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*  What is a standard Invoice?
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. ERP systems
automate invoice creation, processing, and tracking to streamline financial operations.

¢  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 standard 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 Standard Invoices?
The standard 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.
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& Invoice Booking
Batch Control Total |0 Batch Actual Total |0
Operating Unit Invoice Type Doc Category PONumber  VoucherNumber  Supplier Name Supplier No Supplier Site Invoice Date Invoice No GL Date
{loPF Operating UERIETEUREEY 06-4UG-2024 B

\
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Lines Hold View Pay Pay! View Pi
status
T0S Amount 5 _—
i Status nitiate

| Amount Paid E Pending Amount ‘E Accounted
Appraval
e Invoice Holds
Payment Holds

validate | Create Accounting Tax All Distribution match | Appiyun-appy | cancer
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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
DPF Operating Uni Standard
Document Category %]
Find|%
Document_Category Description
AP-STD-INV Standard Invoice
General | (g Manual Manual Invoice iew Prepayment Application
Summary
Basic Amount @
Prepayment Applied @ Amount g
Tax ¢
Total o
(ind | [cancel |
Validate Create Accounting Tax All Distribution Match Apply/Un-Apply Prepayment Carl

In the Doc Category select the Manual Invoice option.

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."

o]
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
l DPF Operating Uni Standard Manual 06-AUG-2024
Supplier LOV B
Find|%
| Supplier Name SupplierNo =
Airtel Uganda Limited 1002
General L Lines Hold View Payments Anisuma Traders Limiled 1020
ST Baguma Hotel Co_ Ltd 1007 Status
Brand Systems 1030
TDS Amount g
Basic Amount g Britam Asset Managers 1037 Status |pitiate
2 o Computer Revolution Africa ... 1031
Prepayment Applied Amount Paid g Accounted
L = DPF-Payroll 1052
Tax @ Dimension Data Uganda Ltd 1011 Approval
Total g o ELAAB Software Solutions Ltd 1044 i Bk
Description | Emst& Young 1023 -
L . Payment Holds
| Find ) { ok ||cancel)

Select the required supplier name
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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.

& Invoice Booking

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
I DPF Operating Uni|Standard Manual Airtel Uganda Limited 1002 AUL-Kampala 08-AUG-2024 TESTlNGMﬂ 06-AUG-2024 B
« B
General Lines Hold View Payments Scheduled Payments  View Prepay
Summary Status
TDS Amount g
Basic Amount g Status Initiate
Prepayment Applied g Amount Paid g Pending Amount g Accounted
Tax @ Approval
Total g =
Description Invoice Holds
Payment Holds
Validate Create Accounting Tax | an pistributic matcn | Applyun-appyy Prepayment | cancel

Put Invoice date & Invoice number & open AP period GL date.

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.
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& Invoice Booking

Batch Control Total 0 Batch Actual Total |0
Operating Unit Invoice Type Doc Category PO Number Voucher Number Supplier Site Invoice Date Invoice No GL Date Inv Currency Amount B
|\pPF Operating Unilstandard [Manual | AUL-Kampala [06-AUG-2024 TESTING143 06-AUG-2024 juex 987456 | 15
| 1 [ | |
‘ \ \
| | |
| [ I ‘ ‘ =
4] >
General Lines Hold View Payments Scheduled Payments View Prepay
Summary Status
TDS Amount g
Basic Amount @ Status  |nitiate
Prepayment Applied Amount Paid | Pending Amount | Accounted
Tax @ Approval
Total g i
Description Invoice Holds
Payment Holds
validate | Create Accounting Tax | Anpistribution Match || ApplylUn-Apply Prepayment Cancel

Put the required Invoice currency & Amount
Then click on lines

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.

