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SYSTEM OVERVIEW  

To meet the emerging challenges of your business, your company should utilize a 

software that has an integrated suite of application that can cater to your company’s 

diverse operations without compromising your profitability. 

Managing your employees should always be your number one priority. This system has an 

HR ERP component that will handle the full spectrum of employee management, from 

onboarding to off boarding, and from benefits administration to timekeeping. 

This system has a streamline procurement processes such as requisition requests, 

purchase order and good receipts creation, as well as returns management. Improve 

audits by matching documents, viewing information trails, it also improves the accuracy 

of procure-to-pay processes and optimize for cost-certainty. To manage the company’s 

finances, it has a combine robust financial management with built-in business intelligence 

to drive smarter, quicker decision-making. 

It has also a customer relationship management (CRM) ERP component which allows 

your company to keep track of all of your customer data within your ERP solution. You 

can gain insights from a CRM that will help optimize your marketing and sales efforts and 

to accelerate the order-to-cash process by tying sales, finance and fulfillment to pricing, 

sales order management and returns management. This system will also level up the 

game by getting your products to market quickly and efficiently by leveraging real-time 

visibility into production management processes. 

 

This system has a component that would manage end-to-end inventory and 

inbound/outbound logistics in real time while minimizing total cost of ownership of your 

company which can be utilize in this system. To simplify the management of your fixed 

assets with a virtual function, eliminating the need for repetitive manual data entry can 

also be done in this system.  

 

To shorten cycle times, engage business users and enrich your planning process with an 

intuitive planning, budgeting and forecasting solution this system will allow you to create 

financial planning, as well as to define, execute and support supply chain/distribution 

management plans from a single, collaborative platform. 

 

This system has a component that deals with data from all of the other ERP components. 

Since every business process involves money in one form or another, whether it’s paying 

your employees or paying to ship goods, the financial management component works 

with all of the other components in your ERP system.  
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HUMAN RESOURCES 
Human Resources refers to the function in an organization that deals with employee records, 

compensation and benefits and other issues related to employees. Moreover, this refer to both the 

people who work for a company or organization and the department responsible for managing 

resources related to employees. In human resource, company and employee information is 

registered through Company Info Register and Employee Register.  
 

COMPANY INFO REGISTER 

How to process Company Info Register?   

 
 
Click the Registry Menu and select Company Info Register under Human Resources section.  

 
COMPANY INFO REGISTER: 
 

 
 

1. Select record in this Company Information form. 
 

 
 
Details of selected record are displayed here. 
 

Registry › Human Resources | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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2. Click  (Edit) icon to modify the corresponding information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Modify company details and click  button to change logo. 
 

4. Once done, click  button, otherwise click  button to cancel action. 
 
 
 
 

 
 

 

Registry › Human Resources | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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EMPLOYEE REGISTER  
In this section, system administrator registers authorized personnel for all branches. Authorized 

personnel per branch are able to add employees under their corresponding branches. Department 

refers to a section in the business. Employee type refers to a group defined by how employees are 

paid. Employee types are used for payroll, time tracking, and reporting purposes. 

 

How to process Employee Register? 
  

 
 
Click the Registry Menu and select Employee Register under Human Resources section.  

 

EMPLOYEE REGISTER: 
 

   
 
 
 
 
 

1. Click  button. (A New Department entry will appear) 
 

2. In New Department entry, enter Department. 
 

3. Click  button to add Department, otherwise Click  button.  
 
To add/register more employees, repeat steps 1 - 3. 
 
 
 
 
 
 

 
 
 

Registry › Human Resources | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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4. Click  (Edit) icon to modify entry. 
 

5. To remove entry, click  (Delete) icon. 
 

 

 
 
 

6. Click  button to update entry, otherwise click    button to discard.  
 

 
 
After adding a department. 
 

7. Select department from All Department lists. (The List of Employees will appear) 
 

Registry › Human Resources | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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8. In the List of Employees, click the  button to add types of employees. (List of 
Employee Types form will appear)  

 

 
 

9. By clicking the  (Add) button, the Add 
Employee Type form will appear. 

 
10. In Add Employee Type form, input Employee 

Type. 
 

11. Click  button to add employee type, otherwise click  button.  
 

To add more employee types, repeat steps 6 – 8.  
 

 
 

After adding Employee Type, next is to add employee.  
 

12. Click  (Edit) icon to modify entry. 
 

13. To remove entry, click  (Delete) icon. 
 

  
 

14. To add employee, click  button to open New Employee form. (New Employee form 
will appear).  

 

Registry › Human Resources | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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15. Input data to required fields. 
  

16. Upload photo by clicking  button.  
 

17. Click  button to confirm, otherwise click  button.  
 

To add more employees, repeat steps 8-16. 

 

Registry › Human Resources | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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18. Select Employee from List of Employees to view employee details.  
 

19. Click  (Edit) icon to modify 
entry.  
 

20. To remove entry, click (Delete) 
icon.  
 

21. Click  button 
to download list of employees.  
 

 
 
 
 
 

 
 

22. Input Filename.  
 

23. Click  button to confirm, otherwise click  button to cancel action. 
 

Registry › Human Resources | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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Details of selected employee displays here. 
 

 
 
 
 
 
 
  

Registry › Human Resources | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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ADMINISTRATIVE  

Administrative provides support to the employees for effective business operations and it stands 

as a link to all departments and is often called as the backbone of the organization. Administrative 

is composed of two (2) registries namely: User Account Register and Chart of Authority. 

 

USER ACCOUNT REGISTER 
In user account register, the system administrator is responsible in assigning usernames and 

passwords for branch administrators, registered employees and designate what level/area in the 

system they are allowed to have access.  

 

Branch administrators are responsible and authorized to assign usernames and passwords for 

employees in their respective branches. 

 

How to process User Account Register?  

 

 
 
Click the Registry Menu and select User Account Register under Administrative section.  
 

USER ACCOUNT REGISTER:  
 

 
 

1. Click  button to open New User Account form. 
 

2. In Add New User Account form, Select User and input Username, 
Password and Confirm Password. 

 

3. Click  button to confirm entry, otherwise click   
Button to cancel action.  
 

To add more user accounts, repeat steps 1 – 3. 
  

Registry › Administrative | 

https://www.compart.com/en/unicode/charsets/containing/U+203A


10 
 

End-to-End Business Solutions  

 

 
 

4. To edit, click  (Edit) icon to modify entry. 
 

5. To remove entry, click  (Delete) icon.  
 

  
 

6. Select User from List of User Account Register form to open User Access Settings. 
 

User Access Settings will appear. 

 

Registry › Administrative | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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7. Click the corresponding  (Checkbox) to set the parts of the system that will be accessed 
by the selected user. 
 
 

 
 
 

8. After successful checking of the parts of the system that the selected user can accessed, 

click  button to confirm and save changes. 
 

Registry › Administrative | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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9. Click  (Export) button to download List of Employees.  
 

 
 

10. Input Filename.  
 

11. Click  button to confirm, otherwise click  button to cancel action. 
 
 
 

 
 
 
  

Registry › Administrative | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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CHART OF AUTHORITY  

 

In this section, the system administrator assigns personnel to approve, certify and review 

documents per location and department.  

 

How to process Chart of Authority?  

 

 
 
Click the Registry Menu and select Chart of Authority under Administrative section.  

 
CHART OF AUTHORITY: 
 

 
 

1. Click  button to add document and approver. 
 

 
 

2. Select appropriate document & approver. 

 

Registry › Administrative | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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3. Click  button to confirm action, otherwise click  button. 
 

 
 

4. To edit Document & Approver, click  (Edit) icon. 
 

5. To remove entry, click  (Delete) icon. 
 
 
 
 
 
 

6. Click  button below the Update Document Approver form, otherwise click   
button to cancel action.  

  

Registry › Administrative | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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PROCUREMENT 
Procurement is the process of finding and agreeing to terms, and acquiring goods, services, or 

works from an external source, often via tendering or competitive bidding process. Procurement 

generally involves making and buying decisions under conditions of scarcity. 

 

PRODUCT REGISTER  
This section is where product registry takes place. Product register can only be done by the main 

branch, if a particular branch wants to add an item, it is a must to contact the main branch.  

 

How to process Product Register?  
 

 
 
Click the Modules Menu and select Product Register under Procurement section.  

 
PRODUCT REGISTER: Product Groups 
 

 
1. Click  button to open Product Groups form. 

 

2. Click  (Add New) button to open entry 
for product group 
 

3. Enter Product Group. 
 

4. Click   (Save) icon to save entry. 
 
 
 
 
 
 
 
 

Registry › Procurement | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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5. To edit entry, select product groups entered and click  (Edit) icon to modify entry. 
 

6. To remove entry, select product groups entered and click  (Delete) icon.  
 
To add more product groups, repeat steps 1 – 6. 
 

PRODUCT REGISTER: Unit of Measurements (UOMs) 
 

 

1. Click  button to open Units form. 
 
 
 
 
 
 
 
 
 
 

2. Click  (Add New) button to open entry for unit. 
 

3. Enter Unit. 
 

4. To save entry, click   (Save) icon. 
 
 
 
 
 
 
 
 
 
 
 

5. To edit entry, select unit entered and click  (Edit) icon to modify entry. 
 

6. To remove entry, select unit entered and click  (Delete) icon.  
 
To add more UoM’s, repeat steps 1-6.  

Registry › Procurement | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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PRODUCT REGISTER : PRODUCT 
 

 
 
 
 
 

 
 

1. Click  button to open entry for product. 
 

2. Select Product Group, Unit & Type and input Description.  
 

3. Click  (Save) icon to save entry, otherwise click  (Close) icon to cancel. 
 

4. Click  (Attach Item Image) icon to open Item Image form. Click the same icon to update 
the current item image. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Click  button to locate image and upload, otherwise click  button. 
 

To add more products, repeat steps 1 – 5. 
  

Registry › Procurement | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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6.  To edit entry, select product entered and click  (Edit) icon to update entry.  
 

 
 
Details of selected product will display here. 

