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Chapter 1        Overview

1.1 Introduction

All the transaction related to customer have to be perform under the  Customer Module.

1)Delivery Order : Issue Delivery Order.
2)Sales                : Issue Tax Invoice.
3)Debit Note : Issue debit note to debtor ( customer )
4)Credit Note 
5)Customer Maintenance : Create new customer or edit customer information.
6)Find Transaction : Find customer transaction.
7) Receipt 
8) GST Bad Debt : GST Debt Management & GST Bad Debt Recover.
9) Report : View or print out Customer's Reports.
10) Others : Customer's opening balance, bad debt write off & bad debt listing.

: Issue credit note to debtor ( customer ).

: Receive payment from debtor ( customer ).
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Chapter 2        Customer Transaction

2.1 Customer Maintenance

appear

2.1.1  Create New Customer 

To create new customer, fill up the customer's information such as name, address and etc...

You must select Trade Control Account from  
You can specify the statement group by select the group from the drop down list. The account statement
can be print out in bulk base on the statement group.

After fill up the information, click                     to create the new customer.

of customer created. 

NOTE : You should fill up the Credit Sales Account, then our software will select this sales account 
               automatically for you whenever you do any transaction involving these customer.

After you click on the Customer Maintenance, then Click Add Customer Form , Add Customer Form will 

You can click on the Find Customer detail to go to the Customer Listing Page, where you can view the list
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2.1.2 Edit Customer Information 

Type the customer name inside the red rectangle, our software will list out that particular customer for

customer contain those character.

After you click on the Find Customer Form, the Customer Listing Page will appear like below.

you. If you type any character inside the red colour rectangle box, our software will list out all the

Click on the Edit Balance to go to Customer Opening Balance Page to enter the opening balance.

You can delete the customer by clicking the Delete on the right hand side.



ES ACCOUNTING ECOCARD SOLUTIONS SDN BHD

Page 6

2.2 Enter Customer's Opening Balance

               Work Window

               Display Window

               Customer Selection List

 
Select the customer from Customer Selection List.

Enter all the information in Work Window and click                    button.

After successful adding, the transaction will display at Display Window.

The Display Window show a list of the outstanding bill which had been added.
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2.3 Sales

               Display Window  : Display transaction which had been created earlier.

After you click on the Sales, the Sales Listing Page will appear.

Click Create New Sales Tax Invoice  to enter the Tax Invoice Transaction Page. 
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Sales Invoice Transaction Page

- Type any character in Customer A/C box and our software will list out customer whose name contain 
   those character, and you can select from there.
- Enter the transaction date by select the date from the pop up calendar.
- If these transaction is for a particular department/project, then select the department/project from
   the drop down list.
- OET : Other Excluded Transaction. User need to analyze their transaction in ES, SR, DS & OS to

  determine whether they fall into OET or not.

Click the                               button,  new row will be added.
Enter the item in the new row.
- If you have not define the Credit Sales Account in the Customer Maintenance for this customer then 
   you must select a Sales Account for Credit A/C.
After you enter all the information required, you can click                   to save this transaction.

Click                         to create a new transaction.

You can see the newly added transaction in Tax Invoice Transaction's display window.
Default : Unit Price enter is Tax Exclusive and Sub-Total is included GST tax amount. 
For Tax Inclusive : If you check the Tax Inclusive Box, the unit price enter is inclusive of Tax and the 

   Sub-Total also inclusive of Tax.
Add Template : A saved transaction can be added as a template.
List Template : List out the saved template, then modify it and save it as a new transaction.
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2.4 Debit Note

Issue Debit Note to customer. Process similar to SALES.
The Original Invoice No and Reasons fields are compulsory, you must fill up these fields.

2.5 Credit Note

Issue Credit Note to Customer, Process similar to SALES.
The Original Invoice No and Reasons fields are compulsory, you must fill up these fields.

2.6 Receipt

Select the bank account where you want to deposit the money.

The Customer Receipt Page will appear.

Click Receipt when you receive money or cheque from customer, and the Receipts Page will appear.

( by clicking the Enter Transaction )
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Customer Receipts Page

               Work Window

               Display Window

Select the Customer from the Customer Name drop down list, the customer's outstanding bill
will appear in the Display Window.

If you had chosen the Auto Generation Number for Customer Receipt ( In the System Setup ), the 
Software will generate the Bill No for you. If not, you will need to enter the Bill No ( Receipt No.). 

Fill up all the information in the Working Window.

Click the box for the outstanding payment you want to knock off in the Display Window.
You must fill up the amount before you do these, Otherwise the software will warn that you
Do not have sufficient fund.

Click the Submit Receipt button.

If transaction is successful, a pop up screen will display a successful message, otherwise
an error message will display.
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2.7 Receipt Listing

Receipt Listing Page

The receipt listing will list out the customer's payment.

Select the customer from the drop down list, and you will see the list of the payment made 
by that customer.

You can delete the payment transaction or reverse the payment.

Reverse payment mean reverse the knock off bill ( where the knock off bill change back to
outstanding bill )
The reverse amount will become advance payment which can be use to knock off other 
outstanding bill.
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2.8 Receipt Reverse And Balance

Receipt Reverse will list out all the reverse payment.
You can use these reverse payment to knock off the outstanding bill, to do that click on the 
customer name and the Balances & Reversed Receipt Form Page will appear.

               Reverse Bill or Advance Payment Bill  Window

               Outstanding Bill Display Window

Select the reverse bill from             

Select the Outstanding bill from 

Click submit button to perform the transaction.
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2.9 Debt Management

Fill up all the information in the Working Window 

Select from                 on which Bill you want to write off or recover.

Click                      to save the transaction.

2.10 Debt Activity Listing

Listing of all the transaction which have been written off.
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2.11 Find Customer's Transaction

You can find customer's transaction record with anyone of these or combination of them :
-Customer Name
-Bill No.
-Transaction amount.
-date
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