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ėŜŅĬŜŅ 
 

ĳŅĵŒĨƟĬőĵĭŅĵĔŅĶĮĢŇĶŌĮĶŃĭĭĶŅĝĔŅĶŐĸŃľĬƞĺĵĚŅĬĳŅėĶńģȮĶńģĭŅĸœħƟħŜŅŏĬŇĬĔŅĶĮĢŇĶŌĮȮĶŃĭĭĔŅĶ
ĭĶŇľŅĶěńħĔŅĶĳŅĵŒĬĕŀĚĔŅĶĭĶŇľŅĶěńħĔŅĶĔŀĚĪŋĬĨƞŅĚŕĳŅĵŒĨƟĔŅĶĔŜŅĔńĭħŌŐĸĕŀĚĔĶŃĪĶĺĚĨƞŅĚŕȮĽŌƞĶŃĭĭĔŅĶĭĶŇľŅĶěńħĔŅĶ
ŐĬĺŒľĴƞĪňŗĴŋƞĚŏĬƟĬįĸĚŅĬŐĸŃįĸĸńıīƢŐĪĬĔŅĶėĺĭėŋĴȮŐĸŃĔĶŃěŅĵėĺŅĴĶńĭįŇħĝŀĭȮŒĬĔŅĶĭĶŇľŅĶěńħĔŅĶħƟŅĬĔŅĶŏĚŇĬŒľƟ
ľĬƞĺĵĚŅĬĴňėĺŅĴŏĮƦĬŀŇĽĶŃȮȮėĸƞŀĚĨńĺȮŒĬĔŅĶěńħĽĶĶĪĶńıĵŅĔĶŏıŊŗŀĔŅĶĮĢŇĭńĨŇĚŅĬŒľƟĭĶĶĸŋĨŅĴıńĬīĔŇěŏĮƚŅľĴŅĵȮŐĸŃ
ĺńĨĩŋĮĶŃĽĚėƢĕŀĚŐĨƞĸŃľĬƞĺĵĚŅĬŀĵƞŅĚĴňĮĶŃĽŇĪīŇĳŅıȮĔŀĚĪŋĬĲƘƨĬĲŌŐĸŃıńĥĬŅŏĔļĨĶĔĶȮěŉĚěŜŅŏĮƦĬĨƟŀĚĴňĕƟŀĴŌĸĪŅĚĭńĠĝňĪňŗ
ĽĴĭŌĶĦƢŏıňĵĚıŀĨƞŀĔŅĶĺŇŏėĶŅŃľƢģŅĬŃĪŅĚĔŅĶŏĚŇĬŐĸŃĮĶŃŏĴŇĬįĸĔŅĶħŜŅŏĬŇĬĚŅĬȮŐĸŃĴňĕƟŀĴŌĸŏıňĵĚıŀĽŜŅľĶńĭĔŅĶĨĶĺěĽŀĭ
ĔŜŅĔńĭħŌŐĸĕŀĚįŌƟĭĶŇľŅĶŐĸŃľĬƞĺĵĚŅĬĨƞŅĚŕȮĪňŗŏĔňŗĵĺĕƟŀĚȮȮĔŅĶĭńĠĝňĨŅĴŏĔĦĤƢėĚėƟŅĚěŃĝƞĺĵĺŅĚĔĶŀĭŒĬĔŅĶěńħĪŜŅĕƟŀĴŌĸĪŅĚ
ĭńĠĝňĪňŗĴňėŋĦĳŅıȮŏıŊŗŀĬŜŅœĮŒĝƟŒĬĔŅĶĺŇŏėĶŅŃľƢȮĺŅĚŐįĬȮŐĸŃĮĶŃŏĴŇĬįĸĔŅĶĭĶŇľŅĶěńħĔŅĶĪŅĚħƟŅĬĔŅĶŏĚŇĬ 

ĔŅĶĺŅĚĶŃĭĭőĮĶŐĔĶĴĭńĠĝňĨŅĴŏĔĦĤƢėĚėƟŅĚȮŏĮƦĬĔŅĶĭńĬĪŉĔĶŅĵœħƟĔńĭėƞŅŒĝƟěƞŅĵŏıŊŗŀĶńĭĶŌƟįĸĮĶŃőĵĝĬƢŏĝŇĚ
ŏĻĶļģĔŇěŒĬĶŀĭĶŃĵŃĭńĠĝňȮĞŉŗĚĴňĔĶŃŐĽįĸĮĶŃőĵĝĬƢœľĸŏĕƟŅľĶŊŀŀŀĔěŅĔľĬƞĺĵĚŅĬȮőħĵœĴƞœħƟėŜŅĬŉĚĩŉĚŐĨƞŏĜıŅŃĔĶŃŐĽŏĚŇĬ
ĽħŏľĴŊŀĬŏĝƞĬŒĬŀħňĨĪňŗįƞŅĬĴŅȮĔŅĶĭńĬĪŉĔĭńĠĝňĨŅĴŏĔĦĤƢėĚėƟŅĚȮĔŀĚĪŋĬĲƘƨĬĲŌŐĸŃıńĥĬŅŏĔļĨĶĔĶȮěŃĨƟŀĚěńħĪŜŅĚĭĔŅĶŏĚŇĬ
ĪňŗŐĽħĚĩŉĚĪĶńıĵŅĔĶĪńŘĚľĴħĪňŗĴňŀĵŌƞŒĬėĺŅĴėĺĭėŋĴȮħŌŐĸȮĳŅĶŃľĬňŘĽŇĬŐĸŃĽƞĺĬĪŋĬĕŀĚľĬƞĺĵĚŅĬȮĶĺĴĪńŘĚĶŅĵĚŅĬĪňŗŐĽħĚ
ĶŅĵœħƟėƞŅŒĝƟěƞŅĵĪňŗŏĔŇħĕŉŘĬŒĬŐĨƞĸŃĶŀĭĶŃĵŃŏĺĸŅĭńĠĝň 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

ėĦŃįŌƟěńħĪŜŅ 
ĴňĬŅėĴȮ0340 

     ȮȮȮ     
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ĽŅĶĭńĠ 
 
 
 
 

ŏĶŊŗŀĚ            ľĬƟŅ 
ĽƞĺĬĪňŗȮ/ȮĔŅĶěńħĞŊŘŀěńħěƟŅĚ           4 
ĕńŘĬĨŀĬĔŅĶěńħĞŊŘŀıńĽħŋȮPO 1                                   4 
ĕńŘĬĨŀĬĔŅĶŀĬŋĴńĨŇŒĭĽńŗĚĞŊŘŀ          5 
ĕńŘĬĨŀĬĔŅĶĞŊŘŀĽŇĬėƟŅ          6  
ĕńŘĬĨŀĬĔŅĶěƞŅĵĝŜŅĶŃľĬňŘ          7 
ĕńŘĬĨŀĬĔŅĶĪŜŅŏĝŖėěƞŅĵįƞŅĬ         10 
ĕńŘĬĨŀĬĔŅĶŏĭŇĔıńĽħŋ          11  
ĕńŘĬĨŀĬĔŅĶěńħĞŊŘŀıńĽħŋȮPO 0               12   
ĕńŘĬĨŀĬĔŅĶŀĬŋĴńĨŇŒĭĽńŗĚěƟŅĚ         14   
ĕńŘĬĨŀĬĔŅĶĨńŘĚŏěƟŅľĬňŘŀŊŗĬ          15  
ĕńŘĬĨŀĬĔŅĶěƞŅĵĝŜŅĶŃľĬňŘ          16 
ĕńŘĬĨŀĬĔŅĶĪŜŅŏĝŖėěƞŅĵįƞŅĬ         19 
ĽƞĺĬĪňŗȮ0ȮėƞŅŒĝƟěƞŅĵĮĶŃěŜŅŏħŊŀĬĽŅīŅĶĦŌĮőĳė       20 
ĕńŘĬĨŀĬĔŅĶĨńŘĚŏěƟŅľĬňŘŀŊŗĬ          20  
ĕńŘĬĨŀĬĔŅĶěƞŅĵĝŜŅĶŃľĬňŘ          21 
ĽƞĺĬĪňŗȮ1ȮĔŅĶĵŊĴŏĚŇĬĪħĶŀĚěƞŅĵ         25 
ĕńŘĬĨŀĬĔŅĶĵŊĴŏĚŇĬĪħĶŀĚěƞŅĵ         25 
ĕńŘĬĨŀĬĔŅĶĽƞĚŒĝƟŏĚŇĬĵŊĴĪħĶŀĚěƞŅĵ         28 
ĽƞĺĬĪňŗȮ2ȮĔŅĶĶńĭŐĸŃőŀĬŏĚŇĬĶŃľĺƞŅĚĽŅĕŅŐĸŃĽŜŅĬńĔĚŅĬŒľĠƞ     29 
ĕńŘĬĨŀĬĶńĭŏĚŇĬ           29 
ĕńŘĬĨŀĬĔŅĶőŀĬĚĭėŊĬĽŜŅĬńĔĚŅĬŒľĠƞ        31 
ĽƞĺĬĪňŗȮ3ȮĔŅĶőŀĬŏĚŇĬĶŃľĺƞŅĚĭńĠĝňŀŀĴĪĶńıĵƢŐĸŃĔĶŃŐĽĶŅĵĺńĬ     33 
ĕńŘĬĨŀĬĔŅĶĭńĬĪŉĔȮTR          33  
ĽƞĺĬĪňŗȮ4ȮĚŅĬěńħĔŅĶľĬňŘ          34 
ĕńŘĬĨŀĬĔŅĶěƞŅĵŏĚŇĬőėĶĚĔŅĶĽŜŅĬńĔěńħĔŅĶľĬňŘ       33 
ĕńŘĬĨŀĬĔŅĶěƞŅĵĝŜŅĶŃľĬňŘŐĪĬŏĔļĨĶĔĶ        36 ȮȮȮȮȮȮ 
ĽƞĺĬĪňŗȮ5ȮĚŅĬĲƘƨĬĲŌŐĸŃıńĥĬŅŏĔļĨĶĔĶ        41 
ĕńŘĬĨŀĬĔŅĶěƞŅĵŏĚŇĬŀŋħľĬŋĬ         41 
ĕńŘĬĨŀĬĔŅĶěƞŅĵŏĚŇĬőėĶĚĔŅĶĽŜŅĬńĔĲƘƨĬĲŌ        46 
ĕńŘĬĨŀĬĔŅĶěƞŅĵĔŌƟĵŊĴŀĚėƢĔĶŏĔļĨĶĔĶ        50 
ĽƞĺĬĪňŗȮ6ȮĔŅĶŏĶňĵĔħŌĶŅĵĔŅĶĮĶŃěŜŅŏħŊŀĬ        53 
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ĂÛëòćÈÌøĈî îÚùâòÖõĂÛëòćÈÌøĈî ÌøĈîÿËøćî É¬óãËČóäñ ÿËĆÅÉ¬óãÝ¬óÚ ĂÛÿÛõÂ 

