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purpose without the written permission of Ramco Systems Limited.

Improvements and changes to this text necessitated by typographical errors, inaccuracies of current
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between the customer and Ramco Systems Limited. Therefore, the documentation made available to
the customer may refer to features that are not present in the solution purchased / deployed at the
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Using Ramco Aviation Solution

This section explains the basics of using a Ramco Aviation Solution web page. At the end
of this section, you will be familiar with the concepts based on which Ramco Aviation
Solution works, and also understand how to navigate around Ramco Aviation Solution.

Logging into Ramco Aviation Solution for the first time

Enter the URL of the Ramco Aviation Solution in the Internet Explorer window. For
example, URL: http://mecs.vueling.com/rvw.

@ S v i Rt e g saifree L SR .
Fle Edt  Vew Favorbes  Took  Help K
o Pevortes || 4 B = @ Fréo Hatmal @ =
— Eer the URL name | o
g e http:fimecs vueling. cominay
- Mg, 12D 354
-] @ o al -
B e | SRR e
o B Mantwa| 122007 WM
e Note: The recommended browser platform for Ramco Aviation Solution is IE8.

The Login page appears.

X-1


http://mecs.vueling.com/rvw

Using Ramco Aviation Solution

v VirtualWorks™ Authentication el o al

Ramco Virtualworks™

Fomgat Prszword?

2

ramco

Enter your User Name and User Password in the Login page, which have been
provided by the System Administrator. Refer to the figure below.

L e Sl P | S
dir Povarkes | s ) = @ FreeHotmal @ =
=  Erteern hee Bi- B - O i Pages sety- Toske ige "
- = 2 2wl
Eriter wour uzer narmme.
Ramco Virtuahworks ™
e /
e
Vow By son
Erter wour uzer
paszmong.,
Click the "Signin®
puzhbuttan .
it e ool T Mt 1 3 T

User Name: A unique identifier name or code for logging into Ramco Aviation Solution.

Password: A sequence of characters which, when combined with the user name,
ensures that only the user with this password and user name can access Ramco Aviation
Solution, where Ramco Aviation Solution offers the user a predefined set of business
processes and components.
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Passwords must be difficult to guess, and kept secret by the user.

What is a Special Character?

A special character is a non-numeric character (not in the a-z alphabet and 0-9 numbers).
Common examples are H!”, IE@H’ ll#", H$H' H%H, /\ll”, H&”’ H*H.
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You can type the special characters by pressing Shift + the required character key.

Example: If you want to type “&” as the special character, then press Shift button + 6 Key.

LG G

Lol L2 Jes

Ty
7

Ll Il

Al=

|

=2 iz 1
T L T T D
hmﬁM@Lh:thwmﬁT

After entering the User Name and Password, click the Login pushbutton.

The system will prompt you to change the password, because it is your first login. Refer
to the following figure.
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Thiz mezzage urges wou to change
the pazsword on first logon.

Click the Cloze pushbutton to clear the messane.

B Madale) 13 X208 BT R

Close the window by clicking the Close pushbutton.

The Password Reminder Question screen appears. The system prompts you to provide

an answer to the question.

- Pawmord Remindar Queation

ELA o

..-| «  asmssmmssa ‘t‘_'\._“_\_‘__‘-—n—‘_‘_-_‘_

’/f‘"- 2. Click the Save pushbuton.

1. Enter the anzwer far the zecret question.

€ *
Enter the answer.
Click the Save pushbutton to save the answer.
e Note: The answer provided here will be used for changing the password if you

forget your password.

The “Change Password” screen appears.
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T (Rasge passverd Far disalsled user 2w W W

1. Enter the new pazzword.

2. Erter the new pazsior
again for confirmation.

L]

B o DR M Y IO A F S Mndaln]) 15 LD R A

Enter a password of your choice. Ensure that the new password comprises a minimum of
six characters and a maximum of 15 characters and includes a special character as well.

Example of passwords: abcd&, abcd*, abc@best
Click the Set User Password pushbutton, to save the password.

The home page of Ramco Aviation Solution appears. You can now access the activities
for which you have permission, from this page.

¥ Usar, TR0 Oeppeggton Unh LB _win Bom, (20 e

Fo] HEE Adation Series 5
i s Bmrmtiy et g e bt _— - e
O By Bcuma + | Rmowet befeime () Mustems Fre -1 0 8l T
e 303 ] W N

Mow, yau are in an acfve session of
the Ramc Awvistion Solutions system.

i) B Fanen) 33 530K 40 i

Fomacdly, Fobcpamst Fust besary compietied, T o Trusted dhes fa=| Hres
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Ramco Aviation Solution Home page

Welcome to Ramco Aviation Solutions!

You are now in the Ramco Aviation Solutions Home page. This is the first page you
encounter, after successfully logging into the application.

s = User: DMUSER ‘Organization Unit: ABC Role: ABC Rals
(3. Aviation Series 5 Limited
_ Powered by VirtuslWrkos™ - Ererprise Applicsion
ow Business Process - ,u} Recent Activitiesv | | Favourites v | elease 5.1 rel & =] '&.‘.‘é B W @ ﬂ =2 Themes

58 Trabary | @ &) 3B & & @

%

() 58 Minute(s) | 12:35:44 937 PM
Ready. Request has been completed.  —— |HEEEE .,r" Trusted sites 43 - FA00% -

From now on, your user name, organization unit and role are displayed on the top right of
every Ramco Web page.

Default login details

This section, which occupies the area immediately below the address bar and to the right,
side, shows:

» Your user name
» The default role to which your user name is mapped
» The organization unit mapped to the default role

How a user inherits permissions

During deployment, each user name can be mapped or linked to multiple role-
organization unit combinations. Shown below are a few examples.

User Name Role Organization Unit

John Configuration Administrator Tech Records-Indianapolis

John Engineering Manager Engineering-New York

John HR User Engineering-New York

Andrea Stores Clerk Central Warehouse-Los Angeles
Andrea Shift In charge Line Station-Chicago

Daniel Shop Maintenance Manager Maintenance Shop-Memphis
Daniel Project Engineer Head office-New York



Using Ramco Aviation Solution

For each user name-role-organization unit combination, permission is given to a set of
activities. These activities could be across the components deployed in the organization
unit. Each user name-role-organization unit combination, therefore, refers to access to (i)
a specific organization unit and (ii) one or more activities.

Although a user name can be mapped to multiple role-organization units, the user is
assigned a default role-organization unit. This is accomplished through the Setup
Defaults icon on the Web toolbar. Therefore, when you login with a given user name, the
system retrieves the default role-organization unit and displays it to the right of the page.

How a user inherits permissions

Organization Unit

ComponentActivity
= 1 ComponentWork Order - Create
il Component Work Order
Enmloges | — ifaer Gt e— p
n An employes is n Auserismapped n Arole is given pemmission 2 Alrcraft— Create Aircraft Model
mapped toauser toarole for a given O and multiple
activities

3 HangarWaork Qrder — Create Maintenance
haterial Regquest

The employee inherits the organization unit and component-activities,
and can aceess them from the Rameo Aviation Solutions home page

Component Work Order
= Create Companent Work Order

Aircraft
= Create Aircraft Model

Hangar Work Order
= Create Maintenance Material Regquest

Note that there is no separate permission to be obtained for a business process or a
component. When you log into a permitted organization unit, the system displays all the
business processes and components whose activities your role is permitted to access.

For example, your role may be given permission to two activities under the Component
Work Order component, and one activity under the Aircraft component. When you log
in, the system will show the following business processes: Component Work Order and
Aircraft.

» Under the Component Work Order business process, the Create Component
Work Order and Edit Component Work Order activities for which you have
permission are displayed.

» Under the Aircraft business process, the Create Aircraft Record activity for which
you have permission is displayed.
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Business Processes and Activities

Immediately below your user name, the system displays two rows of icons in the Web

page toolbar.

On the left half of the first row, there will be three adjacent tabs: they are labeled
Business Processes, Recent Activities and Favorites.

a .
saw Business Process

=, Recent Activities

[ Favourites »

Those business processes to which your role-organization unit has been entitled
permission.

Click this icon at the left top of the Web page to find the business process list.

The most recent list of business activities that you have visited. These activities
could be across components and even business processes

Click any link, to directly launch the recently visited page.

This list, represented by the third icon from the left in the Web toolbar, shows
those activities already earmarked as your favorites, using the Favorite icon on
the Web toolbar. They will be activities to which your user name-role has been
entitled permission.

An activity under Favorites provides you a short cut to directly select it after you
log into Ramco Aviation Solution, without having to search for the business
process and component under which it is logically arranged.

Pull down the Favorites menu and select the required activity. The activity is
instantly invoked and the first page of the activity appears. This saves users time
and effort of traversing to a Web page from the business process, the component
and then the activity.

To start an activity under the Recent Activities or Favorites tabs

Select an activity listed under the Recent Activities or Favorites tab.

The system displays the first page of the selected activity.

For instance, if the activity Create Component Work Order is listed under the Favorites
tab and you select it, the system will display the Select Component page.
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To start a business process under the Business Process tab

Select any business process listed under the Business Process tab.

The system displays the components of the selected business process, in the submenu
to the right of the selected business process.

1‘ el -‘of LB

o . 4 .
|saw Business Process = || |7 Recent Activities

Stock Management
Procurement Management
Loans & Rentals Management
Repair Order Management
Warranty Management
Sales Setup

Sales Management
Finance Setup

Book Keeping

Payables Management
Receivables Management
Fixed Assets Management

Management Accounting

T " User: DMUSER. ‘Organization Unit: ABC Role: ABC Role
Aviation Series 5 = Limited
Ponweresd by Virturks ™ - Erferprise Agniication
Create Maintenance Issue
| Favourites~ | jons Release 5.1 Create Stock Transfer Tssue 5] K B ik o B v | @ &l = Themes~
| Create Repair Order Issue 58 Traibarv | £k & 2 = -

Material Request

Stock Demand Management
Stock Transfer

Stock Issue

Stock Return

Stock Receipt

Stock Maintenance

Stock Status Conversion

Physical Inventory & Cyde Count

Stock Analysis
Stock Planning

Stock Management Reparts

¥ ¥ v ¥V ¥ W ¥ W w ¥ w W

Create Exchange Issus
Create Loan [ Rental Issue
Create General Issue

Edit Issue

Confirm Issue

Create Unplanned Issus
Edit Unplanned Issue
Confirm Unplanned Issue
View Issue

Record Direct Shipping Mote
Record Shipping Mote

Edit f Confirm Shipping Mote

Utilities
DCUBE

View Shipping Note

Create Quick Codes

¥ v ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ W ¥ W W W

Edit Quick Codes

() 52 Minute(s) | 1:18:17 140 PM

Before using a Ramco Aviation Solution Web page

Components, activities and tasks

Before you get started on the Ramco Aviation Solution Web page, you need to know a
few concepts based on which Ramco Aviation Solution works. These can be summed up
in the few key words that follow.

» Business process

» Business component

» Activity

» Web page or user interface
A business process is a collection of interrelated components that pertain to a specific

business domain/department, such as Book Keeping, Hangar Maintenance, Stock
management, Human Resources Management, etc.

A business component refers to a set of logical actions or transactions that happen
during the course of a business process. For example, components Stock Issue, Stock
Return and Stock Receipt components are classified under the Stock Management BPC.
Likewise, Journal Voucher, Currency Revaluation and Bank Reconciliation components
are grouped under the Book Keeping BPC.

An activity refers to any task/transaction under a business component. For example,
Create Maintenance Issue, Confirm Issue and Record Shipping Note activities under the

X-9
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Business
Component

Activity

Stock Issue component enable users to perform specific functions of the Stock Issue
process.

Stock Management b Click the arrow of any business process to
display the list of components.

—|* Stock Management Alternatively, click this icon to display the list
of components for the previously selected

business process.

Stock Management b Click the right arrow for any component to
view the list of activities.

Edit Issue Click the activity to view the first page of the
activity. You can click links in this page to
view more pages in the activity.

Essentially, clicking an Activity opens the Web page with which you work. When you are
working with a Web page, you would be performing a task in an activity. However, it may
or may not be necessary to perform all the tasks in an activity at one go. You may revisit
the activity and perform some other tasks that are not mandatory at a later point of time.
Hence, it may be concluded that you may have worked with as many Web pages as the
number of tasks you have performed.

Note that there are several instances when a single Web page is used to carry out the
activity straight away. Many of the activities comprise of a single Web page by which the
user can both search for a specific record and perform the relevant task on the record.

Correlating tasks to web pages

Given below is an example of the Web pages under an activity, and the task correlating
to each Web page.

_.To carry out task

Select Issue to Edit Selecting the stock issue for modification

Edit Issue
Confirm Issue

Editing the stock issue details
Confirming stock issue

Generate MMD Report Generating MMD for the stock issue
Generate Part Barcode Label Generate part barcode label for the stock issue

X-10

The second page is a hyperlink from the first page. The remaining pages are hyperlinks
from the first page or other pages.

More about Search Criteria and the Select web page

You normally encounter a Select page before recording, editing or viewing a record. The
"Select Issue Document" is an example of a select page. From this page, you can search
for stock issue document you want to edit/view in the following way:

» Select search criteria such as Issue #, Warehouse #, Issue Type or Issue Category.

» You may also specify attributes of a stock issue such as, Ref. Document Type, Ref.
Document #, Part # and/or Aircraft Reg. Type.
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The system displays all the stock issue records that satisfy the search criteria, in a
multiline.

From the multiline, select the specific issue record whose details are to be viewed or
edited.

From the Select page, click the link that takes you to the Edit page, Record Page or
the View page. Alternatively, one of the fields in the multiline employee records will
be hyperlinked, in the Select page. Select the hyperlinked field, to enter the Edit,
Record or View page.

X-11
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A typical Ramco Aviation Solution Web Page

Select a Web page by clicking on the activity on the left pane of the application.

The web page appears.

Business Process: Component Manensnoe DELSER drpanizabon Uit 450 Ruple: &5 Foie
: : The Hot Key 3 - =
iaBusness Process- | Rece Aottt Favouniese T o Ea @ 5 Bl O Al memes
T Autharize Componsent Waork Order o Teabare | 0y 5 I B w M
— The ik —_—-"."-'="‘A
A group bios, The Application page tookbar | | The Helpicon
e ==————— toolbar -

Dusslay Dpten | v Tk | Job Tyow Corponen! - p— E

Como, ok Order & Mgrienarce Troe L o
g = Search . is An Up arrow indicates
W0 Calimgery | TOOLS-CALILATION - Hokd Mgk | Bipcn Part the Yroup s open.
VWork Center & | G02-A0FT MATNT O 2WlbeGa = | Véork Scope &
Transent SLS e v | Remase User Sahs|
oy |30 - s A Donr o
A | - swredonn To| jpedicates hidden
C 7 Vol Cgbuemar Hame
| Autharize CRG aroup bosfelds.
$ Eao | .
fidoma : ) . L
m— = The Right-click menu lists —
T pughbutton and link tazks wou —
01 can perform inthe Web page. “iz18;
005 TCE
W00 2491 -0 ANT 129

Click this icon
wiork Order Options A pushbutton task. fo reactivate
someneed  Click thiz icon :
! seszion of the
A hypedink task. o
! ¥ h;ﬁﬁnd th; application.
- The Pracess e
Status har -'
Cormpgreres Wiark Srier -5 Aukarae Comomrent Wik Orier e Sl el | L A 5
Resschy, Sesech Successhuly Complated (Totst 7508 | Server: S804 | Clerit IE‘!H&;‘?HHISI o Trushed skes o T D

Knowing what a Web page consists of

A web page constitutes the entire document that you view online, which you use to either
type in information or view information. All other elements described below, except the

Menu button, will be inside the Web page.
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While using a Web page, here are the basic elements you will be working with.

Element

Icon

Description

List of
Tasks in
Web Page

—_—

Search

hemd

(] Hold

hemd

—_—

Felease

hemd

[ Return

hemd

[ Autharize CWO

hemd

ol EditCWO

Right-click anywhere on the Web page to
display a drop-down menu that lists the tasks
you can perform in the Web page. The tasks
include pushbuttons and links.

Record

A record refers to a collection of fields that
represent attributes of an entity, such as
aircraft, aircraft model, component or part. A
record is uniquely identified by a key field,
such as an identification number.

Multiline

A table, consisting of multiple rows and
columns. Each row contains a single record.
Each attribute of the record appears under a
column with the field as the header in the
multiline.

Field

Tesije Date

Aircraft Reg #

Issue Type Maintenance Issue

Prog. Item Type

Each data element in a page, which is either
displayed automatically or which you enter/
type in, is a field.

A display field appears in an ltalic Regular
font.

An input field may be a text box or a drop-
down list box. You may provide a valid input
value.

A drop-down list box displays a list of values
from which you may select the required
value.

An input field appearing in Bold format
implies data entry is mandatory for the field.

X-13
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Field Input
Window

Link

Data
Hyperlink

Search
Criteria

Drop-down
List Box

X-14

User Defined Detail - 1

Issue Type Maintenance Issue

*

Place your cursor inside an input field in any
Web page and click the F2 key to open the
input window. You can now type the required

information, and click the pushbutton to
close the window. This proves convenient for
data entry as you can type in text
continuously without scrolling as well as view
the typed text in its entirety.

A hyperlink when selected opens up another
Web page.

Any data in a field when selected, takes you
to another Web page.

Refers to a group of fields you can specify,
such as "From Date" and "To Date". It
enables the system to retrieve those records
that have the same attributes as you have
specified. Essentially, fields in the Search
Criteria group box are filters to enable the
system to retrieve specific and precise
records. After you specify filters for retrieving
records from the database, you must click

the pushbutton to display records
in the "Search Results" multiline.

The number of records to be retrieved for
each user interface is decided by the system
administrator. Contact  your  system
administrator for more details.

The Search Criteria group box most
commonly appears in Select pages; though it
is not uncommon to find them in other pages
as well.

This refers to the list box that appears when
you click inside a field containing a
downward arrow. The list box shows a list of
items, each of which represent an action you
can choose.



Using Ramco Aviation Solution

Lens i} The icon positioned next to fields where code
search facility is available. Click this icon to
search for a code or number. For example,
Help on Employee Code.

Pushbutton A A rectangular button that performs an action
when clicked. For example, clicking the "Add
Employee" pushbutton saves the employee
details entered in the page.

Up Arrow - Click this icon appearing at the top of certain
drop-down menus to view the hidden list
above.

Down - Click this icon appearing at the bottom of

Arrow certain drop-down menus to view the hidden
list below.

Show [w] Select this button to show/ expand a group

Group Box o box.

Hide Group | =] Select this button to hide a group box.

Box

Reactivate = . Click this icon to reactivate the current

Session ) 41 Minute(s) instance of the application. The timer next to
the icon at the right bottom of the screen
displays the time remaining for the end of the
session.

Access Q.r Click this icon located at the bottom right of a

Keys Web page to view the short cut keys

currently available for pushbuttons in the
Web page.
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System
Error
Message

| @ 1Error(s)~ |

Click this icon located at the bottom right of
any Web page to view error messages
generated by the application whenever
erroneous data is input. Note that this icon
appears only when an error occurs.

Application Toolbar

Business Process: Corporent MacSecande User: DPUses, Orpanication Units 280 Raole: A5C Aoie
I.J,ml’mﬂ- ‘; Becent Acivies v ¢ Prosies = B e B 6 3 =W ﬂ_llj B T"H"H"'I

I+ Sslact Componant Work Order Y — Heker DS AL E 8

The Application toolbar, -
Date Formas oo fyrey
Dweect Entey =
Search Critena i
—
fEaoa@O|E | = L
Aarirance e i Aot Devriden

Crver=a W 1 OG-0

[ 8- ¥

Ot

BLADE 455y SEACPRTE G
5420 TR ELADERGR P

PRIOS MASTTELL

You will find the following elements in the Application Toolbar.

Element Icon Description

Hot Key ya) Use this text box to type in the menu

Menu code and then click the & icon for
directly launching an activity page.
Through the menu code you can open
any activity page straightway by avoiding
traversal across business components or
business processes. Contact your
System  Administrator  for  more
information.

Change % Use this icon on the Web page toolbar to

Password change the password settings for the
currently logged in user.

Setup igg Use this icon to set the style and format

Preferences for numeric, date and time displays.
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Change User
Context

Setup
Defaults

Define
Favorites

About
VirtualWorks

Signout

Themes

Using Ramco Aviation Solution

Use this icon to switch across
organization units or roles.

iy

Use this icon to select the organization
unit to which you will be logged in, by
default.

iR

Use this icon to list down all the activities
defined in the favorites.

i) Click this icon to open the Organize
Favorites window. ii) Specify the
activities that must be set as favorites. iii)
Click the Save user favorites pushbutton.

Click this icon to know more about
Ramco Aviation Solution.

/\.._..

&l Click this icon to log out of the current
session of the Ramco Aviation Solution.

Use this drop-down list box to set the

22 Themes -+ .
theme for the user interface (Ul). Theme
defines the color scheme, style and
appearance of the user interface.
e Note: Some more icons may appear in the Application toolbar, which may not be

useful to end-users.

After the page appears, you may view it and then exit by clicking the Exit button on the
Web page toolbar, after viewing the contents of the page.

When you complete selecting / viewing / entering data in all the required fields in the
page, you can either:

» Save the details you entered in the current Web page, by clicking the relevant
pushbutton.

» Select or choose a row in the multiline, by checking the box that appears as the first
field of the row. Traverse to the next page, by selecting a link in the current page. In
the next page, you can enter additional details that pertain to the multiline row. (A row
in a multiline represents a record.)

» Exit the Web page without effecting any action that you might have carried out in the
Web page.
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Adding a record

You can add a new record in a web page. You are to enter a unique code to identify the
record, along with other details of the record such as description, type, etc. This unique
code of the record

» Can identify it from other records

» Cannot be edited

» Can be used to retrieve the record for edit and delete tasks
» Selecting a record

For certain other actions such as edit, delete, authorize or report generation, at the onset
you need to find and choose a record in a Select page.

* Select Visit Package 3 Teabere | Y D3 el = W
You may specify sthibutes of recards wou wart to rethiewve . A
from the databasze, inthe Search Crtena group b, T o
Search Criteris =
Asy. Sea e 1D w B
Wit Pacage Adrcrafs e &
mary Vierk Center = 2F1 5| w St LBmesr v -
Grourding Jate : From Grourding Dase : To
siomer & Cuapinmar Hamg
| searc
Search Results -

The Search Results P manCE
multline dizplays T ol
tecords that meet

vour search critena.

The Select page provides a Search facility to find a record based on the search criteria
that you can specify. The application retrieves and displays records that match the
search criteria in a multiline. You may then proceed to do the following,

» Select or choose a record in the multiline, by checking the box that appears in the
second column of the multiline. (The first column displays the sequence number of
the record, which depicts the order in the multiline.)

