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*  Whatis a Expense Invoice?
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This is a digital document generated by the ERP system that details transactions
between a company and its customers or vendors. It includes essential information
like item descriptions, quantities, prices, taxes, and total amounts due.

*  When does it occur?
In an ERP system, invoices are typically generated after goods or services are
delivered or upon completion of a project. The system can automatically generate
invoices based on sales orders, purchase orders, or service records. The timing can be
configured according to business processes and payment terms.

*  Where is it used?
Invoices within an ERP system are created, stored, and managed within the ERP
platform. They can be accessed through various modules such as Accounts
Receivable, Accounts Payable, or Sales and Distribution. The system ensures that
invoices are centrally located and integrated with other business processes.

®* Whois involved?
The expense invoice is typically managed by accounting personnel, financial
managers, or procurement staff within an organization. It may also involve other roles
such as sales representatives or inventory managers, depending on the ERP system's
setup and the organization's workflow.

*  Why use Expense Invoices?
The expense invoice in an ERP system ensures accurate and efficient billing and
payment processing. It helps maintain financial records, manage cash flow, and
reconcile accounts. Automating invoice management reduces errors, speeds up the
billing cycle, and improves overall financial control within the organization.

Navigation — Account Payables > Invoice
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-Draeveloper Responsibility s

-Procurement Management
F-Tax Management .
Store Management
Seneral Ledger
—-Cash Management
——Account Payables
Setup
Master
——Transaction

—Ilnvoice Batch

—Ilnvoice Workbench
—FPayment Batch
—Payments

—Pavment Workbench

o Invoice Booking HE B
Batch Control Total |0 Batch Actual Total 0

Operating Unit Invoice Type Doc Category PO Number Voucher Number Supplier Name Supplier No Supplier Site Invoice Date Invoice No GL Date
||oPF Operating L - [ [ 07-AUG-2024 07-AUG-2024
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Hold View Payments Payments View P

Status

TDS Amount g Statns [

Amount Paid g PerldingAlelmk_] Accounted [
Approval ’7

Invoice Holds |

Payment Holds

Description

Validate ‘ Create Accounting [ Tax All Distribution Match Apply'Un-Apply Cancel
Click on Invoice type LOV
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Batch Control Total 0 Batch Actual Total 0
Operating Unit Invoice Type Doc Category PO Number Voucher Number Supplier Name Supplier No Supplier Site Invoice Date Invoice No GL Date
DPF Operating Uni Standard 07-AUG-2024 07-AUG-2024
Invoice Type ]
Find|%
Value Description Document_Category Y
Credit Memo Credit Memo Invoice AP-CM-INV
General Debit Memo Debit Memo Invoice AP-DM-INV uled Payments  View Prepayment Application
Expense Report Expense Report AP-EXP-INV <
Summary Status
Prepayment Prepayment Invoice AP-PRE-INV
Basic A | Standard Standard Invoice AP-STD-INV status  Initiate
Prepayment A| Pending Amount g Accounted
Approval
Invoice Holds
Payment Holds
Find | Cancel |

Select Expense Report & Doc Category

What is Document Category?

This is a classification assigned to an invoice to indicate its type or purpose. It helps the ERP
system to apply specific rules, workflows, and processing steps based on the category.
Examples might include "Sales Invoice," "Purchase Invoice," "Credit Note," or "Debit Note."

What is Supplier's name?

It identifies the party that has supplied the goods or services, ensuring that there is clarity on
who the invoice is coming from. This helps in maintaining accurate records and resolving any
discrepancies related to the supplier.

What is a supplier site?

The supplier site provides detailed information about where a supplier operates, ships from,
or where services are delivered. This helps in managing logistics, shipping, and procurement
processes efficiently.