 
ĽƞĺĬĪňŗȮ/ȮĔŅĶěńħĞŊŘŀěńħěƟŅĚ 
ěńħĞŊŘŀıńĽħŋȮȮPO1 

 
 
 

 ÿÃóØöćäñÛÛ Purchase Order  \ PO data entry \ ĂÛëòćÈÌøĈî 

 
 
1,/ȮėƟĬľŅĶľńĽįŌƟĕŅĵȮőħĵėĸŇĔȮȮȮȮȮėĸŇĔĪňŗĝƞŀĚȮtext  ĞŉŗĚĽŅĴŅĶĩėƟĬľŅœħƟőħĵȮĶľńĽȮĝŊŗŀȮĪňŗŀĵŌƞȮįŌƟĨŇħĨƞŀȮŏĭŀĶƢőĪĶȮȮŐĲĔĞƢ 
1.2 ėĸŇĔȮȮŏĸĕĪňŗŏŀĔĽŅĶȮȮėňĵƢȮPO1Ȯ ĨŅĴħƟĺĵĽŅĕŅȮȮĮƖȮŏħŊŀĬȮȮĸŜŅħńĭȮŏĝƞĬȮȮPO1906-001    
1.3 ėĸŇĔĴŅĪňŗȮĝƞŀĚȮĶľńĽĽŇĬėƟŅȮȮȮŏıŊŗŀėƟĬľŅȮĽŅĴŅĶĩėƟĬľŅœħƟőħĵȮĶľńĽȮĝŊŗŀȮĵŀħėĚŏľĸŊŀȮľĬƞĺĵĬńĭ 
1.4ȮĶŃĭŋȮěŜŅĬĺĬȮȮȮĶŅėŅĨƞŀľĬƞĺĵȮ 
1.5 ĽƞĺĬĸħȮĴňȮ2 ĽƞĺĬȮėŊŀȮĽƞĺĬĸħĽŇĬėƟŅ&ľĸńĚĶŅėŅĨƞŀľĬƞĺĵĽŇĬėƟŅ'ȮȮŐĸŃȮĽƞĺĬĸħĔŅĶėƟŅȮ&ħƟŅĬĸƞŅĚ'ȮȮĶŃĭŋŏĮƦĬȮ% ľĶŊŀȮěŜŅĬĺĬŏĚŇĬȮľĶŊŀĪńŘĚȮ2Ȯ
őħĵŒĝƟȮ, ėńŗĬȮŏĝƞĬȮ5%,1000   ėŊŀȮĸħȮ5% ĔƞŀĬȮŐĸŃȮĸħȮ1000 ĨŅĴľĸńĚ 
/.6 ĶľńĽĽĩŅĬĪňŗĶńĭĕŀĚȮȮėĸŇĔȮ  ŏıŊŗŀĶŃĭŋĽĩŅĬĪňŗĶńĭĕŀĚ 
1.7 ľĴŅĵŏľĨŋȮŒľƟŒĽƞœĺƟĪňŗȮtab Description 
1.8  Save   
 
 
 
 

1.1 
 

1.2 

1.3 
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ŀĬŋĴńĨŇŒĭĽńŗĚĞŊŘŀȮȮ 
     ŏĕƟŅĪňŗĶŃĭĭȮPurchase Order  \ PO data entry \ ŀĬŋĴńĨŇŒĭĽńŗĚĞŊŘŀ 

2.1 ėĸŇĔĪňŗȮȮȮȮȮȮěŃıĭĶŅĵĔŅĶĪňŗȮĵńĚœĴƞŀĬŋĴńĨŇ 
2.2 ėňĵƢŏĸĕĪňŗŏŀĔĽŅĶȮŏĮƦĬŏĸĕŏħňĵĺĔńĬĔńĭȮPO No. 
2.3 ȮőĮĶŐĔĶĴěŃȮdefault Ȯ ĪňŗĝƞŀĚȮŀĬŋĴńĨŇȮŏıŊŗŀĪŜŅĔŅĶŀĬŋĴńĨŇȮȮ 
2.4 ȮSave  ĶŅĵĔŅĶ 
 

 
 
 
 
 
 
 
 
 
 
 
 

2.1 

2.2 
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1ȮȮĞŊŘŀĽŇĬėƟŅ 
ȮȮȮȮȮŏĕƟŅĪňŗĶŃĭĭȮPurchase Order  \ PO data entry \ ĞŊŘŀŏĝŊŗŀ  
 

 
 

3.1  ėƟĬľŅĶľńĽŏěƟŅľĬňŘ 
3.2  Running ŏĸĕĪňŗŏŀĔĽŅĶ 
3.3 ėĸŇĔĪňŗȮȮŀĬŋĴńĨŇŒĭĽńŗĚĞŊŘŀȮěŃıĭŏĸĕĪňŗŒĭĽńŗĚĞŊŘŀȮ 
3.4 ĶŃĭŋŏĸĕĪňŗȮŐĸŃȮĺńĬĪňŗŒĭĔńĭĳŅļňȮŐĸŃȮŒĭĽƞĚĕŀĚ 
3.5 ĨĶĺĽŀĭėĺŅĴĩŌĔĨƟŀĚĕŀĚĽŇĬėƟŅĪňŗľĬƟŅěŀȮŐĸŃȮŒĭĔŜŅĔńĭĳŅļňȮ 
3.6 Save 
 
 
 
 
 
 
 

3.1 3.2 

3.3 
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4 ěƞŅĵĝŜŅĶŃľĬňŘȮŒĝƟĔĶĦňĩŉĚȮDue ĪňŗĨƟŀĚěƞŅĵĝŜŅĶŃ 
ȮȮȮȮȮŏĕƟŅĪňŗĶŃĭĭȮAccount Payable  \ AP data entry \ ěƞŅĵĝŜŅĶŃľĬňŘ 
 

 
 

4.1 ėƟĬľŅĶľńĽŏěƟŅľĬňŘ 
4.2 ėĸŇĔȮRunning ŏĸĕĪňŗŏŀĔĽŅĶ B*BĲ*BJ ĨŅĴħƟĺĵĶľńĽĽŅĕŅ0Ĩńĺ 
4.3 ėĸŇĔĪňŗȮAP List ŏıŊŗŀŏĸŊŀĔĶŅĵĔŅĶĪňŗěŃħŉĚĴŅěƞŅĵĝŜŅĶŃ 