» Click the link for the required action/event at the bottom of the page.

The page for the chosen action/event appears, displaying all the details of the record you
selected in the multiline of the previous page. You may now edit, delete, authorize or
carry out any other valid action on the record.

However, some Select pages facilitate deletion, authorization or release of records in
addition to the search and find feature.
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Using the multiline

Srarch Hewults -
44 [Morecords todisplay] B ' LI fEionao@ Ok & A - e
L ] gk Lo X O L ST ay Shal 0 e o iy Arga® l:q; L WY S oy e Lt
— The Selection | . The muliline = _. — HHINGAR | hIM06 EJ Sert Ascendirg
.| check hosx. .| tool bar. = 1 A Leftclick drop-dawn £} sortDescens

treny atthe Aght end } Loc
of a multline column. i

Ol Araal SROZAOFT MAINT MO 4 HANGAR  MZ3E02 DUESTOMER JOF

A recard in
the multiline.

Element

Selection
check box

Adding a multiline row
A multiline row can be added, using the toolbar icons above the multiline. It can be either

inserted between two existing multiline rows, or added to the end of the last row. You are
to

» Position the cursor in the multiline row above which the row must appear.
» Click the ¥ icon on the toolbar above the multiline.

Deleting a multiline row

A multiline row can be deleted, using the toolbar icons above the multiline. The item to be
deleted must not have been used in any transaction, so far. You are to

» Check the Selection check box for the record that appears in the second column of
the multiline.

» Click the ™ icon on the toolbar above the multiline.
Multiline toolbar

The icons in the multiline toolbar are explained below.
Icon Description

7 A check box normally occurring as the
second column of every multiline row. It
precedes the record in the row. Check
the Selection box to mark the record for
copy and append, cut and append or
deletion. You must also check this box to
perform any pushbutton task or hyperlink
task available in a Web page.

Use the check box in the same row as
the multiline header, to simultaneously
select all the displayed records in the
multiline.
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First Record

Click this button, to view the first set of
multiline records.

Previous 4 Click this button, to view the set of

Row Set multiline records immediately preceding
the currently displayed set of multiline
records.

Next Row ir Click this button, to view the next set of

Set multiline records. However, this is
applicable only if the number of retrieved
records cannot be accommodated in the
current set of multiline rows, and the rest
need to be displayed in the next set of
multiline rows.

Last Record ted| Click this button, to view the last set of
multiline records.

Insert [ Click this button on the toolbar above the

Record multiline, to insert a record in the
multiline.

Delete - Click this button on the toolbar above the

Record multiline, to delete the selected record in
the multiline.

Copy and | [} Click this button on the toolbar above the

Append multiline, to copy a selected record and

Record insert it at the end of the multiline.

Cut and Q Click this button on the toolbar above the

Append multiline, to remove a selected record

Record and insert it at the end of the multiline.

Export to ELs ] Click this button on the toolbar above the

Excel multiline, to export the multiline contents

to Microsoft Excel.
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Show PDF

Click this button to view all the multiline
records in PDF format. All those records
the system cannot accommodate in the
current set of multiline rows can also be
viewed in PDF.

Show report

e
1]

Click this button to view the entire report
including the header and the records in a
pop-up window. All those records that
the system cannot accommodate in the
current set of multiline rows can also be
viewed by maximizing the window.

You can also (i) hide a column in the
report and/or' (ii) group and view a report
by any of the columns in the report.

Show Html

Click this button to view the multiline
records in a browser. All those records
that the system cannot accommodate in
the current set of multiline rows are also
displayed in the browser.

Export to
Excel

Click this button to view the multiline
records in an Excel worksheet in the
XML format. All those records that the
system cannot accommodate in the
current set of multiline rows are also
displayed in the worksheet.

Export to
csv

Click this button to view the multiline
records in an Excel worksheet in the
CSV format. All those records that the
system cannot accommodate in the
current set of multiline rows are also
displayed in the worksheet.

Export to
text

Click this button to view the multiline
records in the Text format. All those
records that the system cannot
accommodate in the current set of
multiline rows can be viewed in Notepad.

Show chart

Click this button for generating charts
based on numeric columns.
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Import data 0 Select this button to import data from a
CSV or an XML file.

Save Use this button to save any change in

Personalize the size or order of the columns in the
multiline that you have made. Once
saved, the changed settings will appear
when the page is launched again.

Remove Select this button to remove the

Personalize personalization that you previously
made.

List of Al o Use the first drop-down list box at the top

columns in - right of a multiline for a complete list of

the multiline columns in the multiline.

Find specific All . ) Select the required column from the first

record from drop-down list box on the top right of a

among the Ref, Doc = multiline. Specify a search value for that

retrieved column in the input box alongside.

records Thereafter, click the icon to pass the
control to the first instance of the value in
the selected column in the multiline.

Sort/lock A e . You can use this menu to

multiline Z.L Sort Ascending

columns %} Sort Descending (i) sort rows in the multiline in
ascending/descending order.

8 Lock
" (ii) lock columns in the multiline.
Editing a record

You can edit most records through an Edit page. Although the rules governing the fields
to be edited will differ between record types, most records do not allow an edit of the
unigue code identifying the record. Example, an employee record can allow most of the
fields to be edited except the Employee Code field.
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You can edit a record, provided the record has not been authorized or mapped to any
other record. In short, the record must not have been used by any other transaction. You
are to

» Select the Edit activity option on the left pane. The Select page appears.

» Select the record to be edited, from the Select page.
» Select the "Edit" link from the Select page. The Edit page appears, showing the

details of the selected record.

Edit the fields that the system permits you to edit. After completion, save the page.
The edited details are updated in the database.

Authorizing a record

A record is authorized by any employee who has been given supervisory rights. The rules
governing the authorization of records will differ between record types.

Keeping two web pages open simultaneously

To keep two pages open at the same time, you are to open the browser twice. This
implies that you login separately each time, and select the required activity and page.

IE8 is the recommended browser platform for Ramco Aviation Solution.

What is the bare minimum to enter?

In a typical Ramco Aviation Solutions Web page, certain fields crucial for identification of
a record appear in Bold font. This implies they are mandatory and you must specify a
value for the field. Conversely, any field that appears in the Regular font is hot mandatory
and hence the user need not provide any value for the field. However, certain mandatory
fields are set to default values for easy usage, which you may modify, if required.

Web Page / User Interface Toolbar

Business Proceve: Comporen E Ve Senarae U DMVLSER Organtratsen Uniks 250 Raole: 380 Ao
o Busness Process = | Recent dchvies © Farourites » PTG L D &l i Themese
1+ Select Component Work Order o 2 Tk | B 53 6 .'sl
_""'--_._‘_\— -
ﬁe b page toolbar. Cuta Pocmat st T

et Bnbry

Search Cribena

Search Bevulls -

fNEiooa&an
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Here are the elements you will be working with, in the Webpage Toolbar.

Element

Icon

Description

Trailbar

S8 Trailbar =

The Trailbar drop-down list box displays
all the Web pages traversed to reach the
current Web page.

Go to Home
page

An icon you select to go to the Home
page.

Print screen

Use this icon to obtain a hard copy of the
Web page.

Refresh I_j A button that you select on the Web

Screen Page toolbar to enable the system to
fetch the most recently updated data
from the database. When you select this
button in a Create page, the fields are
made empty.

Go Back Irny| Click this icon to traverse to the previous
page.

Launch UDS Click this icon to launch the user-defined
screens.

Show Help (%] Click this icon to open the online context

-sensitive help for a Web page.
Alternatively, click the F1 key to open the
Help page. However, to access online
Help for a tab page, position the cursor
on the tab page and then click the F1
key.

X-24




User Guide

Receivable Management — Usage Manual

Receivable Management — Themes

Reqular Part Sales

This theme covers the invoicing function based on the material that has been supplied vide a pack slip.
“Regular Invoice” will be available for selection if a “Pack slip” business component has been mapped to the
login organizational unit.

Service Sales

This theme includes the invoicing function based on the service order raised on the customer to whom the
services were rendered. Miscellaneous Invoice creation is covered under this theme.

Cash Sales

The theme covers the receipt of the sale consideration soon after the transaction gets completed.

Asset Disposal

This theme manages the payment receivable during the process of disposing assets.

Sundry Receipts

This theme manages the recording of cash inflows from one-time sources other than customers or suppliers.

Customer Payment

This theme covers the details of payments made to customers as regular advance or deposits.

Receivables Management 1
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This section explains the basics of using a Ramco Aviation Solution web page. At the end
of this section, you will be familiar with the concepts based on which Ramco Aviation
Solution works, and also understand how to navigate around Ramco Aviation Solution.

Logging into Ramco Aviation Solution for the first time

Enter the URL of the Ramco Aviation Solution in the Internet Explorer window. For
example, URL: http://mecs.vueling.com/rvw.

@ S v i Rt e g saifree L SR .
Fle Edt  Vew Favorbes  Took  Help K
o Pevortes || 4 B = @ Fréo Hatmal @ =
— Eer the URL name | o
g e http:fimecs vueling. cominay
- Mg, 12D 354
-] @ o al -
B e | SRR e
o B Mantwa| 122007 WM
e Note: The recommended browser platform for Ramco Aviation Solution is IE8.

The Login page appears.
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v VirtualWorks™ Authentication el o al

Ramco Virtualworks™

Fomgat Prszword?

2

ramco

Enter your User Name and User Password in the Login page, which have been
provided by the System Administrator. Refer to the figure below.

L e Sl P | S
dir Povarkes | s ) = @ FreeHotmal @ =
=  Erteern hee Bi- B - O i Pages sety- Toske ige "
- = 2 2wl
Eriter wour uzer narmme.
Ramco Virtuahworks ™
e /
e
Vow By son
Erter wour uzer
paszmong.,
Click the "Signin®
puzhbuttan .
it e ool T Mt 1 3 T

User Name: A unique identifier name or code for logging into Ramco Aviation Solution.

Password: A sequence of characters which, when combined with the user name,
ensures that only the user with this password and user name can access Ramco Aviation
Solution, where Ramco Aviation Solution offers the user a predefined set of business
processes and components.
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Passwords must be difficult to guess, and kept secret by the user.

What is a Special Character?

A special character is a non-numeric character (not in the a-z alphabet and 0-9 numbers).
Common examples are H!”, IE@H’ ll#", H$H' H%H, /\ll”, H&”’ H*H.

L0

Je LU I I =

EJML

p— 2 o

—wi alfll » |l e
Gaps lj ‘; ‘D
Lok a 8

G

£

L0

Al

Jle)

|~ z

=

.Hh

LIC

MH

“‘ﬂ‘ Shift ‘

Q

W

||||;m.||‘"

2

You can type the special characters by pressing Shift + the required character key.

Example: If you want to type “&” as the special character, then press Shift button + 6 Key.

LG G

Lol L2 Jes

Ty
7

Ll Il

Al=

|

=2 iz 1
T L T T D
hmﬁM@Lh:thwmﬁT

After entering the User Name and Password, click the Login pushbutton.

The system will prompt you to change the password, because it is your first login. Refer
to the following figure.
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Thiz mezzage urges wou to change
the pazsword on first logon.

Click the Cloze pushbutton to clear the messane.

B Madale) 13 X208 BT R

Close the window by clicking the Close pushbutton.

The Password Reminder Question screen appears. The system prompts you to provide

an answer to the question.

- Pawmord Remindar Queation

ELA o

..-| «  asmssmmssa ‘t‘_'\._“_\_‘__‘-—n—‘_‘_-_‘_

’/f‘"- 2. Click the Save pushbuton.

1. Enter the anzwer far the zecret question.

€ *
Enter the answer.
Click the Save pushbutton to save the answer.
e Note: The answer provided here will be used for changing the password if you

forget your password.

The “Change Password” screen appears.
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T (Rasge passverd Far disalsled user 2w W W

1. Enter the new pazzword.

2. Erter the new pazsior
again for confirmation.

L]

B o DR M Y IO A F S Mndaln]) 15 LD R A

Enter a password of your choice. Ensure that the new password comprises a minimum of
six characters and a maximum of 15 characters and includes a special character as well.

Example of passwords: abcd&, abcd*, abc@best
Click the Set User Password pushbutton, to save the password.

The home page of Ramco Aviation Solution appears. You can now access the activities
for which you have permission, from this page.

¥ Usar, TR0 Oeppeggton Unh LB _win Bom, (20 e

Fo] HEE Adation Series 5
i s Bmrmtiy et g e bt _— - e
O By Bcuma + | Rmowet befeime () Mustems Fre -1 0 8l T
e 303 ] W N

Mow, yau are in an acfve session of
the Ramc Awvistion Solutions system.

i) B Fanen) 33 530K 40 i

Fomacdly, Fobcpamst Fust besary compietied, T o Trusted dhes fa=| Hres
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Ramco Aviation Solution Home page

Welcome to Ramco Aviation Solutions!

You are now in the Ramco Aviation Solutions Home page. This is the first page you
encounter, after successfully logging into the application.

s = User: DMUSER ‘Organization Unit: ABC Role: ABC Rals
(3. Aviation Series 5 Limited
_ Powered by VirtuslWrkos™ - Ererprise Applicsion
ow Business Process - ,u} Recent Activitiesv | | Favourites v | elease 5.1 rel & =] '&.‘.‘é B W @ ﬂ =2 Themes

58 Trabary | @ &) 3B & & @

%

() 58 Minute(s) | 12:35:44 937 PM
Ready. Request has been completed.  —— |HEEEE .,r" Trusted sites 43 - FA00% -

From now on, your user name, organization unit and role are displayed on the top right of
every Ramco Web page.

Default login details

This section, which occupies the area immediately below the address bar and to the right,
side, shows:

» Your user name
» The default role to which your user name is mapped
» The organization unit mapped to the default role

How a user inherits permissions

During deployment, each user name can be mapped or linked to multiple role-
organization unit combinations. Shown below are a few examples.

User Name Role Organization Unit

John Configuration Administrator Tech Records-Indianapolis

John Engineering Manager Engineering-New York

John HR User Engineering-New York

Andrea Stores Clerk Central Warehouse-Los Angeles
Andrea Shift In charge Line Station-Chicago

Daniel Shop Maintenance Manager Maintenance Shop-Memphis
Daniel Project Engineer Head office-New York
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For each user name-role-organization unit combination, permission is given to a set of
activities. These activities could be across the components deployed in the organization
unit. Each user name-role-organization unit combination, therefore, refers to access to (i)
a specific organization unit and (ii) one or more activities.

Although a user name can be mapped to multiple role-organization units, the user is
assigned a default role-organization unit. This is accomplished through the Setup
Defaults icon on the Web toolbar. Therefore, when you login with a given user name, the
system retrieves the default role-organization unit and displays it to the right of the page.

How a user inherits permissions

Organization Unit

ComponentActivity
= 1 ComponentWork Order - Create
il Component Work Order
Enmloges | — ifaer Gt e— p
n An employes is n Auserismapped n Arole is given pemmission 2 Alrcraft— Create Aircraft Model
mapped toauser toarole for a given O and multiple
activities

3 HangarWaork Qrder — Create Maintenance
haterial Regquest

The employee inherits the organization unit and component-activities,
and can aceess them from the Rameo Aviation Solutions home page

Component Work Order
= Create Companent Work Order

Aircraft
= Create Aircraft Model

Hangar Work Order
= Create Maintenance Material Regquest

Note that there is no separate permission to be obtained for a business process or a
component. When you log into a permitted organization unit, the system displays all the
business processes and components whose activities your role is permitted to access.

For example, your role may be given permission to two activities under the Component
Work Order component, and one activity under the Aircraft component. When you log
in, the system will show the following business processes: Component Work Order and
Aircraft.

» Under the Component Work Order business process, the Create Component
Work Order and Edit Component Work Order activities for which you have
permission are displayed.

» Under the Aircraft business process, the Create Aircraft Record activity for which
you have permission is displayed.
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Business Processes and Activities

Immediately below your user name, the system displays two rows of icons in the Web

page toolbar.

On the left half of the first row, there will be three adjacent tabs: they are labeled
Business Processes, Recent Activities and Favorites.

a .
saw Business Process

=, Recent Activities

[ Favourites »

Those business processes to which your role-organization unit has been entitled
permission.

Click this icon at the left top of the Web page to find the business process list.

The most recent list of business activities that you have visited. These activities
could be across components and even business processes

Click any link, to directly launch the recently visited page.

This list, represented by the third icon from the left in the Web toolbar, shows
those activities already earmarked as your favorites, using the Favorite icon on
the Web toolbar. They will be activities to which your user name-role has been
entitled permission.

An activity under Favorites provides you a short cut to directly select it after you
log into Ramco Aviation Solution, without having to search for the business
process and component under which it is logically arranged.

Pull down the Favorites menu and select the required activity. The activity is
instantly invoked and the first page of the activity appears. This saves users time
and effort of traversing to a Web page from the business process, the component
and then the activity.

To start an activity under the Recent Activities or Favorites tabs

Select an activity listed under the Recent Activities or Favorites tab.

The system displays the first page of the selected activity.

For instance, if the activity Create Component Work Order is listed under the Favorites
tab and you select it, the system will display the Select Component page.
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To start a business process under the Business Process tab

Select any business process listed under the Business Process tab.

The system displays the components of the selected business process, in the submenu
to the right of the selected business process.

1‘ el -‘of LB

o . 4 .
|saw Business Process = || |7 Recent Activities

Stock Management
Procurement Management
Loans & Rentals Management
Repair Order Management
Warranty Management
Sales Setup

Sales Management
Finance Setup

Book Keeping

Payables Management
Receivables Management
Fixed Assets Management

Management Accounting

T " User: DMUSER. ‘Organization Unit: ABC Role: ABC Role
Aviation Series 5 = Limited
Ponweresd by Virturks ™ - Erferprise Agniication
Create Maintenance Issue
| Favourites~ | jons Release 5.1 Create Stock Transfer Tssue 5] K B ik o B v | @ &l = Themes~
| Create Repair Order Issue 58 Traibarv | £k & 2 = -

Material Request

Stock Demand Management
Stock Transfer

Stock Issue

Stock Return

Stock Receipt

Stock Maintenance

Stock Status Conversion

Physical Inventory & Cyde Count

Stock Analysis
Stock Planning

Stock Management Reparts

¥ ¥ v ¥V ¥ W ¥ W w ¥ w W

Create Exchange Issus
Create Loan [ Rental Issue
Create General Issue

Edit Issue

Confirm Issue

Create Unplanned Issus
Edit Unplanned Issue
Confirm Unplanned Issue
View Issue

Record Direct Shipping Mote
Record Shipping Mote

Edit f Confirm Shipping Mote

Utilities
DCUBE

View Shipping Note

Create Quick Codes

¥ v ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ W ¥ W W W

Edit Quick Codes

() 52 Minute(s) | 1:18:17 140 PM

Before using a Ramco Aviation Solution Web page

Components, activities and tasks

Before you get started on the Ramco Aviation Solution Web page, you need to know a
few concepts based on which Ramco Aviation Solution works. These can be summed up
in the few key words that follow.

» Business process

» Business component

» Activity

» Web page or user interface
A business process is a collection of interrelated components that pertain to a specific

business domain/department, such as Book Keeping, Hangar Maintenance, Stock
management, Human Resources Management, etc.

A business component refers to a set of logical actions or transactions that happen
during the course of a business process. For example, components Stock Issue, Stock
Return and Stock Receipt components are classified under the Stock Management BPC.
Likewise, Journal Voucher, Currency Revaluation and Bank Reconciliation components
are grouped under the Book Keeping BPC.

An activity refers to any task/transaction under a business component. For example,
Create Maintenance Issue, Confirm Issue and Record Shipping Note activities under the
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Business
Component

Activity

Stock Issue component enable users to perform specific functions of the Stock Issue
process.

Stock Management b Click the arrow of any business process to
display the list of components.

—|* Stock Management Alternatively, click this icon to display the list
of components for the previously selected

business process.

Stock Management b Click the right arrow for any component to
view the list of activities.

Edit Issue Click the activity to view the first page of the
activity. You can click links in this page to
view more pages in the activity.

Essentially, clicking an Activity opens the Web page with which you work. When you are
working with a Web page, you would be performing a task in an activity. However, it may
or may not be necessary to perform all the tasks in an activity at one go. You may revisit
the activity and perform some other tasks that are not mandatory at a later point of time.
Hence, it may be concluded that you may have worked with as many Web pages as the
number of tasks you have performed.

Note that there are several instances when a single Web page is used to carry out the
activity straight away. Many of the activities comprise of a single Web page by which the
user can both search for a specific record and perform the relevant task on the record.

Correlating tasks to web pages

Given below is an example of the Web pages under an activity, and the task correlating
to each Web page.

_.To carry out task

Select Issue to Edit Selecting the stock issue for modification

Edit Issue
Confirm Issue

Editing the stock issue details
Confirming stock issue

Generate MMD Report Generating MMD for the stock issue
Generate Part Barcode Label Generate part barcode label for the stock issue

X-10

The second page is a hyperlink from the first page. The remaining pages are hyperlinks
from the first page or other pages.

More about Search Criteria and the Select web page

You normally encounter a Select page before recording, editing or viewing a record. The
"Select Issue Document" is an example of a select page. From this page, you can search
for stock issue document you want to edit/view in the following way:

» Select search criteria such as Issue #, Warehouse #, Issue Type or Issue Category.

» You may also specify attributes of a stock issue such as, Ref. Document Type, Ref.
Document #, Part # and/or Aircraft Reg. Type.



»

Using Ramco Aviation Solution

The system displays all the stock issue records that satisfy the search criteria, in a
multiline.

From the multiline, select the specific issue record whose details are to be viewed or
edited.

From the Select page, click the link that takes you to the Edit page, Record Page or
the View page. Alternatively, one of the fields in the multiline employee records will
be hyperlinked, in the Select page. Select the hyperlinked field, to enter the Edit,
Record or View page.
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A typical Ramco Aviation Solution Web Page

Select a Web page by clicking on the activity on the left pane of the application.

