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Account Receivable

Account Receivable manages payments and income from customers. Main

functionalities can be divided into 2 core functions which are invoicing and receipting.

User can generate invoice through invoicing function. By determine the account code to
be used; user will make setup for each revenue group. Major customer in UPSI can be
defined as Student, Vendor and also Staff. Invoice will be generated and send to every
customer for them to pay.

Receipting function allows user to record all type of payment. Any payment will be link to
their invoice if exists. Receipting function also will set off customer invoice to ensure

system display the right balance from customer ledger.

After end of each day, user will do collection balancing by producing related reports.

Screens available for Account Receivable are listed as followed:
1. WRFO001 - Customer Invoice Entry
WRFO003 - Invoice Approval
WRF107 - Invoice Cancellation
WRFO035 - Cafeteria Invoice
WRFO067 - Cafeteria Main
WRF002 - Customer Receipt Entry
WRF111 - Receipt Cancellation
WRF006 - Receipt Approval
WRF033 - Receipt Listing
10. WRROO1F - AR Reports
11. WRRO18F - AR Reports (Acct)

© © N o g pr W DN
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To access Account Receivable menu, user needs to login to the system:

QUIMS

UPSI INTEGRATED MANAGEMENT SYSTEM

Username : |

Password : |

Login

Figure 1-1: MyFIS Login Screen

Enter Username and Password and click on Login button. System will display
MyFIS

Main Menu as displayed in Figure 1-2.

||Ei\e Setup Budgeting Purchasing AcctPayable Assetinventory Mgt Acct Receivable Store Management General Ledger Cashtanagement Loan Mot Pavroll EIS Audit \/jindo\l

Figure 1-2: MyFIS Main Menu
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Select Account Receivable to access Invoice sub menu as displayed in Figure 1-3.

e mnEl e Store Management General Ledger Cash Management Ld
Setup Screen L4
L nvoice Entry
i »

Credit Note ' Generate Student Invoice by Batch

Generate Student Offence Invoice
Cafeteria Invoices * Invoice Approval / Cancellation »
Receipt 3

Figure 1-3: Invoice Sub Menu

Select Account Receivable to access Cafeteria Invoice sub menu as displayed in
Figure 1-4.

L Ee 0 EN S Store Management General Ledger Cash Management

Setup Screen k
Invoice r
Credit Mote ¥

Cafeteria Invoices Cafeteria Recurring Invoices Setup

, Cafeteria Main

Figure 1-4: Cafeteria Invoice Sub Menu

Feceipt
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Select Account Receivable to access Receipt sub menu as displayed in Figure 1-5.

Setup Screen
Invoice
Credit Mote

Cafeteria Invoices

Sponsorship
BIMB / BEM

Eefund Online

e =ELENEL S Store Management General Ledger Cash Management Loan Mgt Payroll EIS  Audit Wi

]

]

]

3

Receipt Entry

o Register Bank In Slip / Unblock Student

Receipt Approval { Cancellation Receipt Approval

* Update Mode of Payment

Receipt Cancellation

3

Receipt BIMB Cancellation

Figure 1-5: Receipt Sub Menu
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Select Account Receivable to access Others Collection sub menu as displayed in

Figure 1-6.

Acct Receivahle

I Setup Screen

Invoice

Credit Mote
Cafeteria Invaic
Receipt
Sponsorship
EIME / BSM

Refund Cnline

Barring Info

Returned Cheng

Query

Mew Student Invoice 4

Student Bank Account Mo 4

Account Receivable Repors »

Store Management General Ledger Cash Management Loan Mot
» [

[

es 4

3
P :

5 Collaction Collection Center Setup
Manual Receipt Maintenance
Generate Receipt

Zollection Cancellation
Cuollection Batch Cancellation

Department Functions Collection Entry
ue ¥ Others Collection Report Collection Batch

¥ Collection Approval

Figure 1-6: Others Collection Sub Menu
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Select Account Receivable to access Returned Cheque sub menu as displayed in

Figure 1-7.

e EEWETElEN Stare Management General Ledger Cash Management Loan Mat F

Setup Screen
|mvoice

Mewy Student Invoice 4
Credit Mote
Cafeteria Invaices L4
Receipt
Sponsorship
BIME [ BSM
Eefund Online
Others Collection L4
Fines
Barring Info

Student Bank Account Mo 4

Eeturned Chegue Returned Chegue

Guery
Account Receivahle Reports  »

. Returned Cheque Approval § Cancellation

Figure 1-7: Returned Cheque Sub Menu
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Select Account Receivable to access Account Receivable Reports sub menu as
displayed in Figure 1-8.