4.4 ėĸŇĔȮľńĔȮĦȮĪňŗěƞŅĵȮȮŒľƟĔħȮ ĽňŐħĚ 

4.1 4.2 

4.3 4.4 
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4.4.1 running ŏĸĕĪňŗŏŀĔĽŅĶȮĶŅĵĔŅĶŀŊŗĬŕȮěŃĕŉŘĬŒľƟĨŅĴĶŅĵĸŃŏŀňĵħŏěƟŅľĬňŘ 
4.4.2 ėňĵƢĮĶŃŏĳĪŏĚŇĬœħƟĪňŗěƞŅĵȮȮĶŃĭŋĴŅĨĶŅȮ&ŒĝƟŏĸŊŀĔ'ȮŀńĨĶŅĳŅļňȮěŜŅĬĺĬŏĚŇĬĪňŗěƞŅĵȮ&ĔĶĦňěƞŅĵȮ2 ĶŅĵĔŅĶŒľƟŏĸŊŀĔ

ĮĶŃŏĳĪĴŅĨĶŅœĴƞŏľĴŊŀĬĔńĬȮ)     ĔħȮok ŐĸŃȮClose    
4.5 ėĸŇĔĪňŗȮTab CQ Pay 
2,4ȮĶŃĭŋȮĶľńĽĽĴŋħŏĚŇĬİŅĔȮȮŏĸĕĪňŗŏĝŖėȮĺńĬĪňŗĭĬŏĝŖėȮěŜŅĬĺĬŏĚŇĬ 

 

4.4.1 

4.4.2 

4.5 

4.6 
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4.7 ėĸŇĔĪňŗȮTab Payments ŏıŊŗŀħŌĵŀħľĬňŘŐĸŃĵŀħěƞŅĵĝŜŅĶŃŏĪƞŅĔńĬȮȮŐĸƟĺȮSave 

4.8 ĔħĮŋƙĴȮ ŏıŊŗŀŏĶňĵĔĶŅĵĔŅĶŏħŇĴȮ 

4.9 ėĸŇĔĮŋƙĴȮȮȮŏıŊŗŀıŇĴıƢŏĝŖė 
 

                       
 
 
 
 

4.7 4.8 4.9 4.10 
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4.10  ėĸŇĔĮŋƙĴȮ  ȮŏıŊŗŀıŇĴıƢĲŀĶƢĴȮĳŅļňľńĔȮĦȮĪňŗěƞŅĵ 

 
 

5. ŏĝŖėěƞŅĵįƞŅĬ Ȯ 
ȮȮȮȮȮŏĕƟŅĪňŗĶŃĭĭȮCheque and Bank \ CQ Payment Adjustments \ ŏĝŖėěƞŅĵįƞŅĬ 

        
 

5.1 Running ŏĸĕĪňŗŏŀĔĽŅĶȮȮȮ 
5.2 ĶŃĭŋĽĴŋħŏĚŇĬİŅĔ 

5.3 ėĸŇĔȮȮȮŏıŊŗŀŏĸŊŀĔŏĸĕĪňŗŏĝŖėĪňŗěƞŅĵĝŜŅĶŃŏěƟŅľĬňŘŐĸƟĺ ĽŅĴŅĶĩŏĸŊŀĔœħƟľĸŅĵŒĭ 
5.4 Save 
 

5.1 5.2 

5.3 
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6. ŏĭŇĔıńĽħŋ Ȯ 
ȮȮȮȮȮŏĕƟŅĪňŗĶŃĭĭȮInventory Control \ IC Data entry \ ŒĭŏĭŇĔ 

                     
 

6.1  ŒĽƞĶŅĵĔŅĶŏŀĔĽŅĶȮŏĭŇĔŒĝƟ 
4,0ȮȮȮRunning ŏĸĕĪňŗŏŀĔĽŅĶȮ 
6.3Ȯ ŒĽƞĶľńĽįŌƟĶńĭĽŇĬėƟŅ 
6.4ȮȮėĸŇĔĪňŗĶľńĽĽŇĬėƟŅȮŏĸŊŀĔȮĽŇĬėƟŅĪňŗĨƟŀĚĔŅĶŏĭŇĔŒĝƟ 
6.5ȮȮŒĽƞěŜŅĬĺĬȮȮȮ 
6.6ȮȮȮĔħȮȮSave 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6.1 

6.2 
6.3 
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ĂÛëòćÈÌøĈî îÚùâòÖõĂÛëòćÈÌøĈî ÖòĈÈÿÉóìÚöĈîøćÚ É¬óãËČóäñ ÿËĆÅÉ¬óãÝ¬óÚ 

ěńħěƟŅĚȮȮPO2 
 
 
 

  

ȮŏĕƟŅĪňŗĶŃĭĭȮPurchase Order  \ PO data entry \ ŒĭĽńŗĚĞŊŘŀ 
 

 
 

1,/ȮėƟĬľŅĶľńĽįŌƟĕŅĵȮőħĵėĸŇĔȮȮȮȮȮėĸŇĔĪňŗĝƞŀĚȮtext  ĞŉŗĚĽŅĴŅĶĩėƟĬľŅœħƟőħĵȮĶľńĽȮĝŊŗŀȮĪňŗŀĵŌƞȮįŌƟĨŇħĨƞŀȮŏĭŀĶƢőĪĶȮȮŐĲĔĞƢ 
1.2 ėĸŇĔȮȮŏĸĕĪňŗŏŀĔĽŅĶȮȮėňĵƢȮPO2Ȯ ĨŅĴħƟĺĵĽŅĕŅȮȮĮƖȮŏħŊŀĬȮȮĸŜŅħńĭȮŏĝƞĬȮȮPO2906-001    
1.3 ėĸŇĔĴŅĪňŗȮĝƞŀĚȮĶľńĽĽŇĬėƟŅȮĽŜŅľĶńĭĚŅĬĽńŗĚěƟŅĚȮěŃŒĝƟĶľńĽĽŇĬėƟŅĶľńĽŏħňĵĺėŊŀȮ001 
1.4 ėňĵƢȮĶŅĵĸŃŏŀňĵħĔŅĶĽńŗĚěƟŅĚĪňŗĝƞŀĚȮĝŊŗŀĽŇĬėƟŅ 

1.5 ėĸŇĔĮŋƙĴȮȮȮȮȮȮȮȮĔĶĦňĨƟŀĚĔŅĶŏıŇŗĴĶŅĵĸŃŏŀňĵħŒĬĔŅĶėňĵƢ 

1.1 
 

1.2 

1.3 1.4 

1.5 
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/,3,/ ėĸŇĔĪňŗȮTab Description 
1.5.2 ŏĴŊŗŀėňĵƢȮĶŅĵĸŃŏŀňĵħŐĸƟĺȮĔħȮclose ŀŀĔěŅĔľĬƟŅĨƞŅĚ 
 

1.6ȮĶŃĭŋȮěŜŅĬĺĬȮȮȮĶŅėŅĨƞŀľĬƞĺĵȮ 
1.7 ĽƞĺĬĸħȮĴňȮ2 ĽƞĺĬȮėŊŀȮĽƞĺĬĸħĽŇĬėƟŅ&ľĸńĚĶŅėŅĨƞŀľĬƞĺĵĽŇĬėƟŅ'ȮȮŐĸŃȮĽƞĺĬĸħĔŅĶėƟŅȮ&ħƟŅĬĸƞŅĚ'ȮȮĶŃĭŋŏĮƦĬȮ% ľĶŊŀȮ
ěŜŅĬĺĬŏĚŇĬȮľĶŊŀĪńŘĚȮ2ȮőħĵŒĝƟȮ, ėńŗĬȮŏĝƞĬȮ5%,1000   ėŊŀȮĸħȮ5% ĔƞŀĬȮŐĸŃȮĸħȮ1000 ĨŅĴľĸńĚ 
1.8 ľĴŅĵŏľĨŋȮŒľƟŒĽƞœĺƟĪňŗȮtab Description 
1.9  Save   
 
 
 
 
 

  ŀĬŋĴńĨŇŒĭĽńŗĚĞŊŘŀȮȮ 
     ŏĕƟŅĪňŗĶŃĭĭȮPurchase Order  \ PO data entry \ ŀĬŋĴńĨŇŒĭĽńŗĚĞŊŘŀ 

2.1 ėĸŇĔĪňŗȮȮȮȮȮȮěŃıĭĶŅĵĔŅĶĪňŗȮĵńĚœĴƞŀĬŋĴńĨŇ 
2.2 ėňĵƢŏĸĕĪňŗŏŀĔĽŅĶȮŏĮƦĬŏĸĕŏħňĵĺĔńĬĔńĭȮPO No. 
2.3 ȮőĮĶŐĔĶĴěŃȮdefault Ȯ ĪňŗĝƞŀĚȮŀĬŋĴńĨŇȮŏıŊŗŀĪŜŅĔŅĶŀĬŋĴńĨŇȮȮ 
2.4 ȮSave  ĶŅĵĔŅĶ 
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3 ĨńŘĚŏěƟŅľĬňŘŀŊŗĬȮ 
ȮȮȮȮȮŏĕƟŅĪňŗĶŃĭĭȮAccount Payable  \ AP data entry \ ĨńŘĚŏěƟŅľĬňŘŀŊŗĬ  