The web page appears.
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: : The Hot Key 3 - =
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T Autharize Componsent Waork Order o Teabare | 0y 5 I B w M
— The ik —_—-"."-'="‘A
A group bios, The Application page tookbar | | The Helpicon
e ==————— toolbar -

Dusslay Dpten | v Tk | Job Tyow Corponen! - p— E

Como, ok Order & Mgrienarce Troe L o
g = Search . is An Up arrow indicates
W0 Calimgery | TOOLS-CALILATION - Hokd Mgk | Bipcn Part the Yroup s open.
VWork Center & | G02-A0FT MATNT O 2WlbeGa = | Véork Scope &
Transent SLS e v | Remase User Sahs|
oy |30 - s A Donr o
A | - swredonn To| jpedicates hidden
C 7 Vol Cgbuemar Hame
| Autharize CRG aroup bosfelds.
$ Eao | .
fidoma : ) . L
m— = The Right-click menu lists —
T pughbutton and link tazks wou —
01 can perform inthe Web page. “iz18;
005 TCE
W00 2491 -0 ANT 129

Click this icon
wiork Order Options A pushbutton task. fo reactivate
someneed  Click thiz icon :
! seszion of the
A hypedink task. o
! ¥ h;ﬁﬁnd th; application.
- The Pracess e
Status har -'
Cormpgreres Wiark Srier -5 Aukarae Comomrent Wik Orier e Sl el | L A 5
Resschy, Sesech Successhuly Complated (Totst 7508 | Server: S804 | Clerit IE‘!H&;‘?HHISI o Trushed skes o T D

Knowing what a Web page consists of

A web page constitutes the entire document that you view online, which you use to either
type in information or view information. All other elements described below, except the

Menu button, will be inside the Web page.
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While using a Web page, here are the basic elements you will be working with.

Element

Icon

Description

List of
Tasks in
Web Page

—_—

Search

hemd

(] Hold

hemd

—_—

Felease

hemd

[ Return

hemd

[ Autharize CWO

hemd

ol EditCWO

Right-click anywhere on the Web page to
display a drop-down menu that lists the tasks
you can perform in the Web page. The tasks
include pushbuttons and links.

Record

A record refers to a collection of fields that
represent attributes of an entity, such as
aircraft, aircraft model, component or part. A
record is uniquely identified by a key field,
such as an identification number.

Multiline

A table, consisting of multiple rows and
columns. Each row contains a single record.
Each attribute of the record appears under a
column with the field as the header in the
multiline.

Field

Tesije Date

Aircraft Reg #

Issue Type Maintenance Issue

Prog. Item Type

Each data element in a page, which is either
displayed automatically or which you enter/
type in, is a field.

A display field appears in an ltalic Regular
font.

An input field may be a text box or a drop-
down list box. You may provide a valid input
value.

A drop-down list box displays a list of values
from which you may select the required
value.

An input field appearing in Bold format
implies data entry is mandatory for the field.
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Field Input
Window

Link

Data
Hyperlink

Search
Criteria

Drop-down
List Box

X-14

User Defined Detail - 1

Issue Type Maintenance Issue

*

Place your cursor inside an input field in any
Web page and click the F2 key to open the
input window. You can now type the required

information, and click the pushbutton to
close the window. This proves convenient for
data entry as you can type in text
continuously without scrolling as well as view
the typed text in its entirety.

A hyperlink when selected opens up another
Web page.

Any data in a field when selected, takes you
to another Web page.

Refers to a group of fields you can specify,
such as "From Date" and "To Date". It
enables the system to retrieve those records
that have the same attributes as you have
specified. Essentially, fields in the Search
Criteria group box are filters to enable the
system to retrieve specific and precise
records. After you specify filters for retrieving
records from the database, you must click

the pushbutton to display records
in the "Search Results" multiline.

The number of records to be retrieved for
each user interface is decided by the system
administrator. Contact  your  system
administrator for more details.

The Search Criteria group box most
commonly appears in Select pages; though it
is not uncommon to find them in other pages
as well.

This refers to the list box that appears when
you click inside a field containing a
downward arrow. The list box shows a list of
items, each of which represent an action you
can choose.
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Lens i} The icon positioned next to fields where code
search facility is available. Click this icon to
search for a code or number. For example,
Help on Employee Code.

Pushbutton A A rectangular button that performs an action
when clicked. For example, clicking the "Add
Employee" pushbutton saves the employee
details entered in the page.

Up Arrow - Click this icon appearing at the top of certain
drop-down menus to view the hidden list
above.

Down - Click this icon appearing at the bottom of

Arrow certain drop-down menus to view the hidden
list below.

Show [w] Select this button to show/ expand a group

Group Box o box.

Hide Group | =] Select this button to hide a group box.

Box

Reactivate = . Click this icon to reactivate the current

Session ) 41 Minute(s) instance of the application. The timer next to
the icon at the right bottom of the screen
displays the time remaining for the end of the
session.

Access Q.r Click this icon located at the bottom right of a

Keys Web page to view the short cut keys

currently available for pushbuttons in the
Web page.
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System
Error
Message

| @ 1Error(s)~ |

Click this icon located at the bottom right of
any Web page to view error messages
generated by the application whenever
erroneous data is input. Note that this icon
appears only when an error occurs.

Application Toolbar

Business Process: Corporent MacSecande User: DPUses, Orpanication Units 280 Raole: A5C Aoie
I.J,ml’mﬂ- ‘; Becent Acivies v ¢ Prosies = B e B 6 3 =W ﬂ_llj B T"H"H"'I

I+ Sslact Componant Work Order Y — Heker DS AL E 8

The Application toolbar, -
Date Formas oo fyrey
Dweect Entey =
Search Critena i
—
fEaoa@O|E | = L
Aarirance e i Aot Devriden

Crver=a W 1 OG-0

[ 8- ¥

Ot

BLADE 455y SEACPRTE G
5420 TR ELADERGR P

PRIOS MASTTELL

You will find the following elements in the Application Toolbar.

Element Icon Description

Hot Key ya) Use this text box to type in the menu

Menu code and then click the & icon for
directly launching an activity page.
Through the menu code you can open
any activity page straightway by avoiding
traversal across business components or
business processes. Contact your
System  Administrator  for  more
information.

Change % Use this icon on the Web page toolbar to

Password change the password settings for the
currently logged in user.

Setup igg Use this icon to set the style and format

Preferences for numeric, date and time displays.
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Change User
Context

Setup
Defaults

Define
Favorites

About
VirtualWorks

Signout

Themes

Using Ramco Aviation Solution

Use this icon to switch across
organization units or roles.

iy

Use this icon to select the organization
unit to which you will be logged in, by
default.

iR

Use this icon to list down all the activities
defined in the favorites.

i) Click this icon to open the Organize
Favorites window. ii) Specify the
activities that must be set as favorites. iii)
Click the Save user favorites pushbutton.

Click this icon to know more about
Ramco Aviation Solution.

/\.._..

&l Click this icon to log out of the current
session of the Ramco Aviation Solution.

Use this drop-down list box to set the

22 Themes -+ .
theme for the user interface (Ul). Theme
defines the color scheme, style and
appearance of the user interface.
e Note: Some more icons may appear in the Application toolbar, which may not be

useful to end-users.

After the page appears, you may view it and then exit by clicking the Exit button on the
Web page toolbar, after viewing the contents of the page.

When you complete selecting / viewing / entering data in all the required fields in the
page, you can either:

» Save the details you entered in the current Web page, by clicking the relevant
pushbutton.

» Select or choose a row in the multiline, by checking the box that appears as the first
field of the row. Traverse to the next page, by selecting a link in the current page. In
the next page, you can enter additional details that pertain to the multiline row. (A row
in a multiline represents a record.)

» Exit the Web page without effecting any action that you might have carried out in the
Web page.
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Adding a record

You can add a new record in a web page. You are to enter a unique code to identify the
record, along with other details of the record such as description, type, etc. This unique
code of the record

» Can identify it from other records

» Cannot be edited

» Can be used to retrieve the record for edit and delete tasks
» Selecting a record

For certain other actions such as edit, delete, authorize or report generation, at the onset
you need to find and choose a record in a Select page.

* Select Visit Package 3 Teabere | Y D3 el = W
You may specify sthibutes of recards wou wart to rethiewve . A
from the databasze, inthe Search Crtena group b, T o
Search Criteris =
Asy. Sea e 1D w B
Wit Pacage Adrcrafs e &
mary Vierk Center = 2F1 5| w St LBmesr v -
Grourding Jate : From Grourding Dase : To
siomer & Cuapinmar Hamg
| searc
Search Results -

The Search Results P manCE
multline dizplays T ol
tecords that meet

vour search critena.

The Select page provides a Search facility to find a record based on the search criteria
that you can specify. The application retrieves and displays records that match the
search criteria in a multiline. You may then proceed to do the following,

» Select or choose a record in the multiline, by checking the box that appears in the
second column of the multiline. (The first column displays the sequence number of
the record, which depicts the order in the multiline.)

» Click the link for the required action/event at the bottom of the page.

The page for the chosen action/event appears, displaying all the details of the record you
selected in the multiline of the previous page. You may now edit, delete, authorize or
carry out any other valid action on the record.

However, some Select pages facilitate deletion, authorization or release of records in
addition to the search and find feature.
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Using the multiline

Srarch Hewults -
44 [Morecords todisplay] B ' LI fEionao@ Ok & A - e
L ] gk Lo X O L ST ay Shal 0 e o iy Arga® l:q; L WY S oy e Lt
— The Selection | . The muliline = _. — HHINGAR | hIM06 EJ Sert Ascendirg
.| check hosx. .| tool bar. = 1 A Leftclick drop-dawn £} sortDescens

treny atthe Aght end } Loc
of a multline column. i

Ol Araal SROZAOFT MAINT MO 4 HANGAR  MZ3E02 DUESTOMER JOF

A recard in
the multiline.

Element

Selection
check box

Adding a multiline row
A multiline row can be added, using the toolbar icons above the multiline. It can be either

inserted between two existing multiline rows, or added to the end of the last row. You are
to

» Position the cursor in the multiline row above which the row must appear.
» Click the ¥ icon on the toolbar above the multiline.

Deleting a multiline row

A multiline row can be deleted, using the toolbar icons above the multiline. The item to be
deleted must not have been used in any transaction, so far. You are to

» Check the Selection check box for the record that appears in the second column of
the multiline.

» Click the ™ icon on the toolbar above the multiline.
Multiline toolbar

The icons in the multiline toolbar are explained below.
Icon Description

7 A check box normally occurring as the
second column of every multiline row. It
precedes the record in the row. Check
the Selection box to mark the record for
copy and append, cut and append or
deletion. You must also check this box to
perform any pushbutton task or hyperlink
task available in a Web page.

Use the check box in the same row as
the multiline header, to simultaneously
select all the displayed records in the
multiline.
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First Record

Click this button, to view the first set of
multiline records.

Previous 4 Click this button, to view the set of

Row Set multiline records immediately preceding
the currently displayed set of multiline
records.

Next Row ir Click this button, to view the next set of

Set multiline records. However, this is
applicable only if the number of retrieved
records cannot be accommodated in the
current set of multiline rows, and the rest
need to be displayed in the next set of
multiline rows.

Last Record ted| Click this button, to view the last set of
multiline records.

Insert [ Click this button on the toolbar above the

Record multiline, to insert a record in the
multiline.

Delete - Click this button on the toolbar above the

Record multiline, to delete the selected record in
the multiline.

Copy and | [} Click this button on the toolbar above the

Append multiline, to copy a selected record and

Record insert it at the end of the multiline.

Cut and Q Click this button on the toolbar above the

Append multiline, to remove a selected record

Record and insert it at the end of the multiline.

Export to ELs ] Click this button on the toolbar above the

Excel multiline, to export the multiline contents

to Microsoft Excel.
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Show PDF

Click this button to view all the multiline
records in PDF format. All those records
the system cannot accommodate in the
current set of multiline rows can also be
viewed in PDF.

Show report

e
1]

Click this button to view the entire report
including the header and the records in a
pop-up window. All those records that
the system cannot accommodate in the
current set of multiline rows can also be
viewed by maximizing the window.

You can also (i) hide a column in the
report and/or' (ii) group and view a report
by any of the columns in the report.

Show Html

Click this button to view the multiline
records in a browser. All those records
that the system cannot accommodate in
the current set of multiline rows are also
displayed in the browser.

Export to
Excel

Click this button to view the multiline
records in an Excel worksheet in the
XML format. All those records that the
system cannot accommodate in the
current set of multiline rows are also
displayed in the worksheet.

Export to
csv

Click this button to view the multiline
records in an Excel worksheet in the
CSV format. All those records that the
system cannot accommodate in the
current set of multiline rows are also
displayed in the worksheet.

Export to
text

Click this button to view the multiline
records in the Text format. All those
records that the system cannot
accommodate in the current set of
multiline rows can be viewed in Notepad.

Show chart

Click this button for generating charts
based on numeric columns.
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Import data 0 Select this button to import data from a
CSV or an XML file.

Save Use this button to save any change in

Personalize the size or order of the columns in the
multiline that you have made. Once
saved, the changed settings will appear
when the page is launched again.

Remove Select this button to remove the

Personalize personalization that you previously
made.

List of Al o Use the first drop-down list box at the top

columns in - right of a multiline for a complete list of

the multiline columns in the multiline.

Find specific All . ) Select the required column from the first

record from drop-down list box on the top right of a

among the Ref, Doc = multiline. Specify a search value for that

retrieved column in the input box alongside.

records Thereafter, click the icon to pass the
control to the first instance of the value in
the selected column in the multiline.

Sort/lock A e . You can use this menu to

multiline Z.L Sort Ascending

columns %} Sort Descending (i) sort rows in the multiline in
ascending/descending order.

8 Lock
" (ii) lock columns in the multiline.
Editing a record

You can edit most records through an Edit page. Although the rules governing the fields
to be edited will differ between record types, most records do not allow an edit of the
unigue code identifying the record. Example, an employee record can allow most of the
fields to be edited except the Employee Code field.
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You can edit a record, provided the record has not been authorized or mapped to any
other record. In short, the record must not have been used by any other transaction. You
are to

» Select the Edit activity option on the left pane. The Select page appears.

» Select the record to be edited, from the Select page.
» Select the "Edit" link from the Select page. The Edit page appears, showing the

details of the selected record.

Edit the fields that the system permits you to edit. After completion, save the page.
The edited details are updated in the database.

Authorizing a record

A record is authorized by any employee who has been given supervisory rights. The rules
governing the authorization of records will differ between record types.

Keeping two web pages open simultaneously

To keep two pages open at the same time, you are to open the browser twice. This
implies that you login separately each time, and select the required activity and page.

IE8 is the recommended browser platform for Ramco Aviation Solution.

What is the bare minimum to enter?

In a typical Ramco Aviation Solutions Web page, certain fields crucial for identification of
a record appear in Bold font. This implies they are mandatory and you must specify a
value for the field. Conversely, any field that appears in the Regular font is hot mandatory
and hence the user need not provide any value for the field. However, certain mandatory
fields are set to default values for easy usage, which you may modify, if required.

Web Page / User Interface Toolbar
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1+ Select Component Work Order o 2 Tk | B 53 6 .'sl
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Here are the elements you will be working with, in the Webpage Toolbar.

Element

Icon

Description

Trailbar

S8 Trailbar =

The Trailbar drop-down list box displays
all the Web pages traversed to reach the
current Web page.

Go to Home
page

An icon you select to go to the Home
page.

Print screen

Use this icon to obtain a hard copy of the
Web page.

Refresh I_j A button that you select on the Web

Screen Page toolbar to enable the system to
fetch the most recently updated data
from the database. When you select this
button in a Create page, the fields are
made empty.

Go Back Irny| Click this icon to traverse to the previous
page.

Launch UDS Click this icon to launch the user-defined
screens.

Show Help (%] Click this icon to open the online context

-sensitive help for a Web page.
Alternatively, click the F1 key to open the
Help page. However, to access online
Help for a tab page, position the cursor
on the tab page and then click the F1
key.
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Business Scenarios

Business Scenario for Regular Part Sales

Advance Receipts
Customer Supplier Adjustment

Business Scenario for Service Sales

Regular Service Billings

Business Scenario for Cash Sales

Customer Supplier Adjustment

Business Scenario for Asset Disposal

Advance Receipts
Customer Supplier Adjustment

Business Scenario for Sundry Receipts
Sundry Receipts

Business Scenario for Customer Payment

Customer Payment

Receivables Management



User Guide

Chapter 1 / Regular Part Sales

Theme Regular Part Sales: Scenario 1 — Advance Receipts

S No

Flow of
Events

Primary
Actors

Component
Name

Activity
Name

Ul Name

Functional Steps

Receiving
Check from the
customer

Accountant
sales

Customer
Receipt

Create
Receipt

Create
Receipt

Enter the
voucher
information and
receipt
Information. If
the receipt
mode is check,
receipt category
is “Advance”,
enter the
instrument
information
after providing
the debit
document (PPI)
as the doc
reference.
Enter the
reference
document
(Optional)

Click Create.
The receipt
voucher is
created in fresh
status

Authorize
Customer
receipt

Manager
Sales

Customer
Receipt

Edit Receipt

Edit Receipt

Select the
receipt voucher
and authorize
the same

Hold/Release
Customer
Receipt

Manager
Sales

Customer
Receipt

Hold/Releas
e Receipt

Hold/Release
Receipt

Select the
receipt that
needs to be
held or
released.
Enter the
reason and
remarks for
holding /
releasing the
invoice.

Click the Hold
Receipt
pushbutton to
put the receipt
on hold.
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Click the
Release
Receipt
pushbutton to
release the
Customer
receipt.

Create

Pay in slip

Accountant
sales

Realize
Receipt

Create Pay
in slip

Create Pay in
slip

Select the
instruments
which has to be
deposited in
bank and create
pay in slip

Depositing in
Bank

Accountant
sales

Realize
Receipt

Edit Pay in
slip

Edit Pay in
slip

Select the pay
in slips and
click deposit
instruments.
The status of
the pay in slip
becomes
deposited.

Bouncing the
instrument
deposited in
the bank

Accountant
sales

Realize
Receipt

Bounce
Instruments

Bounce
Instruments

Search and
select the
instrument that
you want to
bounce.

Click “Bounce
Instruments” to
bounce the
instrument. The
status of the
instrument is
updated as
“Bounced” in
the
corresponding

pay-in slip.

Raising regular
Invoice, actual

liability occurs

at this stage

Accountant
sales

Customer
Direct
Invoice

Create
Invoice

Create
Invoice

Create the
invoice in fresh
status

Authorize the
Invoice

Manager
Sales

Customer
Direct
Invoice

Authorize
Invoice

Authorize
Invoice

Fetch the
invoice created
in the previous
step and
authorizes the
same.

The status
upgrades to
that of
authorized
stage

Hold/Release

Manager

Customer
Direct

Hold/Releas

Hold/Release

Select the direct
invoice that
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Invoice

Sales

Invoice

e Invoice

Invoice

needs to be put
on hold or
released.

4. Enter the
reason and
remarks for
holding /
releasing the
invoice.

5. Click the Hold
Invoice
pushbutton or
Release Invoice
to hold / release
the direct
invoice.

10

Edit / Authorize
Miscellaneous
Invoice

Assistant
Accountants
/ Senior
Accountant

Customer
Direct
Invoice

Edit
Miscellaneo
us Invoice

Edit Invoice

1. Retrieve the
details of the
invoice that
must be
modified or
modified/authori
zed.

2. Edit/Authorize
the invoice with
or without
modification.

3. Invoice turns to
Authorized
status.

11

Authorize
Miscellaneous
Invoice

Senior
Accountant
/ Finance
Controller

Customer
Direct
Invoice

Authorize
Invoice

Authorize
Invoice

4. Retrieve the
invoice for
authorization.

5. Authorize the
invoice with or
without
modification.

6. Invoice turns to
Authorized
status.

12

Generate
dunning letters

Credit
Management

Generate
Dunning
Letters

Generate

Dunning
Letters

1. Generates the
dunning letters
for the specified
date.

13

Adjust the
debit and credit

Accountant

Customer
Balance

Create
Single

Create Single
Currency

1. Fetch the
Customer
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documents sales adjustment Currency Adjustment prepayment
adjustment Invoice (credit
Document) and
fetch the order
based invoice
(credit
document)
Propose,
Compute and
create
adjustment.
14 Authorizing the | Manager Customer Edit Edit Fetch the
adjustment Sales balance Sinal Sinal adjustment
made adjustment gle =Ingie voucher create
Currency Currency . .
Adjustment | Adjustment in the previous
step and
authorize the
same
15 Creating a part | Sales Customer Create item | Create ltem Create a part
note debit credit based note | Based Note note for
note variance in

price for the
parts invoiced,
for the return of
sold parts, for
parts lost in
transit or
changes in the
tax, charge or
discount
applicable for
the part
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Advance Recelipts

Create Receipt

1.

2.

3.

8.

9.

Launch the page “Create Receipt”. See Figure 1.1

Select the Receipt Date, Receipt category, Finance Book and Numbering Type.
Enter the Customer #, Receipt Route, Currency, and Exchange Rate.

Select the Adjustment as manual or automatic.

Select the Bank/Cash #Code then enter the Receipt Amount.

If the receipt mode is check, enter the instrument information.

Get the reference document against which the receipt is raised (optional).

Click Compute pushbutton to retrieve the running balance of the reference document.

Click Create Receipt, receipt voucher created in fresh status.

10. Click Create and Authorize Receipt to create a fresh receipt and authorize the receipt.

Receivables Management



=|* Ccreate Receipt

¥Youcher Information

Receipt #
Receipt Date 30/06/2009
Receipt Information
Customer #1005
Receipt Route Bank
Currency MED ~
Bank/Cash # 01-BNZNZD
Remitker
Camments
Instrument Information
Instrument #
Instrument Date
Cost Center@ | AM
Document Reference
Debit Document Information
«] [4
# Db Document Type
1

Card Information
Card #

Issuer

Create Receipt

Edit Receipk
Accounting Information

Created by

Receivables Management

[Mo recards to display] SRES +] (=

Receipt Category Regular |
A Finance Book |SALPFE |~

Customer Name MASPORT NZ LTD CONSLM

Receipt Mode | Check -
Exchange Rate 1.00000000
Description BNZ-NZD Bank. Afc

Draft [

MICR #
9 Bank #
analysis # S, DLL70

& e [ 2 s s [ I

LDocument # Tarm #

Total Receipt Amount

Autharization #

Walid Till Manth Wear

58 Traibar+

Skatus
Mumnbering Type |(CRY ~

Farward Caver Spplicable |NOo |~
adjustment  Marual
Receipt Amount
Collector #
Unapplied Amount

Instrurment Armount

Charges
Sub Analysis #
= Al v
Due Rafe Currency

Create and Authorize Receipt

Adjusk Receipt

Attach MNotes

Figurel.1 Create Receipt

Created Date

& a2 e

-

el

Document Amoun
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Edit Receipt

1. Enter the Receipt Voucher Number and click “Edit receipt”. See Figure 1.2.

2. If the Receipt voucher number is not known, with the help of the search criteria, fetch the
receipt voucher that has to be authorized.

3. Click on the Receipt Number (hyperlink) then in the edit receipt page, after making the
necessary changes, click Edit and Authorize Receipt.