I Setup Screen
Ihwoice

Mew Student Invoice
Credit Mote
Cafeteria Invoices
Receipt
Sponsarship
EIME F ESH

Refund Online
Others Collection
Fines

Barring Info
Student Bank Account Mo
Returned Chegue

Query

Account Receivable Reports

RN EEETTELEN Store Management General Ledger Cash Management

m

AR Repors

Student Debtars

AR Reports - Letterfhemo
Reports by Listing

Student Statistic

AR Repors (Acct)

AR Reports (Student Account)

Figure 1-8: Account Receivable Reports Sub Menu




NDIDIKAN TERIMAAN

SILJNIVERS'TI MANUAL PENGGUNA AKAUN Muka surat :11/47
E

ULTAN |DR(S n
,,ﬁ;u,h,;&,“[fg). (ACCOUNT RECEIVABLE) Tarikh : 8 JANUARI 2016

SULTAN IDRIS EDUCATION UNIVERSITY

UPSI(ISO)/BEN/P07/MP02 Pindaan :00

Creating Invoice Entry

Invoice is a commercial document issued to customer indicating the products or services
and the agreed price. By using the Invoice Entry screen, user can do the invoice entry
and generate invoice report. This screen can be accessed by selecting Acc Receivable

>> Invoice >> Invoice Entry from the main menu.

TAWRFOD1 - Customer Invoice Entry
User: SARA Date : 20-11-2015 10:59
Invoice Header
Invaice Mo [BL150100100 Cust. Type | ~ Iriv. Type: JivoIcE x| Session | |
Customer I* | 75 J |LEMBAGA ZAKAT SELANGOR: (MAIS) Cur Ref
Inveice DEsC [TUNTUTAN TUNGGAKAN YURAN PENGAJAN BAGI PELAJAR TAJAAN LIS SES| 201212013 “our Ref
DAN SES| 201412015, Date 20012015
Terms |Si|a Biayar Dalam Tempoh 30 Hari Dari Tarikh Inbois Total At $2,430.00
Accourt Code 121105 Pre Set? J Govt Tas $0.00
Cost Ctr [102011 J |KEVWANGAN - PEJABAT AM Hett At $2,430.00
Enter By 101433 IMubt Shaaranie bin Abd Ghari Status |4PPROVE
Aprove By 262 IMuhammad Mizam kin Aol Hamid Approve Date [21.01.2015
Cancel By | [ Cancel Date
Invoice Details
Seq  Cetr**  Acct Code* Wottt  Project Code** Description Gty Unit Price TaxCode  Tax Amt Total Amt Rev. Code lzsue To
[ [ 1ooomt | 1zeem oo [romruan TonGeaken <] 1| §729.00 [ 50.00[ $729.00] [ | E
[YURAK PENGAJIAN -
[2 | o201t | 128201 | oo || [[TLMTUT AN YUR AN = | 1] $991.00 [ $0.00] 5a31.00] [ | |
ENGAJAN PELAJAR -
TUNTUTAN YURAN =
[3 ] o201 | 128201 oo || leencasanpe mr  w]— 1l $710.00] [ sondf 5710.00] | L.
a
L] | [ | = 1 | | I [~
Print | Invoice (A4) | Invoice (A4) (GST) | Cover Letter |

Figure 1-WRF001-1: Customer Invoice Entry

To begin, place cursor on Invoice No frame and click on Insert Record E button. Fill

in Invoice Header field. Then, click on Save @ button.The fields are explained, as

followed:
Field Name Description Required
Invoice No Invoice number is auto generated by

system
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Cust. Type Customer’s type can be selected from
dropdown list

Invoice Type Invoice type

Session Session year

Customer ID Customer ID can be selected from list of
value displayed when user click on LOV
button. List of value displayed is filtered by
the previously selected Customer Type

Invoice Desc Invoice’s description

Terms Invoice's terms

Account Code

Debit account code

Cost Ctr Cost centre issuing the invoice can be
selected from list of value displayed when
user click on LOV button.

Total Amt Total invoice amount. This value is auto
generated by system

Govt Tax Govenment tax

Nett Amt Net amount. This value is auto generated
by system

Status Invoice’s status

Our Ref Our Reference Number

Your Ref Customer Reference Number

Approve By Staff's name that approving invoice

Approve Date

Date invoice is approved

Cancel By Staff's name that cancelling invoice
Cancel Date Date invoice is cancelled

Enter By Username of staff creating the invoice
Seq Sequence number

Cctr

Cost center
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Acct Code Credit Account Code can be selected

from account info pop-up displayed when

user click on F9 button.
Project Code Project code can be selected from project

listing pop-up displayed when user click on

F9 button.
Description Invoice detail’s description
Qty Item’s quantity
Unit Price [tem’s unit price in RM
Total Amt Total amount is auto summed up by system
Next, fill in Invoice Details field, then click «!ﬁ Save button. The fields are

explained, as followed:

User can update invoice with Status = ENTRY. Select any desired info and make the

desired change. Then, click on Save @ button.

To query Invoice Entry setup info, place cursor on Invoice No frame and click on Enter

=

Query button. Then, click on Execute Query button. Use Next Record E

button or Previous Record E button to browse trough all available records.
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Generating Invoice

This screen can be accessed by selecting Acc Receivable >> Invoice >> Invoice Entry

from the main menu.

Query for the desired invoice and click on Print button.
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Approving Invoice

Supervisor needs to verify and approve invoice before invoice can be posted to General

Ledger. This screen can be accessed by selecting Acc Receivable >> Invoice >>

Invoice Approval / Cancellation >> Invoice Approval from the main menu.