2.1 

2.2 
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3.1 ėƟĬľŅĶľńĽŏěƟŅľĬňŘ 
3.2 Running ŏĸĕĪňŗŏŀĔĽŅĶ 
3.3 ėĸŇĔȮApprove PO ŀƟŅĚŀŇĚŒĭĽńŗĚĞŊŘŀ 
3.4 ĶŃĭŋŏĸĕĪňŗȮŐĸŃȮĺńĬĪňŗŒĭĔńĭĳŅļňȮȮ&ĔĶĦňĴňŒĭĔŜŅĔńĭĴŅŐĸƟĺȮ'ŐĸŃȮŒĭĽƞĚĕŀĚ   
3.5 ėƟĬľŅĶľńĽėƞŅŒĝƟěƞŅĵȮȮ 
3.6 ĶŃĭŋěŜŅĬĺĬŏĚŇĬȮ 
3.7 ĮŋƙĴȮV ĕƟŅĚľĸńĚěŜŅĬĺĬŏĚŇĬȮėŊŀȮľŅĔĴňėƞŅŒĝƟěƞŅĵľĸŅĵĶŅĵĔŅĶȮŐĸƟĺȮĴňĭŅĚĶŅĵĔŅĶœĴƞėŇħĳŅļňȮŒľƟȮėĸŇĔȮV ŏıŊŗŀœĴƞĬŜŅœĮ
ėŜŅĬĺĦĳŅļň 
3.8 Save 
 
 
 
 
 
 
 
 
 
 

3.1 

3.2 

3.5 
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4 ěƞŅĵĝŜŅĶŃľĬňŘȮŒĝƟĔĶĦňĩŉĚȮDue ĪňŗĨƟŀĚěƞŅĵĝŜŅĶŃ 
ȮȮȮȮȮŏĕƟŅĪňŗĶŃĭĭȮAccount Payable  \ AP data entry \ ěƞŅĵĝŜŅĶŃľĬňŘ 
 

 
 

4.1 ėƟĬľŅĶľńĽŏěƟŅľĬňŘ 
4.2 ėĸŇĔȮRunning ŏĸĕĪňŗŏŀĔĽŅĶ B*BĲ*BJ ĨŅĴħƟĺĵĶľńĽĽŅĕŅ0Ĩńĺ 
4.3 ėĸŇĔĪňŗȮAP List ŏıŊŗŀŏĸŊŀĔĶŅĵĔŅĶĪňŗěŃħŉĚĴŅěƞŅĵĝŜŅĶŃ 

4.4 ėĸŇĔȮľńĔȮĦȮĪňŗěƞŅĵȮȮŒľƟĔħȮ ĽňŐħĚ 

4.1 4.2 

4.3 4.4 
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4.4.1 running ŏĸĕĪňŗŏŀĔĽŅĶȮĶŅĵĔŅĶŀŊŗĬŕȮěŃĕŉŘĬŒľƟĨŅĴĶŅĵĸŃŏŀňĵħŏěƟŅľĬňŘ 
4.4.2 ėňĵƢĮĶŃŏĳĪŏĚŇĬœħƟĪňŗěƞŅĵȮȮĶŃĭŋĴŅĨĶŅȮ&ŒĝƟŏĸŊŀĔ'ȮŀńĨĶŅĳŅļňȮěŜŅĬĺĬŏĚŇĬĪňŗěƞŅĵȮ&ĔĶĦňěƞŅĵȮ2 ĶŅĵĔŅĶŒľƟŏĸŊŀĔ

ĮĶŃŏĳĪĴŅĨĶŅœĴƞŏľĴŊŀĬĔńĬȮ)     ĔħȮok ŐĸŃȮClose    
4.5 ėĸŇĔĪňŗȮTab CQ Pay 

 
 

4.6 ĶŃĭŋȮĶľńĽĽĴŋħŏĚŇĬİŅĔȮȮŏĸĕĪňŗŏĝŖėȮĺńĬĪňŗĭĬŏĝŖėȮěŜŅĬĺĬŏĚŇĬȮ 

4.4.1 

4.4.2 

4.5 
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4.7 ėĸŇĔĪňŗȮTab Payments ŏıŊŗŀħŌĵŀħľĬňŘŐĸŃĵŀħěƞŅĵĝŜŅĶŃŏĪƞŅĔńĬȮȮŐĸƟĺȮSave 

4.8 ĔħĮŋƙĴȮ ŏıŊŗŀŏĶňĵĔĶŅĵĔŅĶŏħŇĴȮ 

4.9 ėĸŇĔĮŋƙĴȮȮȮŏıŊŗŀıŇĴıƢŏĝŖė 

                       
 

4.10  ėĸŇĔĮŋƙĴȮ ȮŏıŊŗŀıŇĴıƢĲŀĶƢĴȮĳŅļňľńĔȮĦȮĪňŗěƞŅĵ 

4.7 4.8 4.9 4.10 
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5. ŏĝŖėěƞŅĵįƞŅĬ Ȯ 
ȮȮȮȮȮŏĕƟŅĪňŗĶŃĭĭȮCheque and Bank \ CQ Payment Adjustments \ ŏĝŖėěƞŅĵįƞŅĬ 

        
5.1 Running ŏĸĕĪňŗŏŀĔĽŅĶȮȮȮ 
5.2 ĶŃĭŋĽĴŋħŏĚŇĬİŅĔ 

5.3 ėĸŇĔȮȮȮŏıŊŗŀŏĸŊŀĔŏĸĕĪňŗŏĝŖėĪňŗěƞŅĵĝŜŅĶŃŏěƟŅľĬňŘŐĸƟĺ ĽŅĴŅĶĩŏĸŊŀĔœħƟľĸŅĵŒĭ 
5.4 Save 
 
 
 
 

5.1 5.2 

5.3 



20 
 

ÖòĈÈÿÉóìÚöĈîøćÚ É¬óãËČóäñ ÿËĆÅÉ¬óãÝ¬óÚ 

ĽƞĺĬĪňŗȮ0ȮėƞŅŒĝƟěƞŅĵĮĶŃěŜŅŏħŊŀĬĽŅīŅĶĦŌĮőĳė 
   Å¬óĂËÉ¬óãÜäñÉČóÿÕøîÚëóÙóäÔúÜāáÅ (Å¬óÿË¬ó Å¬óăààó Å¬óāØäéòßØ° Å¬óØČóÅèóâëñîóÕ) 

   
 

1 ĨńŘĚŏěƟŅľĬňŘŀŊŗĬȮ 
ȮȮȮȮȮŏĕƟŅĪňŗĶŃĭĭȮAccount Payable  \ AP data entry \ ĨńŘĚŏěƟŅľĬňŘŀŊŗĬ  

 
 

1.1 ėƟĬľŅĶľńĽŏěƟŅľĬňŘ 
1.2 Running ŏĸĕĪňŗŏŀĔĽŅĶ 
1.3 ĶŃĭŋŏĸĕĪňŗȮŐĸŃȮĺńĬĪňŗŒĭĔńĭĳŅļňȮȮ&ĔĶĦňĴňŒĭĔŜŅĔńĭĴŅŐĸƟĺȮ'ŐĸŃȮŒĭĽƞĚĕŀĚ   
1.4 ėƟĬľŅĶľńĽėƞŅŒĝƟěƞŅĵȮȮ 
1.5 ėňĵƢĶŅĵĸŃŏŀňĵħŒĬĝƞŀĚėŜŅŀīŇĭŅĵĶŅĵĔŅĶ 
1.6 ĶŃĭŋěŜŅĬĺĬŏĚŇĬȮ 
1.7 ĮŋƙĴȮV ĕƟŅĚľĸńĚěŜŅĬĺĬŏĚŇĬȮėŊŀȮľŅĔĴňėƞŅŒĝƟěƞŅĵľĸŅĵĶŅĵĔŅĶȮŐĸƟĺȮĴňĭŅĚĶŅĵĔŅĶœĴƞėŇħĳŅļňȮŒľƟȮėĸŇĔȮV ŏıŊŗŀœĴƞĬŜŅœĮ
ėŜŅĬĺĦĳŅļň 
1.8 Save 
 
 
 
 

1.1 

1.4 1.5 
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2 ěƞŅĵĝŜŅĶŃľĬňŘȮŒĝƟĔĶĦňĩŉĚȮDue ĪňŗĨƟŀĚěƞŅĵĝŜŅĶŃ 
ȮȮȮȮȮŏĕƟŅĪňŗĶŃĭĭȮAccount Payable  \ AP data entry \ ěƞŅĵĝŜŅĶŃľĬňŘ 
 

 
 

