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For information about customer support, please visit our homepage at http://www.express365.com.my
on the World Wide Web.

Copyright © 2019 Express365.com.my. All rights reserved. Express365 and the Express365 logo are
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The content in this user guide is believed to be accurate and reliable. This user guide is provided for
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commitment by Express365.com.my.

Express365.com.my assumes no responsibility or liability for any errors or inaccuracies that may appear
in this user guide, and for any damages, direct or indirect, resulting from or related to its use.

Page 2] 12


http://www.express365.com.my/

Table of Contents

1. How to Activate Progress INVOICING? .........coeiiiiiiiieeeeeeeeeeee s s s e e s e e e e e e e e e e e e e e e e e e e s eeessreesersnannnnaanaas 4
2. Create Sales QUOTATION ..coc.uei ittt ettt et e et e st e bt e bt e e s bt e e saree e sbeeeeas 5
2.1, Print Sales QUOTAtION: ..ociieiiiie ettt ettt s e e et e e s s e e s s b e e e e e enraeeens 7
3. Create Progress INVOICE ...ccouuuiiiiiiiiiiiiie e ettt ettt e e ettt s e e e e ttas s s e eeeaatasseeeaassannsseeenansnnnseeeennnnnn 8
3.1, PrINE SAlES INVOICE: .ttt ettt e st e sttt e s bt e e s ebr e e e sabe e e s beeesneas 10
4. Change Quoted Amount due to Original Work Scope Changed .........cccccevviiiiiciiiiiiieeeieeeee e 11
4.1, IfNOINVOICE DBEEN ISSUBH YET ....oeiiiiiiiiiiieeiee et s 11
4.2. If Invoice been Issued, New Amount Higher than Quoted Amount .........ccccceeeeeeiiiccciiiiineeeeenn.. 11
4.3. If Invoice been Issued, New Amount Lower than Quoted AMOoUNt..........ccevveeeeiiiriiiiiineeeeennnnnn. 11
5. Revise Work Progress (%) Which Has BEen INVOICEM........ccccuuvrveeeiiieieeiiieecciireeeeee e 12
5.1. If Customer Not Request for Credit Note and Agree to Revise the Issued Invoice..................... 12
5.2.  If Customer Request for Credit NOLE .....cccceeeeie e e e e e e e e e e e e e e e eeeeees 12

Page 3| 12



[EXPRESS [S(1

1. How to Activate Progress Invoicing?

Note: Progress invoicing, also called progress billing or partial billing, is invoicing from a quotation in

stages instead of for the full amount. However, you can invoice for the full amount when using progress

invoicing.

Reminder: Please contact our support to subscribe Progress Invoicing before perform this step,
otherwise you might unable to activate it.

Preferences
Account Defaults

Receivable Account
Default control account for Customers

3000/000 7

Payable Account
Default control account for Suppliers

4000/000 4

Stock Defaults

Sales Account
Default Sales account for Item/Service

5000/000 ~

Sales Return Account
Default Sales Return account for Item/Service

5010/000 7
Purchase Account

Default Purchase account for Item/Service
6010/000 7

Save.

Realised Forex Gain
Any realised Forex Gain will be posted to this account

3030/000 ~

Realised Forex Loss
Any realised Forex Loss will be posted to this account

9310/000 ~

Units of Measurement
unit ~

Quantity Decimal Places
3 -

Unit Price Decimal Places
3 s

Go to Preferences (under Settings module).

Tick on Enable Progress Invoicing.

Note: Please contact support if you are unable to save.