{5 WRF003 - Invaice Approval
User: FIN_ADMIN Date: 11-09-2014 11:34
Invoice Listing

Date Invoice o Invoice Type Cust D Cust Name Enter By Type Desc Status Nett Amt Select?
=
=
=
~
=
=
=
~
~
=
=
~
~
=
=

Count :ICI Total Amt :I:I
Transaction Date l:l
Unselect All | Select All | Edit Detail | Approve | Update TKP |

Figure 1-WRF003-1: Invoice Approval

To query Invoice Listing info, place cursor on Invoice No frame and click on Enter

Query button. Then, click on Execute Query button. System will display

verified invoice listing for the selected parameter. The fields are explained, as followed:
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Field Name Description Required
Date Date invoice is created
Invoice No Invoice’s number
Invoice Type Invoice type
Cust ID Customer ID i.e. Vendor ID, Staff ID,
Student ID etc.
Cust Name Customer’s name
Enter By Username of staff doing invoice entry
Desc Invoice’s description
Status Invoice status
Nett Amt Nett invoice’s amount
Select? Check checkbox to select invoice

To view invoice details, place cursor on the desired invoice and click on Detail button.

System will navigate to “WRF106 — Customer Invoice Entry” screen. Click on EXxit

button to return to previous screen.

To approve invoice, click on Select All button to select all invoices or check checkbox

manually to select the desired invoice. Then, click on Approve button.
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Cancelling Invoice

User can cancel invoice if needed i.e. when user created invoice with wrong amount or
wrong account code. This screen can be accessed by selecting Acc Receivable >>

Invoice >> Invoice Approval / Cancellation >> Invoice Cancellation from the main

menu.

Action Edit Query Block Record Field Help Window

GO P DD DR 44 b HA@] ?

$HWRF107 - Invoice Cancellation

User: FIN_ADMIN Date : 11-09-2014 11:45

Invoice Listing
Date Invoice No  Invoice Type CustID Cust Name Enter By Type Desc Status Hett Amt  Select?
[ -]
=
~
=
~
=
=
~
=
=
~
=
~
=
-]
Cancel Reason
Tranzaction Date
Unselect All | Select All | Cancel |

Figure 1-WRF107-1: Invoice Cancellation
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The fields are explained, as followed:
Field Name Description Required
Date Date invoice is created
Invoice No Invoice’s number
Invoice Type Invoice type
Cust ID Customer ID i.e. Vendor ID, Staff ID,
Student ID etc.

Cust Name Customer’s name
Enter By Username of staff doing invoice entry
Desc Invoice’s description
Status Invoice status
Nett Amt Nett invoice’s amount
Select? Check checkbox to select invoice

Cancel Reason

Cancel’s reason

Transaction Date

Transaction date

To cancel invoice, click on Select All button to select all invoices or check checkbox

manually to select the desired invoice. Enter Cancel Reason frame, then, click on

Cancel button.
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Creating Cafeteria Invoice Entry

User can setup cafeteria recurring invoice. By specifying start date, iteration number and
start bill date, system will check and generate the invoice monthly. This screen can be
accessed by selecting Acc Receivable >> Cafeteria Invoices >> Cafeteria Recurring
Invoices Setup from the main menu

Action Edit Query Block Record Field Help Window
GS P DD R E «Cr » | HEHAR|?
@WRFUBS - Cafeteria Recurring Invoice Entry

User: FIN_ADMIN

Date : 11-09-2014 15:36
Cafeteria Recurring Invoice Setup

Cafeteria Code ’7 Contact Person |
Cafeteria Name |
Start Date ’7 tteration l—
Amount Charged Per Month [ EndDate [
VendorCode [ ContactMe [
Vendor Name |
AccountCode [ CostCenter [
Remarks
Cafeteria Detail
Cafe Code Seq No Detail Desc GL Account Code  Project Code * Qty Unit Price Gross Amt Total Amt

T

Activate Recurring Invoice |

Figure 1-WRF035-1: Cafeteria Invoice
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Fill in Cafeteria Recurring Invoice Setup field. The fields are explained, as followed:

Field Name

Description

Required

Cafeteria Code

Cafeteria code

Contact Person

Cafeteria’s contact person

Cafeteria Name

Cafeteria’s name

Start Date

Invoice’s start date

Iteration

Number of invoice’s iteration

Amount Charged Per
Month

Invoice’s charged amount

End Date Invoice’s end date

Vendor Code Vendor can be selected from list of value
displayed when user click on F9 button.

Contact No Cafeteria’s contact number

Vendor Name

Vendor's name

Account Code

Account code

Cost Center

Cost center

Remarks

Remarks
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Next, fill in Cafeteria Details field, then click on @ Save button. The fields are

explained, as followed:

Field Name Description Required

Cafe Code Cafeteria code

Seq No Sequence number

Detail Desc Invoice detail’s description

GL Account Code GL Account Code can be
selected from account info pop-up
displayed when user click on F9
button. D

Project Code Project code can be selected from project
listing pop-up displayed when user click on
F9 button.

Qty Item’s quantity

Unit Price Item’s unit price

Gross Amt Gross amount

Total Amt Total amount

Click on Activate Recurring Invoice to generate invoice for current month.