2.1 ėƟĬľŅĶľńĽŏěƟŅľĬňŘ 
2.2 ėĸŇĔȮRunning ŏĸĕĪňŗŏŀĔĽŅĶ B*BĲ*BJ ĨŅĴħƟĺĵĶľńĽĽŅĕŅ0Ĩńĺ 
2.3 ėĸŇĔĪňŗȮAP List ŏıŊŗŀŏĸŊŀĔĶŅĵĔŅĶĪňŗěŃħŉĚĴŅěƞŅĵĝŜŅĶŃ 

2.4 ėĸŇĔȮľńĔȮĦȮĪňŗěƞŅĵȮȮŒľƟĔħȮ ĽňŐħĚ 

2.1 2.2 

2.5 

2.3 2.4 
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2.4.1 running ŏĸĕĪňŗŏŀĔĽŅĶȮĶŅĵĔŅĶŀŊŗĬŕȮěŃĕŉŘĬŒľƟĨŅĴĶŅĵĸŃŏŀňĵħŏěƟŅľĬňŘ 
2.4.2 ėňĵƢĮĶŃŏĳĪŏĚŇĬœħƟĪňŗěƞŅĵȮȮĶŃĭŋĴŅĨĶŅȮ&ŒĝƟŏĸŊŀĔ'ȮŀńĨĶŅĳŅļňȮěŜŅĬĺĬŏĚŇĬĪňŗěƞŅĵȮ&ĔĶĦňěƞŅĵȮ2 ĶŅĵĔŅĶŒľƟŏĸŊŀĔ

ĮĶŃŏĳĪĴŅĨĶŅœĴƞŏľĴŊŀĬĔńĬȮ)     ĔħȮok ŐĸŃȮClose    
2.5 ėĸŇĔĪňŗȮTab CQ Pay 

 
 

2.6 ĶŃĭŋȮĶľńĽĽĴŋħŏĚŇĬİŅĔȮȮŏĸĕĪňŗŏĝŖėȮĺńĬĪňŗĭĬŏĝŖėȮěŜŅĬĺĬŏĚŇĬȮ 

2.4.1 

2.4.2 

2.5 
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2.7 ėĸŇĔĪňŗȮTab Payments ŏıŊŗŀħŌĵŀħľĬňŘŐĸŃĵŀħěƞŅĵĝŜŅĶŃŏĪƞŅĔńĬȮȮŐĸƟĺȮSave 

2.8 ĔħĮŋƙĴȮ  ŏıŊŗŀŏĶňĵĔĶŅĵĔŅĶŏħŇĴȮ 

2.9 ėĸŇĔĮŋƙĴȮȮȮŏıŊŗŀıŇĴıƢŏĝŖė 

                       
 

2.10  ėĸŇĔĮŋƙĴȮ ȮŏıŊŗŀıŇĴıƢĲŀĶƢĴȮĳŅļňľńĔȮĦȮĪňŗěƞŅĵ 

2.7 2.8 2.9 2.10 
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3. ŏĝŖėěƞŅĵįƞŅĬ Ȯ 
ȮȮȮȮȮŏĕƟŅĪňŗĶŃĭĭȮCheque and Bank \ CQ Payment Adjustments \ ŏĝŖėěƞŅĵįƞŅĬ 

        
 

3.1 Running ŏĸĕĪňŗŏŀĔĽŅĶȮȮȮ 
3.2 ĶŃĭŋĽĴŋħŏĚŇĬİŅĔ 

3.3 ėĸŇĔȮȮȮŏıŊŗŀŏĸŊŀĔŏĸĕĪňŗŏĝŖėĪňŗěƞŅĵĝŜŅĶŃŏěƟŅľĬňŘŐĸƟĺ ĽŅĴŅĶĩŏĸŊŀĔœħƟľĸŅĵŒĭ 
3.4 Save 
 
 
 
 

3.1 3.2 

3.3 
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É¬óãÿÈõÚØÕäîÈ ÿËĆÅÉ¬óãÝ¬óÚ ÿÅæöãä°ÿÈõÚØÕäîÈ 

 

ĽƞĺĬĪňŗȮ1ȮĔŅĶĵŊĴŏĚŇĬĪħĶŀĚěƞŅĵ  
ĸŌĔľĬňŘŏĚŇĬĪħĶŀĚěƞŅĵȮ 

 
 

1. ŏĕƟŅĪňŗĶŃĭĭȮAdvance System \ AD data entry \ ŏĭŇĔŏĚŇĬĪħĶŀĚ 

 
 

1.1 ĔħȮRunning ŏĸĕĪňŗŏŀĔĽŅĶȮĭĵ*ĭĵĲ*ĨŅĴĶľńĽĽŅĕŅěńĚľĺńħȮ0Ĩńĺ 
1.2 ŏĸŊŀĔĶľńĽıĬńĔĚŅĬȮįŌƟŏĭŇĔŏĚŇĬĵŊĴĪħĶŀĚ 
1.3 ĶŃĭŋĺńĬĪňŗėĶĭĔŜŅľĬħ 
1.4 ŒĽƞĶŅĵĔŅĶĪňŗĨƟŀĚĔŅĶŏĭŇĔĨŅĴěĶŇĚȮ 

- ŏĭňŘĵĮĶŃĝŋĴĔĶĶĴĔŅĶȮ&ŏĮƦĬĵŀħľĸńĚěŅĔľńĔȮĦȮĪňŗěƞŅĵŐĸƟĺ' 
1.5 ėĸŇĔĪňŗȮTab CQ Pay ŏıŊŗŀėňĵƢŏĝŖė 

1.1 

1.2 
1.3 

1.4 



26 
 

 
1.6 Save ĶŅĵĔŅĶ 
1.7 ėĸŇĔȮfind ŏĸŊŀĔĶŅĵĔŅĶĪňŗėňĵƢĕŉŘĬĴŅ 
1.8 ėĸŇĔĮŋƙĴȮȮCQ Print 

 
 1.8.1 ėňĵƢĝŊŗŀįŌƟĽńŗĚěƞŅĵȮŒĬĝƞŀĚĽńŗĚěƞŅĵŒľƟȮ&ŏĮƦĬĝŊŗŀľĬƟŅŏĝŖė'ȮŐĸƟĺĔħȮOK 
 
 
 
 
 

1.5 

1.7 

1.8.1 
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2. ŏĝŖėěƞŅĵįƞŅĬ Ȯ 
ȮȮȮȮȮŏĕƟŅĪňŗĶŃĭĭȮCheque and Bank \ CQ Payment Adjustments \ ŏĝŖėěƞŅĵįƞŅĬ 

        
 

2.1 Running ŏĸĕĪňŗŏŀĔĽŅĶȮȮȮ 
2.2 ĶŃĭŋĽĴŋħŏĚŇĬİŅĔ 

2.3 ėĸŇĔȮȮȮŏıŊŗŀŏĸŊŀĔŏĸĕĪňŗŏĝŖėĪňŗěƞŅĵĝŜŅĶŃŏěƟŅľĬňŘŐĸƟĺ ĽŅĴŅĶĩŏĸŊŀĔœħƟľĸŅĵŒĭ 
2.4 Save 
 
 
 
 
 
 
 
 
 
 
 
 

 

2.1 
2.2 

2.3 
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3 ŏėĸňĵĶƢŏĚŇĬĪħĶŀĚ 
ŏĕƟŅĪňŗĶŃĭĭȮAdvance System \ AD data entry \ ŏĭŇĔŏĚŇĬĪħĶŀĚ 

 

 
 
 
 

1,/ȮRunning ŏĸĕĪňŗŏŀĔĽŅĶȮJ*JĲȮĨŅĴħƟĺĵĶľńĽĽŅĕŅěńĚľĺńħ 
1,0ȮŒĽƞĶľńĽıĬńĔĚŅĬ 
1,1ȮŀƟŅĚŀŇĚŏĸĕĪňŗŒĭŏĭŇĔ 
1,2ȮėňĵƢĶľńĽėƞŅŒĝƟěƞŅĵ 
 -ȮėƞŅŏĭňŘĵĮĶŃĝŋĴȮŒľƟŒĽƞĵŀħĶĺĴĔńĭĳŅļňľńĔȮĦȮĪňŗěƞŅĵȮȮȮŏĝƞĬĮĶŃĝŋĴȮ1ȮėĬȮȮ/03.Ȯ)Ȯ//03Ȯ)Ȯ//03 
1,3ȮėĸŇĔȮ   ĽňŐħĚȮŏıŊŗŀėňĵƢĳŅļňľńĔȮĦȮĪňŗěƞŅĵ 
 3.5.1 running ŏĸĕĪňŗŏŀĔĽŅĶ 
 1,3,0ȮėƟĬľŅĶľńĽŏěƟŅľĬňŘ 
 1,3,1ȮėňĵƢĮĶŃŏĳĪŏĚŇĬœħƟĪňŗěƞŅĵ 