4. The receipt voucher status turns into “Authorized” status

=~ Edit Receipt 58 Trabar~ | G £ [ &l w5
Youcher Information =
Receipt # CRY-000552-2008 Feceipt Category Regular Status Fresh
Receipt Date Z5/03/2008 B Finance Book |SALFFE |~
Receipt Information -
Customner #7100 Customer Name SOUNDSAIR Forward Cover Spplicable Mo~
Receipt Raute Bark Receipt Mode | Check v Adjustment  Manual -
Currency MZD ~ Exchange Rate 1,00003000 Receipt Amount 1.00
Bank/Cash # O1-BMZNZD Description BMNZ-MED Bank &/c Collector #
Remitker Draft Unapplied Amount 1,00
Comments  saddsadadasdsadasdaddsflisdalkfl
Instrument Information =
Instrument # 675 MICR # Inskrument Amaunt 1.00
Instrument Date |28/08/2008 E Bank # 1209 Charges 0.00
Cost Cenker T ACC Analysis # 3, MKTCM Sub Analysis #
Document Reference =
Dehit Document Type |Customer Payments w Debit Document Currency Al |~
Document # Get
Debit Document Information =
| [4 [Mo records ko display] RS +| [=] [@] [& brs [ R s s e e = | Al v el
# Dabit Documeant Fipa Document # Term & Due Date Lurrency Document Amoun
1
< >
Card Information -
Card # Authorization #
Issuer OWERTYUOQWERTYUIOPASD walid Till Maonth Year #
Edit Receipt Edit and Authorize Receipt Delete Receipt
Adjusk Receipt
Accounting Information Attach Mokes
Created by DMUSER Created Date 23/08/2005
Last Modified by DMUSER Last Modified Date 23/08/2005
Figurel.2: Edit Receipt
Receivables Management 9




Hold / release customer receipt

1. Specify the search criteria and select the ¢

ustomer receipt to be held or released, in the

Select Receipt page. Click the hyperlinked receipt number and launch the Hold / Release

Receipt page. See Figure 1.3
=]~ Hold/Release Receipt
Youcher Information

Receipt # CRY-000020-200&
Receipt Dake 11/12/2006

Receipt Category Regular

Finance Book SALPFE
Receipt Information

Customer # &0

Receipt Mode Direct Credit

Exchange Rake 1.00000000

Receipt Route Bank

Currency NZD
BankjCash # 01-BMNZNZD
Rermitter Unapplied Amount 230,75

Reason Code HOLD Remarks For Hold

Instrument Information

Instrument # MICR. #
Instrument Date Bank #
Cost Center Analysis #

Debit Document Information

| (4 [Mo records to display] »

# DebiE Documeant Type Document # Tarm #

Card Information
Card #

Issuer

Hold Receipt

Accounting Information

Created by DMUSER
Last Modified by

Cuskomer Mame IAM GARLICK

Description BMZ-MNZD Bank &f'c

BEDmaa ik

58 Tralbary | G2 £} = &l

Status Authorized

Forward Cover Applicable [
Adjustment Manual
Receipt Amount 230,75
Collector #
Comments Reference - Apr-13

Instrument Amaunt

Charges
Sub Analysis #
-
= Al v )
Lue Dafe CLency Pocument Amowunt

Authorization #
alidity

Release Receipk

Created Date 19/12/2006
Last Modified Date

Figurel.3 Holding or releasing customer receipt

status of the receipt is updated as “Held".

receipt is updated as “Authorized”.

Receivables Management

Enter the Reason Code and Remarks for Hold, and click the Hold Receipt pushbutton. The

Click the Release Receipt pushbutton to release the customer receipt. The status of the

10
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Create Pay in slip

1. With the help of the search criteria, fetch the instruments for which the pay in slips has to be
created. See Figurel.4.

=|* Create Pay-in-Slip

Search Criteria
Bark #
Arnount From
Instrument Diake From
Colleckion Point From
Instrument # From

Instrument Information

| (4 1 -5[131

*#

Bank #

01-BMZMZD
01-BMZMZD
01-BMZMZD
01-BMZMZ0
01-BMZMZD

L I

<

Accounting Information

02{06,/2009 [
SALOU

¥ +] [=] [P] [&
Anstrument #
G/29/2008 12:32:17 PM
/2/2008 5:28:17 PM
910/2003 4:40:49 PM
91042008 4:52:02 PM
9/11/2008 2:10:13 PM

Tatal Amount

Created by

Figurel.4 Create Pay in slip

Ta

-

(]
Ta
To

e [ 2 s = =

23/06/2009
SALOU +

Instrument Date
20(08/2005
Oz {09 2008
10092005
10092003
11/09/2008

Create Pay-in-Slip

58 Trailbar »

Skatus
Currency MZD
Receipt Type ALL
Colleckor #

= Al A

Currancy Amouné
MZD
MZD
Mz
Mz

MZD

Created Date

DRERBE
-
v
-
ye)
Remitter
2300 1z
23.00
z3.00
2300 12
23.00
>
>

2. Select the instruments in the multiline, (which has to be deposited) and click Compute

3. The sum of all the instruments selected is shown as the total amount

4. Then click Create Pay in slip pushbutton

5. Single Pay in slip for all the instruments selected is created in fresh status with a unique
number.

Receivables Management
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Edit Pay in slip

1. Select the Bank Code and enter the Pay In Slip number (if it is known) and Click “Edit Pay
in slips” link in the “Select Pay-in-Slip” screen.

2. If pay in slip number is not known, fetch the number through search criteria.
3. Allthe pay in slips in fresh status, which fulfills the search criteria, appears in the multiline

4. Click on the pay in slip Number (Hyperlink). The “Edit Pay-in-Slip” screen appears. See

Figurel.5
—=Iv Edit Pay-in-Slip 58 Trabarv | G ) 2 &l 15
Pay-in-Slp # 3 Pay-in-Slip Date 23/09/2008 Stakus FRESH
Bank # 01-BMZMZD BMZ-MZD Bank A/c Currency MED
Receipt Type SUMDRY RECEIPT
Instrument Information =
«| [« 1] =141 ] [»] ] [= s I 2 o s [l s e =]l v L2
* Ansfeument # Insirument Dafe Amocint Remitter Rem
1 101088 21/12}2006 60,00 G Murphy Yodafone 0604
< ¥
Total Amount 60,00
[ Deposit Instruments Edit. Pay-in-Slip Deleke Pay-in-Slip
Accounting Information
Created by DMUSER Created Date 23/09/2008
Last Modified by DMUSER Last Modified Date 23/09/2008
< >

Figurel.5 Edit Pay in slip
5. Inthe next Ul, Click on Deposit Instruments.
6. The status of the pay in slips becomes “Deposited”.
7. Click on the Edit Pay-in-Slip pushbutton to edit the pay-in-slip.
8. Click on the Delete Pay-in-Slip pushbutton to delete the pay-in-slip.

9. Click the Print pushbutton to take a print out of the pay-in-slip.

Receivables Management 12
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Bounce Instruments

1. Select the Bounce Instruments link under the Realize Receipt business component. The
“Bounce Instruments” page appears. See Figure 1.6.

=|* Bounce Instruments

Search Criteria

Bark # O1-BNZMZD |+

Instrument # From
Instrument Date From

Instrument Amount From

Instrument Information

| (4 1] -2tz ARES +]| [-
# Bank #
1 01-BMZNZD
2 01-BMZNZD
3]
<

&

&

Currancy
MZD
MZD

B rabar | O QEEE @

Remitter Collector #
Ta Currency ALL
To 4 Receipt Type ALL W
T
b [ = e e o =] A ~
Instrument # Instrument Date nstrument Amount
100605 15{01/2007 33,36
105069 20012}2006 403306

[ Bounce Instruments ]

Figure1.6 Bounce Instruments

2. Search for the instrument that you wish to bounce by specifying the Search Criteria.

Remi

PaLL

3. Enter the Reason Code and Remarks for bouncing the instrument, and click the Bounce

Instruments pushbutton.

e Note: The system updates the status of the instrument as “Bounced” in the
corresponding pay-in-slip.

Receivables Management
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Create Invoice

1. Launch the “Create Pack Slip Invoice” page. See Figurel.7

2. Enter the Pack Slip # in the Select Packslip page, if you know the number. Otherwise, search

for the packslip using search criteria.

3. Call the relevant Pack Slip No. in the Create Invoice screen.

—I Create Invoice

Invoice Information
Invoice #
Invoice Date 02/12/2008
Payment Information
Bill To Customer # 100
Sale Type OTH
Currency MED
Pay Term'@. Standard
Price list # % CP-NZ-5TD-15
Auko Adjust Mo~

Part Information

Default Tax Key w
«| [4 1 =111 ANES +] [=] [
# Line # Pack 5o #
1 1 pSP-O01761-2008
2
£

Invoice ¥alue Details

Walue Excluding Tax

Charges
Edit Invoice
Freight Charges
Inwoice Summary
Created by

&

g Finance Book SALPFE |+

Bill To Customer Mame SOUNDSAIR
Cash # v
Exchange Rate 1.00000000
Anchor Date 30/06/2009

Total Invoice Amount

Draft

Tax Exclusive v

REDmEaE O &k

FPart #
0,005

Tax

Yalue MNet of Tax

[ Create Invoice I Creabe and Authorize

TiCiD

Accounting Information

Created Date

Figurel.7 Create Invoice

28 Trailbar v

Status

Numbering Type PSI

Sales Person #

Receipt Type CREDIT |+
Receipt Method Reqular |«
Freight Amount

Comments

=) |[Al R

Part Varsant #

‘Wwith-holding Tax

Payment Schedule

Attach Mokes

4. Click the Get Item Details to view the invoice information in the multiline.

5. Modify the Unit Price if required and click the Compute pushbutton.

6. Click Create Invoice pushbutton.

7. The Customer Pack slip Invoice is generated in Fresh status.

O EEE
o)
Lot
EA
>

8. Click the Create and Authorize Invoice pushbutton to generate an invoice in fresh and

authorized status.

Receivables Management
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Authorize Invoice

1. Selectthe Invoice Category. See Figurel.8.
=] Authorize Invoice 58 Trabar- | £ &) 2 &
Invoice Information =
Invoice # CDI-000004-2005 Status Fresh
Invoice Date |07/08/2008 E Finance Book |SALPFE
Payment Information -
Bill To Customer # 100 Eill To Customer Mame SOUMDSAIR
Ship To Customer # 100 + Ship To Customer Name SCUNDSAIR Ship ToId 2 v
Sale Type |(OTH Cash # PC-MID -
Currency NZD Exchange Rate 1.00000000 Receipt Type CREDIT |~
Pay Term® Standard Anchor Date 07/03{2005 Receipt Method Regular
Tatal Invoice Amount 10,00 Freight Amount 0.00 Price list #<%
Auko Adjust MO |~ Draft Comments
Part/T/C/D Information -
«] [4][ 1] -tgr [ [#] ) [+] 2] [ & D mE @ O &k =] || Al v P
k3 e # Fart Type part # G Part ¥ariant # voM G,
1 Component 0-1450P3I-100 200
2 Cormponent
< >

Get Item Details

Edit Invoice ] [ Edit and Authorize Invoice ] [ Return Invoice
TiCiD Payment Scheduls
Allocation Details Item Serial Mo, Details Shipping Details
Invoice Summary: Accounting Information Abkach Mokes

Created by DMUSER
Last Modified by DMIJSER.

Created Date 07/08/2008
Last Modified Date 07 /05/2008

Figurel.8 Authorize invoice
2. Ifthe Invoice # is known enter the invoice number in the editable field.
3. Then Click on Edit Invoice.

4. If the invoice number is not known, then fetch the invoices by entering the appropriate search
criteria.

5. Click Search button to fetch the invoices, which has to be authorized.

6. All the invoices that are in fresh status and also fulfilling the search criteria appear in the
multiline.

7. Select the invoice, which has to be authorized, by clicking on the (hyperlink) invoice number.

8. Click on the Edit and Authorize push button, after providing the cost center and making
necessary changes (if needed).

9. The status of the Invoice becomes “Authorized”.

Receivables Management 15



Hold / release customer direct invoice

1. Select the Invoice Category as “Direct Invoice”, “Pack Slip Invoice” or “Miscellaneous Invoice”,
and search for the invoice to be held or released in the Select Invoice page.

2. Select the Hold / Release Invoice link. The Hold / Release Invoice page appears. See Figure

1.9.

3. Enter the Reason Code for hold/release and Remarks for Hold, and click the Hold pushbutton.
The status of the invoice is updated as “Held".

4. Click the Release Invoice pushbutton to release the invoice in the held status. The status of
the invoice is updated as “Released”.

=|* Hold/Release Invoice

Invoice Information

Invoice # 611380-3

Invoice Date 11/12/200&

Payment Information

Bill To Customer # 416
Currency MNZD

Anchor Date 11710/2006

Total Invoice Amount 22864.97

Parkt/T/C/D Information

| |4 Ti-101 (] []] [=

# Ling # Fack Sip #
1 1
b
Reason # v
Attach Motes

Invoice Summarty:

Created by dmuser
Last Modified by DMUSER

Receivables Management

Invoice Category miscellaneous invoice

Bill To Customer Mame RMZAF
Exchange Rate 1.00000000
Finance Book SALPFE
Freight Amount

oo mE
Part{TiCiD # \ariant £

Cpening Balance

Remarks for Hold

Hald Invoice I Relzase Invoice

Accounting Information

Figurel.9 Hold / Release customer direct invoice

58 Traibar

Status Authorized

Pay Term Conkract

Comments

&1 ~

Payment Scheduls

Created Date 19/12/2006
Last Modified Date 19/12/2006

o J=e= R
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Edit Miscellaneous Invoice

This sequence explains the process of modifying the miscellaneous invoices.

1. Select and retrieve miscellaneous invoice for modification/authorization from the “Select
Invoice” page.

2. The Edit Invoice page is launched. See Figurel.10.

3. Inthe Invoice Information group box, modify the Invoice Date and Finance Book.

=I* Edit Invoice S8 Tralbar- | € & (2 &1 &

Invoice Information
Invoice # CDI-000002-2003 Status Fresh

Invoice Date |07/05/2005 E Finance Book SALPFE |+

Payment Information

Bill To Customer #, 100 Bill To Custamer Mame SOUMDSAIR
Ship To Customer & 100 + Ship To Customer Mame SOUNDSAIR ShipToIld 1 v
Sale Type ©TH Cash # PC-NZD
Currency M w Exchange Rate 1.00000000 Receipt Type CASH v
Pay Term@ Standard Anchor Date 07/08(2008 5 Receipt Method Regular |
Total Invoice Amount 1,00 Freight Amount 0.00 Price list # 3
Comments Draft Auto Adjust NO v
Part,/T/C/D Information -
«] [4 1| -1 D] ]| [#] [=] @] [& PO om = E O &k BRI v yel
# Line # Part Twpe pPart # @ Part ¥ariant # uoM @
1 Cornponent o-191 200
2 Component
£ >

Get Item Details
Edit Invoice [ Edit and Authorize Invoice Delete Invoice

TICiD Allocation Details Pay Schedule
Irem Serial Mo, Details Attach Mokes
Inwvoice Summary Accounting Information Shipping Details
Created by DMUSER Created Date O7/08/2005
Last Maodified by Last Modified Date

Figure1.10 Modifying invoice
In the Payment Information group box,

4. Enter the code identifying the customer on whom the invoice must be raised, in the Bill to
Customer # field.

5. Select the Sales Type, Cash # and Currency.

Receivables Management 17



6. Select the Receipt Type as Cash or Credit.
7. Enter the Pay Term, Anchor Date and Freight Amount.

8. Set the Adjust drop-down list box to “Yes” if you wish to adjust invoice after authorization
automatically with the credit documents. Select “No” otherwise.

In the Part/T/C/D Information multiline,
9. Enter the Part #, UOM, Quantity and Unit Price.
10. Click the Compute pushbutton to calculate the total invoice amount.

11. Click the Edit Invoice pushbutton to save the modifications.
e Note: The system updates the status of the invoice as “Fresh”.

12. Click the Edit and Authorize pushbutton if you wish to save the modifications made and to
authorize the invoice.

e Note: The system updates the status of the invoice as “Authorized”.

13. Click the Delete Invoice pushbutton to delete the invoice.

Receivables Management 18
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Authorize Miscellaneous Invoice

1. Search and retrieve miscellaneous invoice in Fresh status for authorization from the “Select
Invoice” page.

2. The “Authorize Invoice” page is launched. See Figure 1.11.
3. Enter the Invoice Date.
4. Modify the appropriate fields, if required.

5. Click the Edit and Authorize pushbutton after providing the Payment Information and
Part/T/C/D details.

e Note: The status of the invoice becomes “Authorized”.
—=I* Authorize Invoice S8 Tralbarv | €3 & (3 & B
Invoice Information -
Invoice # COI-000005-2005 Status Fresh
Invoice Date  16/0%/2008 9 Finance Book SALPFE |+
Payment Information -
Bill To Customer # 100 Bill To Customer Mame SOUNDSAIR
Ship To Customer # 100 Ship To Customer Mame SOUMDSAIR Ship ToId 2
Sale Type | OTH Cash # PC-MZD |~
Currency MZD Exchange Rate 1.00000000 Receipt Type “REDIT
Pay Term@. Standard Anchor Date | 16/03/2003 g Receipt Method Regular |+
Total Invoice Amount 12340,00 Freight Amount 0.00 Price list # 8, CO-AUS-5TD-15
Aok Adjust Mo Draft Conments
Part/T/C/D Information -
«] [ 1] -11r [] (] [=] =] @] & fEomE&aE O bk =) s v 2
# Line Part Type Part # Q. Part Yariant # uoM &,
1 1 Component 010-00210 200
Z Component
< >

Get Item Details

Edit Invoice ] [ Edit and Authorize Invoice ] [ Return Invoice
D Payment Schedule
Allocation Details Item Serial Mo, Details Shipping Details
Invoice Summary Accounting Information Attach MNotes
Created by DMUSER Created Date 16/09/2008
Last Modified by Last Modified Date

Figurel.11 Authorizing invoice
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Generate Dunning Letters

This activity enables you to generate Dunning letters for a specified date.

1. Select the Generate Dunning Letter activity under the credit Management business
component. The Generate Dunning Letters page appears. See Figurel.12.

2. Enter the Dunning Date.

3. Enter any / all the following fields in the Search Criteria group box to find the dunning details
required for generating dunning letter: Customer # From, To, Billing Point, Overdue Date
From, To, Currency, Document # From, To, Document Type, Due Date From, To,
Finance Book, Overdue Days From, To, Dun Level at least, Customer Group # From, To,

Sort By.

4. Click the Search pushbutton to retrieve the dunning details.

—|* Generate Dunning Letters

Dunning Date 01/07{2009 3
Search Criteria
Customer # From
Cverdue Amount From
Dacument # Fram
Due Date From 01/06/2009 E
Owerdue Days From

Customer Group # From

Dunning Details

| [4 [Mo records to display] e +] (=] [(A] [&
Ed Document Typa

1

Cost Center G

Documeant Af,

To
To
To
o 22107/2009 £

—

To
To

bt I B2 R < = [

CLEncy Customear Coge

analysis Code @,

Generate

Figurel.12 Generate Dunning Letters

=

All

58 Trabary | & B [ & W

Biling Paint Al w
Currency MZD ~
Documnent Type | Al v
Finance Book SALPFE |
Dun Level at least

Sort by Overdus Days |+

Tarm Alo Dua Date

Sub Analysis Code @

The Dunning Details multiline displays the following fields for generating the dunning letter that satisfy the
search criteria; Document Type, Document No., Currency, Customer Code, Due Date, Finance Book,

Billing Point, Customer Group Code.

In the Dunning Details multiline,

5. Enter the Term No. that identifies the pay term of the debit document.

6. Enter the Overdue Amount that identifies the overdue amount for the debit document.

Receivables Management
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7. Enter the Overdue Days that identifies overdue days for the debit document.

8. Enter the Pre Dun Level that identifies the dunning level at which the previous dunning letter
generated for the customer # and document # combination.

9. Enter the Dun Level that identifies the current dunning level for the debit document.
10. Enter the Dunning Charges that identifies the current dunning level for the debit document.

11. Click the Generate pushbutton to generate the dunning letters.

rd Note: If the dunning charges are provided, the account based debit note will be
generated.
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Create Adjustments

1.

8.

9.

”

Select “Create Single Currency Adjustment” under the “Customer Balance Adjustment
business component. The “Create Single Currency Adjustments Voucher” page appears. See
Figure 1.13.

Select the Finance Book and the numbering type.

Enter Customer Code and select the currency.

In the Credit document multiline, select the document type as account “Receipt Voucher”.
And fetch the information relating to that receipt voucher created before in the multiline.

In Debit Document multiline, select the document type as “Pack Slip Invoice”.

And fetch the information relating to the debit document created before in the multiline.

The unadjusted amount of the debit document will be fetched in the multiline.

Click on Propose adjustment, Compute adjustment.

10. Click Create Voucher push button to create the single currency adjustment voucher.

Receivables Management

e Note: The adjustment voucher is created in “Fresh” status.

e For the Adjustment Vouchers selected for authorization, If the credit document is of
type “Prepayment Invoice” and if the selected Prepayment Invoice have any taxes, the
system transfers the tax amount (proportionate to adjustment amount) to the TCD
account or to Expenses account based on the option set in the “Set Function Defaults”
activity. The tax amount to be transferred to Expense account or to TCD Account will
be computed proportionately:

Tax Amount to be Expensed Off or to be Transferred to TCD Account = Prepayment
Invoice Tax / Total Prepayment Invoice Amount * Current Adjustment Amount against
the Prepayment Invoice
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—|* Create Single Currency Adjustment Youcher

Youcher Information
Youcher #
Youcher Date 30/06{2009
Customer Information
Customer #7,
Currency MZD

Credit Documents

| |4 [Mao records to display] IRES +

# Document Type

1 Receipt Youcher

£

Debit Documents

| [4 [Ma records ta display] RES +| |-
# Document Type
1 Order Based Invoice

<

Dacument # 5,

E Finance Book SALPFE |~

Custorner Mame

-] ] [&

Dacument # 5, Document Datfe

] (&

Due Date

Propose Adjustment

Compute Adjustment

Adjustment Summary in Credit Doc. Currency
Debit Doc Adjustment Amount
Total Receipt Amount Adjusted

Create Youcher

Edit Youcher

Accounting Information
Authorized Prepayment Irvoice
Item Based Debit MNote
Pavments

Attach Motes

Created by

Discount Allowed

Account Based Credit Moke
Direct Invoice

iigw Service Invoice
Receipts

Figurel.13 Create Adjustments

DD mE O bk

DD mE = Ok

58 Traibarv | % ) = =)

Status
Mumbering Type ©AY +

Custamer Hierarchy LOCAL
Adjustment Sequence FIFO

= Al % g
Document Amount Lhnadiusted Amount
¥
=] | e o
Lhadiusted Amount Customer &
¥

Charges Callected

Create and Authorize Youcher

Account Based Debit Mote
Item Based Credit Mote
Paid Prepayment Irvoice

Created Date

11. Click Create And Authorize Voucher push button to create and authorize the adjustment

voucher.

e
“Authorized”.

