a 3 star hotel with 12 level, which consist of 288 of Project Date : 01 Jan 2015

rooms and 3 level of car park.

Project Duration : 2 years
Project Ref : KJHYU-009-0988

Item. Description Qty UoM Unit Price Disc. Tax Rate Amount
MYR MYR

1 Design & Submission 1.00  unit 10,000.00 0.00 6.00 10,000.00 SR S

2 Construction 1.00 wnit 4,500,000.00 0.00 6.00 4,500,000.00 SR S
Ringgit Malaysia: Four Million Seven Sub Total| 4,510,000.00

Hundred Eighty Thousand Six

GST 6.00%| 270,600.00
Hundred Only

Grand Total| 4,780,600.00

Note :

Authorised Signature
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Step 3:  Create Progress Invoice

Sales Invoice ° GST Made

Enter Invoice By | Stock Item b
Customer® 50001 ¥ || 5ky9 Group Sdn Bhd Transfer Document From | Sales Quotation | a
Address No. 31, Jalan Raja 1/9, Date™ 16/11/2015 | Invoice No,* Auto-generated
Taman Century,
Ayer Keroh 33838 Melaka Payment Terms MNet 30 days v Tags v
Malaysia
Location Hg » Salesperson »
Contact i
P.0 No. [ apply Margin Scheme Remark

Progress Invoicin
Currency™ MYR. w1 - Apply Prog la}

Transfer From Sales Quotation

5: | Tax Exdusive | ¥

arcode Tick the box to transfer document to the Sales Invoice.

Item Code™® Date Document No Payment Term Currency Amount Amount (RM)*=
16/11/2015  SQO004 Met 30 days MYR. 4,780,600.00

=m -

Journal Entry

>SN N =Y. =T | IS By N | === | ===t

Go to Sales Invoice (under Customer module).
Transfer document from Sales Quotation.
Select desired sales quotation.

Click OK.

Tick on Apply Progress Invoicing.

vk wnNeE
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Sales Invoice

Enter Invoice By  Stock Item hd

Customer® 50001 ¥ || Sky2 Group Sdn Bhd

Transfer Document From | Sales Quotation | ¥

Address MNo. 31, Jalan Raja 1/9, Date™ 16/11/2015 ] Invoice Mo, ® Auto-generated
Taman Century,
Ayer Keroh 99888 Melaka Payment Terms Met 30 days hd Tags
Malaysia
Location Hg e Salesperson
Contact ~
P.O No. Apply Margin Scheme Remark
Apply Progress Invoicin
Currency™® MYR. v |1 | pply Progi g
elid on the button next to the price to view Price history.
Item Code™ Description Ref Doc No, Quantity uoM Unit Price Discount Tax Rate
"os " Design & Submission "sqooo4 0.50 "unit " 10,000.00 § " GST 6% (SR_S)
" Construction " Construction " 4,500,00.. § "GST 6% (SR_S)

"sqooo4 n’ 0.10 "unit
7

Progress Invoicing

Ref Doc No: SQoo04
Description: Design & Submission
m Ref Amount (RM) (100%): 10000.00 Subtotal
- o 35T 6% (SR_S)
Prior Billed %: 0 Prior Billed Amount: 0.00 rand Total RM
Current % *: 50 ’
Total %: 50

-

GST Mode

Amountis: |Tax Excusive |¥

Amount (RM)*
5,000.00 X
450,000.00 ¥

455,000.00
27,300.00
432,300.00

Journal Entry

6. Now, all items from selected sales quotation have been transferred. To determine the % to be

billed, click on %.

7. Observe all the information such Ref Amount, Prior Billed %, Prior Billed Amount, and then fill in
the % to be billed at Current % field. (Ref Amount = 100% quoted amount, Prior Billed % = %

been billed before, Total % = Prior Billed % + Current %)
8. Click OK. (repeat step 6 to step 8 for the rest of item)
9. Lastly, Save.

Note:

Once the Current % been filled up, the Quantity and Amount in main screen would be re-populated

based on the % been inserted.

If you have any extra item, service or overhead to be charged to your client, just Add Line will do.
However, these item line is not applicable for progress invoicing, instead, full amount would be billed.
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Print Sales Invoice:

3A Architect Sdn Bhd (a-96878-98695)

3A Building, Jalan Tun Ismail, Cyberjaya 99999 Selangor Malaysia
Phone No. 07-3698569

(GST ID No. : 0009876500987)

Tax Invoice No. : TI-00004
Skyg Gl"oup Sdn Bhd Payment Terms : Net 30 days
No. 31, Jalan Raja 1/9, Date : 16/11/2015
Taman Century, .
Ayer Keroh 99888 Melaka Due Date + 16/12/2015
Malaysia Page :1lofl
Phone No.
Project Title : Build a 3 star hotel with 12 level, which consist of 288 of Project Date : 01 Jan 2015

rooms and 3 level of car park.
Project Ref : KJHYU-009-0988

Project Duration : 2 years

Item. Description Ref. Amount Prior % Curr % Tax Rate Amount
MYR MYR

1 Design & Submission 10,000.00 0.00 50.00 6.00 5,000.00 SRS

2 Construction 4,500,000.00 0.00 10.00 6.00 450,000.00 SR S
Ringgit Malaysia : Four Hundred Sub Total| 455,000.00
Eiglhty Two Thousand Three Hundred GST 6.00% z?'anu_m

nly

Grand Total 482,300.00

Note :

Authorised Signature

Page 10 | 10