 
 
 
 
 
 

7. Click  button to open entry for units of product. 

 
8. Select Unit & Status and input Item Code & Safety Stock (Sfty. Stk.).  

 

9. Click  (Save) icon to save entry, otherwise  (Close) icon to cancel. 
 

To add more units of product, repeat steps 7 – 9. 
 

 
 

10. Click  (Edit) icon to edit entry, otherwise click  (Delete) icon to delete. 
 

Registry › Procurement | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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11. Click  button to donwload list of products.  
 
 
 
 
 
 
 
 
 
 
 

12. Input Filename. 
 

13. Click  (Download) button to confirm, otherwise click  (Cancel) button to 
cancel action.  
 

 
  

Registry › Procurement | 

https://www.compart.com/en/unicode/charsets/containing/U+203A
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VENDOR REGISTER 

 

Vendor is also known as the supplier. In this section, administrator will be able to register the 

company’s supplier including its personal information.  

 

How to Process Vendor Register?  
 

 
 
Click the Modules Menu and select Vendor Register under Procurement section.  

 

VENDOR REGISTER: 
 

 
 

1. Click  button to open New Vendor entry. 
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2. Input details to required fields. 

3. Click  button after entry,otherwise click  button to cancel action. 

 

To add more vendors, repeat steps 1 – 3. 

 

 
 

4.  To edit entry, select vendor entered, click  (Edit) icon to modify. 
 

5. To remove entry, select vendor entered, click  (Delete) icon. 
 

 
 
Details of selected vendor displays here. 
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SUPPLY CATEGORY REGISTER 

In this section, the user is able to register a new supply category. Supply category is defined as a 

set of products that satisfy similar consumer needs. Supply is the amount of resources that firms, 

producers, laborers, providers of financial assets, or other economic agents are willing and capable 

to provide to the market or directly to another agent in the marketplace. 

 

How to process Supply Category Register?  

 

 
 
Click the Modules Menu and select Supply Category Register under Procurement section.  

 
SUPPLY CATEGORY REGISTER: 
 

 
 
 
 

 
 
 
 

1. Click  (Add New Category) button to open new category entry. 
 

2. Enter Name of Category. 
 

3. Click  button to confirm action, otherwise click  button.  
 

To add more categories, repeat steps 1 – 3 
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4. To edit entry, select category entered and click  (Edit) icon to update entry. 
 

5. To remove entry, select category entered and click  (Delete) icon.  
 

Selected category will display Registered Supplies. 
 

REGISTERED SUPPLIES 
 

 
 
 
 
 
 
 
 

1. Click  (Add New Supply) button to open New 
Supply entry. 

 

2. Enter Name of Supply. 
 

3. Click  button to confirm action, otherwise click  button. 
 
To add/register more supplies, repeat steps 1 – 3. 
 

 
 

4. To edit entry, select supply entered and click  (Edit) icon to modify entry. 
 

5. To remove entry, select supply entered and click  (Delete) icon. 
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PRODUCT PER LOCATION  

This section is used by different branches which allows user to select all products that are 

available in their location or branch. 

 

How to process Product Per Location?  

 

 
 
Click the Modules Menu and select Product Per Location Register under Procurement section.  

 

PRODUCT PER LOCATION: 
 

    
 

1. Click   (Chevron-right) icon align with the product to distribute.  

 
From General Lists to Product List . Distributed product will display in Product List.  
 
If the user distributed an incorrect item, they can still return the item by; 

 

2. Clicking the  (Chevron-left) icon allows you to return the product to General Lists. 
 

To add more products per location, repeat step 1. 
 

Registry › Procurement | 

https://www.compart.com/en/unicode/charsets/containing/U+203A


25 
 

End-to-End Business Solutions  

3. Click  (Export) button have a softcopy of product per location. 
 
 
 
 
 
 
 
 
 
 
 

4. Enter Filename. 
 

5. Click  button to confirm action, else  button to discard. 
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FINANCE 
Finance is defined as the management of money and includes activities like investing, borrowing, 

lending, budgeting, saving, and forecasting. In this section, all matters pertaining to financial aspect 

of the company are being registered. 

 

CHART OF ACCOUNTS 
 

In chart of accounts all identified accounts in the book were stored. 
 

How to process Chart of Accounts?  

 

 
 
Click the Modules Menu and select Chart of Accounts under Finance section.  

 

CHART OF ACCOUNTS: 
 

  
 

1. Click  button to open New COA Matrix entry. 
 

2. Input necessary fields such as; 
 

 Enter FS Code 

 Enter FS Group 

 Enter FS Sub-Group 

 Select Report Order 
 

3. Click  button confirm action, otherwise click 

 button. 

 

To add more chart of accounts, repeat steps 1 – 3.  
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4. To edit entry, select Financial Statement entered and click  (Edit) icon. 

5. To remove entry, select Financial Statement entered and click  (Delete) icon. 

 

 
 
 
 

6. To confirm action of editing entry, click  button, otherwise click  button to 
cancel action.  

 

BALANCE SHEET 
 

 
 

1.  Click  button to open Add New Account entry. 
 

2. Input necessary fields; 
 

 Enter Account Code 
 Enter Account Name 

 Select Cash Flow Category 

 Select Negation 

 Enter Account Category 
 

3. Click  button confirm action, otherwise click 

 button.  
 
To add more balance sheets, repeat steps 1 – 3. 
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4. To edit entry, select Account entered and click  (Edit) icon. 
 

5. To remove entry, select Account entered and click  (Delete) icon. 
 

 
 
 

 

6. To confirm action of editing entry, click  button, otherwise click  button. 
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PERIOD LOCK  
This section allows the user to lock a particular accounting period. Once a period is locked no 

changes can be made unless otherwise unlocked by the authorized user. Unlocking a period is 

subject for approval. 

 

How to process Period Lock?  
 

 
 
Click the Modules Menu and select Period Lock under Finance section.  

 

PERIOD LOCK: 
 
 
 
 
 
 
 
 

1. Select Year  and click  button. 
 

 
 

2. To perform / omit transactions, click  (Lock/Unclock) icon aligned with the 
corresponding month for that year.  
 

3. Click  button to close operations for that month. (closing is only effective in 
ascending order) 
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BANK REGISTER 

  

In this section, all information of different banks associated with the company are registered. 

 

How to process Bank Register?  

 

 
 
Click the Modules Menu and select Bank Register under Finance section.  

 

BANK REGISTER: 
 

 
 

1. Click  button to open New Bank entry. 
 

2. Enter Name of Bank and Address. 
 

3. Click  button confirm action, otherwise click 

 button. 
 
To add/ register more banks, repeat steps 1 – 3. 
 

 
 

4. To edit entry, select Bank entered and click  (Edit) icon. 
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5. To remove entry, select Bank entered and click  (Delete) icon. 

6. To confirm action of editing entry, click  button, otherwise click  button. 

 

ACCOUNT CODES: 
 

 
 

1. Click button to open New Account Code entry.  
 

2. Enter Account Code. 
 

3. Click  button confirm action, otherwise click 

 button. 
 

To add more account codes, repeat steps 1 – 3. 
 

 
 

4. To edit entry, select Account entered and click  (Edit) icon. 
 

5. To remove entry, select Account entered and click  (Delete) icon. 
 
 
 
 
 
 

6. To confirm action of editing entry, click  button, otherwise click  button. 
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FIXED ASSET CATEGORY REGISTER 
 
Fixed Asset Category Register is where the user registers all the fixed asset of the company. 

 
How to process Fixed Asset Category?  
 

 
 
Click the Modules Menu and select Fixed Asset Category Register under Finance section.  
 

FIXED ASSET CATEGORY: 
 

 

1. Click the  (Add) button to create slot for fixed asset category.  

2. Input account and item.  

3. To save fixed asset category, click the  (Save) icon, otherwise  (Close) button to 

cancel action.  
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FUNCTIONAL AREA / COST CENTER REGISTER 
 
In this section, the user will register and update functional area or cost center.  

 

How to Process Functional Area / Cost Center Register?  
 

 
 
Click the Modules Menu and select Functional Area / Cost Center Register under Finance section.  
 

FUNCTIONAL AREA / COST CENTER REGISTER: 
 

 
 

1. Click  button to open New Functional 
Area entry. 

 
2. Enter Functional Area and select Category 

among: 
 COGS 

 OPEX 
 

3. Click  button confirm action, otherwise click 

 button. 
 

 To add more functional areas/ cost center registers, repeat steps 1 – 3. 
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4. To edit entry, select Functional Area entered and click  (Edit) icon. 
 

5. To remove entry, select Functional Area entered and click  (Delete) icon. 
 
 
 

 
 

6. To confirm action of editing entry, click  button, otherwise click  button.  
 

REGISTERED FUNCTIONAL AREA COST CENTER 
 

 
 

1. Click  button to open New entry. 
 

2. Enter Cost Center. 
 

3. Click  button confirm action, otherwise 

click  button.  
 
To add more registered functional area cost centers, repeat steps 1 -3. 

 

 
 

4. To edit entry, select Cost Center entered and click  (Edit) icon. 
 

5. To remove entry, select Cost Center entered and click  (Delete) icon. 
 
 
 
 

 

6. To confirm action of editing entry, click  button, otherwise click  button.  
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COMMERCIAL 
In this section, personal information of the customers can be viewed, such as names, ID ’s, contact 

numbers, emails, addresses, and registered locations. The access to this section varies based on 

the authority given by the system administrator.  

 

CUSTOMER REGISTER  

This section allows the system administrator to update and view customer information.  

 

How to process Customer Register?  

 
 
Click the Modules Menu and select Customer Register under Commercial section.  
 

CUSTOMER REGISTER: 
 

 
 

1. Click  (Add Customer) button to open Add Customer form. 
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2. Input details required by the system and click   icon to upload photo. 
 

3. Click  button to confirm action, otherwise click  button. 
 

To add/register more customers, repeat steps 1 – 3. 
 

  
 

4. Click  (Edit) icon to edit entry, otherwise click  (Delete) icon to delete. 
 

5. Click  (Block / Unblock) icon to block or unblock customer.  
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6. To confirm action of editing entry, click  button, otherwise click  button. 