Receivables Management

Note: The adjustment voucher is created and the status of the voucher is updated to
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Edit and Authorize Single Currency Adjustment Voucher

1. Enter the Voucher # or Enter the Customer Code and fetch the same using the search
criteria. See Figurel.14.

2. The adjustment vouchers in fresh status that fulfills the search criteria are fetched in the
multiline.

3. Select the adjustment voucher which has to be authorized, by clicking on the voucher
number (hyperlink).

4. In the “Edit Single Currency Adjustment Voucher” screen, make changes (if any needed)
then click Edit and Authorize Voucher pushbutton to authorize the voucher.

rd Note: Upon authorization, the adjustment voucher turns into “Authorized” status.

e For the Adjustment Vouchers selected for authorization, If the credit document is of
type “Prepayment Invoice” and if the selected Prepayment Invoice have any taxes, the
system transfers the tax amount (proportionate to adjustment amount) to the TCD
account or to Expenses account based on the option set in the “Set Function Defaults”
activity.

e The tax amount to be transferred to Expense account or to TCD Account will be
computed proportionately:

Tax Amount to be Expensed Off or to be Transferred to TCD Account = Prepayment Invoice

Tax / Total Prepayment Invoice Amount * Current Adjustment Amount against the Prepayment
Invoice
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=]~ Edit Single Currency Adjustment Youcher 58 Trabary | & B 2 &

¥Youcher Information

Youcher # CAY-000565-2002 Status Fresh
Youcher Date [50/06/2009 E Finance Book SALPFE |+
Customer Information =
Cuskomer # 100 Customer Mame SOUNDSATR Customer Hisrarchy LOCAL +
Currency MZD Adjustment Sequence FIFO |+

Credit Documents

] [4 1l =141 [e] (]| [+] =] @] [& bos [ i s s [ e I = Al » o
# Docurnent Type Document # S, Locument Date LDocument Amowunt Lhadiusted Amount
1 Receipt Youcher CRY-000634-2009 23{06{2009 1000.00 1
2 -

£ >

Debit Documents

] 4 1] -1i1 ] (=] [#] [=] @] [& brs [ B s e I = Al » )
# Document Type Document # & Due Date Linadiusted Amouné Customer #
1 Miscellaneous Invoice MIN-000138-2009 01f07 (2002 100,00 100
2 -
< ¥
Propose Adjustment Compute Adjustment

Adjustment Summary in Credit Doc. Currency
Debit Doc Adjustment Amount 100,00 Discount Allowed 0,00 Charges Collected 0.00
Total Receipt Amount Adjusted 100,00

Edit Youcher Edit and Autharize Youcher Delete Youcher

Accounting Information Account Based Credit Moke Account Based Debit Note
Authorized Prepayment Inyvoice Direct: Invoice Item Based Credit Mote
Item Based Debit Mote Yiew Service Invoice Paid Prepayment Invoice
Payments Receipts Transfer Debit Mote
Transfer Prepayment [Credit Mote Attach Motes
Created by DMUSER Creaked Date 30/06/2002
Last Modified by DMUSER Last Modified Date 30/06/2009

Figurel.14: Edit and authorize adjustment voucher
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Theme Regular Part Sales: Scenario 2 — Customer Supplier Adjustment

Flow of Events

Primary
Actors

Component
Name

Activity
Name

Ul Name

Functional Steps

Raise the invoice
based on
reference
document (Pack

slips)

Accountant
sales

Customer
Direct Invoice

Create
Invoice

Create
Invoice

1. Enter the
invoice
information

2. Retrieve the
reference
document
(Pack slips)
available in the
multiline.

3. Select the
particular
document for
which invoice
has to be
created

4. Generate
invoice in Fresh
status.

Authorize Invoice

Accountant
sales

Customer
Direct Invoice

Authorize
Invoice

Authorize
Invoice

1. Retrieve the
invoice

2. Set the Auto
Adjust option to
“NO”.

3. Select the
invoice, which
has to be
authorized

4. Authorize the
invoice. The
invoice status
turns into
Authorized.

Raise Credit
Note

Accountant
sales

Customer
Debit Credit
Note

Create
account
based debit /
credit note

Create
account
based debit

[ credit note

1. Raise a credit
note for the
amount,
supplier
balance or the
customer
invoice balance
whichever is
lower

Authorize credit
note

Senior
Manager
Sales

Customer
Debit Credit
Note

Authorize
account
based debit /
credit note

Authorize
account
based debit

[ credit note

1. Retrieve the
credit note
created in the
previous step
and authorize
the same
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Hold/Release
Debit Credit Note

Senior
Manager
Sales

Customer
Debit Credit
Note

Hold/Release
account
based debit /
credit note

Hold/Releas
e account

based debit
[ credit note

Select the
debit/credit note
that needs to be
held or
released.

Enter the
reason and
remarks for
holding /
releasing the
debit credit
note.

Click the Hold t
pushbutton to
put the debit
credit on hold.
Click the
Release t
pushbutton to
release the
account based
debit/credit note
Customer
receipt.

Adjust between
the Invoice and
the Credit Note

Accountant
sales

Customer
Balance
adjustment

Create Single
Currency
Adjustment

Create
Single
Currency
Adjustment

Retrieve the
credit note
created in the
step 7
Retrieve the
invoice raised in
step 2
Propose and
compute a
create
adjustment
voucher.

Receive cheque
from the
customer

Accountant
sales

Customer
Receipt

Create
Receipt

Create
Receipt

Enter the
voucher
information,
receipt
Information,
and if the
receipt mode is
check, enter the
instrument
information.
Enter the
reference
document
(Optional)
Click Create.
The receipt
voucher is
created in fresh
status
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8 Authorize Accountant | Customer Edit Receipt Edit Receipt Select the

Customer receipt | sales Receipt receipt voucher
and authorize
the same

9 Create Pay in Accountant | Realize Create Pay in | Create Pay Select the
slip sales Receipt slip in slip instruments

which has to be
deposited in
bank and create
pay in slip

10 Depositing in Accountant | Realize Edit Pay in Edit Pay in Select the pay
Bank sales Receipt slip slip in slips and

click deposit
instruments.
The status of
the pay in slip
becomes
deposited.

11 Bouncing the Accountant | Realize Bounce Bounce Search and
instrument sales Receipt Instruments Instruments select the
deposited in the instrument that
bank you want to

bounce.

Click “Bounce
Instruments” to
bounce the
instrument. The
status of the
instrument is
updated as
“Bounced” in
the
corresponding

pay-in slip.
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Create Account Based Debit / Credit Note

This sequence describes the process of creating an account based debit note.
1. Launch the page, Create Account Based Note. See Figurel.15.
2. Enter the customer code for whom the credit note has to be raised

3. Enter the transaction amount and the account code. The transaction amount should be the
supplier balance or the customer invoice balance, whichever is lower.

=I* Create Account Based Note S8 Tralbar~ | £ & B & B

Mote Information

Note # Mote Type Credt
Note Date 30/08{2009 E Finance Book SALPFE

Status

Murmbering Type (CAC ~
Customer Information

Customer #C, 1006 Cuskomer Mame G & WATERMARN Customer Registered At SALOU ~
Customer Mote No Customer Moke Amount Customer Mote Dake | 30/06{2009 4
Payment Information -
Currency MZD' + Exchange Rate 100000000 Pay Term@ | CASH
Receipt Method | |+ Anchor Date 30/06/2009 g Total Amount
Camments Drraft
Document Information =
«] [4 1l -1t ] (] [+] [=] [@] [& brs I R s s e O = - yel
# Account # G, D ficr Transaction Amount Remarks
1 012002 Drebit
2 Drebit
4 ¥
Create Note I Create and Authorize Note
Edit Account Based Mote Payment Scheduls
Moke Surnmary Accounting Information Attach MNokes
Created by

Created Date

Figurel.15 Create Debit/Credit Note

4. Click the Create Note pushbutton.

5. Credit note created in Fresh status.
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Authorize Debit / Credit Note

1. Fetch the credit note created in the previous step.

2. Fetch the note by entering the note number in screen header Or

3. Click the Search Criteria button in the “Select” page See Figurel.16.

4. Click the checkbox and select the row in the multiline to authorize the note.

5. Then click Authorize.

6. If the Credit note number is not known then fetch the note number by entering the appropriate
information in the search criteria.

7. Fetch the Credit note

8. Click On Authorize.

9. The credit Note turns into “Authorized” status.

—1 Select Debit/Credit Note

Mote #
Search Criteria
Mote Type Al -
Mote # From
Mote Date From
Moke amount From

Customer From

Search Results

| (4 1) -414 ARES -

H

Nivte Troe
Credit
Credit
Debit
Diebit

A R

Account Based Mote

Accounting Information

<

Receivables Management

Aiofe Category
Account Based
Account Based
Account Based

Account Based

MoteType | Credit

Mote Category Al
Ta
To
Ta
Ta

»

O

RO DmE @A dh

Nipfe #

CAC-000124-2003
CAC-000125-2008
CAD-000049-20085
CAD-000051-2008

Authatize Mote

Item Based MNote

fiofe Dafe

17/11}2008
0zf12f2008
26/09/2008
26/09/2008

58 Trabary | & & 2 & ™
Currency Al |~
Finance Book ALL ~
w

Customer Registered a4t SALOU

= Al

Figurel.16 Select Debit/Credit Note for authorizing

User Id

Niofe Amownt

23,00
23,00
100000
150,00

Currency
MZD
MZD
MNZD
MNZDr
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Hold / Release account based note

1. Select the Note Category as “Account Based” and select the “Account Based Note” in the
Select Debit / Credit Note page. The Hold / Release Account Based Note page appears.

See Figurel.17.

—|* Hold/Release Account Based Note

Mote Information
Mote & CAC-000002-2006
MNote Date 11/12/2006
Customer Information
Cuskomer # 1992
Customer Mote Mo 680574-2
Payment Information

Currency ALD
Receipt Method

Comments

Document Information

| (4 1 =111 ARES -
# Accouné # Dy
1 CPEAL o

Reason # HOLD

Hold Mote

Payment Scheduls
Mobe Summary:

Created by
Last Modified by DMUISER

Mote Type Credit
Finance Book. SALPFE

Customer Mame:

Customer Mote Amount 15155.90

Exchange Rate 1.16155000

Anchor Date

Ao m=E & dk

Transaction Amount Remarks

S8 Traibar »

Status Authorized

Customer Registered At SALOL
Customer Mote Date 11f12§2006

Pay Term
Total Amount 15158,90

AEREE

=) A e yel

15158,90 Opening balance transaction

Remarks for Hold

Release Mote

Accounting Information

Atkach Notes

Creation Date 19122006
Last Modified Date 19/12/2006

Figurel.17 Hold / Release account based note

2. Enter the Reason # for hold/release, and Remarks for Hold regarding the necessity to put
the debit / credit note on hold.

3. Click the Hold Note pushbutton, to put the note on hold. The status of the debit / credit note is

updated as “Held".

4. Click the Release Note pushbutton if you wish to release the note.
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Create Item Based Note
This sequence describes the process of creating an account based debit note.

1. Launch the page, Create Item Based Note. See Figurel.18.
—I Create Item Based Note 58 Traibar> | G & 2 &l

Note Information

Note # Mote Type |Credit | v Status
Finance Book |ABCPFE1 w Ref. Doc. Type |Customer Order w Mumbering Type |CIC |w
Note Date 03/04/2012 |

Customer Information

Customer Registered At |SALOU hd Customer #°. 400244 Customer Name AIR FRANCE
Customer Mote Mo Customer Mote Amount Customer Note Date |03/04/2012 |
Payment Information -
Currency CAD v Exchange Rate 100000000 Pay Term@
ReceiptMethod | | Anchor Date 03/04/2012 @ Total Amount
Comments Draft [
Search Criteria =
Prepayment Invoice [7] Order Invoice [ Direct Invoice 7]
Order # From To Dehit Note [
InvoiceMote # From To Credit Mote 7]
Order /InveiceMote Date From [ To A
InvoiceMaote Amount From To
T/C/D Information -
Default Tax Key | | Tax Exdusive
| [1] Norecords todisplay] [»] [#] | [+] [=] [B] [&] (@] (& T & NMEOmmE E O ik =) || Al v el
= Line & Document Type Criginating Point Document & PartiTih 2
1
£ >

Compute
Note Value Details
Value Excluding Tax Tax With-halding Tax

Value Net of Tax

Create Note Create and Autharize Note

TiCD Payment Schedule

Edit Item Based Note

Mote Summary Accounting Information

Created by Created Date

Figurel.18 Create Item based note

2. Enter the Note Type for which the item note has to be raised.
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10.
11.

e Note: If “Debit” is selected in the “Note Type” field, the system will retrieve the
numbering type for the login organization unit and the “ltem Based Debit Note”
transaction type.

Select the Finance Book, Ref. Doc. Type, Numbering Type, and Note Date in the “Note
Information” group box.

Enter the customer related information in the “Customer Information” group box.

Select the Currency, Pay Term, Receipt Method, Anchor Date, Comments and check the
“Draft” box to save the debit / credit note in the “Draft” status, in the “Payment Information”
group box.

Enter information in the appropriate fields to search for documents that contain item details for
which you want to create a debit / credit note.

Select the Default Tax Key.

Check Tax Exclusive box if the tax amount should be calculated based on the total debit or
credit note amount. T

Enter information in the T/CD multiline and click the Compute pushbutton to calculate the
total amount.

Click the “Create Note” pushbutton to create an item based debit / credit note.

Click the “Create and Authorize Note” pushbutton to create and authorize an item based debit /
credit note.

To proceed, carry out the following

12.

13.

14.

15.

16.

Select the “T/C/D” link at the bottom of the page to modify the tax, charge or discount
calculated for the debit / credit note.

Select the “Payment Schedule” link at the bottom of the page to modify the default payment
schedule.

Refer “Modifying payment schedule — An overview” for more details.

Select the “Edit Item Based Note” link at the bottom of the page to modify the details of the
newly created item based debit / credit note.

Select the “Note Summary” link at the bottom of the page to view the summary of a debit /
credit note.

Refer “Viewing debit / credit note summary — An overview” for more details.

Select the “Accounting Information” link at the bottom of the page to view the account posting
information.

Refer “Viewing account posting information — An overview” for more details.
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Chapter 2 / Service Sales

Theme Service Sales: Scenario — Regular Service Billings —Invoicing

S
No

Flow of Events

Primary
Actors

Component
Name

Activity
Name

Ul Name

Functional Steps

1

Raise the
invoice based
on Customer
Order (Order
Based
Prepayment or
Direct
Prepayment)

Accountant
sales

Customer
Prepayment
Invoice

Manage
Direct
Prepayment
Invoice

Manage
Invoice

1. Enter the
customer order
information

2. Retrieve the
customer order
details in the
multiline.

3. Select the
particular order
for which
invoice has to
be created

4. Generate
invoice in Fresh
status.

Authorize
Invoice

Senior
Accountant
/ Finance
Controller

Customer
Prepayment
Invoice

Authorize
Invoice

Authorize
Invoice

1. Retrieve the
invoice details
using the
search criteria
in the Select
page

2. Select the
invoice number,
which has to be
authorized

3. Authorize the
invoice. The
invoice status
turns into
“Authorized”.

Hold / Release
Invoice

Senior
Accountant
/ Finance
Controller

Customer
Prepayment
Invoice

Hold/Release
Invoice

Hold/Release

Invoice

1. Selectthe
invoice that
needs to be
held or
released using
Search
pushbutton.

2. Enter the
reason and
remarks for
holding /
releasing the
invoice.

3. Click the Hold
Invoice
pushbutton to
put the invoice
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on hold.

4. Click the
Release
Invoice
pushbutton to
release the
invoice.

4 Reverse Accountant | Customer Reverse Reverse 1. Retrieve the

Invoice sales Prepayment | invoice invoice prepayment

Invoice invoice by
specifying the
invoice details
in the Select
page

2. Select the
invoice number
that needs to
be reversed
from the
multiline.

3. Enter the
reversal details
such as
reversal date
and reversal
document
number, and
click the
Reverse
pushbutton

4. The status of
the invoice is
updated as
“Reversed”.

5 Raise the Accountant | Customer Create Invoice | Generate 1. Enter the

invoice based sales Service Customer invoice

on reference Invoice Service information

Document Type Invoice 2. Retrieve the

(Customer reference

Order) for document

reprocess or to details in the

create multiline.

3. Select the
particular
document for
which invoice
has to be
created

4. Generate
invoice in Fresh

status.
6 Authorize Senior Customer Authorize Authorize 1. Retrieve the
Invoice Accountant | Service Invoice Invoice invoice details
/ Finance Invoice using the
Controller search criteria
in the Select
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page
Select the
invoice number,
which has to be
authorized
Authorize the
invoice. The
invoice status
turns into
“Authorized”.

Hold / Release
Invoice

Senior
Accountant
/ Finance
Controller

Customer
Service
Invoice

Hold/Release
Invoice

Hold/Release

Invoice

Select the
invoice that
needs to be
held or
released using
Search
pushbutton.
Enter the
reason and
remarks for
holding /
releasing the
invoice.

Click the Hold
Invoice
pushbutton to
put the invoice
on hold.

Click the
Release
Invoice
pushbutton to
release the
invoice.

Reverse
Invoice

Accountant
sales

Customer
Service
Invoice

Reverse
invoice

Reverse
invoice

Retrieve the
service invoice
by specifying
the invoice
details in the
Select page
Select the
invoice number
that needs to
be reversed
from the
multiline.
Enter the
reversal details
such as
reversal date
and reversal
document
number, and
click the
Reverse
pushbutton
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The status of
the invoice is
updated as
“Reversed”.

Receive check
from customer

Accountant
Sales

Customer
Receipt

Create
Receipt

Create
Receipt

Enter the
voucher
information,
receipt
information,
and if the
receipt mode is
check, then
enter the
instrument
information.
Enter the
reference
document.
Create receipt
in Fresh status.

10

Authorize
customer
receipt

Accountant
Sales

Customer
Receipt

Edit Receipt

Edit Receipt

Select the
receipt
Authorize the
same.

11

Create Pay-in-
slip

Accountant
Sales

Realize
Receipt

Create Pay-in-
slip

Create Pay in
slip

Select the
instruments
which has to be
deposited in
bank

Create the pay-
in-slip.

12

Deposit
Payment in
Bank

Accountant
Sales

Realize
Receipt

Edit Pay in
slip

Edit Pay in
slip

Select the pay-
in-slips
Deposit
instruments so
that the status
of the pay-in-
slips becomes
deposited.

13

Bouncing the
instrument
deposited in the
bank

Accountant
sales

Realize
Receipt

Bounce
Instruments

Bounce
Instruments

Search and
select the
instrument that
you want to
bounce.

Click “Bounce
Instruments” to
bounce the
instrument. The
status of the
instrument is
updated as
“Bounced” in
the
corresponding

pay-in slip.
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14

Settle the debit
and credit
balances

Accountant
Sales

Customer
Balance
adjustments

Create Single
Currency
Adjustments

Create Single
Currency
Adjustment

Enter the
voucher
information and
customer
information
Retrieve the
receipt voucher
as the credit
document and
debit note as
debit
documents for
adjustments
Propose and
compute
adjustment
Create the
adjustment
voucher in
Fresh status.

15

Authorize
Adjustments

Accountant
Sales

Customer
Balance
Adjustments

Edit Single
Currency
Adjustment
Voucher

Edit Single
Currency

Adjustment
Voucher

Select the
adjustment
voucher.
Modify and
authorize

the voucher to
update its
status to
Authorized.
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Set Function Defaults

Function defaults are defined and used while raising invoices for Customer orders. The following functional
defaults are defined the first time you install the “Customer Invoice” business component and can be modified
according to user requirements.

Allow or prevent modification of pay term while raising an invoice
The prefix that must be used along with the pay term

The finance book to be used by default, when accounts are posted
Allow or disallow multiple finance book postings

The invoice value to be considered, while printing the invoice

Enable or disable computation of tax on net liability

N g ks w D

Allow prepayments to be adjusted against regular invoice

Set Function Defaults

=|* Set Function Defaults 58 Traibar | G 2 3 &l @

Modify Pay Term Mo |+
Allow multiple Finance Book Postings Mo |+
Default Finance Book |ABCPFB1 ¥
Pay Term Prefix PT
Print Invoice based on |Gross Values v
Compute Tax On Met Liability ves | v

Always Adjust Prepayment With Regular Invoice |Yes | v

Set
[=I Record Statistics
Created by DMUSER Created Date 13/08/2011

Last Modified by DMUSER Last Modified Date 06/10/2011
Figure 2-1 Set Function Defaults

1. Select the “Set Function Defaults” under the “Customer Invoice” business component. The
“Set Function Defaults” page appears. See Figure 2-Error! Reference source not found.1.

2. Select Modify Pay Term, Allow multiple Finance Book Postings, Defaults Finance Book,
Pay Term Prefix, Print Invoice based on, Compute Tax On Net Liability, and Always
Adjust Prepayment With Regular Invoice.

3. Click the “Set” pushbutton to set the function default settings.

Generate Customer Service Invoice

A customer sends faulty parts or an aircraft to a Maintenance Repair and Overhaul Operator (MRO) for repair.
An invoice is raised for the services provided when parts or an aircraft is received by an MRO for repair. The
MRO will generate a Customer Service Order, for the service to be executed. Billing is made for the services
based on the terms and conditions specified in the order.
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A customer service invoice can be raised against only one repair order. However, the same order can be
invoiced multiple number of times based on the billing terms and conditions specified in the order.

Generate Customer Service Invoice

Qﬂsiness Process: Receivables Management User: DMUSER Organization Unit: ABC Role: ABC Rale
J:—. Business Process » _‘_; Recent Activities » r Favorites» | elease 5.5 - System Testing Environment CQuick Code ¥ Screen Testw = w6 Lo B ﬁ_| Themes »
~|* Generate Customer Service Invoice 58 Traibar~ | & ) 2 &1 @
Search Criteria 3
Ref. Doc. Type | Customer Order b Invoice Type |Service Invoice w Invoice Category >
Sale Type w Order Applicability bv Controlling Unit v
Customer Based v Order Based v Release Based w
Date Based w (| = Addl. Search W
Search Results
«[[4]] 1f-1/1 [p][» e 2 s ey e =] || Al > o
£ Ref. Doc. Type Invoice Type Invaice Categary Release £ Release Date Rels:
1 Customer Qrder Service Invoice DETAIL 1 11082011
< ¥
Re-process
Reason for Re-process v Remarks

Generate Invoice

Edit Invoice

Figure 2-2 Generate Service Invoice

1. Select the “Generate Customer Service Invoice” under the “Customer Invoice” business
component. The “Generate Customer Service Invoice” page appears. See Figure Error!
Reference source not found.2-2.

