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1.0 Account Receivable
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Account receivable module consists of Customer Category Setup, Customer Class Setup, Customer

Registration, Customer Class Setup and Customer Registration.

1.1 Customer Category Setup

Customer category is used to differentiate the different customer grouping. For example, you may categorize

your customer by demographic, income and other criteria.

o= frmCustomerCategory

ID: (el
DESCRIPTION:
POSTACC: =

ga._:i Dge
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‘ MNew

[ e =]

Setting up of Customer Category:

1. Click Customer on the tab and select Category.

2. Enter the id and description in the prepared field, and click PostAcc.
3. Click the Save button the save the record.

4.Click Delete button to delete the record.

5.The New button is used for refreshing the screen to enter new data.

1.2 Customer Class setup

Customer class is used to further differentiate grouping of customers.

o= frmCustomerClass

ID: (fea)

DESCRIPTION:

Dge

|

i
=
‘ Mew

Setting up of Customer Class:

1. Click Customer on the tab and select Class.

2. Enter the id and description in the prepared field.

3. Click the Save button the save the record.

4.Click Delete button to delete the record.

5.The New button is used for refreshing the screen to enter new data.



1.3 Customer Registration
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Customer Registration is set up to keep track the information of the customers such as their contact details,

transaction activities as well as for credit control purposes.

Setting up Customer record:

a7 Incendo 45 System

Account  Vehicle  Workshop  Custormer  Stock  Trading  Acc Payable  Misc  Report  View  Windows  Help
u [F® SHE % ¢ = @ @4 wd 8 % % ¥ | & &
COA Joumnal || Cust.|Appt. Ime CN DN LCard W.Claim Rec. | Cred. P.O. GRN PUR. Pay. | Stock Service StkIn Stk.Out | Book CarSales Wizard

Click to auto generate a
new customer code
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After select vehicle regno,
click to view Service history

Customer information

¥

Vehicle Information

1. Click on the shortcut button to obtain the Customer Maintenance Screen.
2 Fill in the relevant information in the customer information. Enter a unique code for eachcustomer in
ustomer Code. No duplication of code is allowed as it is the main identity of the customer. There are
certain selection field in the customer windows, click and select from the drop down box for category,

class and salesman field.

3. B Fill in customer GST section if they provide relevant information.

4, Fill in vehicle information (Model, Make, Colour etc with selection bar h

need to

preset in advance) in the vehicle information. Multi vehicle can group under same customer account.

5. Click the Save button the save the record.
6. Click Delete button to delete the record.

7. The New button is used for refreshing the screen to enter new data.




1.4 Entering Customer Opening Balance Transaction

Setting up of Customer Opening Balance:
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CUSTOMER:. | 1 E= frame F 14 select cumome  COMPANY. | Incancs Verures Sdn Brd

QUATE - mepovams. G

aree | -
3
W AEF o
TERM ANTHATCHED = T TS
ABIUNT: ANTURMATCHED e e Hng,

. Click Customer and select Customer Opening Balance.

. Retrieve the customer opening balance wish to be entered.

. Enter the Date, Customer Reference No, Term and Amount.
. Enter more opening transaction if needed.

. Click the Save button the save the record.

. Click Delete button to delete the record.

. Click on |somisrrED 2l to check for matching info.
. The New button is used for refreshing the screen to enter new data.

0 ANWKN A W~




Workshop Service Sales Process
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=" Workshop

= Store |-"
- =y
£ g B

S\, TN W

Appointment

Warmranty

Customer

Click on quick icon at Main menu to enter to relevant transaction surface, different car workshop can define

own working flow.

Examples of service sales process:-
Example A: Customer = Invoice > Receipt
Example B: Customer = Job Card = Invoice = Receipt

Example C: Customer = Appointment = Job Card = Invoice - Receipt

Example D: Customer > Appointment = Job Card = Job Allocation & Assignment = Invoice = Receipt
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1.5 Job Card

Job card is used to maintain information of the customer in terms of their vehicles Complaints/ Problems,
Price Estimation, Job Done Listing & Comment Notes.

Report  View  Windows  Help

Stock

Vehicle  Workshop  Customer Trading  Acc. Payable  Misc

a o & ®* @B e 2 B Edw i @ X ¥ ¥ & =«
COA Journal | Cust. Appt. Inv. CN DNQJ.Card JW.Cleim Rec. | Cred. P.O. GRN PUR. Pay. | Stock Service Stk.In Stk Out | Book CarSales Wizard

Account

The Job Card shortcut is as in the shown picture above.

(=)

'* S <
’/’/ ! S~ -~
P 1 S~
Genecd | nber bf ot ' TSl
PAaivad [ EES. -
THEREHD | [ untmon 0ty SADQECR N VECHAHE e CoMPANY. | Incanda Yantums S B
paE WA @e Loe T omieaE and TATE Cenwrtin b
wESOE | ﬂa” ,” CORATEDH HEXT SERVCE:.  mupranin (F T EPFCIHTRIENT
=T FEADY DATE. AT G- AEADYTIME. | MMEIEM (- -
CLETORER: | @l AEFERENE LERVKETYPE ! ﬁ
TEFH Vetiok:.  NPrge ke I -H
Cighorer . CPrge Cluiwm Hudary Frchagm
Click to view vehicle
. ice hi v
Setting up Job Order: service history
Click to select
1. Click on the Job Card shortcut and Job Order Screen Will be displayed. pres;;ii:;?we

2. Select Vehicle or Customer Particulars and other relevant information needed.
3. B Next key in the Job Specification and Recommended Action needs to be taken.

Job Description | Estimation | Part lssue/ Job Perfom |

Job Specificaiton Recommended Action

4. Entering Job Order - Estimation. Enter the estimation stock &labourneeded to be used for repairing the
vehicle. Also key in the Quantity, Unit Price, Total Price and which technician will be performing in the task.

Click to mark for warranty / [Qty * U.Price = Total] + Tax Select up to 2 technician for

Right click to select
stock &labour code

free service item

Amount [* GST %] = Net Total each stock / labour

i 5
e I’ N
EEE T T e e T 7 N ~
b Dotomtier]| E || o o o Potom ¢ —
g o CLUW Dy 0 Cwsapianl Gy LOW LLPacw ez Toiel Tolods Tofas Todwan  Waldsl  Tachoow Téhp-.l
- ..(, c - e e [ B [ h.-_.f_l._-._. -
Aater | (Mo [ €] ke (10 M7 =itos | wm |58 [= § 106 S
i Ftar W |=) e, im s -] T e ] 4 £ - &
4 | 1 .l |
T =l M (8 leli 0 ' s B
5] a il
A I'.'.li-l CLkM ,'Dn:l:plm [h'.l:q'.ll_wu Ihl LAl U.PI'FI I:h:.:.rl T-?i Tolece  TieFaia T-J.ln.rl PHT:I.l Tachrizin  Tachnicand
o B | #) Lobeur Cage [1o8 |em L I - L I e .
£ net ] EAL m o i - -

# Estimation combines Stock Item and Service Item
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5. Entering Job Order - Part issue/Job Perform. Click on m to add part &labour from
Estimation to Part issue/Job Perform or Key in manually the details in the provided column.

F Code CLMM  PERTISILE x LC iy Lazria L Prcm [mcort Toisl Taxfods TaFms  Tezfroun ot Tatwl
|sToo [k [ ADD ELL 1m | j={mm. ox  |mm [sA[weo 15 5
|Frock [m = DD STOCK [zm [ slum._ nm mm |5 [=lew TG [mis
N T DD STk |am | slm 0w 7w [6A|=l6wW um |z
[+ . 1.8 is
¢ o o | HER Do Dol DM UFwe  Dwoand Tad  Tafads  TaRee  Tedwe HeiTaial
| e An0 ko ctamge [ ol [ome (e [aR [T im Ef
|r.| | AlD lnbour charge 10 x| 200 il il ELS |=ih 12 h2
i i
I . Tai % g - - - E : CERCAIT COLLECTED Tt  Estiwmon
T [ If [ ¥, Pk 2 : 5
FAUTE ARAR-RE AN NI | Panenmne - Tngoce: [[z) em | PARTTOTAL :
v
g Dol CLYM - Desuripion Desosipbiond By Lo UPies  Dscoon Tt Taofpamit P Toedt
B socx T4 [ae  [uw o 55 a5
- [ 7
|0k doe [gjmee  |noe  rease |1t [t
ST0CK e [xlose  job |1 1 19714
B :
8 Code Darrrsntier iy (s ] LiPacw Dterrard Total Toferourd i Totad
190 [=lmw  sw [wmm m
1.5 =i |pm. |3m) ] kg
|- & om n
el T e (5] e e PR (£ 1. A e He A e ]
(1

6. Once the details has been keyed in the Job Order form, the total Estimation for the Stock Item and Service
Item will be sum up at the end corner of the form.

Click to print different forms

This deposit section will involve GST output tax

\ ~ ~

A

<
F s i e T, S = 1
& <
TR NR AN A
# Forgl () Foveiz © Forsd 0 Foweid 0 Rl pll e

IHVOICE.