 

 
 
 
 
 
 
 
 
 
 
 
 

7. Click  button to download list of employees.  
 

8. Enter Filename.  
 

9. Click  button to confirm, otherwise click  button to cancel action.  
 

 
Details of selected employee displays here. 
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LOCATION 
In this section, the user is able to monitor different locations or profit centers and can utilize the 

conversion and pricing table. 

 

LOCATION/PROFIT CENTER 
 
This is used by branches which allows user to select all items and racking that are available in their 

location or profit center. 

 

How to process Location/Profit Center?  
 

 
 
Click the Modules Menu and select Location / Profit Center under Location section.  

 
LOCATION / PROFIT CENTER: List of Locations 
 

 
 

1. Click  button open New Location entry. 
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2. Fill out the New Location entry form.  
 

3. Click  button to confirm action, otherwise click  button to cancel. 
 

To add more new locations/profit centers, repeat steps 1 -3. 
 

 
 

4. To edit entry, select Location entered and click  (Edit) icon. 
 

5. To remove entry, select Location entered and click  (Delete) icon. 
 
 
 
 
 

6. To confirm action of editing entry, click  button, otherwise click  button. 
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LOCATION / PROFIT CENTER: List of Racking 
 

 
 

1. Click  button to open available racking slot for entry.  
 

 
 

2. Enter Racking Code, Racking Description and Capacity. 
 

 
 

3. Click  (Checkbox) if Active, if not then ignore. 
 

4. Click  (Save) icon to save entry else  (Close) icon to cancel. Same icon to click for 
updating the entry. 

 
To add more location racking / tanks, repeat steps 1 – 4. 
 

 
 

5. To edit entry, select racking entered and click  (Edit) icon. 
 

6. To remove entry, select racking entered and click  (Delete) icon.  
 

 
  

Registry › Location | 

https://www.compart.com/en/unicode/charsets/containing/U+203A


41 
 

End-to-End Business Solutions  

PRICING TABLE 
 

This page shows the list of prices indicated by the company’s suppliers for each product. In this 

part, the user can view the prices of company’s products.  

 

How to process Pricing Table?  
 

 
 

PRICING TABLE: 
 

 
 

1. To edit price, click  (Edit) icon aligned with the product. 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Update Cash/Selling Price and Credit Price. 
 

3. To confirm action of editing entry, click  button, otherwise click  button. 
 
To edit more update cash/selling prices, repeat steps 1-3. 
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ORDER TO CASH  
Order to Cash is a set of business processes that involves receiving and fulfilling customer 
requests for goods or services. It is a top-level, or context-level, term used by management to 
describe the finance-related component of customer sales.  
 
In this system, Order to Cash refers to all cash and other form of transactions. System is able to 
perform daily bank reconciliations, view the receivable ageing, statistics of customer requests for 
products or services and upfront collectibles. All these transactions are paperless and traceable.  

 

CUSTOMER COLLECTION 

Customer Collection refers to all payments made between the buyer and the supplier. The buyer 
may opt to pay the products through cash, check or online payment.  
 

How to Process Customer Collection?  
 

 
 
Click the Modules Menu and select Customer Collection under Order to Cash (OTC) section. 
 
 
 

 

1. Click  button to open collection details entry. 
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2. In collection details entry, select among: 
 

a. Cash 
b. Check 
c. Online Payment 

 

By clicking the  (Checkbox). 
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 *Pay One Invoice display. 
 

 
 *Pay Multiple Invoice display. 
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3. Select customer name.  
 

4. After selecting customer name, choose payment either Pay One Invoice or Pay Multiple 

Invoice by clicking this  (Radio button) button.  
 

PAY ONE INVOICE: 
 

 
 

1. Select balance to pay. 
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2. Enter necessary details. 
 

3. Click  button to proceed, otherwise click    button to discard. 
 

 
 

4. Click  button to post transaction, otherwise click    button to discard.  
 

 
 
 
 
 
 
 
 
 

5. Click    button to confirm action, otherwise click    button to discard. 
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PAY MULTIPLE INVOICE: 
 

 
 

1. Select balance to pay by clicking  (Checkbox) icon. 
 

2. After selecting balance to pay, enter Amount and TWAS. 

 

 
 

3. Enter necessary details. 
 

4. Click  button to proceed, otherwise click   button to discard. 
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5. Click  button to post transaction, otherwise click   button to discard.  
 

 
 
 
 
 
 
 
 
 
 

6. Click  button to confirm action, otherwise click    button to discard. 

 

  
 

7. Select History / Logs to endorse.  
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Content of selected collection displays here.  
 

8. Click  button to endorse the selected collection.  
 
 
 
 
 
 
 
 

9. Enter Actual Total Cash Count.  
 

10. Click  button to endorse transaction, otherwise click  button to discard. 
 
 
 
 
 
 
 
 

11. Click  button to confirm action, otherwise click  button to discard. 
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APPROVAL 

 
 

1. Select document to approve.  

 

 
Content of selected document displays here. 
 

2. Click  button. 
 

 

3. Click  button to confirm action, otherwise click   button to discard. 
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COLLECTION CLEARING 
 
Clearing denotes all activities from the time a commitment is made for a transaction until it is 
settled. Collection clearing for customer collections are processed here. In this part, the user is 
allowed to clear a check when it is already verified and deposited in the bank.  
 

How to process Collection Clearing?  
 

 
 
Click the Modules Menu and select Collection Clearing under Order to Cash (OTC) section. 
 

 
 

1. Click  button aligned with the check you want to clear.  
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ADVANCE PAYMENT 
 

In this part, the user will be able to deposit payment in advance. Advance Payment records 

transactions that will go directly to the bank and will not go through the normal cash receipt 

process.  

How to process Advance Payment? 

In this section, the user can process an advance payment.   

 
 
Click the Modules Menu and select Advance Payment under Order to Cash (OTC) section.  
 

 
 

1. Select payment among: 
 

a. Cash 
b. Check 
c. Online Payment 

 

By clicking the  (Checkbox). 
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CASH: 
 
 

 
 

1. Enter necessary details and click  
button to post transaction. 

 
 
 
 
 
 

2. Click  button to confirm action, otherwise click  button to discard. 

 
 *Cash display. 
 

 
*Check & Online Payment display. 
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CHECK & ONLINE PAYMENT: 
 

 
 

1. Enter necessary details and click  button to post transaction. 
 
 
 
 
 
 
 
 
 
 

2. Click    button to confirm action, otherwise click   button to discard. 

 

 
 
Posted advance payment form displays here. 
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CUSTOMER BILLING 
 
Customer Billing allows the user to bill customers for products rendered. Every product billing 
process begins with an agreement between a customer and a provider. The customer requests a 
product from the company after which, the company bills the customer for the product provided.  
 

How to Process Customer Billing?  
 

 
 
Click the Modules Menu and select Customer Billing under Order to Cash (OTC) section. 

 

 
 

1. Click  button to open billing entry.  
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2. Select Customer. 
 

 
 

3. Select PO to bill by clicking  (Checkbox) icon.  
 

 
 

4. Enter necessary data and attach file if necessary.  
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5. Click  button to proceed otherwise click   button to discard.  
 
 
 
 
 
 
 
 

6. Click  button for approval, otherwise click  button to discard. 
 

APPROVAL 

 
 

7. Go to  (Approved) tab and select approved documents to view.  

 

 
 
Content of selected approved document displays here.  
 

8. Click  (Print) button to produce a hardcopy. 

Modules › Order to Cash | 

https://www.compart.com/en/unicode/charsets/containing/U+203A


58 
 

End-to-End Business Solutions  

OTC ADJUSTING ENTRIES  
 
This section records all the adjusting entries made for OTC. The user will be able to create an entry 
by pressing the add icon. All entries created are subject for approval.  
 

How to process OTC Adjusting Entries?  
 

 
 
Click the Modules Menu and select OTC Adjusting Entries under Order to Cash (OTC) section. 
 

 
 

1. Click  button to add entry for OTC adjusting entries. 
 

2. To remove entry,  click  (Delete) icon. 
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3. Select customer. 
 

4. Input necessary details.  
 

 
 

5. Click  (Add) button to add entry. 
 

6. To send for approval, click the  button. 
 
 
 
 
 
 
 
 

7. Click  button to confirm action, otherwise click  button to cancel.  
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FUND TRANSFER  
 
Fund transfer is the process of transferring money from one bank account to another, either within 

a single financial institution or across multiple institutions. In this page, the user will be able to 

transfer funds from one account to another.  

 

How to process Transfer Funds?  

 

 
 
Click the Modules Menu and select Fund Transfer under Order to Cash (OTC) section. 

 

 
 

1. Click  (Create) button aligned with the fund transfer document. 
 
 
 
 
 
 
 
 

2. Click  button to confirm action, otherwise click  button to cancel. 
 

 
 

 

Modules › Order to Cash | 

https://www.compart.com/en/unicode/charsets/containing/U+203A


61 
 

End-to-End Business Solutions  

 
 

3. Select fund transfer document from New tab. To remove entry, click  (Delete) button. 

 

 
 
Selected document content will display here. 
 

4. Input necessary details to fields. 
 

5. To send for approval, click  button. 
 
 
 
 
 
 
 
 

6. Click  button to confirm action, otherwise click  button to cancel.  

 

APPROVAL 
 
 
 
 
 

7. Go to (Approved) tab to select and view your document.  
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CUSTOMER PURCHASE ORDER (PO) 
 
Customer Purchase Order (PO) is used when a buyer wants to purchase a product under a 
registered account, it allows the customer to indicate the details on the items that are to be 
purchased such as the types of good, quantity, and its price. In other words, it is the contract 
drafted by the buyer when purchasing goods from the supplier and create convenient transactions.  
 

How to Process Customer PO?  
 

 
 
Click the Modules menu and select Customer PO under Order to Cash (OTC) section. 
 

 
 

1. Click  button to open entry for 
Customer PO. 

 
2. Select customer. 

 

3. Click  button to proceed, otherwise click  button to discard.  
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4. Input Vehicle Type, Plate Number, Odometer, Pick up by (Personnel that would pick up the 

PO), Contact Number, Validity, and Location.  

