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

Copyright © 2024 TreezSoft.com. All rights reserved. TreezSoft and the TreezSoft logo are
trademarks or registered trademarks of TreezSoft.com. Other companies and products
mentioned herein are trademarks or registered trademarks of their respective companies.

The content in this user guide is believed to be accurate and reliable. This user guide is provided
for informational purposes only, is subject to change without notice, and cannot be construed
as a commitment by TreezSoft.com.

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

use.
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Step 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 subscribe “Progress Invoicing” add-on before perform this step, otherwise you might
unable to activate it.

Dashboard  New®™™ ™  Company Customer Supplier Banking Stock General Ledger Tax
Preferences .
Account Defaults Financial Settings
Receivable Account Realisad Forex Gain Base Currency
Defaud control account for Customers Anvy realised Forex Gain will be posted to this Base currency weed in the company’s finandals, base currency annot be changed,
3000/001 w account ance you record any transaction
2030/000 - MYR v
Payable Account —
Defzul control sccount for Suppliers Realised Forex Loss ate Format ) )
4000/000 - Ao resliszd Locs wil be o this Dietermine how dates will be shown/antered in soreens
Aot : 18/ Ho/2024 v
3310/000 -7 Financial Year End
Set the dosing month of every finandal year. System will ahways pick the last day
of the specified month a5 the Fnancizl Year End Date
Stock Defaults December hd
. Lock Date
Sales Account Units of Measurement - . :
. Oincz you st the Transaction Lodk date, all transactions before or on the specified
IEEL R s urit ~ el I T s R e BOET B e e T e
S000/300 > further modification or adjustment for periods which were audited
Quantity Decimal Places =
Sales Return Account & ~
Defzul Sales Retumn account for IremyService [#] Enable rounding adjustment in new cash ssles
5010/000 e Unit Price Decimal Places Default account for rounding adjusiment in cash sales.
- 301 0
Purchase Account & /oy v
Default Purchass account for I‘DEI'I:I'SEI’\HEE O - Enzblz Prograss Invoicing .
6010/000 Default item for crasts sales incivoz APT when Enter Invoice By
provided item is not found Enter invoices by Irems andlor by Accounts
Purchase Return Account 9728 - Both ~
Difaudt Purchase Return aooount for Iremy'Service
GO15/000 » Default Payment Mathod
Credit card »
["] Only record quantity in GRN and GRR {will ffect stock cost caloulation if your costing methed is Default Tax Type
R T LR R AL Enter item 2 Tex Inclusive [ Tax Excusve,
[7] Restrict users w sebect the LOM as per the stodk item setup in Stodk Tax Exclusive ~
N 9 - it it
[ Do ot allowr user to proceed in Stock Adjustment/Tssue/Transfer when the stck balance isin Default credit fmit when cresting new customers and supgliers
negative,
30,000
[7] Hide Unit Cost and Amount in Stock
Izsues{Reczived/Adjustments/ Transfers/Ttem) Take/Report{Aging, Balance, Card){might affect stock cost Showe Selling Price in Price History

caboulation i your costing method is Weighted Average/FIFO)

Screen Defaults

Open listing and report nk in new tzb

Report Defauls

Sales Imvoice : display customer address in multiple lne

Access Control
[7] Restrict non-admin user login outside working hours

Showr Purchase Price in Price History
Fiat Rate Schama

Price Level

Upload Stodk Image
Display Stock Image in docurment scresn
Stock Batch

[7] Instzlment Plan
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Go to Preferences (under Company module).
. Tick on Enable Progress Invoicing.

® sae

. After done, you may start record your transaction via progress invoicing feature.

Note: To subscribe, go to Billing > My Subscription screen, then look for “Progress Invoicing”
add-on.
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Step 2: Create Sales Quotation

Dashboard MNew*r=t=t  Company Customer Supplier Banking Stock General Ledger Tax

Sales Quotation GST Made
Customer® HO01 ~ || Haslinda
Add —
rass Dae® 18/Now/2024 = Quotztion No™  Auto-gensrased
Add v
ress 176, Jzlan Kewangzn, Taman Kiambang Payment Terms | Met 30 days = B Toas -
Location Bekn b Salesperson b
Cty: Kudai Remark
State: Johor i
ke [mom | More Info |
Courttry: Malzysiz »
Contact -
.
Enter Barcods Click on the button nesr to the price to view Irem Info, ["] Discount by % Amount is: | Tex Exclusive | ¥
Tremn Code™ Description Image Chantity LM Unit Price Diiscount Tax Code % Amount (RM)*
2 555038018 " tir Jordzn 1 Retro High OG USAE " 10000000 "uriz "s50.000000 S "or 5 " em 550000

m Subtotal 5,5040.00
SR_S (6%) 330.00

Grand Total RM 5,830.00

=) (=] [Semeetnn| Commme ) T = ==}

@ Goto Sales Quotation (under Customer module).