User can update cafeteria’s recurring invoice. Select any desired info and make the

desired change. Then, click on Save @ button.

To query Cafeteria Invoice info, place cursor on Cafeteria Code frame and click on
Enter Query utton. Enter Cafeteria Code, then, click on Execute Query
button. Use Next Record button or Previous Record 4 button to browse trough

all available records.
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Viewing Cafeteria Invoice Info & Generating Reports

User view café listing and generating reports and reminder letter using Cafeteria Main

screen. This screen can be accessed by selecting Acc Receivable >> Cafeteria

Invoices >> Cafeteria Main from the main menu.

Action Edit Query Block
GS B[ kD
User: FIN_ADMIN

Cafeteria Main

Cafeteria Code

Record Field Help Window
D R« 4> | HE S| ?

(B WRF067 - Cafeteria Main

Cafeteria Name Start Date End Date Activate Dt Amt Permth Enter By Staff Name Enter Date  Select?

Date: 11.09-2014 15:57

Summary Report |

Detail Report | Reminder Letter | Reminder Letter for All Approve | Cancel Cafe Invoice Detail

Cafe Invoice Approval

Select Month*

Approve | Cancel Cafe Invoice | Print Report |

Figure 1-WRF067-1: Cafeteria Main

The fields are explained, as followed:

Field Name

Description

Required

Cafeteria Code

Cafeteria code

Cafeteria Name Cafeteria name

Start Date Invoice start date

End Date Invoice end date

Amt Permth Invoice’s monthly amount

Enter By & Staff Name

Username of staff creating the invoice

Enter Date

Invoice’s created date
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To view details, place cursor on the desired café, and click on Detail button. System will
navigate to “WRF035 — Recuring Invoice Entry” screen. Click on Exit button to

return to previous screen.

To generate summary report, click on Summary Report button to generate report in PDF

format.

To generate detail report, check checkbox to select the desired café. Click on Detail
Report button to generate report in PDF format.

To generate reminder letter, check checkbox to select the desired café. Click on

Reminder Letter button to generate report in PDF format.

To generate reminder letter for all, click on Reminder Letter for All button. System will

generate report in PDF format.
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Generating Invoice Receipt

Receipt is a written acknowledgement that a specified sum of money has been received.
This screen can be accessed by selecting Acc Receivable >> Receipt >> Receipt

Entry from the main menu.

Action Edit Query Block Recaord Field Help Window
NN RFE 4 b HH S| ?

002 - Custorner Receipt Entry

User: SARA Date : 20-11-2015 11:10
Receipt Header
Receigt Mo Type [Student B Bank Code® | | |
Customer D | | [
Payment Type | | Status [ENTRY Enter Date [20-11-2015
Descrigtion | Gross Amt $0.00
Address Digcount $0.00
Total $0.00

Vousher o _ pelarason?_ |

Receipt Details

Inwaice ho Seq  Project™  Cers At Dasart Description cy Unit Price Gross At Discount TeCd  Tax Amt Total Amt

\ [ | [ 1 | I 1 I =
Discount Officer “oucher Nul |

\ I I L1 1 | I [ I |
Discount Officer “oucher No| |

\ [ I L1 L1 | I 1 I |
Discourt Officer “oucher No| |

\ | | L1 1 | I 1 I |
Discount Officer “oucher Nul |

\ I I L1 1 | I [ I ||
Discount Officer “oucher Mo R

Receipt Amount |

Get Woucher Info Mode of P ent
Update Amount Seq  Document Mo £ Bankdesf Mo Do Type Bank Eank Slip Mo Total At
Get Customer Invoice |
Save Receipt |
Print Receipt Payment Amourt

Ll |

Figure 1-WRF002-1: Customer Receipt Entry
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To begin, fill in Receipt Header field. The fields are explained, as followed:

Field Name Description Required
Receipt No Receipt number is auto generated by

System
Type Customer’s type can be selected from Y

dropdown list

Bank Code Bank code can be selected from list of

value when user click on F9 button.

Payment Type Payment type can be selected from dropdown
list
Customer ID Customer ID can be selected from list of

button. List of value displayed is filtered by
the previously selected Customer Type

Description Receipt description
Address Customer's address
Status Receipt's status
Enter Date Receipt entry date
Gross Amt Gross amount
Discount Discount

Total Receipt's total amount

Voucher No Voucher's number
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Click on Get Customer Invoices button to view invoice details in Receipt Details field.

The fields are explained, as followed:

Field Name Description Required
Invoice No Invoice number

Seq Sequence number

Project Project code

Cctr Cost center

Acct Account code

Dasar Dasar

Description Invoice's description

Qty Item's quantity

Unit Price [tem’s unit price in RM

Gross Amt Gross amount

Discount Discount

Total Amt Total amount is auto summed up by system

To print receipt, click on Print Receipt button.
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Cancelling Receipt Entry

This screen can be accessed by selecting Acc Receivable >> Receipt >> Receipt

Approval / Cancellation >> Receipt Cancellation from the main menu.