 

5. To submit PO for Approval, click the  button.  

 

 

 
 

 

6. Click   button to confirm action, otherwise click   button to cancel.  
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CUSTOMER PURCHASE ORDER (CUSTOMER POINT OF VIEW) 
 
DASHBOARD 
 
The customer’s ordered products, daily transactions, credit limit, and payable records can be 
viewed and monitored in the dashboard.   
 

 
 

Go to Dashboard from navigation bar to view. 

 

 
 
Dashboard displays here. 
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PROFILE 
 
In this part, the company’s personal information and the user access can be viewed.  

 

 
 

Go to Profile from navigation bar to view details. 

 

 
 
Profile content displays here. 

 

1. Click  link to modify personal information.  
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2. Modify data related to your personal information.  
 

3. Click  button to confirm action, otherwise click  button to discard. 
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PURCHASE ORDER 

In this part, the customer can create a purchase order and may also remove/delete a purchase 

order document if necessary.  

 
 
Go to Purchase Order from navigation bar to process ordering. 
 

 
 

1. Click   (Create Purchase Order) button to add entry. 
 

2. Click   (Re-create) icon aligned with the document if necessary.  
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3. Select Vehicle Type, Plate Number, Pick up By (Personnel that would pick up the PO) & 
Location and enter Odometer, Contact Number & Validity (# of days).  
 

 
 

4. Click  (Add) button to add entry for item.  
 

5. Select and input necessary details. To delete item just click  (Delete) icon aligned with 

the item if necessary.  

 

 

 

To add more items, repeat steps 4 & 5. 

 

 
 

6. Click   button for approval. 

Note: Click  (Checkbox) aligned with the item to full tank. 
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7. Click  button to confirm action, otherwise click  button to cancel. 

 
 
 
 

  
 

 

APPROVAL 

 
 

1. Search / Select document for approval. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: Customer(s) can re-create order by clicking  (re-create) icon. 
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2. Click the Document you want to approve and click the  (Approve) button to 

confirm approval, otherwise click  (Disapprove) button to reject. 

 

 
 
 
 

3. Click  button to confirm action, otherwise click    button to cancel. 
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4. Enter Remarks. 
 

5. Click  button to confirm action, otherwise click  button to discard.  
 

  
Note: If the amount of the purchase order has not reached the allowed or assigned 
credit limit the purchase order is considered as approved. On the other hand, the 
purchase order with the amount beyond its credit limit is subject for approval.  
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VEHICLE 
 

 
 

Go to Vehicle from navigation bar to register vehicle.  
 
 
 

 

 
 

1. Click  (Add) button to add entry. 
 

Note: There must be a registered vehicle in order for a customer to create a purchase 
order.  

.  
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2. Enter Plate No., Vehicle Type, Driver/Assign Personnel and Contact Number. 
 

3. Click   (Save) icon to save entry, otherwise click    icon to discard. 
 

 
 
 

4. Click  (Edit) icon to modify entry, or click  (Delete) icon to delete entry if necessary.  
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ACCOUNT LEDGER 
 

 
 

Go to Account Ledger from navigation bar to view customer ledger. 
 

 
 

1. To print document, click the         (Print) icon. To export, click (Export) to export document.  
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ACCOUNT SETTINGS 
 

 
 
Go to Account Settings from navigation bar to view Account Settings.  

 

 

1. To edit Username and Password, click the (Edit) icon.  

2. To save, click  (Save) button. To cancel, click  (Cancel) button.  

3. Click the    (Checkbox) of the particular requirement for PO.  
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1. Go to   (Sign-out) button from navigation bar to sign out your 
account. 
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FUND TRANSFER REQUEST 
 
In this part, the user is able to create a request to transfer funds.  
 

How to Process Fund Transfer Request?  
 

 
 
Click the Modules Menu and select Fund Transfer Request under Order to Cash (OTC) section. 
 

 
 

1. Click  button to add entry for fund transfer request. 
 

2. To remove entry, click  (Delete) icon. 
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3. Input necessary details to fields. 
 

4. To upload image, click  button.  
 

5. To send for approval, click  button.  
 
 
 
 
 
 
 
 

6. Click  button to confirm action, otherwise click  button to discard. 

 

APPROVAL  
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PROCURE TO PAY 
 
Procure to Pay will allow the user to connect all the steps of procurement process, from the 

decision to buy something to the eventual transaction. Moreover, it allow businesses to inquire, 

request, receive, and then pay for goods and services. This procure-to-pay process involves 

numerous steps to complete the order. 

 

PURCHASE REQUEST 

 
Purchase request section allows user to create a request to purchase. The purchase request 

process can be used by employees of an organization, who need to purchase items from external 

suppliers that require managerial or supervisory approval.  

 

How to create a purchase request?  

In this part, the user will be guided on how to create a purchase request systematically.  

 

 
 
Click the Modules menu and select Purchase Request under Procure to Pay section. 
 

   
 

1. Click  (Create PR) button and select purchase request type among: 
 

a. Inventory 
b. Supplies 
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c. Fixed Assets 
d. Others 

 
 
 
 
 

PURCHASE REQUEST – Inventory 
 

 
 

1. Enter Expected Delivery Date. 
 

2. Click  (Add Item) button to open inventory entry.  
 

 
 

3. Select and input items needed for PR. To delete item, click  (Delete) icon.  
 

To add more inventory purchase requests, repeat steps 1 & 2.  
  

4. To send for approval, click  button. 
 
 
 

Modules › Procure to Pay | 

Note: Expected Delivery will be a week after purchase request. 

https://www.compart.com/en/unicode/charsets/containing/U+203A


81 
 

End-to-End Business Solutions  

 
 
 
 
 
 
 
 

 

5. Click  button to confirm action, otherwise click  button to cancel.  
 

PURCHASE REQUEST – Supplies 
 

 
 

1. Enter Expected Delivery Date. 
 

2. Click the  (Add) button and provide the necessary details needed. 
 

 
 

3. Select and input items needed for PR. To delete item just click  (Delete) icon. 
 
To add more supplies purchase request, repeat steps 1 & 2.  
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4. Click  button for approval. 
 
 
 
 
 
 
 

 
 

5. Click  button to confirm action, otherwise click  button to cancel. 
 

PURCHASE REQUEST – Fixed Assets 
 

 
 

1. Enter Expected Delivery Date. 

 

2. Click the  (Add) button and provide the necessary details needed 

 

 
 

3. Select and input item category needed for PR. To delete item just click  (Delete) icon. 
 
To add more purchase requests – fixed asset, repeat steps 1 & 2.  
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4. To send for approval, click  button. 
 

 
 

 

 
 
 
 

5. Click  button to confirm action, otherwise click  button to cancel 
  

PURCHASE REQUEST – Others 
 

 
 

1. Enter Expected Delivery Date. 
 

2. Click the  (Add) button and provide the necessary details needed.  

 

 
 

3. Select and input accounts needed for PR. To delete item just click  (Delete) icon. 
 
To add more purchase request - others, repeat steps 1 - 2. 
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4. To send for approval, click  button.  
 
 
 

 
 
 
 
 

5. Click  button to confirm action, otherwise click  button to cancel.  

 

APPROVAL 
 

 
 
Click Approval menu. 
 

 
 

1. Search / Select document for approval.  
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2. Click the Document you want to approve and click the  (Approve) button to 

confirm approval, otherwise click  (Disapprove) button to reject. 
 

 
 
 
 

3. Click  button to confirm action, otherwise click   button to cancel. 
 
 
 
 

 

4. Go to  (Approve PRs) tab and select document.  
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5. Click  (Print) button to produce a hardcopy or  (Post to PO) 

button to proceed for Purchase Order or  (Convert to Canvass) button to 

canvass and  (Close PR) button to cancel the hanging of transaction to PO. 

 

 
 
 
 

6. Click  button to confirm action, otherwise click   button to cancel. 
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CANVASS 
 
Canvass allows the user to choose between direct buying of the product based on purchase 

request or will look for a particular supplier of the product.  

 

How to Process Canvass?  
 

 
 
Click the Modules menu and select Canvass under Procure to Pay section. 
 

 
 

1. Search / Select documents to canvass. 
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2. Click  (Add) button to add bidder. 
 

 
 

3. Select Bidder, input Terms (in Days) & Lead Time (in Days) and Attachment if necessary. 
 

4. Click  (Save) icon to save entry, otherwise click   (Cancel) icon to cancel. To delete 

item, click  (Delete) icon. 
 
 
 
 
 
 
 
 
 
 
 
 
  

5. Click on “Drop files here to upload” and locate file to upload. Add “Notes” if needed. 
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6. Click (Close) button to cancel.  
 

  
 

7. To remove attachment, click on “Remove file” link. 
 

8. Click  button to close the attachment form. 
 

  
 

9. Input price for Suppliers of that item. 
 

10. Click  button for approval. 
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11. Click  button to confirm action, otherwise  button to cancel.  
 

APPROVAL 

 

 
 
Click Approval menu. 

 
 

1. Search / select document for approval.  
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2. Click the Document you want to approve and click the  (Approve) button to confirm 

approval, otherwise click  (Disapprove) button to reject. 
 

 
3. Select Supplier to approve. 

 

4. Click  button to save, otherwise 

click  button to cancel.  
 

 
 
 
 

5. Click   button to confirm action, otherwise click    button to cancel. 
 

 
 
 
 

 

Note: After sending for approval, the  (Attachment) button will change to  (View) 
button and proceed to Purchase Order approve. 
 

Note: All types of PR have the same process when it comes to canvass. 
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PURCHASE ORDER 
 
In this section, the user is able to convert the purchase request to purchase order and is still 

subject for approval. The user may also create a purchase order for Non-Procured and Payment 

Request Memo types.  

  
How to process a Purchase Order?  
 

 
 
Click the Modules menu and select Purchase Order under Procure to Pay section. 
 

 
 

1. Select PR for PO documents. 
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PURCHASE ORDER - Procured  
 

 
 
Selected document will display its content here. 
 