=T ST S X

 Invoice Booking |_1o]x]
Batch Control Total |0 Batch Actual Total |0
Operating Unit Invoice Type Doc Category PO Number Voucher Number Supplier Name Supplier No Supplier Site Invoice Date Invoice No GL Date
|[oPF operating Uni[Expense Report  [AP-EXP-iNv AJINKYA PATIL 1058 111 07-AUG-2024 AJINKYA INVOICE] 07-AUG-2024 =
« »
General \ Lines Hold View Payments Scheduled Payments  View Prepayment Application
Summary Status
TDS Amount o
Basic Amount Status |pitiate
Prepayment Applied Amount Paid o Pending Amount g Accounted
Tax 0 Approval
Total @
Description Jvod Houx
Payment Holds
Validate Create Accounting Tax ‘ All Distribution Match Apply/Un-Apply Prepayment Cancel

Put the name of the employee. Put Invoice number.
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What is the Invoice Number?

The invoice number uniquely identifies each invoice, making it easy to reference and track. It
helps in distinguishing one invoice from another, which is essential for organization and
clarity in financial records.

What is GL Date?

The GL date indicates the specific date on which a transaction is recorded in the General
Ledger. This date determines the accounting period in which the transaction will be included
for financial reporting and analysis.

What is Invoice Currency?

Invoice currency specifies the type of currency used to calculate and display the amounts due
on an invoice. This could be the currency of the supplier, the customer, or a mutually agreed-
upon currency.

o Invoice Booking 1o}
Batch Control Total |0 Batch Actual Total 0
Operating Unit Invoice Type Doc Category PO Number Voucher Number Date Inv Currency Amount Description Match Option Pay Group Payment Te
||oPF Operating Uni|Expense Report  [AP-EXP-INV 2024 INR 10000] - Immediate —
»
General Lines Hold View Payments Scheduled Payments  View Prepayment Application
Summary Status
; TDS Amount g
Basic Amount g Status Initiate
Prepayment Applied Amount Paid g Pending Amount g Accounted
Tax o Approval
Total o i
Description Invoice Holds
Payment Holds
Validate \ Create Accounting Tax | an pistributior Match Apply/Un-Apply Cancel

Put Amount then click on the lines.

What is Lines?

In the context of an invoice, lines refer to the individual entries or rows on the invoice that
detail each specific item or service being billed. Each line typically includes a description,
quantity, unit price, and total amount for the particular item or service.
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o Invoice Booking = E
Batch Control Total |0 Batch Actual Total 0
Operating Unit Invoice Type  Doc Category PO Numbar Voucher Number Date Inv Currency Amount Description Match Option Pay Group Payment Te
|[oPF Operating Uni[Expense Report  |AP-EXPINV 2024 INR |10000 | | lImmediate | —
‘ | | J |
\ \ \ i \
‘ \ \ | \ &
) »
M Hold View Payments  Scheduled Payments View P
LNo Type Amount Description PO Number POLine ReceiptNo ReceiptLine Inventory ltem UoM Unit Price Tax Category TDS Section -
A ltem | |
i [ 1
| [ [
\ i \
1 3=
| | Distributions | |
Validate || Create Accounting Tax | Auistribution Match Apply/Un-Apply Prepayment |  Cancel

Click on the amount box then click on the distributions.

What is Distributions?

In the context of invoicing and accounting, distributions refer to the process of allocating the
costs of an invoice to different accounts, cost center, or department within an organization.
This ensures that expenses are recorded accurately in the financial records and helps in proper
budgeting and financial analysis.

Line Amount 10000
Distribution Amount 40000
Distributions
Track
L.No Amount GL Date Account AssetBook  asAsset  AssetCategory Description Project Name TaskName Accounting Status Functional Amount
I 10000 07-AUG-2024 O 10000 “
ok | [_cancel |
DPF Company q 7
DPF Cost Center 111
DPF Natural Account 444094 =
DPF Project gggg
Account Description DPF Future 1EFFR e
DPF Future 2 gg0g
4 =
Distributions
Click on the Account LOV then put the required info click on ok
o Distributions M =B

Line Amount 40000
Distribution Amount  1pp00
Distributions

Track
L. No Amount GL Dale Account ‘Assel Book as Assel Assel Category Description Projeci Name Task Name Accounting Status Functional Amount

J1 [10000 (T YR - 1111110019999 48 10000 =)