Financial Settings

Base Currency
Base currency used in the company's financials, base currency cannot be changed, once
wou record any transaction

- =
Date Format

Determine how dates will be shown/entered in screens
02/12/2019 v

Financial Year End

Set the clesing month of every finandal year, System will always pick the last day of the
specified month as the Financial Year End Date

December 2
Lock Date
Once you set the Transaction Lock date, all transactions before or on the specified date

cannot be created, edited or deleted. Suitable for an Accountant to prevent further
modification or adjustment for periods which were audited

25/08/2019 3

[ Enable rounding adjustment in new cash sales

Default account for rounding adjustment in cash sales.

w
Enable Progress Invoicing °

After done, you may start record your transaction via progress invoicing feature.
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2. Create Sales Quotation

Sales Quotation

Customer® <015 » | | CBC Sdn Bhd

Address |v Taman Tecknologi Puchong Date* 04/10/2019 3 Quotation No.* | 500003
Puchong 47000 Selangor
Malaysia Payment Terms | Net 30 days g a Tags 20
Location Hg e Salesperson b
Contact Jessie v || +5012785153 Remark
Enter Barcode Click on the butkon next to the price to view Item Info. D Discount by % Amount is: | Tax Exclusive | ™
Ttem Code™ Diescription Guantity oM Unit Pricz Discount Tax Code L5 Amount (RM)*

D00o1 Design & Submission 1.000  unit 5.000.000 § SV_E £.00 5,000.00 N/A 3
500015 Submission & Approval 1.000  unit 3000000 § SV_E £.00 3,000.00 N/A
T0001 Tender 1.000  unit 500.000 & SV_E £.00 £00.00 M/A %
€00045 Construction 1.000  unit 500,000.0.. § SV_E £.00 500,000.00 NfA 3¢

m Subtotal 508,500.00

SV_6 (6%0) 30,510.00

Grand Total RM 539,010.00

T T U T

Q Go to Sales Quotation (under Sales module).

o Fill in all product/service.
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Sales Quotation

Customer™® C0015 ¥ || CBC Sdn Bhd
Address [+ | |Taman Tecknologi Puchong Date™ 04/10/2019 Quotation No.* | 5Q0003
Puchona 47000 Selanaor
More Info 7
Up to 6 user defined field is allowed. a
Example 1: Label = "Project Title", Value = "Room Renovation™.
Example 2: Label = "Loan Amount”, Value = "RM 10000",
Project Title Room Renovation X
Loan Amount RM 10000 b B Amount is: | Tax Exdusive | ¥
Ref HGO2115615616 x L o Amount (RM)*
6.00 5,000.00 %
6.00 3,000.00 %
5.00 500.00 %
5.00 500,000.00 %
Note: SV_6 (6%) 30,510.00
When transfer from multiple documents, system will pick up the "More Info” from last transferred document, and merge with existing s re rand Ti RM 539,010.00
Info™. Only last 6 Labels will be included. B
User defined field would be printed out except for simplified tax invoice and those been customized.

Click More Info to bring out a pop up.

Click OK.

Save.

Add additional info such as project title by click on Add Line.

Note: You may provide any info you needs (limited to 5) in More Info pop up. These info would be

printed out in your quotation and invoice later.
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Print Sales Quotation:

FEEH 36

[ cBc Sdn Bhd

Taman Tednoog Pudteng
Puchang 47000 Selargar

Madaiysia
| Jessie Fhore Mo, +S002TE51538

Project Tithe @ Room Resdvabion
Losam Ameunt @ AM 10000

Support Company (B-569874)

K. 1, jalan Suppart, Tamans Supgart Suppat Oy 11111 Suppart
Cratie Maldysia

Priine N2, 11011

[Salies Tax Rig. W ! SLT-111] | {Sarvice Tas Reg. Mot
SNT-31Z)
Sales Quotation Me. - S00003
—| Pagrruml Tirmid - A 30 days
Dt Gd0LE

| Paga : lodl

Raf ! HEOZ115615516

Ttem. Des cription Oty UDM  UnitPrice  DBC. Tas Amount

MYR MYR Code MYR
1 Design & Submission 1000 weit 5000000 2000 S48 5, 500.00
7 Submission & Agproval 1000 wet 3000000 @00 S8 3,000.00
3 Tender 100D  umit 500000 Q.00 S 500.00
4 Constnaction

LODD  wmit 500,000,000 o.on e 500,000.00

Ringgit Malaysia: Fiva Hundeed Thirty Mine Thossand Tan Onily Suib T 508, 500,00
— Service Tax 30,510, 00
Grand T 533, 010, 00

Anithorised Signateng

| Tax Coda Arroont Tax
I |
wWEEs 08 30020 3021000
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3. Create Progress Invoice

Sales Invoice

Enter Invoice By

Customer*

Address v

Contact
P.O No.