1. Fill-in necessary fields for the Purchase Order (PO).  
 

2. Fill-in fields among these PO types; 
 

a. Inventory – Req. Quantity (Qty) and Cost / Unit (VAT Ex) 

b. Supplies – Quantity (Qty) and Cost / Unit (VAT Ex) 

c. Fixed Assets - Req. Quantity (Qty) and Cost / Unit 

d. Others - Quantity (Qty) and Cost / Unit (VAT Ex) 
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3. Click  button for approval or  button to save the document and 
process later. 

 

 
 
 
 

4. Click  button to confirm action, otherwise click   button to cancel. 

 
APPROVAL 

 
PURCHASE ORDER – Non-Procured 

  
 

1. Click  (Create PO Non-Procured) button and select Purchase Order type among: 
 

a. Non – Procured (Single Vendor) 

b. Non – Procured (Multiple Vendor) 

c. PRM 
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PURCHASE ORDER – Non-Procured (Single) 
 

 
 

1. Fill – in necessary fields needed for Purchase Order (PO). 
 

2. Click  (Add) button to open/add an entry. 
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3. Select and input fields needed for Purchase Order (PO). To delete item just click  (Delete) 
icon. 

 
To add more purchase orders – non procured, repeat steps 2 & 3. 
 

4. Click  button to approve document. 
 
 
 
 
 
 
 
 

5. Click  button to confirm action, otherwise click  button to cancel. 
 

APPROVAL 
 

 

6. Go to  (Approved PO(s)) tab to view approved document.  
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Content of selected document displays here. 

7. Click  (Print) button to produce a hardcopy or  button to cancel 

the hanging of transaction to Goods Receive (GR). 

 

 

8. Click  button to confirm action, otherwise click  button to cancel.  
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PURCHASE ORDER – Non-Procured (Multiple Vendor) 
  

 
 

1. Fill – in necessary fields needed for Purchase Order (PO). 

2. Click  (Add) button to open/add an entry. 

 

 
 

3. Select and input fields needed for Purchase Order (PO). To delete item, click  (Delete) 
icon.  
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To add more purchase orders – non procured (Multiple Vendors), repeat steps 2 & 3. 
 

4. Click  button to approve document. 
 

 
 
 
 
 
 
 

5. Click  button to confirm action, otherwise click   button to cancel. 
  

APPROVAL 
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PURCHASE ORDER – PRM  
 

 
 

1. Input necessary details to fields for Purchase Order (PO). 

2. Click  (Add) button to open/add an entry. 
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3. Select and input necessary details to fields for Purchase Order (PO). To delete item just 

click  (Delete) icon.  
 

To add more purchase orders - PRM, repeat steps 2 & 3. 
 

4. To send for approval, click  button. To upload file, click   
button.  

 
 
 
 
 
 
 
 

5. Click  button to confirm action, otherwise click   button to cancel. 

 
APPROVAL 
 

Save as Draft 
 
 
 
 

1. Go to  (Drafts) tab and select document to modify.  
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2. To send for approval, click  button. To edit entry, click  

icon to create changes and click  button to produce a hardcopy. 
 

After Modification. 
 

 
 

3. Update fields; 

a. Inventory - Req. Quantity and Cost / Unit (VAT Ex) 
b. Supplies – Quantity (Qty) and Cost / Unit (VAT Ex) 
c. Fixed Assets - Req. Quantity (Qty) and Cost / Unit 
d. Others - Quantity (Qty) and Cost / Unit (VAT Ex) 

 

4. Click  button to update changes, otherwise click   button 

APPROVAL 
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ADVANCE DEPOSIT 

 
In this part, the user is able to deposit in advance. Advance Deposit records cash transactions that 

will go directly to the bank and will not go through the normal cash receipt process.  

How to process Advance Deposit? 

 
 
Click the Modules menu and select Advance Deposit under Procure to Pay section. 

 

 
 

1. Click  (Create) button. 
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2. Select PO and input Payment Due & Adv. Deposit. 

3. To send for approval, click  button. 

 

 
 
 
 
 
 

4. Click   button to confirm action, otherwise click   button to cancel.  
 

APPROVAL 
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GOODS RECEIVE 

This record is use to confirm all goods have been received and often compared to a purchase order 

before payment is issued. In this section, user is able to receive goods upon its delivery and register 

it to the system.  

 
How to process Goods Receive? 
 

 
 
Click the Modules menu and select Goods Receive under Procure to Pay section. 
 

 
 

1. Select PO for GR documents. 
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GOODS RECEIVE – Inventory 
 

 
Selected document will display its content here. 
 

1. Input necessary details to fields for the goods to be received. 

 
 

2. Upload Invoice and DR by clicking  (Upload) button. 
 

3. Input Quantity Received and Racking. 
 

 
 

4. Click  button to receive goods. 
 
 
 
 
 
 
 
 

5. Click  button to confirm action, otherwise click  button to cancel.  
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GOODS RECEIVE – Fixed Asset 
 

 
  
 
 
 
 
 
 
 
 
 
 
Selected document will display its content here. 
 

1. Input necessary details to fields for the goods to be received. 

 

 
 

2. Upload Invoice and DR by clicking  (Upload) button. 
 

3. Input Quantity Received. (Supplies, Fixed Assets & Others) 

 

 
 

4. Click  button to receive goods. 
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5. Click  button to confirm action, otherwise click  button to cancel.  
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DOCUMENTS CLEARING 
Document that was cleared previously, open items when it is posted is known as a clearing 

document. Examples of clearing documents are payment documents and reversal documents. 

Documents clearing in this system refers to finished procurement transactions and were received 

under Goods Receive. The purpose of documents clearing is for finance to make sure the goods 

received coincides with the actual purchase order. 

 
How to Process Documents Clearing? 
 

 
 
Click the Modules Menu and select Documents Clearing under Procure to Pay section. 
 

 
 

1. Select documents to clear from  tab.  
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2. Upload Invoice and Delivery Receipt by clicking  (upload) button if necessary. 
 

3. Select Account.  

 

 
 

4. To send for approval, click  button, otherwise click   button to 
discard. 
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5. Click  button to confirm action, otherwise click  button to cancel. 
 
 
 

 
 

 
 

1. Select Document from  tab. 

 

 
 

2. Click  button to clear document, otherwise click   button to 
discard.  
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3. Click  button, otherwise click  button to discard. 
 
 
 
 
 
 
 
 

4. Click  button to confirm action, otherwise click  button to cancel.  
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CASH ADVANCE 
Cash advance is a short-term loan from a bank or an alternative lender. In this system, cash 

advance refers to all cash taken in advance in the company that is used for business purposes. 

Here, those transactions are created and recorded. 

 

How to Processs Cash Advance?  
 

 
 
Click the Modules Menu and select Cash Advance under Procure to Pay section. 
 

 
 

1. Click the  button to add entry. 
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2. Select Employee Name, Account Name & CA Type and enter Amount & Reason / Remarks.  
 

 
 

3. Click  (Add) button to add entry for CA. 
 
To add more cash advances, repeat steps 1 & 3. 

 
 
 
 
 
 
 
 

4. Click  button to confirm action, otherwise click  button to cancel. 
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APPROVAL 
 

 
 

1. Select CA document for liquidation.  
 

 
 

2. Select account to liquidate by clicking    (Checkbox).  
 

3. Click  button to liquidate or  button to produce a hardcopy.  
 

 
 

4. Click  button to confirm action, otherwise click  button to cancel.  
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LIQUIDATION: 
 

 
 

1. Select liquidated CA document from  tab. To remove entry, click  (Delete) icon.  
 

  
Selected document displays here. 
 

2. Input necessary details to fields.  To remove entry,  click  (Delete) icon. 
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3. Click  (Add) button to add additional entry for liquidation.  
 

4. To send for approval, click  button.  
 
 
 
 
 
 
 

5. Click  button to confirm action, otherwise click  button to cancel. 

 

 
 

6. Click  button to post CA liquidation entries, otherwise click   button to discard.  
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7. Click  button to confirm action, otherwise click  button to cancel. 
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PAYMENT PROCESSING  

 
Payment Processing refers to a system that allows the user to process payments for transactions 
being made in the company. It is a payment for services, product or an item offered by the 
company.  
 

How to Process Payment?  
 

 
 
Click the Modules Menu and select Payment Processing under Procure to Pay section. 

 

  
 

1. Select documents from  tab. 
 

 
 
Selected document will display its content here. 
 

2. Enter necessary Payment Information. 
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3. Input Amount needed for payment. 
 

 
 

4. To send for approval, click  button.  
 
 
 
 
 
 
 
 

5. Click  button to confirm action, otherwise click  button to cancel. 

 
APPROVAL 
 
 
 

6. After approval, go to  (Approve) tab and select document to approve.  
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Selected document will display its content here. 
 

7. Click  button to proceed for clearing of check or  (Print) icon to produce a 
hardcopy. 

 
 
 
 
 
 
 

8. Click  button to confirm action, otherwise click  button to cancel. 
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CA ADJUSTING ENTRIES 

 
Cash Advance Adjusting Entry permits user to make changes, adjustments and balance Cash 

Advance accounting entries that is subject for approval.  

How to create a CA Adjusting Entries? 
 

 
 
Click the Modules Menu and select CA Adjusting Entries under Procure to Pay section. 

 

 
1. Click  button to add CA Adjusting entry. 

 

 
 

2. Input necessary details to fields. 
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3. Click  (Add) button to add entry. 
 

 
 

4. Click  (Delete) icon to remove entry if necessary. 
 

5. To send for approval, click   button. 
 
 
 
 
 
 
 
 

6. Click  button to confirm action, otherwise click  button to cancel. 

 
APPROVAL 
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CASH/CHECK CLEARING 
 
This section will allow user to clear cash and checks for payments. This is a process in which a 
bank collects the funds on a check/cash deposit from the issuing institution. Check/Cash clearing 
involves the bank in which the check/cash was deposited by the buyer for payment purposes.  

 

How to process Cash/Check Releasing? 
 

 
 
Click the Modules Menu and select Cash/Check Releasing under Procure to Pay section. 
 