{EWRF111 - Receipt Cancellation
User: FIN_ADMIN
Receipt Listing
Receipt No BankSlip No Date

Cust IO Cust Name

Date : 11-09-2014 16:46

Approve Batch Cancel Batch Type

Gross Amt

Total Amt

Cancel Reason|

Unselect All | Select All | Details | Cancel |

Status Select?

| | { | . . {

Figure 1-WRF111-1: Receipt Cancellation

System will display the receipt information. The fields are explained, as followed:

Field Name Description Required
Receipt No Receipt number

Bank Slip No Bank slip's number

Date Receipt's date created
Cust ID Customer ID i.e. Vendor ID
Cust Name Customer’s name

Type Receipt's type

Gross Amt Receipt's gross amount
Total Amt Receipt’s total amount
Status Receipt's status

Cancel Reason Cancel reason

To view receipt detail, click on Detail button. System will navigate to “WRF005 -

Receipt Query” screen. Click on Exit button to return to previous screen.




é,’NlVERSITI MANUAL PENGGUNA AKAUN Muka surat :28/47
U

ENDIDIKAN TERIMAAN
LTAN |DR(S "
f’f‘;u’fffﬁf\[ﬁ?f" (ACCOUNT RECEIVABLE) Tarikh : 8 JANUARI 2016
UPSI(ISO)/BEN/P07/MP02 Pindaan :00

Approving Receipt

This screen can be accessed by selecting Acc Receivable >> Receipt >> Receipt

Approval / Cancellation >> Receipt Approval from the main menu.
Action Edit Query Block Record Field Help Window

&S P DN | R E A Cr P EE ?

% WRFDOE - Receipt Approval

User: FIN_ADMIN Date : 11-09-2014 16:50

Receipt Listing
Receipt No BankSlip No Date Cust ID Cust Name Approve Batch Cancel Batch Type Gross Amt Total Amt St Select?

{0 | (o

Credit Report | Unselect All Select All Details Approve TotalAmeunt:| |

Figure 1-WRF006-1: Receipt Approval

System will display the queried receipt information. The fields are explained, as

followed:
Field Name Description Required
Receipt No Receipt number
Bank Slip No Bank slip's number
Date Receipt's date created
Cust ID Customer ID i.e. Vendor ID
Cust Name Customer’s name
Type Receipt's type
Gross Amt Receipt's gross amount
Total Amt Receipt’s total amount
Sts Receipt's status

To view receipt detail, click on Detl button. System will navigate to “WRF320 — Receipt

Query” screen. Click on Exit button to return to previous screen.




MANUAL PENGGUNA AKAUN Muka surat :29/47

TERIMAAN

NIVERSITI
ENDIDIKAN

ULTAN |DRJS
o Mk GRS i

Tarikh : 8 JANUARI 2016

(ACCOUNT RECEIVABLE)

SULTAN IDRIS

UPSI(ISO)/BEN/P07/MP02 Pindaan :00

Query Receipt Listing

This screen can be accessed by selecting Acc Receivable >> Query >> Receipt

Query from the main menu.

Action Edit Query Block Record Field Help Window
GO P DD BE 4 PP <eg 7
’ FO
User : SARA Date : 20-11-2015 11:14
Receipt Listing Query
Receipt Mo Drate Cust ID Cust Marme Receipt Desc Cost Cir Total Amt Status Project Code
3 30-01-2015  |[060111 HOLES KEDIARAN HAR| TERIMAAR PEMEAY ARAN COLLE] 060111 $290.00( APPROYE -
FT150100265 30-01-2015  [|MOO013532 |ETIGA TAKAFUL BERH{Received payment for Refund to C{|102011 §14,891 61| APPROYE :‘
FT150100264 30-01-2015  ||WO0S17 Murul Anuar bin Jamazs|Terimaan pembayaran baki pelarag|103012 F204 75| APPROVE
RT1S0M00263  |(30-01-2015 SITIHAWE MAHADD ([ Terimaan pembayaran Sumbangan (026001 $1,500.00(&PPROYE  (026001-15-002
FT150100262 30-01-2015 DF. FEIROZ ABDUL KU Terimaan pembayaran Sumbangan| 026001 $10,000.00(APPROYE  (026001-15-002
FT150100261 30-01-2015  [|WMOO021774 |URNMNERSITI TUN HUSSE| Terimaan pembayaran Yuran Peny] (022003 $:500.00( APPROYE  (022003-12-001
FT150100260 30-01-2015  [|WMO0022812 |UNNERSITI SULTAM Z8 Terimaan pembayaran Yuran Kurs||[022020 $1,050.00(APPROYE  (022020-03-001
RT150100259  |(29-01-2015  ||WNOOO24929 [KOUPS| BERHAD (MUZ(Terimasn pembayaran sewa kafet 102011 $920.00( APPROYE
RT150100255 29-01-2015  ||MOOO0S625 |Koperasi (Student Loun| Terimaan pembayaran bil air dan el 102011 F700.00(APPROYWE
RT150100257 29-01-2015  |[022025 AHALN AMANAH PUSATERIMAAR PEMEAY ARAN COLLE 022025 §12.00|APPROYE  |022025-10-001
FT150100256 29-01-2015  ||VMODO0G545 |KOPERAS] UPSI BERHA| Terimaan pembayaran Sewa Kiosk|102011 $400.00( APPROYE
RT150100255 29-01-2015  |[P20092001349|Cecil Hitrimartin Terimaan pembayaran Yuran Peme 105101 $1,500.00( APPROYE
RT150100254 29-01-2015  ||KO0153 tdohamad Majib bin Mok Terimaan pembayaran Sumbangan 026001 $600.00(APPROYE  ||026001-15-002
RT150100253  |[28-01-2015 PERSATUAN KAKIT AN Terimaan pembayaran Sumbangan (026001 $15,000.00|(APPROYE  |[026001-15-002
RT150100252 29-01-2015  [|K01281 Murun Maziah hinti Abdy Terimaan pembayaran baki pelarag 103015 445 00(APPROYWE -
. . . Tatal [266 I 1 ,668,539.10]
Print Receipt | Details |