2. Select the appropriate fields in the Search Criteria group box to find the customer order for

which you want to reprocess or generate an invoice. Data entry in the following fields is
optional.

3. Click the Search pushbutton to retrieve the search results. The system retrieves and displays
the following in the “Search Results” multiline based on the search criteria entered.

4. Click the Re-process pushbutton to re-process an invoice.

5. Check the box in the multiline to mark a customer order or multiple customer orders to
generate an invoice.
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6. Check the Single Invoice box when you wish to generate a single invoice for multiple rows
selected.

7. Click the Generate Invoice pushbutton to generate an invoice. A unique number identifying
the service or prepayment invoice (Alphanumeric, 18) is generated and displayed in the field
“Generated Inv #” in the “Search Results” multiline.

To proceed further,

= Select the Generated Inv # hyperlink or select the relevant row in the “Search Results”
multiline and click the Edit Invoice link to add tax, charge and discounts.

Create a Prepayment Invoice

A prepayment invoice is created for the advances to be received from a customer before the shipment of goods.
Once the material is shipped the prepayment invoice is set off against the order-based invoice that has been
created. A customer prepayment is categorized based on the following:

= Prepayment Invoice which indicates that the customer makes a prepayment for an invoice based on a customer
order. Multiple invoices are raised against a customer order and the prepayment made is adjusted in the current invoice or
later. A customer invoice can be raised only against one customer order. However, the same order can be invoiced
multiple number of times based on the billing terms and conditions specified in the service order.

= Direct Prepayment Invoice which indicates that the customer makes a prepayment for a direct invoice and there is
no customer order involved. In such cases, the invoice is raised on the customer for the material consumed or the
resources expended for the period under consideration.

You can receive a single or multiple payments for a prepayment invoice. A payment schedule is also generated
for the invoice.
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Manage Invoice

—1v| Manage Invoice

Select Invoice #
(@) Create a New Invoice

Invoice #8

Invoice Type Direct Prepayment Invoice

Invoice Details
Invoice #
Invoice Date 13/11/2011
Currency |CAD
Bill To Customer #C,

Ship To Customer #

Release nfo. Direct Info. TG Detais
] [4 -1f1 [w] [»] | [+] [=] [A] [&
= Ref, Doc. Type
1 Customer Order b4
2 Customer Order v

Py
Default Tax Keys
On Document

View Customer Order

Draft [C]

View Info.
Accounting Information

Record Statistics
Created by
Last Modified by

(7 Work on Existing Invoice

88 Traibar v
w
Finance Book |ABCPFE1 b Status
Invoice Category bl MNumbering Type |CPL
Exchange Rate 1.00000000 Comments
Bill To Customer Mame
Ship To Customer Name
Adiustment Log
Dl EE@E D bk CEY 5
Invoice Amount Material Labour

Tax Exclusive [T

Save Dir. Info.

Auto Adjust Save and Authorize

Payment Schedule View Invoice

Created Date
Last Modified Date

Figure 2-3 Manage Invoice — Create a Prepayment Invoice

2RO
-
o)
>
v

1. Select the “Manage Direct Pre-payment Invoice” under the “Customer Invoice” business
component. The “Manage Invoice” page appears. See Figure 2-3Error! Reference source

not found..

2. Select the “Create a New Invoice” radio button to create a new prepayment invoice.

3. Select the Invoice Type as “Prepayment Invoice” or “Direct Prepayment Invoice”.

4. Select the Finance Book, Invoice Category, Numbering Type, Currency, and Ship to

Customer details.

5. Enter the Ref Doc #, Material charges, Labour charges, Fixed Price, Taxes, Discounts,
and Other Charges in the multiline.
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10.

11.

12.

13.

Select the On Document charges for the invoice, if applicable.
Check the Tax Exclusive checkbox if the invoice amount is tax exclusive.
Click the Compute pushbutton to calculate the total invoice amount.

Click the Save Dir. Info. pushbutton to save the entered details in the “Direct Info” tab.

e Note: The “Save Dir Info” should be clicked before clicking on the “Save” or “Save and
Authorize” pushbutton to save the details entered in the tab level.

Click the Save pushbutton to save the invoice details.

e The status of the invoice is updated as “Draft” if the “Draft” field is checked; else the
status is updated as “Fresh”.

Click the Save and Authorize pushbutton to save and authorize the invoice at the same time.

e Check the “Auto Adjust” box if the invoice after authorization must be adjusted with the
credit documents automatically.

Click the Delete pushbutton to delete an invoice.
e The status of the invoice is updated as “Deleted”.
Click the Return pushbutton to return an invoice.

e The status of the invoice is updated as “Returned”.

To proceed further,

v Select the T/C/D tab to modify the tax, charge, and discount details of the invoice.

v Select the Invoice Summary tab to view the summary of the invoice.

©  Select the View Customer Order link to see the details of the customer order.

v Select the Accounting Information link to view the account posting details of the invoice.

v Select the Payment Schedule link to modify the payment schedule generated for the
invoice.

+  Select the View Invoice to view invoice details.

Record T/C/D Details

You can enter the code identifying the tax, charge, discount and the variants for the extra TCD that you want to
add. You can also enter the TCD amount, the cost center to which the TCD account is mapped and the analysis
and the sub analysis code allocated to it. The total TCD amount for the invoice is posted to the selected finance
book under the various account heads in the account currency, base currency of the company and the parallel
base currency of the company.

The details of the TCD that are entered in this page can be modified as long as the invoice remains in the
“Draft” or “Fresh” status.
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~]=| Manage Invoice S8 Traibary | ¥ &) 2 &l 0

Select Invoice #

(@) Create a New Invoice () Work on Existing Invoice
Invoice 3,
Invoice Type Direct Prepayment Invoice £
Invoice Details -
Invoice # Finance Book |ABCPFB1 B Status
Invoice Date 13/11/2011 = Invoice Category w Mumbering Type | CPI L
Currency |CAD b Exchange Rate 1.00000000 Comments
Bill To Customer # 2, Bill To Customer Name
Ship To Customer # » Ship To Customer Name
Release nfo. Direct Info. T/C/D Details Invoice S Adiustmeant £ og
Order Level Tax Order Level Charges Order Level Discount 2
Invoice Level Tax Invoice Level Charges Invoice Level Discount
Invoice Level T/C/D Information -
<] [4] Norecords todisplay] [*] [»] | [+] [-] [(F] [&] ¥ & s BN Reso Bl e R R v
FS Line # T/C/D Type T/C/DOn TiCD =G Variant £ @, Description Taxabie Amount TP R:
1 0w Tax ¥ | Document A
< ¥
Compute Save TCD Info. v
£ >

View Info.
Accounting Information Payment Schedule View Invoice
Record Statistics =
Created by Created Date
Last Modified by Last Modified Date 4

Figure 2-4 Manage Invoice — Record T/C/D details

1. Select the “Manage Direct Pre-payment Invoice” under the “Customer Invoice” business
component. The “Manage Invoice” page appears. See Figure 2-Error! Reference source
not found.4.

2. Select the Line # row number specified in the customer order.
3. Select the T/C/D Details tab to modify the tax, charge, and discount details of the invoice.
4. Select the T/C/D Type as tax, charge, or discount that is being calculated.

5. Select the T/C/D/ On that is taxed, charged or discounted, such as Document, Material, and
Resource.

6. Select the T/C/D # identifying the part that is taxed, charged, or discounted. The Variant #,
Description, Taxable Amount, T/C/D Rate, T/C/D Amount are displayed.
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7. Select the Currency in which the tax, charges or discount is calculated. The base currency is
displayed by default. The user can change it to a foreign currency.

8. Select the Cost Center that is mapped to the “TCD Account”. The Analysis # and Sub
Analysis # are displayed.

9. Click the Compute pushbutton to calculate the T/C/D amount.
e If TCD is “Flat” the “T/C/D Amount” can be modified.

10. Click the Save Inv. Summ. pushbutton to save the entered details in the “Invoice Summary”
tab.

e The “Save TCD Info.” should be clicked before clicking on the “Save” or “Save and
Authorize” pushbutton to save the details entered in the tab level.
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Record Invoice Summary

=]~ | Manage Invoice S8 Traibare | ) ) 3 & ©
Select Invoice # A~
(@) Create a New Invoice (7 Work on Existing Invoice
Invoice #8
Invoice Type Direct Prepayment Invoice R
Invoice Details =
Invoice # Finance Book |ABCPFB1 B Status
Invoice Date 13/11/2011 El Invoice Category w MNumbering Type |CPL »
Currency |CAD b Exchange Rate 1.00000000 Comments
Bill To Customer #C, Bill To Customer Mame
Ship To Customer # » Ship To Customer Name
Realaaza fnfo. Direct Info. TS0 Detais Invoice Summary Adiustmeant {og

Invoice Summary

I Material Labour Other Resources

External Repair External Services Fixed Price

Addl. Charges Taxes Charges

Discounts Total Invoice Amount With-halding Tax

Inv.Amt. before Adjustment Adjusted Amount Met Invoice Amount

Receipt Information
Pay Term@ Anchor Date | 20/11/2011 | Receipt Method |Regular v
Receipt Type |CASH ¥

View Info.
Accounting Information Payment Schedule View Invoice
Record Statistics =
Created by Created Date
Last Modified by Last Modified Date w

Figure 2-5 Manage Invoice — Record Invoice Summary

1. Select the “Manage Direct Pre-payment Invoice” under the “Customer Invoice” business
component. The “Manage Invoice” page appears. See Figure 2-Error! Reference source
not found.5.

2. Select the Line # row number specified in the customer order.
3. Select the Invoice Summary tab to record the Receipt Information.

4. Enter the Pay Term that is set in the customer order.
e You can change the above field only if you have set the “Modify Pay Term” flag in the

Set Function Defaults activity to “Yes”. The system does not allow change of the pay
term if the “Modify Pay Term” is set to “No”.
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5. Select the Anchor Date from which the payment schedule of the invoice is calculated.

e If “Anchor Date Option” is set to “Supplier Invoice Date”, the system displays the
invoice date in the above field by default Click the “Save Inv. Summ.” pushbutton to

save the entered details in the “Invoice Summary” tab.
6. Select Receipt Method and Receipt Type.

7. Click the Save Inv. Summ. pushbutton to save the entered details.

rd The “Save Inv. Summ.” should be clicked before clicking on the “Save” or “Save and

Authorize” pushbutton to save the details entered in the tab level.

Edit a Service Invoice

The details of a Service invoice can be modified, when the invoice is in the “Draft”, “Fresh” or “Returned” status.
You can search and retrieve the invoice that you wish to modify. The system generates a new payment
schedule based on the modified details. The system also recalculates the tax, charge, discount and the
applicable Value Added Taxes (VAT). You can also record important comments regarding the invoice.

—1* Select Invoice

Search Criteria

Search Results

kil

[T T S T R

4

Invoice # Edit Invoice
Ref. Doc. Type | Customer Order v Invoice Type |Service Invoice v Invoice Category w
Ref. Doc. # From To Status |All 2
Invoice # From To Currency All b
Invoice Date From q To q Finance Book |All 2
Invoice Amount From To User Id
Bill To Customer # From To
1 -5014 [»] [»] | ¥ K v [ 2 o s e s =] || AN v
Invoice # Invaice Date Currency Invaice Amount Status Ref. Doc. fype
CI-000034-2011 17/10/2011 CAD 0.00  Fresh Customer Order
CI-000033-2011 19/10/2011 CAD 0.00  Fresh Customer Order
CI-000033-2011 : CAD 0.00  Fresh Customer Order
CI-000040-2011 {20 CAD 0.00  Fresh Customer Order
CI-000044-2011 24/10/2011 usD 0.00  Fresh Customer Order

<

Delete Invoice

Figure 2-6 Edit Invoice

58 Traibar+ | ¥ = = & @

-

1. Select the “Edit Invoice” under the “Customer Invoice” business component. The “Edit

Invoice” page appears. See Figure 2-Error! Reference source not found.6.

2. Enter the Invoice # for which you want to modify the details and click the Edit Invoice link to

modify the invoice details or perform from Step 3.
3. Select the Ref Doc Type as Customer Order to retrieve service invoices.

4. Select the Invoice Type as Service Invoice.
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5. Select the other appropriate fields in the Search Criteria group box to find the invoice for
which you want to modify the details. Data entry in the following fields is optional.

6. Click the Search pushbutton to retrieve the search results. The system retrieves and displays
the following in the “Search Results” multiline based on the search criteria entered.

7. Click the hyperlinked Invoice number, to edit the invoice details in the Manage Invoice page.
8. Check the box in the multiline to mark an invoice or multiple invoices, for deletion.

9. Click the Delete Invoice pushbutton to delete the invoice.

e You can delete an invoice only when it is in the “Draft” or “Fresh” status.

e The system deletes the invoice and updates the status of the invoice as “Deleted”. The
system also stores the login ID of the user and the system date along with the deleted
details.
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Modify Release Info

= Im'lanage Invoice |

=l Select Invoice #

(7) Create a new Invoice

(@ Work on existing Invoice

Invoice =@, |C1-000034-2011
Invoice Type Service Invoice »
Invoice Details
Invoice # CI-000034-2011 Finance Book |ABCPFE1 v
Invoice Date 17/10/2011 | Invoice Categary |FIMAL hd
Currency |CAD hd Exchange Rate 100000000
Bill To Customer #%. 400007 Bill To Customer Name AIR CANADA
Ship To Customer # | 100001 v Ship To Customer Name DOMNAVIA
Release Info. Direct fnfo. Invoice
«] [4 1 -2f1 o] 2] [#] [=] ] [&] ¢ % Do mEE O E =] || Al
£ Ref. Doc. Type Ref. Doc. £ & Ref. Doc. Date Aglease £ Release Date
1 Customer Order ¥ | CO-0002685-2011 01/10/2011 4 13/10/2011
2 Customer Order v
<
= Default Tax Keys
On Material w On Resource w On Document w
Get Rel, Info.
ewy Customer Ordes Vigw Initiate Invoice
Draft [] Auto Adjust [] Save and Autharize

= View Info.
Accounting Information

Figure 2-7 Edit a Service Invoice — Release Info

S8 Traibary | G & 2 &l
-
Status Fresh
Mumbering Type |CI e
Comments
v 2
Order Curr. Releas
CAD
>

Tax Exclusive [

Save Rel, Info.

1. Select the “Edit Invoice” under the “Customer Invoice” business component. The “Edit
Invoice” page appears.

2. After retrieving the service invoices, click the hyperlinked Invoice number, to edit the invoice
details in the Manage Invoice page and the Release Info tab is displayed. See Figure 2-
Error! Reference source not found.7.

3. Modify the Invoice Type as Prepayment Invoice or Direct Prepayment Invoice.

4. Modify the Finance Book, Invoice Category, Numbering Type, Currency, and Ship to

Customer details.

rd

The Release Info tab is active only for Service Invoice. You can only add rows or delete

rows in the “Release Info” tab and cannot modify the details in the existing rows.

5. Inthe new row, enter the Ref Doc # for the invoice.
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6. Select the row and click the Get Rel. Info. pushbutton to retrieve the values in all the fields in
the multiline, based on the Ref Doc # selected

7. Select the On Document, On Resource, and On Document charges for the invoice, if
applicable.

8. Check the Tax Exclusive checkbox if the invoice amount is tax exclusive.

9. Click the Save Rel. Info. pushbutton to save the entered details in the “Release Info” tab.

e The “Save Rel. Info” should be clicked before clicking on the “Save” or “Save and
Authorize” pushbutton to save the details entered in the tab level.

10. Click the Save pushbutton to save the invoice details.

rd The status of the invoice is updated as “Draft” if the “Draft” field is checked; else the
status is updated as “Fresh”.

11. Click the Save and Authorize pushbutton to save and authorize the invoice at the same time.

g Check the “Auto Adjust” box if the invoice after authorization must be adjusted with the
credit documents automatically.

12. Click the Delete pushbutton to delete an invoice.

rd The status of the invoice is updated as “Deleted”.
13. Click the Return pushbutton to return an invoice.
e The status of the invoice is updated as “Returned”.
To proceed further,
= Select the T/C/D tab to modify the tax, charge, and discount details of the invoice.
«  Select the Invoice Summary tab to view the summary of the invoice.

v Select the Adjustment Log tab to view the adjustment payment made for the customer
order.

t Select the View Customer Order link to see the details of the customer order.

©  Select the View Initiate Invoice to view the invoice details in the Process Invoice activity,
which is available in the Sales Management business process.

v Select the Accounting Information link to view the account posting details of the invoice.

= Select the Payment Schedule link to modify the payment schedule generated for the
invoice.

t Select the View Invoice to view invoice details.
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Modify T/C/D Details

=k IQ‘Ianage Invoice | S8 Trabary | G & Z &I
= Select Invoice #
(7) Create a new Invoice (@ Work on existing Invoice
Invoice #%, |C1-000034-2011
Invoice Type Service Invoice »
Invoice Details =
Invoice # CI-000034-2011 Finance Book ABCPFE1L v Status Fresh
Invoice Date 17/10/2011 [ Invoice Category |FIMAL w Mumbering Type |CI -
Currency |CAD » Exchange Rate 1.00000000 Comments
Bill To Customer #7% 400007 Bill To Customer Mame AIR CAMADA
Ship To Customer # | 100001 b Ship To Customer Name DOMNAVIA
Direct ffo. T/C/D Details
Order Level Tax 0.00 Order Level Charges 0.00 Order Level Discount 0.00 ~
Invoice Level Tax 0.00 Invoice Level Charges 0.00 Invoice Level Discount 0.00
Invoice Level T/C/D Information A
|[«}{[4] Mo records to display] [#] [] | [+] [-] [@] [&] ¥ & B mEE D g (] =] v
£ Line # T/C/D Type T/C/D On Ticp # & Variant = @, Description Taxable Amount DR
1 0w  Tax v | Document hd
£ >
Compute Save TCD Infa. w
= View Info.
Accounting Information =
Figure 2-8 Edit a Service Invoice — Modify T/C/D details
1. Select the “Edit Invoice” under the “Customer Invoice” business component. The “Edit
Invoice” page appears.
2. After retrieving the service invoices, click the hyperlinked Invoice number, to edit the invoice
details in the Manage Invoice page. See Figure 2-Error! Reference source not found.8.
3. Select the T/C/D Details tab in the Manage Invoice page.
4. Modify the T/C/D Type as tax, charge, or discount that is being calculated.
5. Modify the T/C/D/ On that is taxed, charged or discounted, such as Document, Material, and
Resource.
6. Modify the T/C/D # identifying the part that is taxed, charged, or discounted. The Variant #,
Description, Taxable Amount, T/C/D Rate, T/C/D Amount are displayed.
7. Modify the Currency in which the tax, charges or discount is calculated.
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8. Modify the Cost Center that is mapped to the “TCD Account”. The Analysis # and Sub
Analysis # are displayed.

9. Click the Compute pushbutton to calculate the T/C/D amount.

e If TCD is “Flat” the “T/C/D Amount” can be modified.

10. Click the Save Inv. Summ. pushbutton to save the entered details in the “Invoice Summary”

tab.

e The “Save TCD Info.” should be clicked before clicking on the “Save” or “Save and
Authorize” pushbutton to save the details entered in the tab level.

Modify Invoice Summary

=k I%‘Ianage Invoice |

= Select Invoice #

(7) Create a new Invoice @ Work on existing Invoice

Inveice =S, CI-000034-2011

Invoice Type Service Invoice

Invoice Details
Invoice # CI-000034-2011
Invoice Date 17/10/2011
Currency |(CAD
Bill To Customer #°. 400007
Ship To Customer # | 100001

Biect fnfa. e

= Invoice Summary
Material 0.00

External Repair 0.00

Addl. Charges 0.00

Discounts 0.00

Inv.Amt. before Adjustment 0.00

|=I Receipt Information
Pay Term@,

Receipt Type |CASH

Draft []

1= View Info.
Accounting Information

w
Finance Book |ABCPFE1
A Invoice Category [FIMAL
i3 Exchange Rate 1.00000000
Bill To Customer Mame AIR CANADA
> Ship To Customer Mame DOMAVIA

Invoice Summary Adj

Labour 0.00

External Services 0.00
Taxes 0.00

Total Invoice Amount 0.00
Adjusted Amount 0.00

Anchor Date |17/10,/2011

Auto Adjust [7] Save and Authorize

S8 Traibarv | &3 = = |

Status Fresh
MNumbering Type |CI R
Comments

Other Resources 0.00
Fixed Price 0.00
Charges 0.00
With-holding Tax 0.00

Met Invoice Amount 0.00

Receipt Method |Regular hd

Invoice

Figure 2-9 Edit a Service Invoice — Modify Invoice Summary

1. Select the “Edit Invoice” under the “Customer Invoice” business component. The “Edit
Invoice” page appears.
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After retrieving the service invoices, click the hyperlinked Invoice number, to edit the invoice
details in the Manage Invoice page.

Select the T/C/D Details tab in the Manage Invoice page. See Figure 2-Error! Reference
source not found.9.

Modify the Pay Term that is set in the customer order.

rd You can change the above field only if you have set the “Modify Pay Term” flag in the
Set Function Defaults activity to “Yes”. The system does not allow change of the pay
term if the “Modify Pay Term” is set to “No”.

Modify the Anchor Date from which the payment schedule of the invoice is calculated.

e If “Anchor Date Option” is set to “Supplier Invoice Date”, the system displays the

invoice date in the above field by default Click the “Save Inv. Summ.” pushbutton to
save the entered details in the “Invoice Summary” tab.

Modify Receipt Method and Receipt Type.

Click the Save Inv. Summ. pushbutton to save the entered details.

rd The “Save Inv. Summ.” should be clicked before clicking on the “Save” or “Save and
Authorize” pushbutton to save the details entered in the tab level.

Edit a Prepayment Invoice

The details of a Prepayment invoice can be modified, when the invoice is in the “Draft”, “Fresh” or “Returned”
status. You can search and retrieve the invoice that you wish to modify. The system generates a new payment
schedule based on the modified details. The system also recalculates the tax, charge, discount and the
applicable Value Added Taxes (VAT). You can also record important comments regarding the invoice.