 1,3,2ȮĔħȮ   ŐĸƟĺėňĵƢĶŅĵĩńħœĮ 
 1,3,3ȮŏĴŊŗŀėňĵƢėĶĭĪŋĔėĬȮėĸŇĔȮ 
 

3.1 

3.2 

3.3 

3.4 

3.5 
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ĽƞĺĬĪňŗȮ2ȮĔŅĶĶńĭŐĸŃőŀĬŏĚŇĬĶŃľĺƞŅĚĽŅĕŅŐĸŃĽŜŅĬńĔĚŅĬŒľĠƞ 
ĔŅĶĶńĭŏĚŇĬěŅĔĽŜŅĬńĔĚŅĬŒľĠƞ 
ŏĕƟŅĪňŗĶŃĭĭȮCheque and Bank \ CQ Bank Adjustments \ ĬŜŅŏĚŇĬĽħİŅĔīĬŅėŅĶ 

 

3.5.4 3.5.5 

3.5.3 

3.5.2 

3.5.1 

1.2 

1.4 
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/,/ȮRunning ŏĸĕĪňŗŏŀĔĽŅĶȮR*RĲȮĨŅĴħƟĺĵĶľńĽĽŅĕŅěńĚľĺńħ 
/,0ȮŒĽƞĽĴŋħŏĚŇĬİŅĔ 
/,1ŒĽƞěŜŅĬĺĬŏĚŇĬİŅĔ 
1.4 ėĸŇĔĪňŗȮTab GL 

 
/,2,/ȮėĸŇĔĶŌĮŐĭĭĔŅĶȮPost  ŏĸŊŀĔȮĶńĭŏĚŇĬěńħĽĶĶȮŐĸƟĺĔħȮ 
/,3ȮSave 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.4.1 
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ĔŅĶėŊĬŏĚŇĬőėĶĚĔŅĶȮŏĕƟŅȮĽŜŅĬńĔĚŅĬŒľĠƞ 
ŏĕƟŅĪňŗĶŃĭĭȮȮGeneral Ledger \ GL Data Entry \ ĶŅĵĔŅĶĶŅĵĺńĬ 

 
 

 
 

1.    2. 

 3. 

    ƚ.  ÂäÔöÃóâÜöÈÛÜäñâóÔ 

ƚ. ÂäÔöāîÚÅøÚĂÚ
ÜöÈÛÜäñâóÔ 
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/,ȮŏĸŊŀĔĶľńĽĽĴŋħĶŅĵĺńĬȮȮ..0ȮĶŅĵĺńĬěƞŅĵ 
0,ȮȮRunning ŏĸĕĪňŗŏŀĔĽŅĶ 
1,ȮŀīŇĭŅĵĶŅĵĔŅĶĪňŗőŀĬėŊĬĺƞŅŏĮƦĬĚĭĮĶŃĴŅĦŀŃœĶĪňŗėŊĬ 
2,ȮŏĸŊŀĔĶľńĽėƞŅŒĝƟěƞŅĵĔĶĦňėŊĬĚĭĕƟŅĴĮƖŒľƟŏĸŊŀĔĭńĠĝňŏħŇĬĽŃıńħĽŜŅĬńĔĚŅĬŒľĠƞȮĔĶĦňėŊĬĚĭĳŅĵŒĬĮƖŒľƟŏĸŊŀĔĶľńĽĭńĠĝňĪňŗ
œħƟĶńĭőŀĬŒĬĮƖ 
3,ȮŏĸŊŀĔȮCQ Pay  ĔŜŅľĬħĶľńĽŏĚŇĬİŅĔīĬŅėŅĶĪňŗěŃőŀĬėŊĬȮĔĶŀĔĕƟŀĴŌĸŒľƟėĶĭ 
4,Save 
5,ȮFind ėƟĬľŅĶŅĵĔŅĶŏıŊŗŀĮĶŇŘĬŏĝŖė 
6,ŏĸŊŀĔȮprint ȮvoucherȮŏıŊŗŀŐĬĭĝŋħŏŀĔĽŅĶ 
7. ŏĸŊŀĔȮCQ ŏıŊŗŀĮĶŇŘĬŏĝŖėŏıŊŗŀĽńŗĚěƞŅĵ 

 
 
 
 
 
 
 
 
 
 

5. 

8
. 

 9. 

6. 
7. 
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ë¬èÚØöć 5 ÂóäāîÚÿÈõÚäñìè¬óÈÛòÎËöîîâØäòßã°ĀæñÂäñĀëäóãèòÚ  
āîÚÿÈõÚäñìè¬óÈÛòÎËöîîâØäòßã° Āæñ ÂäñĀëäóãèòÚ    ĂËØČóÿâøćîâöÂóäāîÚÿÈõÚäñìè¬óÈÙÚóÅóä 
(TR , TRà ,TRJ) 
Ȯ   ŏĕƟŅĪňŗȮCheque and Bank \ CQ Bank Adjustments \ őŀĬŏĚŇĬĶŃľĺƞŅĚĽĴŋħŏĚŇĬİŅĔ 

 
 

1. ėňĵƢȮTR ĨŅĴħƟĺĵȮĶľńĽĽŅĕŅȮȮȮĪňŗŏĸĕĪňŗŏŀĔĽŅĶ 
2. ėňĵƢěŜŅĬĺĬŏĚŇĬĪňŗőŀĬ 
3. őŀĬěŅĔȮȮȮĽĴŋħŀŀĴĪĶńıĵƢ 
4. őŀĬŏĕƟŅȮȮȮȮĽĴŋħȮĔĶŃŐĽĶŅĵĺńĬ 
5. Save 

 
 
 
 
 
 
 
 
 

4 

3 

1 
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ÞóÂÿÈõÚëÕ ÖòĈÈÿÉóìÚöĈîøćÚ É¬óãËČóäñ ÿËĆÅÉ¬óãÝ¬óÚ GL äóãÂóääóãèòÚ 

ë¬èÚØöć Ɯ ÈóÚÉòÕÂóäìÚöĈ 
 
 
 

/ȮĶńĭŏĚŇĬőŀĬěŅĔĽŜŅĬńĔĚŅĬŒľĠƞ 
ŏĕƟŅĪňŗĶŃĭĭȮCheque and Bank \ CQ Bank Adjustments \ ĬŜŅŏĚŇĬĽħİŅĔīĬŅėŅĶ 

  
 

/,/ȮRunning ŏĸĕĪňŗŏŀĔĽŅĶȮRJ ĨŅĴħƟĺĵĶľńĽĽŅĕŅȮ0ȮĨńĺ 
/,0ȮŒĽƞĽĴŋħŏĚŇĬİŅĔ 
/,1ŒĽƞěŜŅĬĺĬŏĚŇĬİŅĔ 
1.4 ŒĽƞľĴŅĵŏľĨŋ 
/,5  Save 
 
 
 
 
 
 
 
 

1.1 
1.2 

1.3 

1.4 
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0ȮĔĶĦňĔŅĶěƞŅĵŏĚŇĬőėĶĚĔŅĶĽŜŅĬńĔěńħĔŅĶľĬňŘ 
ȮȮȮȮȮŏĕƟŅĪňŗĶŃĭĭȮAccount Payable  \ AP data entry \ ĨńŘĚŏěƟŅľĬňŘŀŊŗĬ  

 
 

2.1 ėƟĬľŅĶľńĽŏěƟŅľĬňŘ 
2.2 Running ŏĸĕĪňŗŏŀĔĽŅĶ 
2.3 ĶŃĭŋŏĸĕĪňŗȮŐĸŃȮĺńĬĪňŗŒĭĔńĭĳŅļňȮȮ&ĔĶĦňĴňŒĭĔŜŅĔńĭĴŅŐĸƟĺȮ'ŐĸŃȮŒĭĽƞĚĕŀĚ   
2.4 ėƟĬľŅĶľńĽėƞŅŒĝƟěƞŅĵȮȮ 
2.5 ėňĵƢĶŅĵĸŃŏŀňĵħŒĬĝƞŀĚėŜŅŀīŇĭŅĵĶŅĵĔŅĶ 
2.6 ĶŃĭŋěŜŅĬĺĬŏĚŇĬȮ 
2.7 Save 
 
 
 
 
 
 
 
 
 

2.1 

2.4 
2.5 
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1,ȮĔĶĦňĔŅĶĝŜŅĶŃľĬňŘŐĪĬŏĔļĨĶĔĶ 
ȮȮȮȮȮŏĕƟŅĪňŗĶŃĭĭȮAccount Payable  \ AP data entry \ ĨńŘĚŏěƟŅľĬňŘŀŊŗĬ  

 
 