 
 

1. Select documents from    tab. 
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Selected document will display its content here.  
 

2. Click  button to release payment or  
button to discard. To print document, click  

 (Print) icon. 

3. Click  button to upload OR image. 
 

4. Enter Receiver’s Name. 
 

5. Click  button to save, otherwise click  
button to discard. 
 

 
 

6. Click  button to confirm action, otherwise click 

 button to cancel. 
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CHECK CLEARING 
Check clearing or bank clearance is the process of moving cash from the bank, which a check is 

drawn to the bank where it was deposited, usually accompanied by the movement of the check to 

the paying bank, either in the traditional physical paper or digital form under a check truncation 

system. 

 

How to process Check Clearing?  

 

 
 
Click the Modules Menu and select Check Clearing under Procure to Pay section. 
 

 
 

1. Click  button aligned with the check you want to clear or  button to 
reject the check you want to reject. 

 

 
 

2. Click the  button to post action, otherwise click  button to cancel action.  
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3. Click  button to confirm action, otherwise click  button to cancel.  
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PTP ADJUSTING ENTRIES 

In this section, the user is able to create adjustments and balances in procure to pay accounting 
entries.  

 
How to Create a PTP Adjusting Entries? 
 

 
 
Click the Modules Menu and select PTP Adjusting Entries under Procure to Pay section. 
 

 
 

1. Click  button to add PTP Adjusting entry. 
 

 
2. Input necessary details to fields. 

 

3. Click  (Add) button to add entry.  
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4. Click  (Delete) icon to remove entry if necessary. 
 

5. To send for approval, click  button. 
 
 
 
 
 
 
 
 

6. Click  button to confirm action, otherwise click  button to cancel. 
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INVENTORY MANAGEMENT 
 

Inventory management system is the combination of technology (hardware and software), 

processes and procedures that oversee the monitoring and maintenance of stocked products, 

whether those products are company assets, raw materials and supplies, or finished products 

ready to be sent to vendors or to consumers. 

   

This module lets the users know the physical inventory difference, can perform cycle counts, and 

conduct transfer of materials. At the same time has predictive/proactive inventory management, 

racking system, inventory movement traceability and has expiry monitoring capability. 

 

MAT TO MAT CONVERSION 
Material to material conversion is a process of converting and item or material from one unit to 

another. This page displays all items that are available for conversion, admin/user can convert item 

unit to another unit by clicking on the chosen item. This normally applies for retail. 

 

How to process Mat to Mat Conversion?  
 

 
 
Click the Modules Menu and select Mat to Mat Conversion under Inventory Management section. 

 

 
 

1. Select item(s) to convert in List of Convertible Items. 
 

2. To convert item (s), click  (Convert) icon. 
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3. Select conversion from List of Conversions and input necessary details to fields to convert 

item.  

 

4. Click  button to proceed, otherwise click   button to cancel action. 
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STOCK TRANSFER 

Stock Transfer allows user to create transfer stock request which allow a particular warehouse to 

transfer stocks to another branch.   

How to Process Stock Transfer?  

 
 
Click the Modules Menu and select Stock Transfer under Inventory Management section. 

 

 
 

1. Click  (Create) button to open entry. 
 

2. Select warehouse (From & To). 
 

3. Click  button to proceed, otherwise click  button to cancel action. 
 

Modules › Inventory Management | 

https://www.compart.com/en/unicode/charsets/containing/U+203A


133 
 

End-to-End Business Solutions  

 
 

4. To add item, click  (Add) button.  
 

 
 

5. Select Racking (From & To) and input Item Code & Quantity. To remove entry, click  
(Delete) icon if necessary. 

 
To add more stock transfers, repeat steps 4 & 5 
 

6. To save and send for approval, click  button.  
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7. Click  button to confirm action, otherwise click  button to cancel. 
 

APPROVAL 
 
 
 
 

8. Go to  (Released) tab to check released material transfer. 
 

 
 

9. Click  button to receive material transferred.  
 
 
 
 
 
 
 
 

10. Click  button to confirm action, otherwise click  button to cancel. 
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MATERIAL RELEASE  
 

This page allows the user to monitor and change the status of the material transfer request 
whether it is ready for release, in preparation stage, already released, or has been received.  
 

How to process Material Release?  
 

 
 
Click the Modules Menu and select Material Release under Inventory Management section. 
 

 
  

1. Select document from  tab to release. 
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2. To release item, click  button. 
 
 
 
 
 
 
 
 

3. Click  button to confirm action, otherwise click  button to cancel.  
 
 
 
 
 

4. Go to  (Preparing) tab and select documents to prepare the transfer of materials. 
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5. Input Released (Qty) to release.  
 

6. Click  button to release prepared item.  
 
 
 
 
 
 
 
 
 

7. Click  button to confirm action, otherwise click  button to cancel. 
 
 
 
 
 

8. Go to  (Release) tab to monitor your release documents for material transfer. Wait for 
other location to receive your transfer of materials. 

 

9. Go to  (Received) tab to view received records of material transfer.  
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PERFORM CYCLE COUNT 
 

Perform cycle count involves counting a small amount of inventory in the warehouse each day, 
with the intent of counting the entire inventory over a period of time. Any errors found during these 
small incremental counts will result in an adjustment to the inventory accounting records. 
 
In this page, user count number of items in number of location or area within the warehouse in a 
specified time or day. Entries created will be sent for approval, users are able to view, edit and 
delete existing entries. 

 

How to Perform Cycle Count? 

 

 
 
Click the Modules Menu and select Perform Cycle Count under Inventory Management section. 
 

  
 

1. Click  button to open entry for Perform Cycle Count (PCC). 
 

2. To remove entry, click  (Delete) icon aligned with the document. 
 

Modules › Inventory Management | 

https://www.compart.com/en/unicode/charsets/containing/U+203A


139 
 

End-to-End Business Solutions  

  
 

3. Select Functional Area, Cost Center, Warehouse and Category. 
 

4. Enter Dipstick aligned with the selected material. 

 

 
 

5. Click  button for approval.  
 
 
 
 
 
 
 

6. Click  button to confirm action, otherwise click   to cancel. 
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7. To send for approval, click  button, otherwise click   button to 
discard.  
 

 
 
 
 
 
 
 
 

8. Click  button to confirm action, otherwise click   to cancel. 
 
 

APPROVAL 
 

 
 

9. Go to  (Created/For Approval) tab to monitor your pending documents. 
 

10. Go to  (Approved) tab to view approved documents.  
 

11. Go to  (Rejected) tab to review rejected documents. 
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INV ADJUSTING ENTRIES 

 
This page records all adjusting entries made for inventory. The admin/user will be able to create an 
entry by pressing the add icon. All entries created are subject for approval.  
 

How to create Inventory Adjusting Entries? 

 

 
 
Click the Modules Menu and select Inventory Adjusting Entries under Inventory Management 
section. 
 

  
 

1. Click  button to open entry for Inventory Adjusting Entries. 
 

2. To remove entry just click  (Delete) icon aligned with the document. 
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3. Input necessary details to fields. 
 

4. Click  (Add) button to add entry. 

 
 

  
 

5. Click  (Delete) icon to remove entry if necessary. 
 

To add more inventory adjusting entries, repeat steps 4 & 5. 
 

6. To send for approval, click  button. 
 
 
 
 
 
 
 
 

7. Click  button to confirm action, otherwise click  button to cancel. 
 

APPROVAL 
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PRODUCT RETURN – CALIBRATION 
 
In this part, the user will be able to assign personnel responsible for the product return – 
calibration, and to make sure the exact/correct volume of a containment system (ex: tank or pump) 
corresponding to a certain measurement value is accurate.  
 

How to Process Product Return - Calibration?  
 

 
 
Click the Modules Menu and select Product Return – Calibration under Inventory Management 
section. 
 
 
 
 
 
 
 
 
 

1. Click  (Create) button to open Product Return entry. 
 

2. To remove entry,  click  (Delete) icon aligned with the document. 

 

 
 

3. Select Employee and Shift. 
 

4. Click  (Add) button to add entry.  
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5. Input necessary details and click  (Delete) icon to remove entry if necessary. 
 

To add more product return - calibration, repeat steps 4 & 5.  
 

6. To send for approval, click  button. 
 
 
 
 
 
 
 
 

7. Click  button to confirm action, otherwise click  button to cancel. 
 

 

APPROVAL 
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PRICE ADJUSTMENT 
 

In this section, the head office will have the authority to create price adjustments. The head office 

will select the product that needs an increase or reduction in price, it will also select the location 

and set the date of the effectivity of the price adjustments. Morever, the price can only be adjusted 

back to its original price through the same process given that it will be subject for approval.  

 

How to Process Price Adjustment?  

 

 
 
Click the Modules Menu and select Price Adjustment under Inventory Management section. 
 
 
 
 
 
 
 
 
 

1. Click  (Create) button to open price adjustment entry.  

 

2. To remove entry, click  (Delete) icon aligned with the document.  

 

 
 

3. Enter Effectivity Date and Effectivity Time. 
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4. Click  (Add) button to open entry.  
 

 
 

5. Select and input necessary details. To remove entry, click  (Delete) icon aligned with the 
item if necessary. 

 
To add more price adjustments, repeat steps 4 & 5. 

 

6. To send for approval, click  button for approval. 
 
 
 
 
 
 
 
 

7. Click  button to confirm action, otherwise click  button to cancel. 

 

APPROVAL 
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CALIBRATION 
 
In this part, the user will be able to assign calibration personnel that will be in charge in determining 

the exact /correct volume of a containment system (ex: tank or pump) corresponding to a certain 

measurement value. Calibration process is key measure of the company to obtain accurate 

measurements of quantity.  

How to Process Calibration?  

 
 
Click the Modules Menu and select Calibration under Inventory Management section. 
 

 
 

1. Click  (Create) button to open calibration entry.  
 

2. To remove entry, click  (Delete) icon aligned with the document.  
 

 
 

3. Select Employee, Shift & Target Date. 
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4. Click  (Add) button to open entry. 
 

5. Select and input necessary details. To remove entry, click  (Delete) icon aligned with the 
item if necessary. 

 
To add more calibrations, repeat steps 4 & 5. 