PAYMENTNODE
COLLECTED
PENFEF

DEFOEIT CALLECTED

= TAKCDOE: |
TARAMT: 088

0.8

DEF aMT. T

]

4

| £m

FARATTOTAL

T
TOTAL:

Click to convert Part
Issue to Tax Invoice

To control Job Status manually

7. Click the Save button the save the record.
8. Click Delete button to delete the record.

9. The New button is used for refreshing the screen to enter new data.
10. There are three buttons for printing where Quotation is to print out the estimation price for servicing and
stock, Job Card is to print out the Estimation and Job Done is to print out the Part Issue Lists to the

customer or for reference purposes.

Total amount sum up by estimation /
Part Issue
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Job Allocation

Job allocation is used to allocate Job Order to relevant mechanic by supervisorfor more efficient job & better
time control.

IE - Click to allocate new Job Card & mechanic
D0 S~
. — /

g _______ — ST ‘ ,& | [ cha Standerd Service

Type Job Description & Select
FLUGEATED = i estimate time to complete job
= EEEEEE

Lot m ] m o) ]

1#5h Ih 3h 4h 5h Eh

FEMARKS:
ATATLE (=07

o[ [E] =y

Job Assignment

Job assignment is used to record mechanic time spend in every job. Mechanic can simply clock in & clock
by select relevant Job Card & Mechanic ID to working bay. The page will refresh by second for most update
Job status.

TS e 2
wvizew | 118 L \

Vachare

www B7EE  HOMDAACCE
Click & Drag Job card &

mechanic to working bay ) = |
Fo, | am |
- —
m Click mechanic icon to ks
..-.,.... update status of job here s |
fee "a = b




1.6 Invoice

1.6.1 Sales Invoice
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This feature is used to create sales invoice. Sales invoice is linked to customer balance file trip. Invoice
entered will directly be reflected in customer outstanding balance.

B! Incendo 45 System

Account  Vehicle  Waorkshop

w w/@ B

2

g

COA Journal

Customer

Stock  Trading

U o

&

Acc, Payable  Misc

Report  View  Windows

| D E b w
Cust, Appt. [Inv.|CN DN J.Card W.Claim Rec. | Cred. P.O. GRN PUR. Pay. | Stock Service 5thIn 5tk Out | Book CarSales Wizard

;.J o +

iil

Help

.*

&

Py

#Choose the Inv. Shortcut to open the Invoice Main Screen.

Auto Generated

Select Promotion

Key in customer

— Key in Current
but amendable Load from Job Card Package Mileage trade in parts
4 |
Carmral | Dttam - Tracke in e — ]
TRgpswa  Wesoisn Y = ;...Amv. sl 7 Dghone Bna CaMPRNY
.
e e —— Gk ok Do rEF&j,,’ -3 =T | «B | ik | si5k T irs D Bl Lipemss Trara P
|DATE HATANG = asiiE e SI0CK PRCE WA
BEG MG ATV \,\\_A i‘ﬁ.ﬁ:mn PEXT MAINTENMCE  (HATIS B 5 3 s e
MODEL  FASAARR sy | Packege | FEFEFENCE iliegine : LR e Prez  [L08
CUFTOMER: aCyo15 - ; Dooesr 1 Cllatw e
: 5 : 5 ACOR w ¥ Prced 00§
@ - 5 TECHNE AN =
For | ihars | SEMWCETYPE " Proet 010
] o - CLAM  Desosotion Deecpeiz | e W P Dt 1o Tmladt Tadime  Teendin HaTan Teohraan! Teate]
LHFESRETIWED [W,. |~ HAWOLRE FLLLY SYNTHETE S6E 10 100 [ 12t W (3R =6 i 15 o]
LHFESUENWSD (. || NMOLRE FLLLY SYNTHETE 35 10 1m0 ] B SR (e 1 £ “|
=y M. || Had4 GEAREC CIL TREATMERT 100 Wi |30 =& 152 1583 ul
. Y o N o " ¥
A
AY
\
AY
\\ *
] e CLAM  Dawsgtion N Dewengeonz | @ [ UPre  Diacood Tond TeCode  TeaRdr  Tewhewund HetTiand Tectedant Teat]
N ar Charge 1 = = = «e 150 s -
= i Soul AN ! : = ! ! =
¥ T~ N ¥ e ER vl o ] v
= ~. AY
~ \
<N ¢
AN
Click the CODE cell and direct Mark for warranty / [Qty * U.Price = Total] + Tax Amount [* GST %] = Net |4
. . L . . <
type Stock ID / right click to free service item Total (can reverse calculation from key in NetTotal) z
select from prompt screen . e i PARTIATAL 470 i =7 FATMENT
% | Cnoe | Dwee | Bl | T !ua' * “ LABJUATOTAL 25 ROUKDG [0S i
Foareat Farvald [ +] :TU'T 5 7 BMOUNT w247 DEFDGT ANT
M THATCHED et " +37 TN
RMTURHATERED. 5507 X Bl W o BALANCE (547 DEPAST Th -

Create Sales Invoice:-

1. Click on Inv. shortcut and main screen will appear.
2. The invoice number is self-generated but amendable. There are Cash, Invoice and Internal type of

transactions as the primary key.

3. Select the data from REG NO or Customer by clicking the search button next to it.
4. The data also can be derived from the Job Order if it has created, load the Job Order here to avoid re-
entering the particulars for this Invoice.
5. Alternatively, a new invoice may be created for walk in customer.
6. Click on the Package button to select which promotion package your customer has chosen.

7. Or else right click the Code cell and let it prompt the item selection screen. Select the item by double

clicking on it.

8. Right click on the code for labour part and select service from the labour selection screen by double

clicking on it.

9. Enter the Vehicle Mileage (mandatory), Next Mileage, Next Service Date and Next Maintenance Package

at the top right of the screen.

10
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g x [Pot Voce fron Petemnoe  [|FARTTOTAL 0 | tor (st PPN
e H‘ cga Looess | I | B9 Q + | 1 LABOURATOTAL 23 AIUNDREG - R0R o
= TDE"' ) TR T OUNT: (5247 DEFCATANT
AR = B ek ; T DEPOST TAX: e
TUNATCHED, (533 ¥ B | | T BALCE
= \ 1 -

\ ~

| Click to select payment model | | Bill summary |

10. Click on the Payment section at bottom of the page,click the cell of Payment Mode to select pay by
Cash, Cheque, or Credit Card. Enter the Amount and Reference.

11. Also enter the Discount, Tax Amount and GSTCode if needed.

12. Click the Save button the save the record.

13. Click Delete button to delete the record.

14. The New button is used for refreshing the screen to enter new data.

15. Click Print button to print out the Invoice Form.

# Tax invoice will be locked after print out, no amendment on stock &labour item is allowed.

1.6.2 Trade In Item

[T EALE v
| Garars | Carwm | Trac i b |

Key in Trade In items:

1. Click on the Trade In Item tab on the top of Service Invoice Form.

2. Enter the Trade In particulars in Description, Reference, Quantity, Unit Price, Total, Remarks cell.
3. Add or delete rows by clicking "-" or "+" button.

4. Click the Save button the save the record.

5. Click Delete button to delete the record.

6. The New button is used for refreshing the screen to enter new data.

7. Click Print button to print out the Invoice Form.

11
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1.7 Receipt

When Payment is made for outstanding invoices, enter the payment into the receipts and offset the
outstanding invoice.

6 [ncenda 45 Sycter - [frmRacaipt]

o) Account Vehicle Workshop Customer Stock  Trading  AccPayable  Mise  Repot View  Windows  Help
u ¢ M eBHE % @ Rddwdd X ¥ % & w

COA Juumal | Cesl. APFL Inv. CW DN J.Card W.Claim{ Rec. § Cied. P.O. GRN PUR. Pay. Sluck Sevice St In Stk Oul | Bouk  Car Sales Wizard

Generate Receipt:

1. Select the Receipt Form from the shortcut as shown.

Click to select customer Click to select payment mode

frifecesnt
TRAHEND: WA COMPENY

ETATUE

A/‘ Type customer paid amount here
A Mo

TRAHSDWTE TN F
CLETOMER WRCTIE]

FAYNENTMLOE
FEF Click auto-match & system will
auto knock off outstanding bills
DATE ORGHAL ANT QUTATARDNG ARUNT REFERENCE
IS b ] 1500 1500
&
| T 74 AMTBATCHED: (15086
Hew || OWE -TE;‘- rE:: i Uvaych & Teed Dussiandey] g
Sopount B AMTURMATCHED: 0

2. The TransNo is self-generated but it is amendable.
. Select the Customer by clicking the search button next to it.
. After selecting the customer, outstanding invoices will be listed out on the Receipt Items table.

W

. Select Payment Mode by clicking on the FATHMENTMODE: T as in the image.

. The ChequeNo / Credit Card is your Payment Mode Reference Field.

. Enter the amount received into the Total Field.

. Click on the Auto Match button and the system will automatic match the receipt and invoice.