—1* Select Invoice

58 Traibar~ | & ) 2 & @

% A
Invoice # Edit Invoice
Search Criteria =
Ref. Doc. Type Direct v Invoice Type |Direct Prepayment Invol ¥ Invoice Category bt
Ref, Doc. # From To Status |all v
Invoice # From To Currency |All W
Invoice Date From = To = Finance Book |Al W
Invoice Amount From To User Id
Bill To Customer # From To
Search Results =
«][1]| 1 -5f83 [»][#]| V¥ & o maEa ik =] || Al v gl
= Tnvoice Invoice Date Currency Invoice Amouni Siatus Ref. Doc. fype
1 CPI-000001-2011 CAD 3500.00  Draft Others
2 CPI-000004-2011 CAD 8227 Fresh Others
3 CPI-000004-2011 CAD 82278.06  Fresh Others
4 CPI-000010-2011 CAD ) | Fresh Others
5 CPI-000011-2011 CAD 0.00  Fresh Others
£ >
Delete Invoice
v
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Figure 2-10 Edit Invoice

1. Select the “Edit Invoice” under the “Customer Invoice” business component. The “Edit
Invoice” page appears. See Figure 2-Error! Reference source not found.10.

2. Enter the Invoice # for which you want to modify the details and click the Edit Invoice link to
modify the invoice details or perform from Step 3.

3. Select the Ref Doc Type as Customer Order or Direct to retrieve prepayment invoices or
direct prepayment invoices respectively.

4. Select the other appropriate fields in the Search Criteria group box to find the invoice for
which you want to modify the details. Data entry in the following fields is optional.

5. Click the Search pushbutton to retrieve the search results. The system retrieves and displays
the following in the “Search Results” multiline based on the search criteria entered.

6. Click the hyperlinked Invoice number, to edit the invoice details in the Manage Invoice page.
7. Check the box in the multiline to mark an invoice or multiple invoices, for deletion.

8. Click the Delete Invoice pushbutton to delete the invoice.

e You can delete an invoice only when it is in the “Draft” or “Fresh” status.

e The system deletes the invoice and updates the status of the invoice as “Deleted”. The
system also stores the login ID of the user and the system date along with the deleted
details.
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Modify Direct Info

—]* Manage Invoice

58 Trabary | G B 2 & ©

= Select Invoice # A
(7) Create a new Invoice (@ Work on existing Invoice
Invaice #, |CPI-000004-2011
Invoice Type Direct Prepayment Invoice B
Invoice Details =
Invoice # CPI-000004-2011 Finance Book |ABCPFB1 v Status Fresh
Invoice Date 31/07/2011 | Invoice Category |DETAIL b MNumbering Type |CPI v
Currency |CAD b Exchange Rate 1.00000000 Comments
Bill To Customer #5. 400007 Bill To Customer Name AIR CAMADA
Ship To Customer # | 400007 b Ship To Customer Name AIR CAMADA

Relgaza nfo. Direct Info. Invoice Summary Aditstmeant L og

«] [«] 1]-2/2 »] | [+] [=] @] [$] ¥ & NiEmmE = Ok =] || Al v ¥l

£ Ref. Doc. Type Ref. Doc. # @ Invoice Amount Material Labour

1 Others v CO-000002-2011 81795.50 1000.00 1500.00

2 Others v  C0-000258-2534V DID 432,56 0.00 0.00

3 Customer Order v

< >
=) Default Tax Keys
On Document b Tax Exclusive []

Save Dir, Info.

View Customer Order

Draft [C] Auto Adjust Save and Authorize
= View Info.

Accounting Information Payment Schedule View Invoice

Record Statistics =
Created by DMUSER Created Date 06/08/2011
Last Modified by Last Modified Date w
>

Figure 2-11 Edit a Prepayment Invoice — Direct Info

Select the “Edit Invoice” under the “Customer Invoice” business component. The “Edit
Invoice” page appears.

After retrieving the prepayment invoices, click the hyperlinked Invoice number, to edit the
invoice details in the Manage Invoice page and the Direct Info tab is displayed. See Figure
2-Error! Reference source not found.11.

Modify the Invoice Type as Service Invoice, Prepayment Invoice, or Direct Prepayment
Invoice.

Modify the Finance Book, Invoice Category, Numbering Type, Currency, and Ship to
Customer detalils.
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5. Modify the Ref Doc #, Material charges, Labour charges, Fixed Price, Taxes, Discounts,
and Other Charges in the multiline.

6. Modify the On Document charges for the invoice, if applicable.
7. Check the Tax Exclusive checkbox if the invoice amount is tax exclusive.
8. Click the Compute pushbutton to calculate the total invoice amount.

9. Click the Save Dir. Info. pushbutton to save the modified details in the “Direct Info” tab.

rd Note: The “Save Dir Info” should be clicked before clicking on the “Save” or “Save and
Authorize” pushbutton to save the details entered in the tab level.

10. Click the Save pushbutton to save the invoice details.

e The status of the invoice is updated as “Draft” if the “Draft” field is checked; else the
status is updated as “Fresh”.

11. Click the Save and Authorize pushbutton to save and authorize the invoice at the same time.

e Check the “Auto Adjust” box if the invoice after authorization must be adjusted with the
credit documents automatically.

12. Click the Delete pushbutton to delete an invoice.
e The status of the invoice is updated as “Deleted”.
13. Click the Return pushbutton to return an invoice.

e The status of the invoice is updated as “Returned”.
To proceed further,
v Select the T/C/D tab to modify the tax, charge, and discount details of the invoice.
v Select the Invoice Summary tab to view the summary of the invoice.
v Select the View Customer Order link to see the details of the customer order.
v Select the Accounting Information link to view the account posting details of the invoice.

= Select the Payment Schedule link to modify the payment schedule generated for the
invoice.

t Select the View Invoice to view invoice details.
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Modify T/C/D Details

—]* Manage Invoice
1= Select Invoice #
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View Invoice

Created Date 06/08/2011

Figure 2-12 Edit a Prepayment Invoice — Modify T/C/D details

GEREO

-

1. Select the “Edit Invoice” under the “Customer Invoice” business component. The “Edit

Invoice” page appears.

2. After retrieving the prepayment invoices, click the hyperlinked Invoice number, to edit the
invoice details in the Manage Invoice page. See Figure 2-Error! Reference source not

found.12.

3. Select the T/C/D Details tab in the Manage Invoice page.

4. Modify the T/C/D Type as tax, charge, or discount that is being calculated.

5. Modify the T/C/D/ On that is taxed, charged or discounted, such as Document, Material, and

Resource.
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6. Modify the T/C/D # identifying the part that is taxed, charged, or discounted. The Variant #,
Description, Taxable Amount, T/C/D Rate, T/C/D Amount are displayed.

7. Modify the Currency in which the tax, charges or discount is calculated.

8. Modify the Cost Center that is mapped to the “TCD Account”. The Analysis # and Sub
Analysis # are displayed.

9. Click the Compute pushbutton to calculate the T/C/D amount.
e If TCD is “Flat” the “T/C/D Amount” can be modified.

10. Click the Save Inv. Summ. pushbutton to save the entered details in the “Invoice Summary”
tab.

e The “Save TCD Info.” should be clicked before clicking on the “Save” or “Save and
Authorize” pushbutton to save the details entered in the tab level.
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Modify Invoice Summary

~|* Manage Invoice 58 Trabary | G B 2 & ©
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Invoice Details =
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Invoice Date 31/07/2011 4 Invoice Category |DETAIL W MNumbering Type |CPI w
Currency |CAD b Exchange Rate 1.00000000 Comments
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=l Invoice Summary
Material 1000.00 Labour 1500.00 Other Resources 200,24
External Repair 22.20 External Services 78975.56 Fixed Price 82.50
Addl. Charges 15.00 Taxes 0.00 Charges 0.00
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Inv.Amt, before Adjustment 82278.06 Adjusted Amount 0,00 Met Invoice Amount 82278.06
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Figure 2-13 Edit a Prepayment Invoice — Modify Invoice Summary

1. Select the “Edit Invoice” under the “Customer Invoice” business component. The “Edit
Invoice” page appears.

2. After retrieving the prepayment invoices, click the hyperlinked Invoice number, to edit the
invoice details in the Manage Invoice page.

3. Select the T/C/D Details tab in the Manage Invoice page. See Figure 2-Error! Reference
source not found.13.

4. Modify the Pay Term that is set in the customer order.
e You can change the above field only if you have set the “Modify Pay Term” flag in the

Set Function Defaults activity to “Yes”. The system does not allow change of the pay
term if the “Modify Pay Term” is set to “No”.
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5. Modify the Anchor Date from which the payment schedule of the invoice is calculated.

e If “Anchor Date Option” is set to “Supplier Invoice Date”, the system displays the
invoice date in the above field by default Click the “Save Inv. Summ.” pushbutton to
save the entered details in the “Invoice Summary” tab.

6. Modify Receipt Method and Receipt Type.

7. Click the Save Inv. Summ. pushbutton to save the entered details.

rd The “Save Inv. Summ.” should be clicked before clicking on the “Save” or “Save and
Authorize” pushbutton to save the details entered in the tab level.

Authorize a Service or Prepayment Invoice

A Service invoice or a Prepayment invoice can be authorized, when it is in the “Fresh” status. Once authorized,
the status of the invoice is updated to “Authorized” and the financial postings are posted in the selected finance
book. This activity also allows you to authorize multiple invoices at the same time. You can search and select
the Service or Prepayment invoices that you wish to authorize. The details of the invoice can be modified before
authorization.

You can modify the TCD details, consolidated materials / resources requirements details, payment details etc.
You can also modify the details of the VAT that has been calculated and posted in the respective finance book.
Once authorized, the details of the invoice cannot be modified.
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Authorize Invoice

—|* Select Invoice

S8 Traibar+ | €% [E] 53 b ©
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Invoice # Authorize Invoice
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Ref, Doc. £ From To Status |Fresh w
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5 CI-000033-2011 CAD 0.00  Fresh Customer Order
4 CI-000040-2011 CAD 0.00  Fresh Customer Order
5 CI-000044-2011 24/10/2011 ush 0.00  Fresh Customer Order
< ?
v

Figure 2-14 Authorize Invoice

Select the “Authorize Invoice” under the “Customer Invoice” business component. The
“Authorize Invoice” page appears. See Figure 2-Error! Reference source not found.14.

Enter the Invoice # if you want to modify the invoice details before authorizing.
Click the Authorize Invoice link to navigate to Manage Invoice page or perform from Step 4.

Select the appropriate fields in the Search Criteria group box to find the invoice that you wish
to authorize. Data entry in the following fields is optional.

Click the Search pushbutton to retrieve the search results. The system retrieves and displays
the following in the “Search Results” multiline based on the search criteria entered.

Click the hyperlinked Invoice number, to edit the invoice details in the Manage Invoice page.
Check the box in the multiline to mark an invoice or multiple invoices, for authorization.

Click the Authorize Invoice pushbutton to authorize the selected invoices.

Hold/Release a Service or Prepayment Invoice

An authorized invoice can be put on hold or release an invoice that is in the “Held” status. You can search and
retrieve invoices. You can hold or release multiple invoices at the same time. An invoice may be put on hold for
any of the following reasons:
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= To solve any discrepancy that has risen. This discrepancy could be due to price difference or any other technical

reasons.

= To stop the invoice from any payment adjustments or receipts...
Once the invoice is put on hold, the status of the invoice is updated as “Held”. You can release an invoice that is
in the “Held” status, once the discrepancy is solved. Now the Invoice is ready for adjustment or for receipt
purpose. The payment schedule of the invoice that was restrained is activated again. The status of the invoice

is updated as “Authorized”.

Hold/Release Invoice

=M ®H old/Release Invoice

Search Criteria

Ref. Doc, Type  Customer Order
Ref, Doc. #From
Invoice * From
Invoice Date From
Invoice Amaount From

Bill To Customer # From

Search Results

®| (4] 1/ -5/6 [¥][®| V¥ K

= Invoice #
1 C1-000031-2011
2 CI-000041-2011

L

C1-000053-2011

Invoice Date

13/08/2011

01/11/2011

4 CI-000072-2011
5 CI-000074-2011 03112011
<
Reason For Hold |Held for Review | v

Invoice Type |Service Invoice
To
To
To
To
To

58 Trabar~ | G & 2 & ©

Invoice Category

Status |Authorized

Currency | Al
Finance Book |all
User Id

< 5 RS S

oD E=E = ik DL

Currency Invoice Amount

Remarks for Hold

Status
600.00 | Authorized
2815.11 | Authorized
705.00 | Authorized
17017.18 | Authorized

300,00 Authorized

Release Invaice

Figure 2-15 Hold/Release Invoice

Ref. Doc. type

Customer Order
Customer Order
Customer Order
Customer Order

Customer Order

all

1. Select the “Hold/Release Invoice” under the “Customer Invoice” business component. The
“Hold/Release Invoice” page appears. See Figure 2-Error! Reference source not found.15.

2. Select the appropriate fields in the Search Criteria group box to find the invoice that you wish
to hold or release. Data entry in the following fields is optional.

3. Click the Search pushbutton to retrieve the search results. The system retrieves and displays
the following in the “Search Results” multiline based on the search criteria entered.

4. Click the hyperlinked Invoice number, to view the invoice details in the View Invoice page.

5. Select the Reason for Hold due to which the invoice is being put on hold.

6. Enter the Remarks for Hold to specify the necessity to put the invoice on hold.

7. Check the box in the multiline to mark multiple invoices.
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8. Click the Hold Invoice pushbutton to put the selected invoice on hold.

e

The system updates the status of the invoice as “Held” status. You can release an
invoice that is in the “Held” status.

9. Click the Release Invoice pushbutton to release the held invoice.

e

The system updates the status of the invoice as “Authorized”.

Reverse a Service or Prepayment Invoice

An invoice is reversed when a major error has occurred while creating the invoice and to avoid raising a credit
document like a “Credit Note”. A reversed invoice cannot be reused. A new invoice is raised for the correct

amount.

You can search and select an invoice for reversal. On reversal, the system generates the reversal document
that is posted in the finance book. On reversal, all the account entries in the finance book are reversed. The

status of the invoice is updated to “Reversed”. You can also view the account postings, where all debit
transactions are posted to credit and credit transactions are posted to debit, after the invoice is reversed.

—|* Select Invoice

Invoice #

Search Criteria

Ref. Doc. Type
Ref, Doc. #From
Invoice % From

Invoice Date From

Invoice Amount From

Bill Te Customer # From

Search Results

4

n B W M

1

1

-5/6 ¢ |»
Invoice
CI-000031-2011
CI-000041-2011
CI-000053-2011
CI-000072-2011
CI-000074-2011

Customer Order

Invaice Date

18/08/2011

03/11/2011

Reverse Invoice

Invoice Type |Service Invoice

currency

To
To
To
To
To

o I B2 e s s e =

Invaice Amount

2815.11
705.00

17017.18

Figure 2-16 Reverse Invoice — Select Invoice

All
Status
Authorized
Authorized
Authorized
Authorized

Authorized

58 Traibar -

Invoice Category
Status

Currency
Finance Book
User Id

Authorized
Al

Al

Aef. Doc. fupe

Customer Order
Customer Order
Customer Order
Customer Order

Customer Order

Sl

AREHO

1. Select the “Reverse Invoice” under the “Customer Invoice” business component. The
“Reverse Invoice” page appears. See Figure 2-Error! Reference source not found.16.

2. Enter the Invoice # that you wish to reverse.

3. Click the Reverse Invoice link to navigate to the Reverse Invoice page or perform from Step

4.

4. Select the appropriate fields in the Search Criteria group box to find the invoice for which you
want to modify the details. Data entry in the following fields is optional.
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Click the Search pushbutton to retrieve the search results. The system retrieves and displays
the following in the “Search Results” multiline based on the search criteria entered.

e The system retrieves all the invoices that are in the “Authorized” status.

Click the hyperlinked Invoice number, to reverse the invoice in the Reverse Invoice page.

Reverse Invoice

—|* Reverse Invoice

S8 Trabar~ | G & 2 & @

Reversal Document # || Mumbering Type |RCI v Status
Reversal Date 21/11/2011 q Bill To Customer # 100001 Bill To Customer Mame DONAVIA
Invoice # CI-000031-2011 Invoiding Stage Invoice Date 19/09/2011
Total Invoice Amount 500.00 Finance Book ABCPFE1
Reason for Reversal |Incorrect |V Remarks for Reversal
Accounting Information
Created by DMUSER Created Date 19/03/2011
Last Modified by DMUSER Last Modified Date 08/11/2011

Figure 2-17 Reverse Invoice

Select the “Reverse Invoice” under the “Customer Invoice” business component and select
the Invoice # in the Select Invoice page. The “Reverse Invoice” page appears. See Figure
2-Error! Reference source not found.17.

Enter the date on which the invoice is to be reversed, in the Reversal Date field.
Select the Reason # for which the payment invoice is being reversed.
Enter the Remarks for Reversal.

Click the Reverse Invoice pushbutton to reverse the payment invoice. The status of the
invoice is updated as “Reversed”.

To proceed further,

Receivables Management

Select the Accounting Information link to view the account posting details of the invoice.

64



User Guide

Receivables Management

65



Chapter 3 / Customer Supplier Adjustment

Theme Cash Sales: Scenario 1 — Customer Supplier Adjustment

No

Flow of Events

Primary
Actors

Component
Name

Activity
Name

Ul Name

Functional Steps

Raise the invoice
based on
reference
document (Pack

slips)

Accountant
sales

Customer
Direct Invoice

Create
Invoice

Create
Invoice

3. Enter the invoice
information

4. Retrieve the
reference
document (Pack
slip) available in
the multiline.

5. Select the
particular
document for
which invoice has
to be created

6. Generate invoice
in Fresh status.

Authorize Invoice

Accountant
sales

Customer
Direct Invoice

Authorize
Invoice

Authorize
Invoice

1. Retrieve the
invoice

2. Setthe Auto
Adjust option to
“NO”.

3. Select the
invoice, which
has to be
authorized

4. Authorize the
invoice. The
invoice status
turns into
Authorized.

Raise Credit Note

Accountant
sales

Customer
Debit Credit
Note

Create
account
based debit
/ credit note

Create
account
based debit
[ credit note

1. Raise a credit
note for the
amount, supplier
balance or the
customer invoice
balance
whichever is
lower

Authorize credit
note

Senior
Manager
Sales

Customer
Debit Credit
Note

Authorize
account
based debit
[/ credit note

Authorize
account
based debit

[ credit note

1. Retrieve the
credit note
created in the
previous step and
authorize the
same

Adjust between
the Invoice and
the Credit Note

Accountant
sales

Customer
Balance
adjustment

Create
Single
Currency

Create
Single
Currency

1. Retrieve the
credit note
created in the
step 7
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Adjustment

Adjustment

Retrieve the
invoice raised in
step 2

Propose and
compute a create
adjustment
voucher.

Receive check
from the
customer

Accountant
sales

Customer
Receipt

Create
Receipt

Create
Receipt

Enter the voucher
information,
receipt
Information, and if
the receipt mode
is check, enter
the instrument
information.

Enter the
reference
document
(Optional)

Click Create. The
receipt voucher is
created in fresh
status

Authorize
Customer receipt

Accountant
sales

Customer
Receipt

Edit
Receipt

Edit Receipt

Select the receipt
voucher and
authorize the
same

Create Pay in slip

Accountant
sales

Realize
Receipt

Create Pay
in slip

Create Pay
in slip

Select the
instruments which
has to be
deposited in bank
and create pay in
slip

Depositing in
Bank

Accountant
sales

Realize
Receipt

Edit Pay in
slip

Edit Pay in
slip

Select the pay in
slips and click
deposit
instruments. The
status of the pay
in slip becomes
deposited.

10

Bouncing the
instrument
deposited in the
bank

Accountant
sales

Realize
Receipt

Bounce
Instruments

Bounce
Instruments

Search and select
the instrument
that you want to
bounce.

Click “Bounce
Instruments” to
bounce the
instrument. The
status of the
instrument is
updated as
“Bounced” in the
corresponding

pay-in slip.
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Chapter 4 / Asset Disposal

Theme Asset Disposal: Scenario 1 — Advance Receipts

S. Flow of
No | Events

Primary
Actors

Component
Name

Activity
Name

Ul Name

Functional Steps

Receive
Payment from
the Customer

Accountant
sales

Customer
Receipt

Create
Receipt

Create
Receipt

1. Enter the
voucher
information,
receipt
information

2. If the receipt
mode is check
then enter the
instrument
information after
entering the
debit document
(prepayment
invoice) as the
document
reference.

3. Enter the
reference
document, if any.

4. Create the
receipt voucher
is created in
“Fresh” status.

2 Authorize
Customer
Receipt

Manager
Sales

Customer
Receipt

Edit Receipt

Edit Receipt

1. Selectthe
receipt voucher

2. Authorize the
voucher.

3 Create Pay-in-
Slip

Accountant
sales

Realize
Receipt

Create Pay-
in-Slip

Create Pay-
in-Slip

1. Selectthe
instruments to be
deposited in
bank.

2. Create pay-in-
slip.

4 Deposit
Instruments in
Bank

Accountant
sales

Realize
Receipt

Edit Pay in
slip

Edit Pay-in-
Slip

1. Select the pay-
in-slips.

2. Deposit
instruments.

5 Bouncing the
instrument
deposited in
the bank

Accountant
sales

Realize
Receipt

Bounce
Instruments

Bounce
Instruments

1. Search and
select the
instrument that
you want to
bounce.

2. Click “Bounce
Instruments” to
bounce the
instrument. The
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status of the
instruments is
updated as
“Bounced” in the
corresponding

pay-in-slip.

6 Raising direct | Accountant | Customer Create Create Raise a
Invoice, actual | sales Direct Invoice Invoice miscellaneous
liability occurs Invoice Invoice for the
at this stage item which is not

defined in the
Iltem master

7 Authorize the Manager Customer Authorize Authorize Retrieve the

Invoice Sales Direct Invoice Invoice invoice created

Invoice by the “Asset

Disposal”
component
Authorize the
invoice and the
status gets
updated to
“Authorized”.

8 Hold/Release Manager Customer Hold/Release | Hold/Release
Invoice Sales Direct Invoice Invoice

Invoice

9 Adjust Debit Accountant | Customer Create Single | Create Single Retrieve the
and Credit sales Balance Currency Currency Customer
Documents Adjustment adjustment Adjustment Prepayment

Invoice (Credit
Document) and
retrieve the
direct invoice
(debit document)
Propose,
Compute and
create
adjustment.