Figure 1-WRF033-1: Receipt Listing

System will display the receipt information.

To generate receipt, click on Print Receipt button.

To view receipt detail, click on Detail button. System will navigate to “WRF005 -

Receipt Query” screen.

Click on Exit

button to return to previous screen.
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AR Reports

This screen is to generate report by listing and it can be accessed by selecting Acc

Receivable >> Account Receivable Reports >> AR Reports from the main menu.

Action Edit Query Elock Record Field Help YWindow
GO B 00 BB E 44 »|HAB T
nete e

1 Refund by Spon... | Pecahan Yuran 1 Bank Slip ] Turtutan Yuran | Studert Account

Report ID | j
MOP |ALL ~
Entered By* | ‘
Date from (dd-mm-yyy)
Date to (dd-mm-yy)
Run Report Exit

Figure 1- WRROO1F-1: AR Reports — Daily Collection Tab

Click on Daily Collection tab to generate Daily Collection report.

Fill in the provided fields. The fields are explained as followed:

Field Name Description Required
Program Program can be chose from the LOV button Y
Intake Semester Intake semester Y
Semester Semester Y
Intake Category Intake category Y
Start Date Report start date Y
End Date Report end date Y
Sponsor Sponsor can be chose from the list of value Y

Click on Summary Report button to generate report in PDF format.
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Click on Detail Report button to generate report in PDF format.

Action Edit Query Block Record Field Help Window

&S B D G« b EEE| 7
VEWRROD1F-P:
Daity Collection

ter Form for Account Receivable

QI Invoice Listing (P... l Receipt Listingl Student Payment... l Refund Payment ... | Refund by Spon... | Pecahan Yuranl Bank Slip ]

Program| || | ‘

Semesterl:| J
Date from I:l (dd-mm-yyyy)
Status A

Detail ‘ Summary ‘ Exit

Figure 1- WRRO01F-2: AR Reports — Invoice Listing Tab

Click on Invoice Listing tab to generate Invoice Listing report.

Fill in the provided fields. The fields are explained as followed:

Field Name Description Required
Program Program can be chose from the LOV button Y
Year Year Y
Semester Semester can be chose from the LOV button Y
Date from Report’s start date Y
Date to Report’s end date Y
Status Report’s status Y

Click on Detail button to generate report in PDF format.
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Click on Summary button to generate report in PDF format.

Action Edit Query Block Record Field Help Window

&S Pl DD B E 44> P Eel ?
{5 WRROO1F-Parameter Form ceivable

Daity CUH&C‘HUH] Invoice Listing

3 l Receipt Listing ] Student Payment.. ] Refund Payment .. Refund by Spon... | Pecahan Yuran 1 Bank Slip ] Tuntutan Yuran | Student Account

Cancel By | | ||
Posted By | I ||
Datefrom || (admmayy)
Date To |:| (dd-mm-yyyy)

Run Report Exit

Figure 1- WRRO01F-3: AR Reports — Invoice Listing (Post to GL) Tab

Click on Invoice Listing (Post to GL) tab to generate Invoice Listing (Post to GL) report.

Fill in the provided fields. The fields are explained as followed:

Field Name Description Required
Cancel By Username of staff cancelling the entry Y
Posted By Username of staff posting the entry Y
Date from Report’s start date Y
Date to Report’s end date Y

Click on Run Report button to generate report in PDF format.
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Action Edit Query Block Record Field Help Window

G P DD  DRE « C>r b R ?
@WRR‘JU'I F-Parameter Form for Account Receivabl
Daiby Cullecﬁunl Invoice Listing] Invoice Listing (P... R

Status -

Run Report ‘ Exit ‘

Figure 1- WRR0OO0O1F-4: AR Reports — Receipt Listing Tab

Click on Receipt Listing tab to generate Receipt Listing report.

Fill in the provided fields. The fields are explained as followed:

Field Name Description Required
Date from Report’s start date Y
Date to Report’s end date Y
Status Report's status Y

Click on Run Report button to generate report in PDF format.
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Action Edit Query Block Record Field Help Window

GO | €00 R E 4« a» b AF@?
@WRR{JO‘I F-Parameter Form for Account Receivable

Refund Payment ... | Refund by Spon... | Pecahan Yuran] Bank Slip l Tuntutan “uran

Course Code| ||

Run Report Exit

Figure 1- WRROO01F-5: AR Reports — Student Payment Structure Tab

Click on Student Payment Structure tab to generate Student Payment Structure report.