 

6. To send for approval, click  button. 
 
 
 
 
 
 
 
 

7. Click  button to confirm action, otherwise click  button to cancel. 

 

APPROVAL 
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AUTHORITY TO WITHDRAW 
 
In the instance that a particular employee would be in need to purchase a product this section 
allows the employee to request an authority to withdraw from the immediate department head to 
create a transaction in behalf of the company. All requests for an authority to withdraw are subject 
for approval.  
 

How to Process an Authority to Withdraw?  
 

 
 
Click the Modules Menu and select Authority to Withdraw under Inventory Management section. 
 

 
 

1. Click  (Create) button to open Authority to Withdraw.  
 

2. To remove entry, click  (Delete) icon aligned with the document. 
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3. Select and input needed details for authority to withdraw. 
 

 
 

4. Click  (Add) button to open entry slot. 
 

5. Select and input necessary details. To remove entry click  (Delete) icon aligned with the 
item if necessary. 

 
To add more authority to withdraw, repeat steps 4 & 5. 

 

6. To send for appoval, click  button.  
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7. Click  button to confirm action, otherwise click  button to cancel. 

 

APPROVAL 
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Journal Voucher Management 
 
A journal voucher is a document that vouches (records), or posts, to a journal in the accounting 
record. When people talk about journal vouchers, they typically are referring to something other 
than the routine A/P, or A/R transactions, as those have their own processes.  
 
This module allows the user to handle adjustments not covered by the other modules that is 
flexible with high internal control. All adjustments made shall be subject for approval. 

 
JOURNAL VOUCHER 
 
A journal voucher is a document that stored the essential information about an accounting 
transaction. This voucher contains the following information: Unique identifying number and 
transaction date. All Journal voucher documents are created and monitored in this page. 

 
How to Process Journal Voucher? 

 

 
 
Click the Modules Menu and select Journal Voucher under Journal Voucher Management (Mgt) 
section. 
 

   

1. Click  button to open entry. 
 

2. Select among:  
 

a. YES 
b. NO 
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3. To remove entry, click  (Delete) icon aligned with the document.  
 

 
 

4. Click  (Add) button to add entry. 
 

5. Input necessary details to fields. 
 

To add more inventory adjusting entries, repeat steps 4 & 5. 
 

 
 

6. Click  (Delete) icon to remove entry if necessary.  
 

7. To send for approval, click  button.  
 

8. Click  button to confirm action, 

otherwise click  button to cancel. 
 
 

APPROVAL 
 
 
 
 

9. After sending for approval, go to  (Created / For Approval) tab to monitor your pending 
documents. 

 

10. Go to  (Approved JVs) tab to view approved documents.  

 
11. Go to  (Rejected JVs) to review rejected documents. 
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FIXED ASSET MANAGEMENT 

 
Fixed Asset Management is an accounting process that seeks to track fixed assets for the 
purposes of financial accounting, preventive maintenance, and theft deterrence. 
 
The module enables the user to monitor, manage all the registered fixed assets’ monetary value 
and can perform depreciation runs. Fixed Asset Management is divided into four (4) transactions 
namely: Managed Fixed Asset, Depreciation Run, Property Monitoring and FA Disposal/Retirement.  
 

MANAGED FIXED ASSET 

This section allows user to register all company’s fixed asset as well as make changes and 
remove.  

 
How to Manage Fixed Asset?  

 

 
 
Click the Modules Menu and select Managed Fixed Asset under Fized Asset Management (Mgt) 
section. 
 

 
 

1. Click  (Create) button to open New Fixed Asset entry form. 
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2. Input necessary details to fields. 
 

3. Click  button to confirm, otherwise click  button to cancel action. 
 

 
 

4. Click  (Edit) icon to modify entry. To remove entry, click  (Delete) icon if necessary.  
 

 
 
Details of selected record displays here. 
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DEPRECIATION RUN 
 
This page allows user to plan and specify depreciation date for company’s fixed asset, all are 
subject for approval. 

 
How to Process Depreciation Run? 
 

 
 
Click the Modules Menu and select Depreciation Run under Fixed Asset Management (Mgt) 
section. 
 

 
 

1. Click  button to add depreciation run entry. 
 

 
2. Enter Run Date, Description and Location. To delete entry just click  (Delete) icon if 

necessary. 
 

3. Click  button for approval.  
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4. Click  button to confirm action, otherwise click  button to cancel.  
 

 
 

5. To send for approval, click  button. To export document and produce a 

copy of DR accounting entries, click   button. To cancel, click  button.  
 
 
 
 
 
 
 
 

6. Click  button to confirm action, otherwise click  button to cancel. 

 

EXPORT 
 
 
 
 
 
 
 
 
 

1. Enter Filename. 
 

2. Click  button to confirm action, otherwise click  button to discard.  

 
APPROVAL 
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PROPERTY MONITORING 
 
This page allows user to plan and specify depreciation date for company’s fixed asset, all are 
subject for approval.  

 
How to Borrow Property Request? 
 

 
 
Click the Modules menu and select Property Monitoring under Fixed Asset Management (Mgt) 
section. 
 

 
 

1. Click  (Create) button to add entry for borrow property request.  
 

2. To remove entry, click  (Delete) icon aligned with the document. 
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3. Input Requested By, Designation & Explanation. 
 

4. Click  (Add) button to add entry.  

 

. 
5. Input FA Description and Quantity. To remove entry, click  (Delete) icon aligned with the 

item if necessary. 
 
To add more borrow request property, repeat steps 4 & 5.  
 

6. To send for approval, click   button. 
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7. Click  button to confirm action, otherwise click  button to cancel. 
 

APPROVAL 
 
 
 
 
 
 
 

8. After sending for approval, go to  (Created/For Approval) tab to monitor your pending 
documents. 
 

9. Go to  (Approved) tab to view approved documents. Select approved documents.  
 

 

 
 

10. Click  button to release document.  
 

11. Click  button to confirm, otherwise 

click  to cancel.  
 

 
 

12. Go to  (Rejected) tab to review rejected documents.  
 

13. After confirmation of release, go to  (Released) tab to check the released document. 
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14. Click  (Return) button if you want to return the said request.  
 
 
 
 
 
 
 
 

15. Click  button to confirm, otherwise click  to cancel. 
 
 
  

Note: After returning, the user can repeat the same request. Follow the steps above until 
the request is successfully processed. 
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FIXED ASSET (FA) DISPOSAL RETIREMENT 
Fixed asset disposal or retirement is the process of permanently removing the fixed asset from 

service. This page allows user to submit request for assets that need to be disposed. 

 
How to Process FA Disposal / Retirement? 
 

 
 
Click the Modules Menu and select FA Disposal / Retirement under Fixed Asset Management (Mgt) 
section.  
 

 
 

1. Click  (Create) button to add entry for retirement / disposal. 
 

2. To remove entry, click  (Delete) icon aligned with the document. 
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3. Select type between Disposal and Retirement and input Explanation. 

 

4. Click  (Add) button to open entry.  
 

RETIREMENT: 
 

 
 

1. Select FA for Retirement.  
 

2. Click  button to save action, otherwise click button to cancel. 
 

 
 

3. To view retirement accounting entries, click  (View) icon.  
 

4. To remove entries, click  (Delete) icon. 
 
To add more retirement/ disposals, repeat step 4 of FIXED ASSET (FA) DISPOSAL RETIREMENT 
under retirement type. 
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5. To save and send for approval, click   button. 

 
 
 
 
 
 
 

6. Click  button to confirm, otherwise click  to cancel. 
 

APPROVAL 
 

7. After sending for approval, go to  (Created/For 
Approval) tab to monitor your pending documents.  
 

8. Go to  (Approved) tab to view approved documents. Select approved documents.  
 

9. Go to  (Rejected) tab to review rejected documents.  
 

DISPOSAL: 
 

 
 

1. Search & select FA to dispose.  
 
 

2. Click  button to save action, otherwise click button to cancel. 

 

Note: Disposal can also be use to dispose retired item(s). By clicking the  (checkbox) 

View Retired Items, you can see the retired items 
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3. To view retirement accounting entries, click  (View) icon.  
 

4. To remove entries, click  (Delete) icon. 
 
To add more retirement/disposals, repeat step 4 of FIXED ASSET (FA) DISPOSAL RETIREMENT 
under disposal type. 

 

5. Click  button for approval. 
 
 
 
 
 
 
 
 

6. Click  button to confirm, otherwise click  to cancel. 

 
APPROVAL 
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CASH MANAGEMENT  
Cash management is the process of collecting and managing cash flows. Cash management is 

very essential in order for a company to function at its best. In business, it is a key component of 

a company's financial stability or total wealth portfolio.  

CASH FLOW STATEMENT  

Cash Flow Statement is a report of the information about the changes in cash and cash 

equivalents of the company by classifying cash flows into operating, investing and financing 

activities. It is a key report to be prepared for each accounting period for which financial 

statements are presented by an enterprise. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Reports tab and select the Cash Flow Statement section under the Cash Management Menu.  

1. Select among year, month, and custom to filter flow chart reports.  

2. Select Year (From & To) 

3. Click the        (Export) button to transfer reports. To print report, click the       (Print) 

button. To apply filter, click the           (Apply Filter) button.  
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COLLECTION REPORT 

The Collection Report provides a summary of receipts collected by the company, how they were 

applied (invoices, debit memos, service charges, or unapplied), and collection in an average number 

of days, to help the company in determining the payment habits of the clients.  

 

 

 

 

 

 

 

 

 

 

 

 

Click Reports tab and select the Collection Report under the Cash Management Menu.   

1. Select between Current Date and Date Range to filter dates.  

2. Select Date and Customer Name.  

3. Click the        (Export) button to transfer reports. To print report, click the    (Print) button. 

To apply filter, click the            (Apply Filter) button.  
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SUPPLIER PAYMENTS 

This report allows the user to keep track of their supplier accounts and their associated 

transactions in the company.  

 

Click the Reports tab and select the Supplier Payments under the Cash Management Menu.  