9. Click on the Save button to save the receipt.

10. Click on the New button to add another ne Receipt Form.

11. If modifications are done in the future, click Save to update the changes.

12. To cancel the Receipt, click on the Cancel button, but once the bill is cancelled, the system will not allow
"Undo".

14. Click on the Delete button to delete the Receipt record.

15. Click on the Print button to print out the Receipt form.

o0 3 O\ W

# pleasedoes not erase Receipt with data as it may be linked with other transactions.

12
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1.8 Customer Credit Note

The Customer Credit Note is used for adjusting the customer account. For instance, when issuing discount to
customer, sales return, cancel tax invoice etc.

B Incendo 45 System - [frmCreditNote]

o Account Vehicle Workshop  Customer Stock  Trading  Acc.Payable Misc Report  View Windows Help

u  § P e|AE ¥ ¢ 7 2 A S w I8 A ¥ ¥ & -
COA Journal | Cust. Appt. Inv.JCN DN J.Card W.Claim Rec. | Cred. P.O. GRN PUR. Pay. | Stock Semrvice Stk.In Stk Out | Book Carbales Wizard

Click to select customer Key in reason of this CN
ks red it ot = - i
TRAMEMD: | WDCDO00 AENNG [ Sock retm by comerms]
CHDATE HARE COrMARRhT
CUSTOMER: - [jRCD0041 STATS
e FIrE SUETATAL g
HUTHIRSED: L Define TaxCode
REFERERLE
TOTAL 5
Sowen
A TRARE HO Cay LIOH Tiaelada TaceFimia
o [T 19 5A w5
* L -
1. Select CNTYPE >_
2. If Sales Return, search Invoice to select stock items | -
3 3. If Credit Note, type details manually. | ] Click Auto
Match to match
DATE TRAHE i VEHELE ORIGIHALANT OUTSTANDNG MO UHT REFERERCE ALCTOUNT total with
2 WESIES CASH % 1 1 _
I il o z o S relevant
WL =101 TR 1Hm nm i
= transaction.
| Manual select posting accounting |
g E H Lo 48 | ATOUNT. S0 P by 105 - AMTWMSTCHED: (5308
Fsiry S © Cancd | [etslw Pratig AWTUHMATCHED: (0088

Entering Customer Credit Note:

1. Click CN Shortcut to select Credit Note Main Screen.

2. The TransNo is self-generated but it is still amendable.

3. Select by Customer by click on the search button next to it.

4. You may select an authorised person by click on the *-TH=R=ED: - arrow button next to it.
5. Put a reference to Reference field (E.G Discount Allowed).

6. After you have selected the customer, outstanding invoices will be listed out.

7. Select CNTYPE, click ‘Search Invoice’ to select stock for sales return, or type description, amount etc
manually for Credit Note.

8. Click on the Auto Match button, system will automatic match the credit note and invoice for you.

9. Click on the Save button to save the Credit Note.

10. To add another customer credit note, click the New button to refresh the form.

11. If any modification done in the future, click Save button to update the changes.

12. To cancel the Credit Note, just click on the Cancel button, but once the bill is cancelled, system won’t
allow "Undo".

13. Click delete button to delete the Credit Note.
14. The Print button enables to print the Customer Credit Note Form.

# pleasedoes not erase Credit Note with data as it may link with other transaction.

13
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1.9 Customer Debit Note

Customer DebitNotes used to adjust the customer balance. This may due to undercharge, refund or any other

reason.

-l Tncendn 45 System - [frmDehithinta]

o Account Vehicle Workshop  Customer Stock  Trading  Acc.Payable Misc Repot  View Windows Help
G w  § M @Bl & 2 2 dAdw i 8 A ¥ F & ow
COA Journal | Cust. Appt. Inv. CMYDMN §.Card W.Claim Rec. | Cred. PO, 5RM PUR. Pay. | Stock Service StkIn Stk Out | Book CarSales Wizard
Click to select customer | | Select DN type |
gl TrnDenithione [ ==
e WIDBGEE FEWARRS:  AEFLRD OF O CEAFANT.
CHOWTE FATAE o ETATLE
CUETOLER WRCTIE WENDY Select
AUTHORISEDEY: . account code
DHTYFE: 14
FEFERENCE: bl |
FE  TRARTRD TERRFTIR e [ REFEAEMGE  ACGTANT Vb
v REFRCOFCEDON i 1 136101 v
-
VERICLE S4LEE W) DATE FEFUNIIANT
Lrewgon
= AMTHATCHED: Aot Fasing — =
158 'f-li E-, Daialn ﬁ AMTUHMATCHED: | |0/08 TOTAL K

Entering Customer Debit Note:

. Click DN Shortcut to select Debit Note Main Screen.

. The TransNo is self-generated but it is still amendable.

. Select by Customer by click on the search button next to it.

. You may select an authorised person by click on the ~mes=ee:
. Put a reference to Reference field.

. Click on the Save button to save the Debit Note.

. If any modification done in the future, click Save button to update the changes.

-

01NN W~

allow "Undo".
9. Click delete button to delete the Debit Note.
10. The Print button enables to print the Customer Debit Note Form.

# please does not erase Debit Note with data as it may link with other transaction.

arrow button next to it.

. To cancel the Debit Note, just click on the Cancel button, but once the bill is cancelled, system won’t

14
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2.0 Accounts Payable

Account Payable Modules consists of Creditor Setup, Creditor Category Setup and Creditor Class Setup and
etc.

2.1 Creditor Category

Creditor category is used to differentiate the creditor groupings. E.G. Demographic, income or other criteria.

Where to find Creditor Category?

Account  Vehicle Workshop  Custorner  Stock  Trading | Acc. Payable | Misc  Report  View  Windows Help

4w & ®* eEBE x e Creditor & X % ® & 9w
COA Journal | Cust. Appt. Inv. CN DN JCard W.Claim R Creditor Category tock Service Stk.In Stk Out | Book CarSales Wizard
@ General Ledger Creditor Class

Creditor Opening Balance
8 Acc. Receivable
A Purchase Order

Acc Payabls Goods Received Motes

Purchase Invoice

_ Stock Control C_DebitMote

Vehidle Sales Payment
J C_CreditMote

Hide | Matching

POSTACC: | N |

EIE)

]
e
| MNew

Setting up Creditor Category:

1. Find the shortcut from Account Payable Tab > Creditor Category.

2. Enter the ID and description in the prepared field.

3. Click Save button to save the record.

4. To modify the record, retrieve the record from the database by clicking on the search button.
5. Modify the information and click the Save button to save the changes.

6. Click the delete button to erase the record.
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2.2 Creditor Class

Creditor class is used to further differentiate the supplier groupings.

Where to find Creditor Class?

ProSale User Manual

Credites a =
Credkloe Categary piock  Sarvice
Credioe Clws

Creditor Dperers] Babwnie:

Purchase Dins

G At eheed Mot
Puithase Ireatioe
C_Delifione

Payment
C_CrefeMue
Machisig

¥ W

o o=
Sth.ln  SHe Ouk - Booke CorSafm Wicad

Setting up Creditor Class:

1. Find the shortcut from Account Payable Tab > Creditor Class.
2. Enter the ID and description in the prepared field.

3. Click Save button to save the record.

5. Modify the information in the future if needed and click the Save button to save the changes.
6. Click the delete button to erase the record.
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2.3 Creditor Registration

Creditor Registration File is set up to keep track of information on suppliers.

Where to Find Creditor Shortcut?

b Incendo 45 System

Account  Vehicle  Workshop  Customer  Stock  Trading  Acc.Payable  Misc  Report  View  Windows  Help
s v d 8 L % ¥ & =

P.O. GRN PUR. Pay. | Stock Service Stk.In 5tk Out | Book CarSales Wizard

& P BB ¥ & &2 | @
COA Journal | Cust. Appt. Inv, CM DN LCard W.Claim Rec, || Cred,

RLCTLRTHUMBEER: || TAKCODE W 5TH
CLOMPARTHANE EST Var Tatw 24T i
REh K WO AT e E
CATEGORY. St WEBSITES
LA i CRIEITION rEFn
i TELEFHONE BALANCE
) HEFDPHOME VEHKTLE
CADDAESS sAE
DELIERT LCFEF]
ANDAESE ADDAESS S
CREMAAKE
PRASTRLDODE Ciy.
POETALLODE crYy S —
COUNTRY
BALANE | Click to view creditor transaction history
/ BCCTNT T .
Waa s‘.:';i'! Dg¢ Trarmmciorts

Creditor Maintenance File windows as shown above provide a user friendly interface to add and modify
supplier record. Creditor information is linked to purchase order and purchase invoice. As a result, all
information updated will be reflected simultaneously.

1. Click on the shortcut button to obtain the Creditor Maintenance Screen.
2. Fill in the relevant information in the customer information. Enter a unique code for eachcreditor in
AccountNumber. No duplication of code is allowed as it is the main identity of the creditor. There are

certain selection field in the creditor windows, click and select from the drop down box for category, class
& other fields.

3. B Fill in creditor GST section.

4. Click the Save button the save the record.

5. Click Delete button to delete the record.

6. The New button is used for refreshing the screen to enter new data.

# please does not erase creditor record with data as it may link with other transaction.
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2.4 Creditor Opening Balance

Where to find Creditor Opening Balance?