Fill in the provided fields. The fields are explained as followed:

Field Name Description Required

Course Code Course code can be chose from the LOV button Y

Click on Run Report button to generate report in PDF format.
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Action Edit Query Block Record Field Help Window
GS P DD LHE « O b |HRE| 7
'@WRR{]U‘I F-Parameter Form for Account Receivable

Daity Collection ] Inweoice Listing ] Invoice Listing (P... l Receipt Listing l Student Payment...

Refund by Spon... | Pecahan Yuranl Bank Slip ]

Batch Id

-]

Run Report |

Exit ‘

Figure 1- WRROO1F-6: AR Reports — Refund Payment Instruction Tab

Click on Refund Payment Instruction tab to generate Refund Payment Instruction report.

Fill in the provided fields. The fields are explained as followed:

Field Name

Description

Required

Batch Id

Batch Id can be chose from the LOV button Y

Click on Run Report button to generate report in PDF format.
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Action Edit Query Block Record Field Help Window
Ga | DD @RE 4« 4Cr» HR@|?
@WRR{JO‘I F-Parameter Form for Account Receivable

aily Collection | Invoice Listing | Invoice Listing (P... eceipt Listing udent Payment... efund Payment ...
Daity Collecti Invaice Listi Inwoice Listing (P. Receipt Listi Student P t Refund P t

Batch Id
Sponsored By ”

Run Report | Listing Excel Exit |

Figure 1- WRROO01F-7: AR Reports — Refund by Sponsorship Tab

Click on Refund by Sponsorship tab to generate Refund by Sponsorship report.

Fill in the provided fields. The fields are explained as followed:

Field Name Description Required
Batch Id Batch Id can be chose from the LOV button Y
Sponsored By Sponsor can be chose from the LOV button Y

Click on Run Report button to generate report in PDF format.

Click on Listing Excel button to generate report in excel format.
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Action Edit Query Block Record Field Help Window
GSl P € BB e 4 4r v EEl 7
@WRR{)O‘I F-Parameter Form for Account Receivable
Daity Collection l Inveice Listing l Inveice Listing (P... l Receipt Listing l Student Payment... l Refund Payment ... | Refund by Spon...

ank Slip l Tuntutan Yuran | Student Accoun

— Pecahan Yuran

Prugrﬁm|

Intake Semester |

Intake Category |

Start Date |u1-u1-2014 |

End Date |11_09_2014 |

Sponsor| PERSENDRIAN -

Summary Report | Detail Report Exit |

Figure 1- WRROO1F-8: AR Reports — Pecahan Yuran Tab

Click on Pecahan Yuran tab to generate Pecahan Yuran report. Fill in the provided fields.

The fields are explained as followed:

Field Name Description Required
Program Program can be chose from the LOV button Y
Intake Semester Intake semester Y
Semester Semester Y
Intake Category Intake category can be chose from the LOV Y
button
Start Date Report’s start date Y
End Date Report’s end date Y
Sponsor Choose sponsor from the list of value Y
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Click on Summary Report button to generate report in PDF format.

Click on Detail Report button to generate report in PDF format.

Action Edit Query Block Record Field Help Window

GO P R0 DFE «a>rpERE|?
@WRR{JO‘I F-Parameter Form for Account Receivable

Daity Cullediun] Invoice Listing] Invoice Listing (P... l Receipt Listingl Student Payment... l Refund Payment ... | Refund by Spon... | Pecahan Yuran

i éTuntutanYuran Student Account]

Bank Slip No| |

Run Report | Exit |

Figure 1- WRROO1F-9: AR Reports — Bank Slip Tab

Click on Bank Slip tab to generate Bank Slip report.

Fill in the provided fields. The fields are explained as followed:

Field Name Description Required

Bank Slip No Enter the bank slip number in the field Y

Click on Run Report button to generate report in PDF format.
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Action Edit Query Block Record Field Help Window
GS P 0D R E 4« Cr b HE @ ?
@WRR{JO‘I F-Parameter Form for Account Receivable

Student Accouni

Bill No || | |

Run Report | Exit |

Figure 1- WRR0OO0O1F-10: AR Reports — Tuntutan Yuran Tab

Click on Tuntutan Yuran tab to generate Tuntutan Yuran report.

Fill in the provided fields. The fields are explained as followed:

Field Name Description Required

Bill No Choose the bill number from the LOV button Y

Click on Run Report button to generate report in PDF format.
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Action Edit Query Block Record Field Help Window
GS | DD DFE 4 Cr p R ?
@WRR{JO‘I F-Parameter Form for Account Receivable

Daily Collection l Invoice Listing 1 Invoice Listing (P... l Receipt Listing l Student Payment... l Refund Payment ... | Refund by Spon... | Pecahan Yuran l Bank Slip l Tuntutan uran

Update Student Bank Account Ho

Program J
Semester J

Run Report | Exit |

Figure 1- WRRO01F-11: AR Reports — Student Account Tab

Click on Student Account tab to generate Student Account report.