10 | Authorizing the | Manager Customer Edit Edit Single Fetch the
adjustment Sales balance . Currency adjustment
made adjustment Single Adjustment voucher create in

Currency the previous step
Adjustment

and authorize
the same
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Theme Asset Disposal: Scenario 2 — Customer Supplier Adjustment

Flow of
Events

Primary
Actors

Component
Name

Activity
Name

Ul Name

Functional Steps

Raise the
invoice based
on reference
document

Accountant
sales

Customer
Direct
Invoice

Create Invoice

Create Invoice

1. Enter the invoice
information

2. Retrieve the
reference
documents
(Invoice created
in Asset
Disposal
component)
available in the
multiline.

3. Select the
particular
document for
which invoice
has to be
created

4. Generate
invoice in Fresh
status.

Authorize
Invoice

Accountant
sales

Customer
Direct
Invoice

Authorize
Invoice

Authorize
Invoice

1. Retrieve the
invoice

2. Setthe Auto
Adjust option to
“NO”,

3. Selectthe
invoice, which
has to be
authorized

4. Authorize the
invoice. The
invoice status
turns into
Authorized.

Raise Credit
Note

Accountant
sales

Customer
Debit Credit
Note

Create
account based
debit / credit
note

Create

account based

debit / credit
note

1. Raise a credit
note for the
amount, supplier
balance or the
customer
invoice balance
whichever is
lower

Authorize
credit note

Senior
Manager
Sales

Customer
Debit Credit
Note

Authorize
account based
debit / credit
note

Authorize

account based

debit / credit
note

1. Retrieve the
credit note
created in the
previous step
and authorize
the same

Hold/Release
Account based

Senior
Manager

Customer
Debit Credit

Hold/Release
Debit Credit

Hold/Release
Debit Credit

1. Selectthe
invoice that
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Debit credit
note

Sales

Note

Note

needs to be held
or released
using Search
pushbutton.
Enter the reason
and remarks for
holding /
releasing the
invoice.

Click the Hold
Invoice
pushbutton to
put the invoice
on hold.

Click the
Release Invoice
pushbutton to
release the
invoice.

6 Adjust
between the
Invoice and
the Credit
Note

Accountant
sales

Customer
Balance
adjustment

Create Single
Currency
Adjustment

Create Single
Currency
Adjustment

Retrieve the
credit note
created in the
step 7

Retrieve the
invoice raised in
step 2

Propose and
compute. Create
adjustment
voucher.

7 Receive check
from the
customer

Accountant
sales

Customer
Receipt

Create
Receipt

Create
Receipt

Enter the
voucher
information,
receipt
Information, and
if the receipt
mode is check,
enter the
instrument
information.
Enter the
reference
document
(Optional)
Click Create.
The receipt
voucher is
created in fresh
status

8 Authorize
Customer
receipt

Accountant
sales

Customer
Receipt

Edit Receipt

Edit Receipt

Select the
receipt voucher
and authorize
the same

9 Create Pay in
slip

Accountant
sales

Realize
Receipt

Create Pay in
slip

Create Pay in
slip

Select the
instruments
which has to be
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deposited in
bank and create

pay in slip

10 | Depositing in Accountant | Realize Edit Pay in slip | Edit Pay in slip Select the pay in

Bank sales Receipt slips and click
deposit
instruments. The
status of the pay
in slip becomes
deposited.

11 | Bouncing the Accountant | Realize Bounce Bounce Search and
instrument sales Receipt Instruments Instruments select the
deposited in instrument that
the bank you want to

bounce.

Click “Bounce
Instruments” to
bounce the
instrument. The
status of the
instrument is
updated as
“Bounced” in the
corresponding

pay-in slip.
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Chapter 5 / Sundry Receipts

Theme Sundry Receipts

S Flow of Primary Component | Activity Ul Name Functional Steps

No | Events Actors Name Name

1 Receiving Accountant | Sundry Create Create 1. Enter the voucher
Check from Sales Receipt Receipt Receipt information, receipt
the customer information and the

name of the remitter.

2. Enter the reference
document details.

3. Click Create Receipt.
The receipt voucher is
created in “Fresh”
status.

4. Click Create and
Authorize if you wish
to create a receipt and
authorize it. The
status of the receipt is
updated to
“Authorized”.

2 Modify or Accountant | Sundry Edit Receipt | Edit Receipt 1. Select the receipt
authorize sales Receipt voucher and modify or
sundry authorize the same.
receipt

3 Authorize the | Accountant | Sundry Authorize Authorize 1. Select the receipt
sundry sales receipt Receipt Receipt voucher which has to
receipt be authorized

2. Authorize the invoice.
The receipt status
turns into
“Authorized”.

4 Reversing Accountant | Sundry Reverse Reverse 1. Select the sundry
the sundry sales receipt Receipt Receipt receipt to be reversed
receipt and click the

“Reverse” pushbutton.
The status of the
receipt is updated to
“Reversed”.

5 Create pay-in | Accountant | Realize Create Pay | Create Pay 1. Create the pay in slip
slip for the sales Receipt in slip in slip with reference to the
receipt receipt voucher

created.

6 Deposit the Accountant | Realize Edit Pay in Edit Pay in 2. Retrieve the pay in
payinslipin | Sales Receipt slip slip slip and click
the bank “Deposit”.

3. The status is updated
to “Deposited”.

7 Bouncing the | Accountant | Realize Bounce Bounce 1. Search and select the
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instrument sales
deposited in
the bank

Receipt

Instruments

Instruments

instrument that you
want to bounce.

Click “Bounce
Instruments” to
bounce the
instrument. The status
of the instrument is
updated as “Bounced”
in the corresponding

pay-in slip.
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Create Receipt

This sequence elaborates the process of creating a sundry receipt.
1. Launch the page Create Receipt. See Figure 5-1.
2. Enter the Receipt Date, Exchange Rate, Remitter and Receipt Amount.
3. Enter the Instrument Information, if the receipt mode is check.

4. |If the receipt mode is Credit Card, enter the details in the card information group box.

5. Specify the Accounting Information and click the Compute pushbutton to calculate the net

credit amount.
6. Click the Create Receipt pushbutton to create a sundry receipt in “Draft” or “Fresh” status.

7. Click the Create and Authorize pushbutton to create a receipt and authorize it.
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—|~ | create Receipt

¥Youcher Information
Receipt #
Receipt Date 30/06/2009 E
Receipt Information
Customer #@, 1006
Receipt Route Bank
Currency MZD -
Bank/Cash # OL-BMZMZD ~
Remitker
Caomments
Instrument Information
Instrument #
Instrument Date 4
Cost Center@, ACE
Document Reference
Debit Document Type w Debit
Document #

Debit Document Information

| [4 [Mo records to display] R +| (=] ] [&

# Debit Document Fgpe
1

Document #

Total

Card Information
Card #
walid Till

Creake Receipt

Issuer

Edit Receipt

Accounting Information

Created by

Attach MNokes

58 Trailbar

Receipk Category Regular b Skatus

Finance Baok SALFFE | Numbering Type CRY
Customer Mame G & WATERMAN
Receipt Mode | Check w

Forward Cover Applicable Mo |+
Adjustrent |Manual
Exchange Rate 1.00000000

Description BNZ-NZD Bank A

Receipt Amount

Collector #

Drraft Unapplied Amaount
MICR # Instrurment Amount
Bank # Charges
analysis # S STPLN Sub Analysis #
Daocurment Currency b
B Emm=EE D Gk =] | Al ~
Term # Due Date Lurvancy
Receipt Amount

Authorization #

Manth Year

Create and Authorize Receipt

Adijust Receipt

Created Date

Figure 5-1 Creating sundry receipt
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Edit Receipt

1. Search for the receipt voucher that needs to be modified in the “Select Receipt” page, and
click the hyperlinked receipt voucher in the multiline. The “Edit Receipt” page appears. See
Figure 5-2.

=* Edit Receipt 58 Trabar~ | G & B & B

Youcher Information

Receipt # CRY-000532-2008 Receipt Categary Regular Status Fresh
Receipt Date 28/03/2008 g Finance Book SALPFE
Receipt Information -
Customer #7100 Customer Mame SOUMDSAIR Forward Cover Applicable Mo~
Receipt Route Bank Receipt Mode  Check w Adjustment  Manual W
Currency NZD Exchange Rate 1.00000000 Receipt Amount 1.00
Bank/Cash # 01-BMZNZD - Description BMZ-MZD Bank Afc Colleckar #
Remitter Draft Unapplied Amount 1,00
Comments

Instrument Information

Instrument # 675 MICR # Instrument Armount 1.00
Instrument Date | 28/05/2005 E Bank # 1209 Charges 0,00
Cost Center@, ACE analysis # S DL140 Sub Analysis #

Document Reference

Debit: Document Type | Crder Invoice v Dehit Document Currency Al |~

Document # Get

Debit Document Information =

<« [4 [Mo records ko display] v] (=] [ [+] [=] [E@] [& bt I 2 i s [l e . B =) Al v el
# Dbt Document Type Document # Term & Due Date Currency LDocument Amown
1
£ >
Card Information =
Card # Authorization #
Issuer OWERTYUOWERTYUIOPASD walid Till Manth Year #

Edit Receipt Edit and Authorize Receipt Delete Receipt

Adjust Receipt

Accounting Information Attach Motes
Created by DMUSER Created Date 28/08/2008
Last Modified by DMUSER Last Modified Date 28/08/2008
Customer Receipt - = Edit Receipt L__} T L5 59 Minute(s) | 1:58:53 7%

Figure 5-2 Modifying sundry receipt

2. Modify the Voucher Information, Instrument Information, Accounting Information and
Card Information, if required. Click the Edit Receipt pushbutton.

3. Click the Edit and Authorize pushbutton to modify and authorize the sundry receipt. The
status of the invoice is updated to “Authorized”.

Receivables Management 78



User Guide

Authorize Receipt

1. Search for the sundry receipt to be authorized in the “Select Receipts” page and click the
hyperlinked Receipt number in the multiline. The “Authorize Receipt” page appears. See

Figure 5-3.

2. Enter the Remitter, Instrument No and Accounting Information.

3. Click the Edit Receipt pushbutton to modify the receipt voucher information.

4. Click the Edit and Authorize pushbutton to modify and authorize the receipt. The status of
the receipt is updated as “Authorized”.

5. Click the Return Receipt pushbutton if you wish to return the sundry receipt for modification.

The status of the receipt is updated as “Returned”.

=|* Authorize Receipt

Youcher Information
Receipt # CRAW-000559-2005
Receipt Date 25/03/2008
Receipt Information
Customer #&, 100
Receipt Route Bank
Currency MZD
BankfCash # 01-BNZNZD ~
Renitter
Instrument Information
Instrument # 675
Instrumnent Date 25082005
Cost Center T
Document Reference
Debit Document Type w

Document. #

Debit Document Information

«] [4]] 1| -5f14 ] [»] | [+] [-] @] [&

# Debit Document Fpe
Direct Invaice
Direct Invaice
Direct Invaice

Direct Invaice

L B R

Direct Invaice
£

Card Information
Card #
Issuer |(OWERTYUQWERTYUIOPASD

Edit Receipt

Adjust Receipt
Accounting Information

Created Date 28/08/2008
Last Modified by DMUSER
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Receipt Category Regular
E Finance Book SALPFE

Customer Mame SOUNDSAIR

Receipt Mode | Check v

Exchange Rate
Description EMZ-NZD Bank Afc
Unapplied Amount 1,00

MICR #
E| Bank # 1209

Analysis #C

Debit Document Currency w

DD m@ @D dék

Document # Term #
CDI-000001-2005 PT1
CDI-000003-2005 PT1
MIN-000062-2005 PT1
MIN-000063-2005 PT1
MIN-000064-2005 PT1

Walid Til

1.00000000

Edit and Authorize Receipt

Attach Motes

Figure 5-3 Authorizing receipt

88 Traibar~ | G &) 2 & &
-
Status Fresh
Forward Cover Applicable Mo~
Adjustment | Manual W
Receipt Amount 1.00

Collector #
Comments | saddsadadasdsadasdaddsHjsdalkfk
-
Instrument Amount 1.00
Charges 0.00
Sub Analysis #

-

= Al w R
Due Dafe Currency Document Amovnt
0109/2008 MZD
01/09/2008 MZD
01/09/2008 MZD
01/09/2008 MZD
01/09/2008 MZD
>

Autharization #

Month Year #

Return Receipt

Created by DMUSER
Last Modified Date 28/08/2008
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Reverse Receipt

1. Search and select a sundry receipt for reversal in the “Select Receipt” page. The “Reverse

Receipt” page appears. See Figure 5-4.

—|* Reverse Receipt

Reversal Information
Reversal Document #
Reversal Date 30/05/2009
¥Youcher Information
Receipt # CRY-000590-2008
Receipt Date 02/09(2005
Receipt Information
Customer # 1
Receipt Route Bank
Currency MZ0
BankjCash # 01-BNZNZD
Remitter
Instrument Information
Instrument # 9/2/2005 5:25:17 PM
Instrument Date 02f09/2008
Charges 0.00
Sub Analysis #
Card Information
Card #

Issuer

Accounting Information

Mumbering Type RCRY ~
Reason Code ERROR

Receipt Category Reqular
Finance Book SALPFE

Customer Mame SAFE AIR LTD
Receipt Mode Check
Exchange Rate 1.00000000
Description BMZ-MZD Barlk Afc
Unapplied Amount 23,00

MICR #
Bank # 9/2/2008 5:25:17 FM

Cost Center

Autharization #

Walidity

Reverse Receipt

Wigvy R eceipt

58 Trailbar

Remarks for Reversal

Skakus

Forward Cover Applicable Mo
Adjustment Manual
Receipt Amount 23.00
Collector #

Caomments

Instrument Amount 23,00
Instrument Status Realized

Analysis #

Attach Mokes

SEEE =

Created by DMUSER
Last Modified by DMUSER

Figure 5-4 Reversing sundry receipt

Created Date 02/09/2003
Last Modified Date 020972008

2. Enter the Reversal Document No, Reversal Date and Remarks for Reversal of the sundry

receipt.

3. Click the Reverse Receipt pushbutton to reverse the sundry receipt.
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Chapter 6 / Customer Payment

Theme Customer Payment

S
No

Flow of
Events

Primary
Actors

Component
Name

Activity
Name

Ul Name

Functional Steps

1

Creating
payment
voucher for
customers

Accountant
Sales

Customer
Payment

Create
Voucher

Create
Voucher

1. Specify the
Payment
Category as
“Regular” or
“Deposits”.

2. Enterthe
Payment
Information and
create the
voucher in “Fresh”
status.

Modify or
authorize
voucher

Accountant
sales

Customer
Payment

Edit Voucher

Edit Voucher

1. Search and
retrieve the
vouchers that are
in “Fresh” or
“Returned” status.

2. Modify the
payment
information if
required, and click
the “Edit Voucher”
pushbutton.

3. Click Edit and
Authorize
Voucher
pushbutton to
authorize the
voucher during
modification.

Authorize the
voucher

Accountant
sales

Customer
Payment

Authorize
Voucher

Authorize
Voucher

1. Retrieve the
vouchers for
authorization.

2. Authorize the
voucher with or
without
modification

3. Voucher turns into
“Requested”
status.

Hold/Release
Customer
Voucher

Accountant
sales

Customer
Payment

Hold/Release
Voucher

Hold/Release

Voucher

1. Select the invoice
that needs to be
held or released.

2. Enter the reason
and remarks for
holding / releasing
the invoice.

3. Click the Hold
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Invoice
pushbutton to put
the invoice on
hold.

Click the Release
Invoice
pushbutton to
release the
invoice.

4 Reversing the
voucher

Accountant
sales

Customer
Payment

Reverse
Voucher

Reverse
Voucher

Search and select
the vouchers that
are in
“Requested” and
“Held” status, for
reversal.

Enter the
Reversal
Information and
click the “Reverse
Voucher”
pushbutton. The
status of the
voucher is
updated to
“Reversed”.
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Create Voucher

1. The Create Voucher page is launched. See Figure 6-1.

=I* Create Youcher S8 Trabarr | £ B 2 B B @

Youcher Information

Woucher Mo, Payment Category Regular b Status
Request Date 30/06/2009 g Finance Book | SALPFE |+ Mumnbering Type |CPY
Payment Information
Customer Registered Ak | SALOU - Customer Code @, 1006 Customer Mame G A WATERMAN
Pay Currency MZD ~ Exchange Rate 100000000 Pay Amount
Electronic Payment MNo Payment Method Regular Payment Route Bank
Pay Mode |Check v Bank/Cash/PTT Code O1-BMZNZD Description BMZ-MZD Bank Afc
Eilling Paint v Dacurment Reference Bank Charges v
Pay Date 30/05/2009 g Payment Release Point | SALOU Payment Priority | Medium |+
Remarks

Create Youcher Create and Authorize Voucher

Electronic Payments Edit Woucher
Accounting Information Attach Motes
Created by Created Date

Figure 6-1 Creating voucher

2. Enter the Voucher # if you wish to generate the voucher number manually. Otherwise select

the Numbering Type for the automatic generation of the payment voucher number.
3. Select the Payment Category as “Regular” or “Deposits”.
4. Enter the Customer Code, Exchange Rate, Pay Amount and Pay Date.

5. Click the Create Voucher pushbutton to create the voucher in “Fresh” status.

6. Click the Create and Authorize Voucher pushbutton to authorize the voucher at the time of

creation. The status of the voucher is updated to “Requested”.
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Edit Voucher

1. The Edit Voucher screen is launched. See Figure 6-2 Editing voucher.

=|* Edit Youcher

Youcher Information
Woucher Mo, CPY-000013-2009
Request Date |50/06/2009
Payment Information
Customer Reqgistered At | SALOU ~
Pay Currency MZD
Electronic Payment MO
Pay Mode Direct Debit w
Billing Point | SALOU
Pay Date 30/06/2009
Remarks

Edit Youcher

Electronic Payments

Created by DMUSER

Last Modified by

Payment Category Regular
E Finance Bock SALPFE |+

Customer Code 100
Exchange Rate
Payment Method Regular
Bank/Cash/PTT Code 01-BMZNZD
Document Reference

| Payment Release Paint | SALOL

1.00000000

Edit and Autharize Youcher

Acrcounting Information

Figure 6-2 Editing voucher

58 Traibar | ¥ &) = =y : -

Status Fresh

Customer Mame SOUNDSAIR
Pay Amount 140,00
Payment Route Bank
Description BNZ-MZD Bank &/c
Bank Charges w

Payment Priority | Medium |+

Delete Youcher

Created Date 30/06/2009
Last Modified Date

2. Select the voucher that is to be modified, in the “Select Voucher” page and click the
hyperlinked voucher number. The Edit Voucher page is launched.

3. If necessary, modify the Voucher Information and Payment Information.

4. Click the Edit Voucher pushbutton to edit the payment voucher.

5. Click the Edit and Authorize Voucher pushbutton to authorize the voucher at the time of
modification. The status of the voucher is updated to “Requested”.
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Authorize Voucher

1. Select the voucher to be authorized and launch the Authorize Voucher page. See Figure 6-3.

=|v authorize Youcher

Youcher Information

Youcher Mo.

CPY-000013-2009

Request Date |50{06{2009

Payment Information
Customer Registered At
Pay Currency
Electronic Payment
Pay Mode
Eilling Paint
Pay Date
Remarks

SALOL

MED

Mo

Direct Debit v
SALOU w
30/08{2009

Authorize Youcher

Electronic Payments

Created by DMUSER.
Last Modified by

Payment Category Regular
Finance Bock SALPFE

Customer Code 100
Exchange Rate 1.00000000
Payment Method Regular -~
Bank/Cash/PTT Code O1-BMZNZD -
Document Reference

Payment Release Paint | SALOL

Return Youcher

Accounting Information

Created Date 30/08/2009
Last Modified Date

Figure 6-3 Authorize Voucher

58 Traibar+ | ¥ &) = =y : u

Status Fresh

Customer Marme SOUNDSAIR
Pay Amount 140.00
Payment Route Bank
Description BMZ-MZD Bank Afc
Bank Charges W

Payment Priority | Medium |+

Attach Motes

2. If necessary, modify the Voucher Information and Payment Information.

3. Click the Authorize Voucher pushbutton to authorize the payment voucher. The status of the
voucher is updated to “Requested”.

e

Note: Once authorized, the payments can be released through the “Release Payment”

business component. For more details, refer to the “Payables Management” user

guide.
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Hold / release voucher

1. Retrieve the vouchers to be held or released from the Select Voucher page by specifying the
search criteria, and select the Hold / Release Voucher link. The Hold / Release Voucher
page is launched. See Figure 6-4.

=" Hold/Release Youcher

Woucher Mo, CPY-000013-2009
Renquest Date 30/06/2009

Payment Information
Customer Registered At SALOL
Pay Currency MZD
Electronic Payment Mo
Pay Mode Medium
Billing Point SALOU
Pay Date 30/06/2009
Reason Code |HOLD

Accounting Information

Created by DMUSER
Last Modified by DMUSER

Payment Category Regular

Finance Book SALPFE

Customer Code 100
Exchange Rate 1.00000000
Payment Method Regular
Bank/Cash{PTT Code 01-BMZNZD
Document Reference
Payment Release Point SALOL
Remarks for Hold

Hald Youcher I Release Woucher

5B Trabarr | B & B & B @

Status Requested

Customer Mame SOUMDSATR,
Pay Amount 140,00
Payment Route Direct Debit
Descripkion

EBank Charges
Payment Priority Bank

Attach Motes

Created Date 307062009
Last Modified Date 30/06/2009

Figure 6-4 Hold / Release Voucher

2. Specify the Reason Code and enter the Remarks for Hold.

3. Click the Hold Voucher pushbutton to put the payment voucher on hold. The status of the
voucher is updated to “Held".

4. Click the Release Voucher pushbutton to release the voucher that is put on hold.
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Reverse Voucher

1. Select the voucher that is to be reversed and launch the Reverse Voucher page. See Figure

=] Reverse Youcher S8 Trabarr | £ B 2 B B @
Youcher Information =
Voucher Mo, CPY-000013-2009 Payment Category Regular Status Requested
Request Date 30/06/2009 Finance Book SALPFE
Payment Information -
Customer Registered At SALOL Customer Code 100 Cuskaomer Marme SOUMDSAIR
Pay Currency MZD Exchange Rate 100000000 Pay Amount 140,00
Pay Date 30/06/20039 Pay Mode Direct Debit Payment Route Bank
Reversal Information =
Reason Code | ZRROR Rewversal Date 30/06/2009 E Remarks for Reversal
Accounting Information Attach MNotes
Created by DMUSER Created Date 30/06/2009
Last Modified by DMUSER Last Modified Date 30/06/2009

Figure 6-5 Reverse voucher
2. Enter the Reason Code, Reversal Date and Remarks for Reversal.

3. Click the Reverse Voucher pushbutton. The status of the voucher is updated to “Reversed”.
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