Account  Venkde  Wihop  Cistomer  Sock  Tiabng | AocPapsble | Mico Aepan

o mo b ® GEE k8 4 cow
T2 Ea Wik Crediioe Categary

Creshton Class
| Credior Dpenng Batace I

Purchege Qi

Gy Recehved Mobss
Furchise Ieaace
C_Dediifiobe
Parymend
C_Credefion:
Karchig

Click to view creditor transaction history

-ACDUNTMUNEER: - AGT Fd| COWPANY. | IMCENDO VENTUREE EALES SO BHD
CCOMPANTHAVE. LT GUAAD TRADING

AT T / Key in outstanding bills detail |
OATE Jlibadis, -

o (1 ! BMTUNMATCHED. ESESD

hirmict N

Record will listing here after save

Setting up Creditor Opening Balance:

1. Find the creditor opening balance shortcut.

2. Retrieve the creditor who opening balance wish to be entered by clicking the Account Number search.

3. Enter the Date, No, Ref, Amount, Term and Type details.

4. Search for the Settled Amount by pressing the search button next to it and enter the Amount Unmatched if
any.

5. Enter more opening transaction if needed.

6. Click Save button to save the record.

7. Modify the information in the future if needed and click the Save button to save the changes.

8. Click the delete button to erase the record.

9. Click on the New button to refresh the form.
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2.5 Purchase Order

Purchase Order is used to record the orders issued to the supplier.

Where to find Purchase Order Shortcut?

[ ncerdo S Sytem - fourchaserderl E W Y

o Account Vehicle Workshop  Customer  Stock Trading Acc.Payable  Misc  Report  View Windows Help

P h o w P eBBE x @ s wd 8 X F ¥ &ow

* COA Journal | Cust. Appt. Inv. CN DN J.Card W.Claim Rec. ‘Cred P.O.[GRN PUR. Pay. |Stoclc Service Stk.In Stk.Out | Book CarSales Wizard

| Click to select creditor |

TRARD: | WP | =] TERM Preal F1 4 Pl Towssaation COMPANY, [INCENDO WENTURES S8LES E0W BT
POMTE  |WEE G- DUETWTE: 1m".=~1l i || P STATIIS:
CREDATOR: | REMARKE |~ )
FEF:
PURCHASER " i =
: - {71 Sublon T I — e
j# . 5 Tiaplion; e i iy el b el e I e o N s et — PRy
= T T = T
Key in quantity, price etc
Right click to select
stock code
€
= ey AMGLNT: DISCOUNT,: |
A AR
Haw || Som || Cacel || Daiete || T e TarTaL

Entering Purchase Order:

1. Find for the shortcut as shown.

2. The TransNo is self generated but it is still amendable.

3. Select the purchase order date.

4. Find the creditor by clicking on the search button next to it.

5. Add in the particular such as Code, Description, Quantity and other necessary details by right clicking on
the Code button.

6. Double click to select from the selection.

7. Insert or delete row by clicking on Elimeion) B2 L

8. Click Save button to save the record.

9. Modify the information in the future if needed and click the Save button to save the changes.
10. Click the Delete button to erase the record.

11. Click on the New button to refresh the form.

12. Click on the Print button to print out the Purchase Order form.

this button.
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2.5.1Goods Received Notes

Goods Received Notes (GRN) is used to record the goods delivered by supplier.

Where to find Goods Received Notes Shortcut

Py ST ¥ &« T e BE ¥ & =& | -

| Blw <
COA Journal | Cust. Appt. Inv. CN DN JCard W.Claim Rec, | Cred.

P.O.] GRM | PUR. Pay.

4 A % %

‘Stock Service 5tk In Stk Out

Enter creditor Delivery
Order No.

| Click to select creditor |

TR RCROO | TERM: | COVPANY | FCERDO VENTURES SALES 50H BHD
i wewams @ Coni: v DUEDATE. Qb G-
o = - ——

} FEMARFS

RECEIVED BY: - ol Lo B Trcainns Load items from

AEF. Sy | Purchase Order

Lem PR Y rmeifon | [ERerem
E " Dugaen Dz ay WIH  UFes Dz Te Tol b LCam
L | o
Key in quantity, price etc
Right click to select yimd Y- P
stock code
.l
] £*3 AMOILNT: TOTAL:

Entering Goods Received Notes:

1. Find for the shortcut as shown.

2. The TransNo is self generated but it is still amendable.

3. Select the goods received notes date.

4. Find the creditor by clicking on the search button next to it.

5. Add in the particular such as Code, Description, Quantity and other necessary details by right clicking on
the Code button, or click “Load PO” to load items from purchase order.

6. Double click to select from the selection.

- €3 oot Fow | (B3 Fomowe R |
7. Insert or delete row by clicking on Fom o

8. Click Save button to save the record.

9. Modify the information in the future if needed and click the Save button to save the changes.
10. Click the Delete button to erase the record.

11. Click on the New button to refresh the form.

12. Click on the Print button to print out the Goods Received Notes form.

this button.
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2.6 Purchase Invoice

Purchase Invoice is used to record the invoice received from supplier or expenses paid out. The expenses
incurred are linked to other time for analysis purpose.

Where to Find Purchase Invoice?

B Incendo 45 System 1 1 1 ‘_

Account  Vehicle Workshop  Customer Stock  Trading  Acc.Payable Misc  Repot  View  Windows Help

Eﬁfﬁuiirﬁ.“;G#‘Ei‘iid‘l){**ﬁﬂ.;
- COA Journal | Cust. Appt. Inv. CN DN JCard W.Claim Rec. | Cred. P.O. GRN |PUR.|Pay. ' Stock Service StkIn Stk Out | Book CarSales Wizard

Enter creditor Bill no. | . .
| Click to select creditor | | . Load items from Goods Received
_2z® Notes or Purchase Order
A
IFmbe e - DR v _ - i —
T T I T ESPEIADPS o
mpTa - - e ,a" e Oipfaafy | MCEMOC VEHTUPES 176 g
S —— A
x| """"'-'! -7 = i L e
FUBCHASER - Loged FPY il i
"'l | ’m-' [t ] Smaa T P [yssimar
E i A& Firckvem Humen p Bl e Ee— R

Please ensure the displayed Tax
code & Tax rate are correct

Right click to select Key in quantity, price etc
stock code
Key in purchase cost &
GST rounding figure

0 4 ~

il B8 . e - . M0 R

/
LR
N e e

Entering Purchase Invoice:

1. Find the shortcut of Purchase Invoice.

2. Main Screen Will appears as in Image.

3. The TransNo is self generated but it is still amendable.

4. Select the Creditor details from the search button next to it.

5. If Purchase Order has been created previously for the same creditor, you may load the details from
Purchase Order / Goods Received Notes.

6. Select the purchaser from FURCRASER. " button.

7. Right click on the code details to select either other items.
8. Double click to select from the selection.

Eisen Fiow | [EdAemave Row

9. You may insert or delete row by using this button.

10. Click Save button to save the record.

11. Modify the information in the future if needed and click the Save button to save the changes.
12. Click the Delete button to erase the record.

13. Click on the New button to refresh the form.

14. Click on the Print button to print out the Purchase Invoice Form.
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2.7 Payment

When payment is made to supplier for outstanding invoice, data can be entered through the payment screen.

o o dSSytess T

Account  Vehicle  Workshop  Customer Stock Trading  Acc.Payable Misc Repot View Windows Help

sow & ¥ EEBE ¥ #‘%@iih_d|l)€i ¥ & w
COA Journal | Cust, Appt. Inv, CN DN JCard W.Claim Rec. | Cred. P.O. GRN PUR. |Pay. | Stock Service StkIn Stk Qut | Book CarSales Wizard
Click to select creditor Enter amount paid & click auto match
to match with outstanding bill
/ :
/II
!
== 7 0
TRAMENE h'l'_'ﬂw LA EERFSG /,’ ' COUPRAT.  ramcke, ‘Wrtumm S [
AEDATE:  [ROAEE @ . ! o
CAEDHTON o | L /, :
MIERTRAE AW ML SR AUTeoRTIE: . S 0 T ) T s [ e o m—
PATMINTMOCE ™ BRI ¥ | J—H& CAITRITTRE ] T ] Frare 24 bl Comcitcn

Click to select payment mode

2 S8 [ | omei e we= e 2

Entering Payment:

. Select the Payment Main Screen.

. The TransNo is self generated but it is amendable.

. Select the Creditor by clicking the search button next to it.

. After selecting the creditor, outstanding invoices will be listed out on the Payment Items table.

PATMENTMODE:

AW N =

. Select Payment Mode by clicking on the T | as in the image.
. The ChequeNo / Credit Card is your Payment Mode Reference Field.

. Enter the amount received into the AMOUNT Field.

. Click on the Auto Match button and the system will automatic match the payment and P.invoice.

. Click on the Save button to save the Payment.

10. Click on the New button to add another ne Payment Form.

11. If modifications are done in the future, click Save to update the changes.

12. To cancel the Payment, click on the Cancel button, but once the bill is cancelled, the system will not
allow "Undo".

14. Click on the Delete button to delete the Payment record.

15. Click on the Print button to print out the Payment form.

O 00 3 O\ L
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2.8 Creditor Credit Note

If creditor gives a credit note to reduce the account balance, this information may be entered into creditor
credit note.