@ Fillin all product/service.
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Sales Quotation G5T Made
Customer® HOO0L » || Haslinds
QUAEE Date* 18/Now/2024 E Quotstion No.*  Auto-genersred
Address ~ | | 176, Jalan Kewangan, Taman Kiambang . Terms | Met 20 days = B Em =
Lacation Beko B Salesparson -
Cay: Kiuai .
Stae: Johar -
R =3
Couritry: Malzysiz ~
| More Info .
Up to & user defined field is allowed.
Exampla 1: Lzbel = Project Tite', Value = 'Room Renovation',
Example 2: Label = Loan Amount’, ¥alue = 'RM 10000 LTA Amount is: | Tax Exclusive |
Label Vahue Cod= % Amaount (RM)*
" Itern Name: " air Jordan 10 £ Retr High O USAS * " e 5,500.00 X
" Htern Quantity "10 ®
" Delivery Date " 28th January 2025 *
Subtoal 5, 500.00
SR_S (6%) 330,00
rand Total RM 5,830.00
Hote:Note:
When transfer from multiple documents, system will pick up the "More Info' from last transferred document, and merge with existing “
saved "More Info'. Only last 6 Labels will be induded.
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.
. Add additional info such as project title.

. Click OK.

. Save.

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.

Page 7| 14



@ TreezSoft

Print Sales Quotation:

Test COMPANY 1 (asf)

A-1-19, SME Technopreneur Centre 1 2270 Jalan Usahawan 2 Cyberjaya 63000 Selangor Malaysia
Phone No. 603 8322 6377, 603 8322 6377, 603 8322 6377
(GST ID No. : 11111)

Sales Quotation No.: 5Q0068

Payment Terms : Net 30 days
| Haslinda | Date : 18/Nov/2024

176, Jalan Kewangan, Taman Kiambang Due Date : 18/Dec/2024
Kulai 81000 Johor
Malaysia

Phone No.
Page :1lofl

Item Name : Air Jordan 10 1 Retro High OG USA8 Delivery Date : 28th January 2025
Item Quantity : 10
Item. Description Qty UOM Unit Price Disc. Tax Rate Amount
MYR  MYR MYR
1 Airjordan 1 Retro High OG USA8 10.000000 unit 550.000000  0.00 6.00 5,500.00 SR S
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Step 3:  Create Progress Invoice

Dashboard  Mew®™="™% (Company Customer Supplier Banking Stock General Ledger Tax

Sales Invoice GST Made

Enter Imvoice By | Stock Irem -

Customer™ HO00L * | Haslinda Transfer Document From | Sales Quotation | % .
Address || Ship To

Dat=* 18Nov/2024 5 Invoice No.® | Auto-generated
Address ~ | | 176, Jalan Kewangan, Taman Kiambang Peyment Tems Nat 20 days - E T =
Location Bekn ¥ Salesperson »
L5 Kl Delivery Methad v Remark
Stara: Johar o Delivery Terms >
Post Codet 81000 ["] Apply Margin Scheme m
Country: Malaysia ' VPR asg .
F— Apply Flat Rate Scheme
: core s [
PO Now

e e

Transfer from Sales Quotation

Enter Barcode g Tax Bxclusie |
Tick the box to transfer document to the Sakes Invoi 5
Ttem Cod=® : il mg | Amount (RM)F
[l Dzt Document MNo. Payment Term Currency Amount:
.IT_ 18/Mov/2024  SQD0GE Mt 30 days MYR 5,830.00

= | R

Journal Entry

E=nCTE Rl T = = ===

Go to Sales Invoice (under Customer module).

Transfer document from Sales Quotation.
Select desired sales quotation.

Click OK.