% Invoice Booking

Batch Control Total |0 Batch Actual Total |0
OperslingUnit __Inwoice Type  _ Doc Category PONumber _VoucherNumber _  SupplierSite _ InvoiceDate InviceNo _ GLDale InvCurency Amount
IjDFF Qperating Uni |Standard AP-STD-INV |AUL-Kampala 06-AUG-2024 |TESTING 143 06-AUG-2024 UGX 987456 |
[ I r [ [ [
| |
| |
;‘ 1 =
4| »
General Lines L Hold View Payments Scheduled Payments View Prepayment Application
LNo Type _  Amount  Description _ PONumber  POLine ReceipiNo Receiptline Imventoryltem _ UOM UnitPrice  __TaxCalegory _ __TDSSection '+
| Item | |
4 L
Validate ‘ Create Accounting | Tax Al Distribution | Match ‘\ Apply/Un-Apply Prepayment Cancel

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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& Invoice Booking
Batch Control Total |0, Batch Actual Total 0
Operating Unit Invoice Type Doc Category PO Number Voucher Number Supplier Site Invoice Date Invoice No GL Date Inv Currency Amount
||oPF Operating Unistandard [sp-sTD-Nv || [ AUL-Kampala 06-AUG-2024  [TESTING143 06-AUG-2024  [UGX [e87456 =
[ [ [ | I [ [ [
\ \ ‘ \ ‘ 1 1 1
‘\ J \ \ \ 1 1 1
[ [ [ [ [ [ -
\ \ \ \ \ \ \ \
4| »
8 General Lim Hold View Payments Payments  View P on_
LNo  Type Amount Description PONumber  POLine ReceiptNo ReceiptLine _Inventory ltem uom Unit Price Tax Category TDS Section 2.
tem 987456 [ [ \ ‘
\ ! \ ! \
[ [ | [ \
| ‘ | [ 1
i 1 i 1 \
| | [
| | Distributions |

Click on 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 departments within an organization.
This ensures that expenses are recorded accurately in the financial records and helps in proper
budgeting and financial analysis.

« Distributions

Line Amount 987456
Distribution Amount  gg7456
Distributions
Track
L.No Amount GL Date Account AssetBook  asAsset Assel Category Description Project Name Task Name Accounting Status Functional Amount
] 087456 06-AUG-2024 ( O | 987456 B
| |
‘ \
i |
] [ [
| |
[ [ g
Account Description Save
‘ 4 D

Click on Account
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Distributions
Track
L. No Amount GL Date Account AssetBook  as Asset AssetCategory Description P
I 1 987456 06-AUG-2024 O
‘ OK I \r Cancel |
DPF Companyh on Fund of Ug

DPF Cost Centerhof,

DPFNaturaIAccuunth«iznm justed Premiums fro

DPF Project 1901 Land for DPF H
ot DR ke ] -
Account Description ik 1@ gl Common
DPF Future 21'9999 e

Distributions
Validat; Create Acconnting Iax All Dictribhption Match  Anphilin Annlv Drenavment
Put the required information then click on ok.
=
& Distributions M [= B
Line Amount 987456
Distribution Amount  gg7455
Distributions
Track
L.No Amount GL Date Account AssetBook  asAssel Assel Calegory Description Project Name Task Name Accounting Stalus Functional Amount
g 987456 06-AUG-2024  |1.105.112001.1001.99¢ (] [ [ [ 987456 =1
[ [ [ [
[ [ \ !
\' \ i \
\ \ \ \ \
1177 \ \ \ \
\ \ \ &
Account Description Deposit Protection Fund of Uganda Investments Risk Adjusted Pramiums from Commercial Banks Land for DPF HQ Common.Com ‘ Save \

Click on Save
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o Invoice Booking

Batch Control Total |0 Batch Actual Total |0
Operating Unit Invoice Type Doc Category PO Number 7‘7{07“5!\91””[“}797[ Supplier Site Invoice Date Invoice No GL Date Inv Currency Amount
||DPF Operating Uni[Standard [P-sTD-INV luG100181 AUL-Kampala 06-AUG-2024  |TESTING143 06-AUG-2024  [UGX 987456 [=
[ \ \ |
J (
| [
| =
4 3
Hold View Pay Pay View Py Appli
L No Type Amount Description PO Number POLine ReceiptNo ReceiptLine Inventory ltem uoMm Unit Price Tax Category TDS Section (4]
[ tem 037456 [ [ [ [ [ [
| | [ [ [ B I
\ [ [ [ | [ \
1] =
| Distributions
I ] p
Validate | create Accou'nmcl Tax || an pistribution Match | ApplyUn-Apply Prepayment | Cancel

Click on the Tax
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~ —oix]
Default Tax Cat. Location Tax Invoice No Tax Invoice Date
Purpose - Defaylt

Line Details

LNo Iltem Description Uom Tax Category Purpose Location HSN SAC Iltem Price Freight TaxAmount  Line Total
) i N R = eeass s -
[ Z . [E=——e e
I z T ) (T
[ I I— | — ——
| (N R R N -
Fmd%
Tax Details Tax_Category_Name Description Tax_Cate
LNo TaxName Tax Type T Recoverable Amt Recoverable Inclusive
WCT@6% WCT@6% -
_ VAT@18% VAT@18%
VAT@18%-NRT VAT@18%-NRT

ICHCHICHICH
(= ]a e [a (n F)

Select the required tax category from the list then click on ok.