Where to find Creditor Credit Note?

[ Trcends 25 Sptem__ . W R N . . T Y
Bccount. Nahcle  Werkthop  Custermer Slock. Tradng | dcc Payabie :_H_I:_E:n_:r_l_ _'.'lr_ll Windown  Halp

EEN T S F & " «BE x = £ Credibsr o & % L - o=

©OCDW Joamad o Cust Appke Bey OB DR Lo W.Oksmo R Cradiar Cabagory th Seice SO n 5k Dut | Bool CaSaks ‘Wimid

Craditar COam
Cradibar Jpaning Bdance

Purchama Crdar
Gordy Fscarend Hale
Purcham lhvoce
_Dubithicts

Payrrani
©_Crudithicin

Click to select creditor

Key in reason of this CN

CTEEAHY o ‘e i il

4
A{ATALAT FelAT: eEs N Define Tax Code
AR - TR @v Fias Py Fits Fom wmmony
[Lalij itnn ™ ¢ - P TIb Hald Ll
I

1. Select CNTYPE
2. If Sales Return, search Invoice to select stock items
3. If Credit Note, type details manually.

Click Auto Match to|
match G.total with
relevant transaction.

o | BB [ Pl ommes

\| Manual select posting account

Entering Creditor Credit Note:

. Click CN Shortcut to select Credit Note Main Screen.

. The TransNo is self generated but it is still amendable.

. Select by Creditor by click on the search button next to it.

. Put a reference to Reference field (E.G Discount Allowed).

. After you have selected the creditor, outstanding invoices will be listed out on the Credit Note Items table.
. Enter the amount that you wish to offset with invoice in the Amount field.

. Click on the Auto Match button, system will automatic match the credit note and invoice for you.

. Click on the Save button to save the Credit Note.

. To add another customer credit note, click the New button to refresh the form.

10. If any modification done in the future, click Save button to update the changes.

11. To cancel the Credit Note, just click on the Cancel button, but once the bill is cancelled, system won’t
allow "Undo".

12. Click delete button to delete the Credit Note.
13. The Print button enables to print the Creditor Credit Note Form.

O 003N LN A~ W~

23



ProSale User Manual

2.9 Creditor Debit Note

User may enter a creditor debit note in the system if the creditor serves a debit note.

Where to find Creditor Debit Note?

R . b & k. AR |
Acczunt Wehick  Workthop  Customer Siock  Trading [ Acc.Fayeble | e Raport  Wew  Windowa  Hadp

G w @ ™ B E xR 8 8 Crdio s w | - =

L EDd Jpomad i Cus Appk e OM DM ACeW WOWM B e Cabenoe Serdce S S Oub | Book CaSaks Wimd

Craditar (am

Cradiber (paning Bsdarew
Purchaem Ordar

Goode Racenrd hiciee

Select DN type

I Select
| ) account code

v Pl Tral Fwmesem e T2 b Pl Dol \ |
| Ll TRAMGAL TR REFERFACE AT TAMCOEF - | Lkmw Tl Taabkronn  WEITTOTA, e * =y |
. -

i ]

£|diS[®im TIT 7 i e e——"

Entering Creditor Debit Note:

. Click DN Shortcut to select Debit Note Main Screen.
. The TransNo is self generated but it is still amendable.

. Select by Creditor by click on the search button next to it.
AUTHORISED:

. You may select an authorised person by click on the arrow button next to it.
. Put a reference to Reference field (E.G Discount Allowed).

. After you have selected the creditor, outstanding invoices will be listed out on the Debit Note Items table.
. Enter the amount that you wish to offset with invoice in the Amount field.

. Click on the Auto Match button, system will automatic match the debit note and invoice for you.

. Click on the Save button to save the Debit Note.

10. To add another creditor Debit note, click the New button to refresh the form.

11. If any modification done in the future, click Save button to update the changes.

12. To cancel the Debit Note, just click on the Cancel button, but once the bill is cancelled, system won’t
allow "Undo".

13. Click delete button to delete the Debit Note.

14. The Print button enables to print the Creditor Debit Note Form.

O 000N Nk~ WN —
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3.0 Stock

Stock refers to the information of stocks, stock in and stock out from the user's company.

3.1 Stock Category

Category is categorization of Parts.

Where to find Stock Category?

L g L =

w g | 8
PR Pwy.  Sock Seace SCTR Bk Dui - Bool O Sals Wimd

" DESCRIPTION:

 ICONPATH:

Setting up Stock Category:

1. Find the shortcut from Stock > Stock Category.

2. Enter the Code and description in the prepared field.

3. Click Save button to save the record.

5. Modify the information in the future if needed and click the Save button to save the changes.
6. Click the delete button to erase the record.
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3.2 Stock Class

Stock class is used to further categorize Parts. User could define the specific criteria of the inventory.

Where to find Stock Class?

I‘F* e

i w o B & W W | & =W
O, GRM PUR Pay, | Steck Sericd Stkdn S Out | Back CarSees Wiawd

Setting up Stock class:

1. Find the shortcut from Stock > Stock Class.
2. Enter the Code and description in the prepared field.
3. Click Save button to save the record.

5. Modify the information in the future if needed and click the Save button to save the changes.
6. Click the delete button to erase the record.
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3.3 Stock Brand

To categorize the brands of the stock.

Where to find Stock Brand Set Up?

gt M = Wi Hil

o w ol WX W W m
O, GRRL PUR Pay. | Stk Sersioe Stk St Oue

Setting up Stock Brand.:

1. Find the shortcut from Stock > Stock Brand.
2. Enter the Code and description in the prepared field.
3. Click Save button to save the record.

5. Modify the information in the future if needed and click the Save button to save the changes.
6. Click the delete button to erase the record.
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3.4 Unit Of Measurement (UOM)

Unit of measurement is for each part is measured in what size. E.G. liter, box, kg, gram and etc.

Where to Find UOM Set Up?

Snack Brared
oM
Sendvefiem
e Peckag:
Fackn
Stack

S kErRTW s

DESCRIPTION:

P |
_New

Setting up UOM:

1. Find the shortcut from Stock > UOM.

2. Enter the Code and description in the prepared field.

3. Click Save button to save the record.

5. Modify the information in the future if needed and click the Save button to save the changes.
6. Click the delete button to erase the record.
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3.5: Stock Registration

Stock Registration is used to keep track the information of spare parts.

Where to find Stock Registration?

a-l Incendo 45 System
Account  Vehicle  Workshop  Customer  Stock  Trading  Acc. Payable Misc  Report  View  Windows  Help
YL L & " BB x = = 02 @ 8 w J | B A ® # B o
COA Joumal | Cust. Appt. Inv. CN DN JCard W.Claim Rec. | Cred. P.O. GRMN PUR. Pay. || Stock | Service Stk.In Stk Out | Boock Carbales Wizard
| Click to search stock. |
—
[ =] g2 J Caphuste Horatack ke -
TAERATE E ol
FRICE d--- Tt
________ FREED Wi
i PRI
--- o £ OB AR
g FREEL )
. FRICEE CPEM e
MIFRCE Upduin Pace L
RTIATE AT o . td e
FH S RGTT R
MK G bk
Ot 1
BARODE
moAmE N .
\\
\\ \\
TusGEET SO SEARA Tiwamses
ITEMTYRE i .
GEARCHL A
Y
gy | :ﬂ
e ]
PLFCHASTPRCT i T >
PSSR FUACHASERT * HEF
AEFAGECET SR CTRE FUMATE + HER
FLUACHARECDRT FURCHRE AR TLEHACS " T
% TAAIARD COAT I
b
(] E ]
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L Tt
[ | Jow
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o
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Entering Stock Details:

1. Find the Main screen of Stock from the shortcut as shown.
2 Enter the parts ID, description and other relevant details.
3 B Select the Category, Class, Brand and UOM from the drop down box as shown in Image below:

CATEGORY: -
CLASS -
BRAND: -
RO -

4. Go to the next tab (Costing) and enter the purchase price details.

5. User may also upload photos for the particular parts.

6. Return to Main Screen (General).

7. Click Save button to save the record.

8. Modify the information in the future if needed and click the Save button to save the changes.
9. Click the delete button to erase the record.

10. Click New button to refresh the windows.
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3.6 Stock In
Stock In is used to stock input method without using purchase.

Where to find Stock In?

FlEL Lo S T T . W .
Account  Vehicle Workshop  Customer  Stock  Trading  Acc.Payable  Misc Repod View Windows Help

H o w § P eBE % ¢ 2 0 adwd 8 X *

*
: COA Joumal | Cust. Appt. Inv. CN DN JCard W.Claim Rec. | Cred. P.O. GRM PUR. Pay. "sﬁxk Service | Sti.In | Stk. Out

o & O

Book Car Sales Wizard

Image 53: Shortcut to Stock In

Bh. | T7HE 130 Ty Bridgeatons Tuonis

= H| 0 @[m [= E.