Tick on Apply Progress Invoicing.
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Dashboard  New"™™ ™  Company Customer Supplier Banking Stock General Ledger Tax

Sales Invoice GST Made

Enter Invoice By Stock Trem 2

Customer™ HOO0L * | Haslindz Transfer Document From | Sales Quotation |
Address || Ship To Date* 18/Now/ 2024 = Inwoice: No.* Auto-generated
Address ~ | 176, Jalan Kewengan, Taman Kiembang Pyment Tems Met 30 days ~ E Tags ~
Location Beko e Salesperson ¥
City: Kulai Delivery Method > Remark
State: Johor » Delivery Terms w
Post Code: 81000 ["] Apply Margin Scheme
[#] Apply Progress Inwoicing m

Country: Mzlzysiz 24
Apply Flat Rate Scheme

- - S Decccion [

P.O No.
Currency™ MYR el 1 -
Enter Barcods Click onthe button next to the price to view Item Info. [7] Discount by % Amount is: | Tex Baclusive |~
Item Code™ Diescription Image Ref Doc Mo Quartity UOM | Unit Price Discount Tax Code % Teg Armourit (RM)*
1 [ 555086018 "Air Jordan 1 Retro | "soooss (%) 10000000 "wnic  "SS0.000000 "SR s " 600 " 5.500.00 X
High OG USAS
Progress Invoicing u
Ref Doc Mo: 500068
Description: Air Jordan 1 Retro High DG USAS
Ref Amount (RM) (100%:):  5500.00
Add line Subtotal 5, 5040.00
Prior Billed % 0.00 Prior Billed Amount: 0.00 R_S (6%) 330,00
Current % . 0 Total RM 5,830.00
Total %e: 50 Journal Ertry

e | o —RETS

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

. 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 %)

. Click OK. (repeat step 6 to step 8 if you have additional item)

® Lasty, Save.
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Note:

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 line is not applicable for progress invoicing, instead, full amount would be billed.

Print Sales Invoice:

Test COMPANY 1 asn)

A-1-19, SME Technopreneur Centre 1 2270 Jalan Usahawan 2 Cyberjaya 63000 Selangor Malaysia
Phone No. : 603 8322 6377, 603 8322 6377, 603 8322 6377 leongki@ams.com.my
(GST ID No. : 11111)

Tax Invoice No.: ZT1-2024-00005

Payment Terms : Net 30 days
[ Haslinda =il :
176, Jalan Kewangan, Taman Kiambang 18/Now2024
Kulai 81000 johor :
l_nalaysla _J Due Date 18/Dec2024
Page :lofl
Item Name : Air jordan 10 1 Retro High OG USAB Delivery Date : 28th January 2025
Item Quantity : 10
Item. Description Ref. Amount Prior % Curr % Tax Amount
MYR Rate MYR

1 Air jordan 1 Retro High OG USAS 5,500.00 000 5000 6% 2,750.00 SRS

Ringgit Malaysia : Two Thousand Nine
Hundred Fifteen Only
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Step 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
1. Locate the original sales quotation and amend it directly.
4.2 If Invoice been Issued, New Amount Higher than Quoted

Amount
1. Create a new sales quotation for the additional amount to be charged.

2. Issue a new invoice based on the updated sales quotation for the additional
amount.

4.3 If Invoice been Issued, New Amount Lower than Quoted

Amount
1. If the original quoted amount has been fully invoiced, issue a credit note or
process a sales return.

2. If the original quoted amount has been partially invoiced, treat the reduction as a
"discount” on the next invoice.
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Step 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 agree 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
1. Simply update the percentage of work completed on the issued invoice and
reprint it.

5.2 If Customer Request for Credit Note
1. Begin by issuing a credit note or processing a sales return to offset the billed
amount disputed by the customer.
2. Afterward, retrieve the original sales quotation.
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Sales Quotation GST Made
Customer™ 50001 ¥ || Sky3 Group Sdn Bhd
Address Billing Address Delivery Address Date® 16/11/2015 5 Quotation No.* | SQ0004
Mo. 31, Jalan Raja 1/9,
Taman Century, Payment Terms Net 30 days i Tags 7
Ayer Keroh 99888 Melaka
Malavsi Location Hg ™ Salesperson o
Prior Billed
Contact
Currency ™ Prior Billed %: 50.00 Prior Biled Amount: 5,000.00
Revise Prior Biled % to: Rermark:
x Exclusive | ¥
Reminder:
Item Code™ - By revise prior billed 9%, the new % would be reflected in your next progress invoice. bt (RM)=
o5 - Existing progress invoice and accountbook won't be affected by this revise. If would like to contra off invoiced amount < &
from accountbook, please raise credit note or sales return.
Construction 500,000.00 %%

Revised History:

From Prior To Prior

Biled % Billed % HETE

Date

510,000.00
270,600.00
780,600.00

Go to list

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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