Account Description Depesit Protection Fund of Uganda.Risk and Strategy. Annual Premiums from Commercial Banks.Common.Commen.Commen

Click on Save
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Befetion

Fund of Cisnds

Sking
Batch Control Total 0 Batch Actual Total [0
Operating Unit Invoice Type Doc Category PO Number ‘Voucher Number Date Inv Currency Amount Description Match Option Pay Group Payment T¢
|[DPF Operating Uni[Expense Report [APEXPANY | BP0 2025 R 10000 - [mmediate
4| »
_ Lines Hold View Payments Payments  View F
Summary Status
, e
sasic Amoun s e
S s et oo —
e o -
Total [t0000 i Ivoicakolds |
—
1 1
I Validate ” Create '[ Tax Il All Di jon | matcn Apply/UnApply Prepayment Ccancel
e -
Click on the Tax
o Tax M [=] B3
e moe FGRRANIORET —r Tacto G oo
Default Tax Cat. Location Tax Invoice No Tax Invoice Date

Purpose - i Do

Line Details

LNo Item Description Uom Tax Category Purpose Location HSN SAC Item Price  Freight TaxAmount  Line Total
I_——=IVAT@1B*~NRT [ ~|akasero [1e7e52 _| RTINS 000 (000 -
T [ [ \ l ) l | N — | —]
() [ N (— I | l  — — — —
[/ (S (R [ | [ l (N (N (N
N N Y — ] [ l | | B
Tax Details
Precedances
LNo Tax Name Tax Type Tax Percentage 1 2 3 4 5 Tax Amount Recoverable Amt Recoverable Inclusive RCM
1 var@re% NRT Percentage ——[3 [ [ I T g g =
. [ I g g
. I | s g @
| | | I g g
= [ | . d m &)

=l

Put tax details then click on save.

What is Tax Category?

a tax category refers to a classification used to apply the correct tax rules and rates to
transactions. This categorization ensures that taxes are calculated accurately based on the
nature of the goods or services being provided and the applicable tax regulations.
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Batch Control Total @ Balch Actual Total 0|

Operating Unit Invoice Type Doc Category PO Number Voucher Number Date Inv Currency Amount Description Match Option Pay Group Payment Te
- [Expense Report | AP-EXP-INV 2024 [INR [11000 | [ - immediate =

|
l
|
l

Summary Status
Tos amount. [
Basic Amount ({6060 staus initiate
propaymant Appied NN Amount Paid NN Pending Amount (RGN Accounted |
Tox oo Approval [
Toal (1000 — nvoice Holds [T

T
| [ Validate Mcreate Accounting Tax [ Al " Match Apply/Un-Apply Prepayment Cancel

Click on Validate

_—
n ing
Batch Control Total 0 Balch Actual Total @
Operating Unit Invoice Type Doc Category PO Number Voucher Number Dale Inv Currency Amount D i Malch Option Pay Group Payment Te
||DPF Operating Uni [Expense Report [AP-EXP-INV 2024 [INR [11000 - (Immediate =

= [
|
[

Basic Amount s arount R sates Vaidaiod
Propamentagsiea o Amountpas 51 pondng e i oo [
T i
oul o
Description

[ Validate |[ Crumhccwmlml Tax AllDistribution || Match ApplylUn-Apply Prepayment | Cancel
Then click on Create Accounting

& Invoice Booking
Batch Control Total [0 Batch Actual Total 00
Operating Unit Invoice Type Doc Category PO Number Voucher Number Date Inv Currency Amount Description Match Option Pay Group Payment Te
SEE ARG Expense Report  |AP-EXP-INV 2024 [INR 11000 br Immediate  —

[ [ C [
——
l

T i 5

<
&
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Summary Status
Tos Amount 51
Basi Amount 106091 suws
Proporment oot 5 Amountpaia 57 panang amouns $4668 Accoures

| Validate | Create Accounting [ Tax Al Distribution [ Match Apply/Un-Apply Prepayment Cancel

|__Eppus
Now Invoice is Validated & Accounted.

XX END XX
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