Image 54: Stock In

Entering Stock In:

1. Find the Stock In form from the shortcut as shown in Image 53.

2. Trans No is self generated but still it is amendable.

3. Enter the TransDate and other relevant details.

4. Right click on the code and select the stocks from the selection.

5. The Excel button is to import Excel file into the table by clicking the search button next to it > select the
file > and click on the Excel button to load the table.

6. 7. Click Save button to save the record.

8. Modify the information in the future if needed and click the Save button to save the changes.
9. Click the delete button to erase the record.

10. Click New button to refresh the windows.

11. Click on the Print button to print out the Stock In Forms.
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3.7 Stock Out

Stock In is used to stock output method without using purchase.

Where to find Stock Output?

Account  Vehicle  Workshop  Customer  Stock Trading  Acc.Payable Misc  Report  View Windows |lelp

o o § M ¢HB x & &2 0 & & f.-rd‘l A % | & |at &
 COA Journal | Cust. Appt. Inv. CN DM JCard W.Cliim Rec | Cred. PO, GRN PUR Pay. | Stock Service Stk.In |Stk.Out| Book CorSales Wizard

Image 55: Shortcut to Stock Output

TRARSHO: __E
TRAHEDATE. 1BTEAHE @

o908 ]m] o

Image 56: Stock Output

Entering Stock Output:

. Find the Stock Out form from the shortcut as shown in Image 55.

. Trans No is self generated but still it is amendable.

. Enter the TransDate and other relevant details.

. Right click on the code and select the stocks from the selection.

. Click Save button to save the record.

. Modify the information in the future if needed and click the Save button to save the changes.
. Click the delete button to erase the record.

. Click New button to refresh the windows.

. Click on the Print button to print out the Stock In Forms.

O 003N N kA~ W —
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4.0 Services

Services refer to Labour Services which divides into service item and service package.

4.1 Service Item

Service item is registration of list of services/Labour/Workmanship.

Where to find Service Item?

Lay wh & B BBE
| CO& lournsl | Cist Apgt bw O DN

Item 57: Shortcut to Service Item

I IE 1 ctren Praxx 714 Fedl R

CEECRRTION: PALEL: FEF1
| cexAFTONE FRACEZ DD FEFL i
CATEGORT - PREEL e FEFY
SUBLATEGDRT. - PREEX FEFS:
LION- - PRCEN DS FEFY
TLANTIT ] : NFRRCE
FEMARKE

FEIrCIE ]

Image 58: Service Item

Entering Service Item:

1. Find the Service Item through the shortcut as shown in Image 57.

2. 1D is self generated but it is still amendable.

3. Insert all the relevant information’s.

4. Click Save button to save the record.

5. Modify the information in the future if needed and click the Save button to save the changes.
6. Click the delete button to erase the record.

7. Click New button to refresh the windows.
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4.2 Service Package

Service Package is used to enter certain fixed packages with labour charges and part charges. So it can be
load to the invoice page if the customer if going to use the same package instead of filling in one by one.

Where to find Service Package?

L -
Servicn S fn Sk Dut | Book Car Saler Vi

ToTALLABOUR B

THE & [
FIE ) i

Image 59: Service Package

Setting up Service Package:

1. Find the Main Screen through the shortcut as shown in Image 58.

2. Enter the Code, Description and Category.

3. Right click and select from the selection in both Code table for Parts and Services.

4. Click Save button to save the record.

5. Modify the information in the future if needed and click the Save button to save the changes.
6. Click the delete button to erase the record.

7. Click New button to refresh the windows.
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5.0 Vehicle

Vehicle is referring to vehicle list, vehicle booking, vehicle sales, vehicle purchase, vehicle adjustment,
vehicle allocation and etc.

The process of Vehicle Sale for a new car:

Company ¢Eustnmer Walks in

‘Wehicle Booking I

I Vehicle Allocation ¢ To Principal (E.G : Chasis/ Engine Na)

I Update Vehicle List I {Upon registration)

I Cawver Note I {In Vehicle Booking)

I Vehicle Purchase I

I Vehicle 5ales l
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5.1 Vehicle Info Setup

To setup the basic info about a vehicle.

Where to find Vehicle Info Setup?

Customer Stock  Trading  Acc.Payable Misc Report View Windows Help
P A Find Vehicle ke o B &8 w S * % (0 &
:COA  Joul o J.Card W.Claim Rec. | Cred. P.O. GRN PUR. Pay. | Stock Service S5tk.In Stk. Out | Book CarSales Wizard
Vehicle List el : : ! :
% Vehicle Model
e—— Vehicle 5ales Type

Image 60: Shortcut to Vehicle Info Setup

DESCRIFTION

WVOLKSWAGEN

Image 61: Vehicle Info

Setting up Vehicle Info:

1. Find the shortcut as shown in Image 60 and main screen will appear as shown in Image 61.
2. Enter the Vehicle Made, Engine Type, Colour, Body Type, Transmission and Owner Type.
3. Click Save to save the record.
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5. 2 Vehicle Sales Type

Vehicle sale type is to categorize either ne or trade in cars.

Where to find Vehicle Sales Type?

B incendo 5 Sl B - . E S ¥
Account | Vehicle | Workshop  Customer Stock  Trading  Acc. Payable Misc  Repert  View  Windows  Help
Y S Find Vehicle % @ e | P W 8 w g &8 X% * + & -

Cred. P.O. GEN PUR. Pay. | Stock Service Stk.In Stk Out | Book CarSales Wéz;n

.E COA Joul Vehicle List J.Card W.Claim Rec.
85 Goren Vehicle Model
[ Vehicle Sales Type
ﬁ Are R AR TR S

Image 62: Shortcut to Vehicle Sales Type

CODE: l&]

DESCRIPTION:

B )

Image 63: Vehicle Sales Type

Setting up Vehicle Sales Type:

1. Find the shortcut to Vehicle sales Type and Image 63 will appear.

2. Create the code and description.

3. Click Save button to save the record.

4. Modify the information in the future if needed and click the Save button to save the changes.
5. Click the delete button to erase the record.

6. Click New button to refresh the windows.
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5. 3 Vehicle Model

Vehicle Model is Vehicle registration details to be entered for each model.
Where to find Vehicle Model?
MicendodSSstem o TN @82 RS, TUPBEB. TPRHBERSTS

Account | Vehicle | Workshop  Customer Stock  Trading  Acc.Payable Misc  Report  View Windows Help
A

i &n 8 FindVehicle % e #ﬂi-ﬂwd‘lxi t‘h e
¢ COA Jou Vehicle List J.Card W.Claim Rec, | Cred. P.O. GRN PUR. Pay. | Stock Service Stk.In Stk Qut | Book CarSales Wizard

—— Vehicle Sales Type
g Aee. Re Vehicle Info Setup

Image 64: Shortcut to Vehicle Model

W
ik
T

Image 65: Vehicle Model

Entering Vehicle Model:

1. Find the shortcut and Main Screen will appear as shown in Image 65.

2. Enter all the relevant details into the Vehicle Model Form.

3. Optional Accessories can be filled in, in the table provided together with purchase cost and selling cost.
4. Click Save button to save the record.

5. Modify the information in the future if needed and click the Save button to save the changes.

6. Click the delete button to erase the record.
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5.4 Vehicle Booking

Used to book a vehicle.

Where to find the Vehicle Booking?

ol Incendo 45 System . X L " . B N

Account  Vehicle Workshop  Customer  Stock  Trading  Acc.Payable Misc  Report  View  Windows Help

A ouo§ W™ BB % @ #“ﬂi‘-ﬁuaﬂl A % % [@] &
© COA Journal | Cust. Appt Inv. CN DN JCard W.Claim Rec. | Cred. P.O. GRN PUR. Pay. ' Stock Service StkIn Stk Out ||Book | CarSales Wizard

Image 66: Shortcut to Vehicle Booking
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Nired Scowar = ; W
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e DFP&
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Image 67: Vehicle Booking

oz el D

LIS v, ERANCE AMDLHT TOTAL CEROAT
INTEREST. STATUSDATE RHLEN G- DDA PATVERTMOTE :
HPTERUIRE & HEKMLIE B HETTOTAL PAYAEF
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ey |

I I 17 | o 1 i | i 1T i |

Image 68: Vehicle Booking Continuation
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Entering Vehicle Booking:

1. Find out the shortcut and Main Screen will appear as shown in Image 67.
2. The TransNo is self generated but it is still amendable.
3. User must enter the customer details by clicking the search button next to it.

# Customer registration should be done before clicking the search for Customer list in Vehicle
Booking.

4. In vehicle Details column, select the model and colour of vehicle customer wish to book.

5. Click =3 | bution to load the rest of the details regarding the vehicle from Vehicle Info Setup.

# Attention: Some of the information will be freeze and will only be completed once Vehicle Allocation
is done.

6. In the Insured column, key in the Type of Coverage, Insured Sum and other relevant details.
7. Click the calculate button to calculate the insurance charges.

# Cover note cannot be created till the Vehicle Allocation is done.

8. Next, proceed to finance and deposit as shown in the Image 68.

9. Enter the Bank details and Interest Details and click Calculate button.

10. Enter if there is any deposit amount paid by the customer and the payment mode.

11. Click Save button to save the record.

12. Modify the information in the future if needed and click the Save button to save the changes.
13. Click the delete button to erase the record.