1. Set the date (From & To) and name of Supplier.  

2. Click the       Export button to transfer reports. To print report, click the       (Print) button. 
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LIST OF CUSTOMER PDCs  

In this section, the user is able to view the list of Customer Post Dated Checks.  

 

 

 

 

 

 

 

 

 

Click the Reports tab and select the List of Customer PDCs under the Cash Management Menu.  

1. Set the date (From & To).  

2. Click the        (Export) button to transfer reports. To print report, click the   (Print) button. 
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CUSTOM REPORT  
Custom Report allows the user to meet advanced reporting needs at several levels. The system 

administrator can select data from existing company system reports and export the combined 

data to produce a cohesive and comprehensive customized report.  

DAILY SALES REPORT  

In this part, the user will be able to produce a copy of the daily sales report of the company.  

 
1. Select date.  

 

2. To print, click the        (Print) icon. To post, click the          (Post) button.  
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DAILY SALES REPORT PACKAGE 

Daily Sales Report Package allows the user to view and have access with the Daily Sales Report, 

Fuel Reading, Charges and Sales (Oil & Lubes) for a more specific and comprehensive report of a 

particular package.  

 

 

 

 

 

 

 

 

1. Select among the Daily Report Package:  

a. Daily Sales Report  

b. Fuel Reading  

c. Charges 

d. Sales (Oil & Lubes) 

2. Select date.  

 

3. To print, click the         (Print) icon. To post, click the          (Post) button.  
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RECEIVABLE MANAGEMENT 
Receivable Management is about ensuring that customers pay their invoices. Good receivables 

management helps prevent overdue payment or non-payment, it is therefore a quick and effective 

way to strengthen the company’s financial or liquidity position. 

CUSTOMER LEDGER 

In this part, the user will be able to have access with the list of customer ledgers and view detailed 

transaction information as well as outstanding balances per customer. 

                     

 

 

 

 

 

 

 

 

Click the Receivable Management tab and select the Customer Ledger under the Receivable 
Management Menu.  

1. Set the date (From & To).  

2. Select customer ledger.  

3. Click the        (Export) button to transfer reports. To print report, click the       (Print) button.  



173 
 

End-to-End Business Solutions  

EMPLOYEE LEDGER 

In this section, the user is able to access the employee ledgers and view detailed cash advance 

information per employee.  

 

 

 

 

 

 

 

 

 

Click Receivable Management tab and select the Employee Ledger under the Receivable 

Management Menu.  

1. Set the date (From & To), CA Type, select Department and Employee.  

2. Click the        (Export) button to transfer reports. To print report, click the    (Print) button. 
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INVENTORY MANAGEMENT  
Inventory Management provides report summary of the amount of inventory of the company has 

on hand at a given time. In this report, the user will be provided with inventory report in physical or 

electronic document form that has numbers representing the product, inventory you are ordering, 

or inventory that the company need for internal business use. 

INVENTORY REPORT 

Inventory Report refers to the stock or supply of various items of the company. It helps the 

company to monitor the available supplies in a timely and convenient manner.  

 

 

 

 

 

 

 

 

 

Click the Inventory Management tab and select the Inventory Report under the Inventory 

Management Menu.  

1. Select PR Status and set the Date.  

2. Click the        (Export) button to transfer reports. To print report, click the   (Print) button. 

To run report, click the   (Run Report) button.   
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INVENTORY DIFFERENCE 

 

 

 

 

 

 

 

 

Click the Inventory Management tab and select the Inventory Difference under the Inventory 

Management Menu.  

1. Set the date (From & To). Select Warehouse and Rack.  

2. Click the        (Export) button to transfer reports. To print report, click the   (Print) button. 
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INVENTORY W/ MIN. STOCK 

 

 

 

 

 

 

 

 

 

Click the Reports tab and select Inventory with Min. Stock section under the Inventory 

Management Menu.  

1. Input search field.  

2. Click the       (Export) button to transfer reports. To print report, click the  (Print) button. 
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VENDOR MANAGEMENT  

Vendor management allows user to view reports to avoid complexity. It also helps the company to 

get quotes for pricing, capabilities, quality and turn-around times. It also covers performance 

evaluation, payment dissemination, contract negotiations, relationship management and job 

assignments.  

AP AGING REPORT  

This section summarizes the status of unpaid bills in accounts payable, showing what you owe, 

who you owe it to, and how much is the overdue. For each supplier to whom your company owes 

money, the report shows how much your company owes for the current and previous billing 

periods, and it shows the total amount.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Reports tab and select the AP Aging Report under the Vendor Management Menu.  

1. Set the date (From & To) 

2. Select Supplier.  

3. Click the       (Export) button to transfer reports. To print report, click the  (Print) button. 

Click the   (Run Report) button. 
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PER SUPPLIER LEDGER 

This report displays a listing of all purchase transactions for each supplier, within a specified period 

range. Recurring purchases are not included in this report unless they have been recorded. 

 

Click the Reports tab and select the Per Supplier Ledger under the Vendor Management Menu.  

1. Set the date (From & To) 

2. Select Supplier.  

3. Click the  (Export) button to transfer reports. To print report, click the        (Print) 

button 
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LIST OF PURCHASE ORDER 

In this section, the user will be able to view the list of customer purchase order.  

 

 

 

 

 

 

 

 

 

 

Click Reports tab and select the List of Purchase Order under the Vendor Management Menu.  

1. Select between Summary and Detailed file format.  

2. Set the date.  

3. Select PO Status. To export, click the        (Export) button to transfer reports. To print 

report, click the (Print) button.  

4. To run report, click the     (Run Report) button.  

5. Input PO number in search field to locate your PO.  
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LIST OF PURCHASE REQUEST 

In this part, the user is able to create report of list of customer’s purchase request.  

 

 

 

 

 

 

 

 

 

 

 

Click the Reports tab and select List of Purchase Request under Vendor Management Menu.  

1. Select between Summary and Detailed file format.  

2. Set the date.  

3. Select PR Status. To export, click the        (Export) button to transfer reports. To print 

report, click the (Print) button.  

4. To run report, click the     (Run Report) button.  

5. Input PR number in search field to locate your PR.  
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PERFORMANCE ANALYSIS  
Performance Analysis allows the user to compare the performance of the company in contrast to 

the aim and yet executed.  

PROFIT & LOSS STATEMENT  

A profit and loss statement refers to a financial report that provides a summary of revenue of the 

company, profit and expenses. It shows how the company operates and whether it has the ability 

to generate profit. 

 

Click the Reports tab and Select Profit & Loss Statement under Performance Analysis.  

1. Select between Year and Month.  

2. Select beginning and end year.  

3. Click the            (Export) button to transfer reports. To print report, click the         (Print) 

button. To apply filter, click the  (Run Report) button.  
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BALANCE SHEET 

Balance Sheet shows the financial statement of a company such as assets, liabilities, equity 

capital, total debt, and others, at a point in time. Balance sheet contains assets on one side, and 

liabilities on the other. 

 

 

 

 

 

 

 

 

 

1. Select between Year, Month and Custom.   

2. Select Month and Set Date.  

3. Click the            (Export) button to transfer reports. To print report, click the         (Print) 

button. To apply filter, click the  (Run Report) button.  
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End-to-End Business Solutions  

GL ENTRIES REPORT 

The General Ledger Entries Report shows the records from all registered accounts in a chosen date 

range. 

 

 

Click the Reports tab and select the GL Entries Report under the Performance Analysis Menu.  

1. Set the date (From & To) 

2. Select your location option.  

3. Input search field.  

4. To print report, click the       (Print) button. To Run Report, click the     (Apply 

Filter) button.  
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ACCOUNT LEDGER 

Account Ledger report will allow user to view various accounts registered in the company.  

 

 

 

 

 

 

 

 

 

 

 

Click the Reports tab and select Account Ledger section under the Performance Analysis Menu.  

1. Enter Account Code.  

2. Set the date (From & To). 

3. Click the         (Export) button to transfer reports. To print report, click the       (Print) button 
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GROSS CON ANALYSIS 

Gross Con Analysis shows the gross contribution of the company and how it affects the growth 

and development of the company as a whole.  

 

Click Reports tab and select Gross Con Analysis section under Performance Analysis menu.  

1. Select between Daily and Date Range.  

2. Set the date.  

3. Click the         (Export) button to transfer reports. To print report, click the       (Print) 

button. To Run Report, click the                (Run Report) button.  
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DAILY TRANSACTION REPORT  

In this part, reports of daily transactions in the company can be viewed accordingly.  

 

 

 

 

 

 

 

Click Reports tab and select Daily Transaction Report section under the Performance Analysis 

Menu.  

1. Set the date (From & To) 

2. Select Shift and Location.  

4. Click the         (Export) button to transfer reports. To print report, click the       (Print) button 
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FIXED ASSET MANAGEMENT  

The Fixed Asset Management will allow user to perform day-to-day record keeping activities 
associated with the capital assets of the company. Capital assets cover real property, personal 
property and intangible property and other business assets of the company.  
FIXED ASSET REPORT 

Fixed asset reports are integral part of all asset management processes. They provide the 
intelligence needed to facilitate accurate financial records for asset accounting, maintenance and 
management purposes. 

 

 

 

 

 

 

Click the Reports tab and select the Fixed Asset Report section under the under the Fixed asset 

Management Menu.  

1. Select Status.  

2. Click the         (Export) button to transfer reports. To print report, click the       (Print) 

button. To apply filter, click the           (Apply Filter) button.  
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End-to-End Business Solutions  

DEPRECIATION SCHEDULE  

Depreciation Schedule allows the user to view and have access with the schedule of the 

Depreciation Run.  

 

Click the Reports tab and select Depreciation Schedule under the Fixed Asset Management Menu.  

1. To export document, click the   (Export) button. To print, click the         (Print) button 
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LIST OF BORROWED PROPERTY  

List of Borrowed Property records the following borrowed properties of the company for the 

purpose of monitoring and tracking.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the Reports tab and select the List of Borrowed Property under the Fixed Asset Management 

Menu.  

1. To export document, click the   (Export) button. To print, click the         (Print) button 

 