1.1 ėƟĬľŅĶľńĽŏěƟŅľĬňŘ 
1.2 Running ŏĸĕĪňŗŏŀĔĽŅĶȮ 
1.1 ėƟĬľŅĶľńĽėƞŅŒĝƟěƞŅĵȮȮ 
1.2 ėňĵƢĶŅĵĸŃŏŀňĵħŒĬĝƞŀĚėŜŅŀīŇĭŅĵĶŅĵĔŅĶ 
1.3 ĶŃĭŋěŜŅĬĺĬŏĚŇĬȮ 
1.4 Save 
 
 
 
 
 
 
 
 
 
 
 

3.1 3.2 

3.3 3.4 3.5 

3.6 
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2, ěƞŅĵĝŜŅĶŃľĬňŘȮŒĝƟĔĶĦňĩŉĚȮDue ĪňŗĨƟŀĚěƞŅĵĝŜŅĶŃ 
ȮȮȮȮȮŏĕƟŅĪňŗĶŃĭĭȮAccount Payable  \ AP data entry \ ěƞŅĵĝŜŅĶŃľĬňŘ 
 

 
 

2.1 ėƟĬľŅĶľńĽŏěƟŅľĬňŘ 
2.2 ėĸŇĔȮRunning ŏĸĕĪňŗŏŀĔĽŅĶ BJ ĨŅĴħƟĺĵĶľńĽĽŅĕŅ0Ĩńĺ 
2.3 ėĸŇĔĪňŗȮAP List ŏıŊŗŀŏĸŊŀĔĶŅĵĔŅĶĪňŗěŃħŉĚĴŅěƞŅĵĝŜŅĶŃ 

4.1 4.2 

4.3 
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2,2ȮėĸŇĔĪňŗȮTab CQ Pay 
2.5 ĶŃĭŋȮĶľńĽĽĴŋħŏĚŇĬİŅĔȮȮŏĸĕĪňŗŏĝŖėȮĺńĬĪňŗĭĬŏĝŖėȮěŜŅĬĺĬŏĚŇĬȮ 
 

 
2.6 ėĸŇĔĪňŗȮTab Payments ŏıŊŗŀħŌĵŀħľĬňŘŐĸŃĵŀħěƞŅĵĝŜŅĶŃŏĪƞŅĔńĬȮȮŐĸƟĺȮSave 

2.7 ĔħĮŋƙĴȮ ŏıŊŗŀŏĶňĵĔĶŅĵĔŅĶŏħŇĴȮ 

4.4 

4.6 4.7 4.8 

4.5 
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2,8 ėĸŇĔĮŋƙĴȮȮȮŏıŊŗŀıŇĴıƢŏĝŖė 

                       
 
 

3. ŏĝŖėěƞŅĵįƞŅĬ Ȯ 
ȮȮȮȮȮŏĕƟŅĪňŗĶŃĭĭȮCheque and Bank \ CQ Payment Adjustments \ ŏĝŖėěƞŅĵįƞŅĬ 

        
3.1 Running ŏĸĕĪňŗŏŀĔĽŅĶȮȮȮ 
3.2 ĶŃĭŋĽĴŋħŏĚŇĬİŅĔ 

3.3 ėĸŇĔȮȮȮŏıŊŗŀŏĸŊŀĔŏĸĕĪňŗŏĝŖėĪňŗěƞŅĵĝŜŅĶŃŏěƟŅľĬňŘŐĸƟĺ ĽŅĴŅĶĩŏĸŊŀĔœħƟľĸŅĵŒĭ 
3.4 Save 

5.1 5.2 

5.3 
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4 őŀĬĸŌĔľĬňŘėŊĬĽŜŅĬńĔĚŅĬŒľĠƞ 
ŏĕƟŅĪňŗȮGeneral Ledger \ GL Data Entry \ ĶŅĵĔŅĶĶŅĵĺńĬ 

 
 

4,/ȮėĸŇĔĪňŗĶľńĽĶŌĮŐĭĭȮȮėƟĬľŅȮȮőŀĬĸŌĔľĬňŘ 
4,0ȮŏĸĕĪňŗŏŀĔĽŅĶȮėňĵƢȮȮJJ  ĨŅĴħƟĺĵȮĶľńĽěńĚľĺńħȮ/ȮĨńĺȮȮŐĸƟĺőĮĶŐĔĶĴěŃȮRun ŒľƟȮȮŏĝƞĬȮJJ126106/001 
4,1ȮėňĵƢĝƞŀĚėŜŅŀīŇĭŅĵĶŅĵĔŅĶȮȮȮőŀĬĸŌĔľĬňŘȮŏĔļĨĶĔĶȮĝŊŗŀź.. 
4,2ȮŒĽƞĵŀħŏĚŇĬŒĬĝƞŀĚȮȮŏħĭŇĨȮȮȮŏėĶħŇĨ 
4,3ȮSave 

 
 
 
 
 
 
 
 
 
 
 

 

6.2 

6.1 

6.3 6.4 
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ÖòĈÈÿÉóìÚöĈîøćÚ É¬óãËČóäñ ÿËĆÅÉ¬óãÝ¬óÚ Accounts Payable AP  Data Enty 

ĽƞĺĬĪňŗȮ5ȮĚŅĬĲƘƨĬĲŌŐĸŃıńĥĬŅŏĔļĨĶĔĶ 
 

    

 
ĶŅĵĔŅĶěƞŅĵŏĚŇĬŀŋħľĬŋĬȮ(ĲƘƨĬĲŌ) 

1. ĔŜŅľĬħĶľńĽőėĶĚĔŅĶ 
ŏĕƟŅĪňŗȮEnterprise manager \ General setup \ ĔŜŅľĬħĶľńĽőėĶĚĔŅĶ 

 
/,/ȮĶľńĽȮJob    ĶľńĽőėĶĚĔŅĶ 
/,0ȮĝŊŗŀȮJob       ĝŊŗŀőėĶĚĔŅĶ 
1.3Save 

2. ĔŅĶěƞŅĵŒľƟĔĸŋƞĴŀĚėƢĔĶȮȮŒľƟĭńĬĪŉĔħńĚĬňŘ 
ŏĕƟŅĪňŗȮEnterprise manager \ SO setup \ ĔŜŅľĬħĶľńĽıĬńĔĚŅĬȮ&ĔŜŅľĬħĶľńĽŀĚėƢĔĶ' 

 
0,/ŒĽƞĶľńĽȮŀĚėƢĔĶȮȮ 
2.2 ĝŊŗŀŀĚėƢĔĶȮȮȮ2.3Save  
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1,ŏĕƟŅĪňŗĶŃĭĭȮAdvance System \ AD data entry \ ŏĭŇĔŏĚŇĬĪħĶŀĚ 

 
1,/ŒĽƞŏĸĕĪňŗŏŀĔĽŅĶȮĭĵĲȮĨŅĴħƟĺĵĶľńĽĽŅĕŅ 
1,0ĶľńĽȮJob  (őėĶĚĔŅĶ' 
3.3 ŒĽƞĶľńĽŀĚėƢĔĶȮŒĬĝƞŀĚȮĶľńĽıĬńĔĚŅĬ 
1,2ȮŒĽƞĺńĬĪňŗėĶĭĔŜŅľĬħ 
1,3ȮėňĵƢėŜŅŀīŇĭŅĵĶŅĵĔŅĶ 
1,4ȮėĸŇĔĪňŗȮTab  ŏıŊŗŀȮĶŃĭŋŏĸĕĪňŗŏĝŖė 

 
 
3.7 ěŅĔĬńŘĬȮsave 
3.8 ėĸŇĔȮfind ŏĸŊŀĔĶŅĵĔŅĶĪňŗėňĵƢĕŉŘĬĴŅ 
3.9 ėĸŇĔĮŋƙĴȮȮCQ Print 
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3.10 ėňĵƢĝŊŗŀįŌƟĽńŗĚěƞŅĵȮŒĬĝƞŀĚĽńŗĚěƞŅĵŒľƟȮ&ŏĮƦĬĝŊŗŀľĬƟŅŏĝŖė'ȮŐĸƟĺĔħȮOK 
 
ľĸńĚěŅĔȮĔĸŋƞĴŀĚėƢĔĶȮĬŜŅŏŀĔĽŅĶĴŅĵŊŗĬȮȮ 
 
2ȮŏĕƟŅĪňŗĶŃĭĭȮAdvance System \ AD data entry \ ŏėĸňĵĶƢŏĚŇĬĪħĶŀĚ 
 

 
 