14. Click New button to refresh the windows.

15. Click the Print button to Print out the Vehicle Booking Form.
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5.5 Vehicle Allocation

Used to allocate the vehicle for order that has been booked.
Where to find Vehicle Allocation?
& Jacerdo S5 Sygiem T ... I i3
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B Muhich Sulas Typa
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T o — ¢
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il e

Image 69: Shortcut to Vehicle Allocation
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Image 70: Vehicle Allocation

Entering Vehicle Allocation:

1. Find the shortcut and Main Screen of Vehicle Allocation will appear as shown in Image 70.

2. The Transaction number is auto generated but it is still amendable.

3. Click on the search button near booking number to load the vehicle data from Vehicle Booking.
4. Enter the Creditor Data.

# Creditor registration should be done before clicking the search for Creditor list in Vehicle
Allocation.

5. Enter the Chassis and Engine Number for that particular vehicle.

# Once this data is saved, ChassisNum and Engine Number will be appeared in Vehicle Booking for
this particular customer.

6. Click Save button to save the record.

7. Modify the information in the future if needed and click the Save button to save the changes.

8. Click the delete button to erase the record.

9. Click New button to refresh the window.
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5.6 Vehicle List

To Register the vehicle registration number

Where to find Vehicle List?

Image 71: Shortcut to Vehicle List

VEHCLE hDy _ _ COGT IFD CASTOMER HFD
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Image 72: Vehicle List

Entering Vehicle List:

1. Click on the search button next to Reg Number and look for the vehicle booked by the customer through
the chassis number.

2. Select the vehicle and data will be extracted to vehicle list.

3. Key in the Registration Number.

4. Click Save button to save the record.

5. Modify the information in the future if needed and click the Save button to save the changes.

6. Click the delete button to erase the record.

7. Click New button to refresh the windows.
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5.7 Cover Note

Once The Vehicle List is updated, return to Vehicle Booking form to update the cover note details.

1. Click on the TransNo and find for the customer. Data will be loaded.

| aanana]

2. Click on the button to generate the cover note.
3. Cover Note image will appear as shown below:

:
B i B W Y

Transaction Type Press F1to Find Transaction Press F3 to Find customer
@ Mew Sales ) Renewal Press F2to Find Vehicle
COVERNOTENO: VEHICLESALES: COMPANY:  INCENDO AFTER SALES
TRANSDATE:  18/06/2014 [E~ VEHICLEBOOK:  WVBDDD5
EXPIRED. CUSTOMER:
INSCO: - INSUREDNAME: aMDREW
REGNO: al2e ICNAME:

PREMIUM:

CAPACITY: 1798 REMARKS:

Image 73: Cover Note

4. Enter the CovernoteNumber.

5. Click on the calculate button to load the data for Premium, Commission and Payable.

6. Click Save button to save the record.

7. Modify the information in the future if needed and click the Save button to save the changes.
8. Click the delete button to erase the record.

9. Click New button to refresh the windows.
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5.8 Vehicle Purchase

Use to purchase the vehicle from the creditor. Follow the steps as stated below to save the Vehicle Purchase
Screen.

Where to find Vehicle Purchase?

S woindo s Sysiern | b . —r L
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Image 74: Shortcut to Vehicle Purchase
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AEE VEHELE. T - FURCHRSECEST-
MEIDEL: v [lasiiin | OFTERTYFE: - || AEGDATE ATCESSORIERITST
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-
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Image 75: Vehicle Purchase
Entering Vehicle Purchase:

1. Find out the shortcut and main screen will appear as shown in Image 75.
2. The TransNo is self generated but it is still amendable.
3. Load the data into Vehicle Purchase by clicking the search button near

vehicle:

4. Enter the Creditor and Customer details by clicking the search buttons next it.

5. Click on the total button, then the Total cost will appear.

6. Click Save button to save the record.

7. Modify the information in the future if needed and click the Save button to save the changes.
8. Click the delete button to erase the record.

9. Click New button to refresh the windows.
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5.9 Vehicle Sales

Use to keep information on sold vehicles to the customers.

Where to fi

nd Vehicle Sales?

Arcourk | Wehice | Wodobop  Cumtemar  Steck Todng AccPnabls Moo Asport Wwew  Ymdowa . Hilg
iy Fird tinhicie ‘w & & o e o B W W @ . !
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Yinhwche Ezek
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; ..I.! .-
Image 76: Shortcut to Vehicle Sales
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Image 77: Vehicle Sales
Entering Vehicle Sales:
1. Find out the shortcut and main screen will appear as shown in Image 77.
2. The TransNo is self generated but it is still amendable.
VEHICLEBOOKIMG:  vwvBIOMS
3. Load the data from 'search button.

4. Click Save button to save the record.
5. Modify the information in the future if needed and click the Save button to save the changes.

6. Click the

delete button to erase the record.

7. Click New button to refresh the windows.
8. Click on Print button to print out the Vehicle Sales Form.
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Reports is to view all the data which is been kept in the database. The Reports in ProSales can choose the

date range and also can sum up the totals for certain reports.

6.1 Account Receivable

All the reports can be viewed from Customer details till Sales Invoice Details.

List of reports available for Account Receivable are:

Customer Listing
Customer Ledger Listing
Customer Aging
Customer Statement

Daily Sales report

Daily Sales Summary
Monthly Sales Summary
Daily Collection Report
Sales Invoice Listing
Warranty Claim Listing
Warranty Claim by Item
Warranty Claim by Service
Outstanding Warranty Claim
Debit Note Listing
Receipt Listing

Credit Note Listing
Estimation Listing

Work Order Listing
Insurance Due Date
Service Tax Report

Profit Analysis By Invoice
Vehicle Service History

Where to find for reports?
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Image 78: Account Receivable Reports

6.2 Account Payable

All the reports can be viewed from Creditor details till Purchase Invoice Details.

List of reports available for Account Payable are:

Creditor Listing

Creditor Ledger Listing
Creditor Aging

Creditor Statement
Purchase Order Listing
Purchase Invoice Listing
Monthly Purchase Summary
Payment Listing

Credit Note Listing

Debit Note Listing

GRN Listing

Outstanding GRN Listing
Outstanding Purchase Order listing
Stock Input List

Where to find for reports?
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Image 79: Account Payable

6.3 Inventory

All the reports can be viewed from Stock details.
List of reports available for Stock are:

Stock Listing

Stock Balance Listing
Stock Movement
Stock In Listing
Stock Out Listing

Where to find for reports?

W onde difphen an T = " i
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Image 80: Inventory

6.4 Vehicle
All the reports can be viewed from Vehicle details.
List of reports available for Vehicle are:

Vehicle Allocation Listing
Vehicle Booking Listing
Vehicle Sales Report
Book Refund Listing
Cover Note Listing
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Vehicle Balance Report

Vehicle Sales Profit
Finance Outstanding Report
Sale Submission

Where to Find for reports?

E M & " alEH x = = B & & C .
S04 kumal | Cist At Ve CHOOM JSwd Win Rec | Cred P GR : b | Bak CarSaes Wiwd

Image 81: Vehicle
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1. Chart of Account
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\— Account properties

1.1 The chart of account window is the place to set up the account information and structure of the chart of

account.

1.2 The window is divided into 2 sections i.e. Chart of account tree and account properties.

1.3 Chart of account tree displays the structure of the chart of account while account properties display the account
information and properties of the individual account.

1.4 The maximum level of the chart of account is limited to 5 levels only. If you set up more that 5 levels of
account, these account will not be displayed in financial report sunch as balance sheet and profit and loss.



1.5 Understanding the account properties
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1.5.1 [a) Account code must be unique. It supports alpha numeric and maxmum length is 30 characters.
152 [p| Account Name

1.5.3 The parent account of the selected account. e.g. Staff Expenses group account for salary.

1.54  [q] Profit and Loss account or balance sheet account.

1.5.5  [¢ Credit/Debit attribute of the account. Note that if the account balance is having a credit figure

while the attribute is debit figure, financial statement will display negative figure and vice versa.

1.5.6 It indicates the control account of 'Debtor’,'Creditor' or 'Bank'. If the account is none of the above.
This properties should be blank. If you do not select 'Bank' attribute for bank account, you not be able to
select the account for bank reconcililation.

1.5.7 It inducates the account attribute is 'Current Earning' or 'Retained Earning'. If the attribute is
selected for the account, the system will display auto calculated current earning and retained earning in
the balance sheet. You should not select more than one account that carries the current earning as well as
retained earning. If the account attribute is none of the above. The field shall be left empty.

1.5.8 Lookup button to select the list of account entered in the system.

1.5.9 If the groupAcc value is checked, it indicates this account is a group account. Group account also
know as parent account. This account can carry child account.(refers to the chart of account, Fixed Assets
Account is a group account) Group account cannot be posted! The value of the account is derived from
the sum of its child account.

1.5.10 E] Lookup button to select group account. e.g. you would like to setup a Public Bank Account. You
would click the button to select current assets so that Public bank will fall under the child account of
current asset.