Fill in the provided fields. The fields are explained as followed:

Field Name Description Required
Program Choose the program from the LOV button Y
Semester Choose the semester from the LOV button Y

Click on Run Report button to generate report in PDF format.
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AR Reports (Acct)

This screen is to generate report by listing and it can be accessed by selecting Acc
Receivable >> Account Receivable Reports >> AR Reports (Acct) from the

main menu.

Action Edit Query Block Record Field Help Window
G P €D BET 4« > » HZE|?
@WRR{J‘I{SF - Account Receivable {Acct)

Debtor's Acc. Stmt ] Reminder Letter l Aging Report l Ageing (Vendor) l Advance (Ageing Listing) | Laporan KPI Bil Hutang | Laporan KPI Pantau Bil Hutang
Customer Type | j
Customer ID | | |
Invoice Date from (dd-mm-yyyy)
Date to |11-0'9-2014 | (dd-mm-yyyy)

Run Debtor §tmt Report |

Figure 1- WRRO018F-1: AR Reports (Acct) — Debtor’s Acc. Stmt tab

Click on Debtor’s Acc. Stmt tab to generate Debtor's Account Statement.

Fill in the provided fields. The fields are explained as followed:

Field Name Description Required
Customer Type Debtor’'s Type Y
Customer ID Debtor’s ID Y
Invoice Date From Invoice Start Date Y
Date to Invoice end date Y

Click on Run Report button to generate report in PDF format.
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Action Edit Query Block Record Field Help Window
S P €D R 44> » EHG@|?
@WRR{J‘IBF - Account Receivable (Acct)

Debtor's Acc. Stmt Aging Report l Ageing Vendor) l Advance (Ageing Listing) | Laperan KPIBil Hutang | Laperan KPI Pantau Bil Hutang

Customer Type j

Customer ID |

Invoice_no

Date from

Date to |11-09-2014

Reminder No (1 1,2,3...

Reminder Letter Exit

Figure 1- WRRO018F-2: AR Reports (Acct) — Reminder Letter tab

Click on Reminder Letter tab to generate Reminder Letter.

Fill in the provided fields. The fields are explained as followed:

Field Name Description Required
Customer Type Type of customer Y
Customer ID ID of the customer Y
Invoice No Number of Invoice Y
Date From Invoice Start Date Y
Date to Invoice end date Y
Reminder No Number of Reminder Y

Click on Run Report button to generate report in PDF format.
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Action Edit Query Block Record Field Help Window

GO Pl 0D DR qar p | HF@|?
@WRR{J‘IBF - Account Receivable (Acct)
Debtor's Acc. Stmtl Reminder Letter

Ageing (Vendor) l Advance (Ageing Listing) | Laporan KPIBil Hutang | Laporan KPI Pantau Bil Hutang

Customer Type | j
Start Date | | dd-mm-yyyy
End Date |11-09-2014 | -1 | -2 | -3 | 3 |-'12| -24 | Months
Aging Report | Exit |

Figure 1- WRRO018F-3: AR Reports (Acct) — Aging Report tab

Click on Aging Report tab to generate Aging Report.

Fill in the provided fields. The fields are explained as followed:

Field Name Description Required
Customer Type Type of customer Y
Start Date Report’s Start Date Y
End Date Report’s End Date Y

Click on Run Report button to generate report in PDF format.
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Figure 1- WRRO018F-4: AR Reports (Acct) — Ageing (Vendor) Tab

Click on Ageing (Vendor) tab to generate Invoice Listing (Current).

Fill in the provided fields. The fields are explained as followed:

Field Name Description Required
Date To Report’'s End Date Y
Account Type Kumpulan wang type Y

Click on Ageing button to generate report in PDF format.
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Figure 1- WRRO018F-5: AR Reports (Acct) — Advance (Ageing Listing) Tab

Click on Advance(Ageing Listing) tab to generate Advance (Ageing

Listing). Fill in the provided fields. The fields are explained as followed:

Field Name Description Required
Date From Invoice’s Start Date Y
Date To Invoice’s End Date Y
Account Type Invoice's Account Type Y
Account Code Invoice’s Account Code Y

Click on Ageing button to generate report in PDF format.
Click on Listing button to generate report in PDF format.

Click on Listing (Excel) button to generate report in Excel format.
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Figure 1- WRRO018F-6: AR Reports (Acct) — Laporan KPI Bil Hutang Tab

Click on Laporan KPI Bil Hutang tab to generate Laporan KPI Bil Hutang report.

Fill in the provided fields. The fields are explained as followed:

Field Name Description Required
Enter By Username of staff doing the entry Y
Approve By Username of staff approving the entry Y
Date From Report’s Start Date Y
Date To Report’s End Date Y

Click on Run Report button to generate report in PDF format.
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Figure 1- WRRO18F-7: AR Reports (Acc) — Laporan KPI Pantau Bil Hutang Tab

Click on Laporan KPI Pantau Bil Hutang tab to generate Laporan KPI Pantau Bil Hutang

report.

Fill in the provided fields. The fields are explained as followed:

Field Name Description Required
Date From Report’s Start Date Y
Date To Report’s End Date Y
Invoice Type Report’s invoice type Y

Click on Bil Hutang button to generate report in PDF format. Click on Kutipan button to

generate report in PDF format.