2,/ŏĸĕĪňŗŏŀĔĽŅĶ 

3.10 

4.1 
4.2 

4.3 

4.4 
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2,0ȮĶľńĽıĬńĔĚŅĬȮȮȮ&ĶľńĽŀĚėƢĔĶ' 
2,1ŏĸĕĪňŗŒĭŏĭŇĔȮ&ŀƟŅĚŀŇĚŒĭŏĭŇĔŏħŇĴ' 
2,2ŒĽƞĶľńĽėƞŅŒĝƟěƞŅĵȮȮȮȮJob  ěŜŅĬĺĬŏĚŇĬ  ĨŅĴĪňŗěƞŅĵěĶŇĚŒĬŏŀĔĽŅĶȮ 
2,3őĮĶŐĔĶĴěŃĪŜŅĔŅĶľńĔěŅĔŏĚŇĬĪňŗĴňĔŅĶŏĭŇĔœĮ 
2,3,/ĔĶĦňĪňŗėĶĭĨŅĴěŜŅĬĺĬȮŒľƟĔħȮsave  
2,3,0ĔĶĦňĪňŗŏĚŇĬėĚŏľĸŊŀȮȮĨƟŀĚėŊĬŏĚŇĬȮ  

- ėŊĬŏĮƦĬŏĚŇĬĽħȮėĸŇĔĪňŗȮTab  Receive / Pay  
ľĴŅĵŏľĨŋȮľŅĔėňĵƢœĴƞŏĪƞŅĔńĬȮőĮĶŐĔĶĴěŃœĴƞĵŀĴŒľƟȮSave 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.5.2 
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3ȮİŅĔŏĚŇĬŏĕƟŅĭńĠĝň 
ȮŏĕƟŅĪňŗĶŃĭĭȮCheque and Bank \ CQ Bank Adjustments \ ĬŜŅŏĚŇĬĽħİŅĔīĬŅėŅĶ 

 
 

 
3,/ȮRunning ŏĸĕĪňŗŏŀĔĽŅĶȮR*RĲ*RJȮĨŅĴħƟĺĵĶľńĽĽŅĕŅȮ0Ĩńĺ 
3,0ȮŒĽƞĽĴŋħŏĚŇĬİŅĔ 
3,1ŒĽƞěŜŅĬĺĬŏĚŇĬİŅĔ 
3,2ȮSave 
 
 
 
 
 
 
 
 
 
 
 
 

5.1 

5.2 

5.3 
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4,ĔŅĶěƞŅĵŏĚŇĬőėĶĚĔŅĶĲƘƨĬĲŌ 
ȮĔĶĦňěƞŅĵėƞŅŏħŇĬĪŅĚ 
ȮȮŏĕƟŅĪňŗĶŃĭĭȮAccount Payable  \ AP data entry \ ĨńŘĚŏěƟŅľĬňŘŀŊŗĬ  

 
4,/ȮėƟĬľŅĶľńĽŏěƟŅľĬňŘ 
4,0 Running ŏĸĕĪňŗŏŀĔĽŅĶ 
4,1ȮĶŃĭŋŏĸĕĪňŗȮŐĸŃȮĺńĬĪňŗŒĭĔńĭĳŅļňȮȮ&ĔĶĦňĴňŒĭĔŜŅĔńĭĴŅŐĸƟĺȮ'ŐĸŃȮŒĭĽƞĚĕŀĚȮȮ 
4,2ȮėƟĬľŅĶľńĽėƞŅŒĝƟěƞŅĵȮȮ 
4,3ȮėňĵƢĶŅĵĸŃŏŀňĵħŒĬĝƞŀĚėŜŅŀīŇĭŅĵĶŅĵĔŅĶ 
4,4ȮĔħŏĸŊŀĔĶľńĽőėĶĚĔŅĶ 
4,5ȮĶŃĭŋěŜŅĬĺĬŏĚŇĬȮ 
4,6ȮSave 
 
 
 
 
 
 
 
 

6.1 6.2 

6.4 6.5 6.6 

6.7 

6.8 
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ȮȮȮȮŏĕƟŅĪňŗĶŃĭĭȮAccount Payable  \ AP data entry \ ěƞŅĵĝŜŅĶŃľĬňŘ 

     
 

 
4,7 ėƟĬľŅĶľńĽŏěƟŅľĬňŘ 
4,/. ėĸŇĔȮRunning ŏĸĕĪňŗŏŀĔĽŅĶ BĲ ĨŅĴħƟĺĵĶľńĽĽŅĕŅ0Ĩńĺ 
4,// ėĸŇĔĪňŗȮAP List ŏıŊŗŀŏĸŊŀĔĶŅĵĔŅĶĪňŗěŃħŉĚĴŅěƞŅĵĝŜŅĶŃ 
4,/0 ėĸŇĔĪňŗȮTab CQ Pay 
4,/1 ĶŃĭŋȮĶľńĽĽĴŋħŏĚŇĬİŅĔȮȮŏĸĕĪňŗŏĝŖėȮĺńĬĪňŗĭĬŏĝŖėȮěŜŅĬĺĬŏĚŇĬȮ 
4,/2 ėĸŇĔĪňŗȮTab Payments ŏıŊŗŀħŌĵŀħľĬňŘŐĸŃĵŀħěƞŅĵĝŜŅĶŃŏĪƞŅĔńĬȮȮŐĸƟĺ 
4,/3ȮSave 

4,/4 ĔħĮŋƙĴȮ ŏıŊŗŀŏĶňĵĔĶŅĵĔŅĶŏħŇĴȮ 

4,/5 ėĸŇĔĮŋƙĴȮȮȮŏıŊŗŀıŇĴıƢŏĝŖė 
4,/6ȮėĸŇĔĮŋƙĴȮPrint ŏıŊŗŀĮĶŇŘĬȮȮVoucher 
 
 
 
 
 
 

6.9 6.10 

6.11 

6.12 6.14 

6.15 
6.16 6.17 6.18 
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5,ĔĶĦňěƞŅĵėƞŅĺńĽħŋŀŋĮĔĶĦƢŒĬőėĶĚĔŅĶ 
ȮȮŏĕƟŅĪňŗĶŃĭĭȮAccount Payable  \ AP data entry \ ĨńŘĚŏěƟŅľĬňŘŀŊŗĬ                       

 
 
 

5,/ȮėƟĬľŅĶľńĽŏěƟŅľĬňŘ 
5,0 Running ŏĸĕĪňŗŏŀĔĽŅĶ 
5,1ȮĶŃĭŋŏĸĕĪňŗȮŐĸŃȮĺńĬĪňŗŒĭĔńĭĳŅļňȮȮ&ĔĶĦňĴňŒĭĔŜŅĔńĭĴŅŐĸƟĺȮ'ŐĸŃȮŒĭĽƞĚĕŀĚȮȮ 
5,2ȮėƟĬľŅĶľńĽėƞŅŒĝƟěƞŅĵȮȮ 
5,3ȮėňĵƢĶŅĵĸŃŏŀňĵħŒĬĝƞŀĚėŜŅŀīŇĭŅĵĶŅĵĔŅĶ 
5,4ȮĔħŏĸŊŀĔĶľńĽőėĶĚĔŅĶ 
5,5ȮĶŃĭŋěŜŅĬĺĬŏĚŇĬȮ 
5,6ȮSave 
 
 
 
 
 
 
 

7.1 7.2 

7.3 

7.4 7.5 7.6 7.7 

7.8 
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ŏĕƟŅĪňŗĶŃĭĭȮAccount Payable  \ AP data entry \ ěƞŅĵĝŜŅĶŃľĬňŘ 

 
 
 

5,7 ėƟĬľŅĶľńĽŏěƟŅľĬňŘ 
5,/. ėĸŇĔȮRunning ŏĸĕĪňŗŏŀĔĽŅĶ BĲ ĨŅĴħƟĺĵĶľńĽĽŅĕŅ0Ĩńĺ 
5,// ėĸŇĔĪňŗȮAP List ŏıŊŗŀŏĸŊŀĔĶŅĵĔŅĶĪňŗěŃħŉĚĴŅěƞŅĵĝŜŅĶŃ 
5,/0 ėĸŇĔĪňŗȮTab CQ Pay 
5,/1 ĶŃĭŋȮĶľńĽĽĴŋħŏĚŇĬİŅĔȮȮŏĸĕĪňŗŏĝŖėȮĺńĬĪňŗĭĬŏĝŖėȮěŜŅĬĺĬŏĚŇĬȮ 
5,/2 ėĸŇĔĪňŗȮTab Payments ŏıŊŗŀħŌĵŀħľĬňŘŐĸŃĵŀħěƞŅĵĝŜŅĶŃŏĪƞŅĔńĬȮȮŐĸƟĺ 
5,/3ȮSave 

5,/4 ĔħĮŋƙĴȮ ŏıŊŗŀŏĶňĵĔĶŅĵĔŅĶŏħŇĴȮ 

5,/5 ėĸŇĔĮŋƙĴȮȮȮŏıŊŗŀıŇĴıƢŏĝŖė 
5,/6ȮėĸŇĔĮŋƙĴȮPrint ŏıŊŗŀĮĶŇŘĬȮȮVoucher 
 
 
 
 
 
 

7.9 7.10 

7.11 

7.12
2 

7.14 