Currency*

Enter Barcode

Item Code*

Add line

Stock Ttem v

C0015 ¥ || CBC Sdn Bhd

— | =|Ship To

Transfer Document From | Sales Quotation | ¥

Taman Tecknelogi Puchong Date* 02/12/2019 4 Invoice No.*  Auto-generated
Puchong 47000 Selangor
Malaysia Payment Terms Net 30 days v a Tags Malaysia
Location Bl ¥ Salesperson Jude
Jessie v | +6012785153: Delivery Methad - Remark
Dalivan: Tarme, hd
& Processing your request. Please wait...
e ! e, wEaz,
Apply Progress Invoicing
|:| Apply Flat Rate Scheme
Transfer From Sales Quotation
Tick the box to transfer document to the Sales Invoice. Tag
F Date Document No Payment Term Currency Amount
D 04/10/2019 500003 Net 30 days MYR 539,010.00
[ 02/12/2019  SQOO0S Net 30 days MYR 508,500.00
ototal
I RM

) i

Click

Go to Sales Invoice (under Sales module).
Transfer document from Sales Quotation.

Select desired sales quotation.

OK.

Tick on Apply Progress Invoicing.

t is:| Tax Exclusive | v

Amount (RM)*
0.00 X

0.00
0.00

Journal Entry
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Sales Invoice (Printed)
Enter Invoice By  Stock Item W — x| Ship To
Customer* C0015 ¥ || CBC Sdn Bhd Transfer Document From ¥
Address  |w |  Taman Tecknologi Puchong Date* 31/10/2019 9 Invoice No.* V0022
Puchong 47000 Selangor
Malaysia Payment Terms Net 30 davs v H Tags o
Location Hg v Salesperson Kris ¥
Contact Jessie v || +60127851531 Delivery Method b4 Remark
P.0 No. Delivery Terms G
AR MYR = 1 - Apply Margin Scheme m
Apply Progress Invoicing
E Apply Flat Rate Scheme
Enter Barcode Click on next to the price to view Item Info. D Discount by % Amount is: Tax Exclusive |
Item Code™ Description Image Ref Doc No. uoM Unit Price Discount Tax Code Yo Tag Amount (RM)*
Dooo1 Design & Submission 5Q0003 0.200  unit 5,000,000 & 5V_6 6.00 1,000.00 X
500015 Submission & 5Q0003 . 0.150  unit 3,000.000 % 5V_6 6.00 450.00 X
Approval
T0001 Progress Invoicing .00 50,00 X
C00045 .00 125,000.00 X
Ref Doc No: SQ0003
Description: Design & Submission
Ref Amount (RM) (100%):  5000.00 Subtotal 126,500.00
ed led SV_6 (6%) 7,550.00
ior Billed %: ior Bi 2
Prior Billed %: 0.00 Prior Billed Amount: 0.00 rand Total RM 134,000.00

Current % *:

. Total %:
| actons 1

billed, click on %.

Click OK. (repeat step

Lastly, Save.

Note:

- 0
20

for the rest of item)

Journal Entry.

Now, all items from selected sales quotation have been transferred. To determine the % to be

Observe all the information such Ref Amount, Prior Billed %, Prior Billed Amount, and then fill in
the % to be billed at Current % field. (Ref Amount = 100% quoted amount, Prior Billed % =%
been billed before, Total % = Prior Billed % + Current %)

Once the Current % been filled up, the Quantity and Amount in main screen would be re-populated

based on the % been inserted.