1.5.11 To clear the group account.

1.5.12 If you select print at bottom, it will affect the report presentation in the financial statement. e.g.
you would like the wording of 'Gross Profit' display under after the children account, you will select this

option.
Gross Profit

Revenue 6000

Revenue 6000 Cost of Sales 1000

Cost of Sales 1000 -

Gross Profit 5000

5000
Without Print at Bottom Print at Bottom

1.5.13 Print Chart of account



1.6 Setting up chart of account tips
1.6.1 WorkshopPro is preloaded with the full set of chart of account. Howerver, you may decide to modify it or delete all
items to reset it again.
1.6.2 Modifying an existing account
e.g. I would like to modify Account 1301-01A PETTY CASH IPOH to PETTY CASH

1720 Podeenery Dagesrsess

T
T | 1. Click on the account |
13000 G O Hare!
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I 3. Modified the information |
4. Click Save the information. You will see
the chart of account tree is modified.
1.6.3 Adding a new account
(b . cooe 3
\'-I'i_ (] GRgLR BTOLNT TYPE a. Click New )
R . Fill in all the attributes of the account
e.g. Code,Name,Typel,Type2,and etc
Bt Pk 4wt u e —E] c. Select Group Account
TRE Crest " d. Click Save to save the information
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1.6.4 Deleting an existing accounting
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Click Delete button to delete the account. Deletion is not allowed if system detects account is posted with
transactions.

Select the account from lookup button or click on the account tree to select the account.

1.6.5 If you are recharting the entire chart of account. It is advisable that you save all the parent
account first. Then, proceed with the child account. You may refer to the chart of account tree.



2. Financial Period Definition
Financial year is an accounting period that can start on any day of a calendar year but has twelve consecutive
months at the end of which account books are closed, profit or loss is computed, and financial reports are prepared
or filling. e.g. If one accounting period ends on December 31, the next must begin on January 1.
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Click Account > Financial Year |

p

FRONDATE. DITIA0IS =  TOOATE TS -

Click New to create new financial period.
Key in period. e.g. 2015

Select date.

Click Save to save to save the information.
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3. Entry Point
Entry Point is the default account posting for transactions. WorkshopPro automate posting of account transactions. In order
to do so, user needs to define the account to be posted for each transactions. Thus, entry point is the place to do such setting.

Click Account > Entry Point |
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3.1.10) Cash Sales Part — Posting for sales of part account for service invoice where sales type is 'Invoice’'
3.1.2 Cash Sales Labour — Posting for sales of Service account

3.13 Rounding — Posting for rounding for Sales account
3.1.4[4) Other Charges — Posting for rounding for Sales account
3.1.504) Credit Sales Part — Posting for sales of part account

3.1.6 Credit Sales Labour — Posting for sales of service account
3.1.7 Internal Sales — Posting for sales of part account

3.1.8 Internal Sales Labour — Posting for sales of service account
3.1.9](3 Sales Return — Posting for return inwards account

3.1.10 |  Transport Charge — Posting for transport charges account

3.1.11 Warranty Part — Posting for sales of part account for warranty claim
3.1.12 (]  Warranty Labour — Posting for sales of services for warranty claim
3.1.13 [m) Purchase — Posting for purchase account

3.1.14 Purchase Labour — Posting for purchase account

3.1.15 Internal Purchase — Posting for purchase account

3.1.16 Purchase Return — Posting for return outward account

3.1.17 Purchase Rounding — Posting for purchase rounding account
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3.2.1 &) Stock in Hand (B/S) — Posting for stock on hand account

322 Opening Stock — Posting for opening stock account

323 Closing Stock — Posting for closing stock account

324 Stock Loss/Damage — Posting for stock damage & loss account

3.2.5 Vehicle Stock (B/S) — Posting for vehicle stock account

3.2.6 Vehicle Opening Stock — Posting for vehicle sales opening stock account
3.2.7 (o Vehicle Closing Stock — Posting for vehicle sales closing stock account
3.2.8 Vehicle Purchase — Posting for purchase of vehicle account

3.2.9 0 Import Duty — Posting for purchase of vehicle account

3.2.10 j  Excise Duty — Posting for purchase of vehicle account

3.2.11 Sales Tax — Posting for purchase of vehicle account

3.2.12 ]  Purchase Accessories — Posting for purchase of vehicle account
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3.3.1 [a) Discount Allowed — Posting for discount allowed account
332 Discount Received — Posting for discount received account
333 Debtor — Posting for trade debtor account

3.34 Creditor — Posting for trade creditor account

335 Customer CN — Posting for discount allowed account

3.3.6 Customer DN — Posting for sales of part account

337 (o Creditor CN — Posting for discount received account

3.3.8 Creditor DN — Posting for purchase account

339 [ Sales Tax — Posting for sales tax account

3.3.10 i  Deposit — Posting for deposit account

3.3.11 Bank Charges — Posting for bank charges account
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341 G Booking Deposit — Posting for deposit received account
342 Vehicle Sales — Posting for sales of vehicle account
343 Excise Duty — Posting for sales of vehicle account
344 Sales Tax — Posting for sales tax account
3.4.5 [o) Handling — Posting for sales of inspection and others account
3.4.6 Inspection — Posting for sales of inspection and others account
347 (o RegFee — Posting for sales of inspection and others account
3.4.8 HPClaim — Posting for sales of inspection and others account
349 [  No Plate - Posting for sales of inspection and others account
3.4.10 [ Road Tax — Posting for sales of road tax account
34.11 Accessories — Posting for sales of accessories account
3.4.12 ) Delivery Charges — Posting for sales of handling account
3.4.13 Admin Fee — Posting for sales of handling account
3.4.14 () Misc — Posting for sales of handling account
3.4.15 Signwriting — Posting for sales of handling account
3.4.16 DPPA — Posting for sales of handling account
3.4.17 [ Debtor Finance — Posting for sales of handling account
3.4.18 Debtor Car Sales — Posting for sales of handling account
3.4.19 Insurance Sales — Posting for insurance premium collected account
3.4.20 Insurance Purchase — Posting for purchase of insurance account
3.421 [ Discount — Posting for sales of vehicle account
3.4.22 Cancellation Charge — Posting for cancellation charge account



4. General Payment

General Payment is used to handle daily cash payout transactions/payroll not involving debtor account. It is normally
used for miscellaneous payment expenses. (Please refer to payment and receipts for transaction involving daily
account)
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How do I enter General Payment?

—_

Go to Account, click General Payment

Transaction No. is self-generated but amendable. System will follow the current date but it is amendable.

Enter Pay To in the appropriate box and select the payment mode. Enter the cheque No/ Credit Card Number or
Reference.

Go to the detail section and enter the No., Reference and Description, amount, select input Taxcode etc.

Key in the amount and right click on the account column to select the account from the pop out windows.
Right click on “Account”, double click to select the account.

Continue adding the next line.

Click “SAVE” to save the record.

To delete the record, click “DELETE” to erase the record.
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5. General Receipt
General Receipt are used to handle daily cash transaction which does not involve debtor or creditor account.
(Please refer to payment and receipts for transaction involving daily account)
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How do I enter General Receipts?

1.  Go to Account click General Receipts

2. Transaction No. is self-generated but amendable. System will follow the current date is still amendable.

3. Enter Pay From in the appropriate box and select the Payment mode. Enter the Cheque No/ Credit Card Number or
Reference.

Go to the detail section. Enter the No., Reference and Description.

Key in the amount and right click on the account column to select the account from the pop out windows.

Double click to select the account.

Continue adding the next line.

Click “ SAVE” to save the record.

To delete the record, click “DELETE” to erase the record.
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6. Journal Entry
Journal Entry is used for journal adjustment. To enter the journal entry, simply follow the steps below to enter a transaction.
You may also enter the account opening balance in the journal entry.
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How do I enter the journal entry?

Journal entry is self-generated but amendable.

Date will follow the current date but it is amendable.

You may enter the description, and select the authorized by. Enter remarks column if necessary.
On the details section, enter the number on the first column, then right click the Account Code column to select the
account code.

Right click on the account column and selection box will appear,

Double click to select the account.

Move your cursor to Reference to key in reference information.

Enter the amount on either Debit or Credit side.

Continue adding the next line.

Click “SAVE” to save the record.

To delete the record, click “DELETE” to erase the record.
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7. Stock Balance

Enter the stock balance to reflect the closing stock value of the company. Follow the simple steps as below:

How do I define the stock balance?

1. Click on Account and select Stock Balance.
2. The following window will appear:

1. Enter the Period and the Month
2. Enter closing stock value for each month.
3. Click “SAVE” to save the entry.

Tips! You may print out stock balance listing report to find out the stock balance for each month



8. Open Bank Recon & Bank Reconciliation
As the term express, the bank reconciliation window is used to reconcile the book balance against the actual bank
balance. This procedure enables you to view the actual financial standing of the company.
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How do I do Bank Reconciliation?

Click Account, select Bank Reconciliation.
Click on “Bank™ to select the bank which you would like to reconcile.
3. Select Record Range date, click “Show Unpresented Record”, a list of cheques not deposited and cleared will be

shown. Simply check against the cheques which have been cleared and tick “Status” button to confirm the status.
4. You may click “Print” to print a Bank Reconciliation Report.
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