If you have any extra item, service or overhead to be charged to your client, just Add Line will do.
However, these item lines are not applicable for progress invoicing, instead, full amount would be billed.
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Print Sales Invoice:

Support Company (B-569874)

Ma. 1, Jalan Suppart, Taman Suppart Support City 11111 Support
5t.aLe Malaysia
lene Mo, - 11111 Support@Support oo

{Sales Tax Réeg. No : 5LT-111) | (Service Tax Reg. No :
EWT-312]
Invoice No. : V0022
| CBC Sdn Bhd | Payment Terms : Met 30 days
Taman Tecknalogi Puchang Dkt ¢ ALmazoLs
Puchomng 47000 Selangor D Date o BOL1 2019
Mialaysia Page = laf2
Jessie Phone No. @ +6012TE51538 |
Praoject Title : Room Renovation Ref : HGD2115615616
Loan Amount : EM 10000
Mo. Description Rt Aanounk Prior % Cuarr % Tan Amnumt
MR Con MYR
1 Design B Subsmission 5, Ce00L00 =K =] 20000 PLE 1,000.00
7 Subenission & Approsal 3,000 00 [T 100 TE 450,00
3 Tender 5000 000 [T lomn  WE 50.00
4 Construction 5010, D080 100 [T OO0 WE 125,000.00
Ringgit Malaysia : One Sub Total| 126,500.0
Hundred Thirty Four Thousand Service 1-“
Tax Code Amount Tax
SV i 6% 126500000 7,550,100
Note =

BAuthorised Signature
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4. Change Quoted Amount due to Original Work Scope Changed

If the change of scope incurred change of quoted amount, you may perform the following based on the

situation.

4.1. If No Invoice been Issued Yet
a. Just need to find back the sales quotation and amend it.

4.2. If Invoice been Issued, New Amount Higher than Quoted Amount
a. Raise a new sales quotation for the additional amount to be charged.
b. Then, issue new invoice based on this new sales quotation for the additional

amount.
4.3. If Invoice been Issued, New Amount Lower than Quoted Amount

a. |If original quoted amount is fully invoiced, raise credit note or sales return.
b. If original quoted amount is party invoiced, may treat the reduction amount as
“discount” in next invoice.
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5. Revise Work Progress (%) Which Has Been Invoiced

There might be a situation where you have billed your customer for a certain % work done. However,
customer not agrees with it and request to revise the % work done together with billed amount.

So, you may perform the following based on the situation.

5.1.

If Customer Not Request for Credit Note and Agree to Revise the

Issued Invoice

5.2.

a. Just amend the % on the issued invoice and reprint.

If Customer Request for Credit Note

o First, raise a credit note or sales return to contra-off the billed amount which disagreed by
customer.

o Then, find back the sales quotation.

Sales Quotation

Customer®

Address v

Contact

Currency™

Ttem Code™

Doo01
500015
TOOD1
CO0045

Prior Billed

Prior Billed 9%: 20.00 Prior Billed Amount: 1,000.00 0

Revize Prior Billed %4 to: Remark: s
Reminder:

- By revize prior billed %, the new % would be reflacted in your next progress invoice,
- Exicting progress invoice and accountbook won't be affected by this ravise. If would like to contra off invoiced amount from accountbook,
please raisz credit notz or =zles return.

kx Bxclusive |
Revised History: )
g (RM)*
From Prior To Prior 5,000.,00 @
D= Billed % Billed % ark _' /
3,000,000 ‘Ao

o

500,00 %

500,000.00 %

S08,500.00
30,510.00

° 533,010.00

oot | tew | swe | cowrs

Click on the “%” for the item you would like to amend.
Fill in Revise Prior Billed % To and Remark.
Click OK and Save the sales quotation.

After saved, your next invoice will be calculated based on revised %.
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