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.

o Tax = _1o]x]
s ot ETGHET s GGG o RN vot v 820

Default Tax Cat. Location Tax Invoice No Tax Invoice Date

e E— =m
Line Details ;i':ce
LNo Item Description Uom Tax Category TRD Location HSN SAC Item Price  Freight TaxAmount Line Total
B N T S EEY - joTase B
N [ (N S [ (R N
[ r = (I N (N
I I =  o—1 — ——
I I R - [ [ I A
Tax Details
Precedances
L.No TaxName Tax Type TaxPercentage 1 2 3 4 {3 Tax Amount Recoverable Amt Recoverable Inclusive RCM
1A wer1ea [Percentage 0 0 jezass 0 g g =
I | 1 s g g

| I I T g g

] I L [ s g g

| I I T a | -

[ sm |

Select purpose
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o Tax M E B

imoce umoer FESRNGHST i T vac o I o v o
Default Tax Cat Location Tax Invoice No | TaxInvoice Date

Line Details

L.No Description Uom Tax Calegory Purpose Location HSN SAC Item Price Freight TaxAmount Line Total

l-— [ wer94) Senics - |Nakasero 147857887460/ [0 1 [SB74B61 (1086201161 ~
I I N = | — ——
[/ I N 5 [ (R N
[/ (N [ A Z - r
1 /1 | | > L | |
Tax Details
Precedances
L.No TaxName Tax Type Tax 1 2 3 4 5 Tax Amount Recoverable Amt Recoverable Inclusive RCM
1A [wer-194) Percentage [0 L I I L . g £ i
|| [ [ 1 I T g g
L I 1 I T g g
[ L 1 I T g O
[T I I [ g O 5
Put the location
Then Click on Save at bottom.
o Tax I
e e ESTHGHAS esmour ST recro GETEEIII roa Ve oA
Default Tax Cat. Location Tax Invoice No ~ Taxnvoice Date
Purpose - Default
Line Details
LNo Item Description Uom Tax Category Purpose Location HSN SAC Item Price  Freight TaxAmount Line Total
WCT-194) Senvice ~ Nakasero 147852 [GE7ABENIN I -

. . S
(EERE T I

Tax Details

Precedances
L.No TaxName Tax Type TaxPercentage 1 2 3 4 5 Tax Amount Recoverable Amt Recoverable Inclusive RCM

WCT-194) 10 o | | | | =
FRM-40400: Transaction complete: 2 records applied
| and saved. |

s
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Batch Control Total [0 Batch Actual Total |00

‘Operating Unit Invoice Type Doc Category PO Number Voucher Number Supplier Site Invoice Date Invoice No GL Date Inv Currency Amount
||oPF operating Uni[Standard [psTDaNV | |AUL-Kampala [06-auG-2024  [TESTING143 [06-AUG-2024  [uGX 1086201.6

[
[
[ _lr l

. - bo  vexrs s

Summary Status

R i — s e
Provamentsosed @ mountpsa 7 penana Amoun g p—

| validate lI:reateAccounm'm; Tax | Aupist match || Appiyun-apply Ccancel
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Click on Validate

Batch Control Total [0 Batch Actual Total 0

Operating Unit Invoice Type Doc Category PO Number Voucher Number _ Supplier Site Invoice Date Invoice No GL Date Inv Currency Amount

|/oPF Gperating Unistandara AP-STD-INV UG08 [auLKampaia [o6-aUG2024  |[TESTING143 [o6-auG2024  [UGK 10862016 Is
I | ( [ ( | [,
I [ [ [ [ 1§
S ( ( ( [ l
I [ | I | (=
I i »
Lines Hold View Payments Payments View F
Summary Status
- =
JN—
- Aot 1 pendn A, Rz008 T

T wEs
oo twots

Description

[ vaiidate I[Cmnemmim ]I Tax | MiDistributon | waich | ApplyUn-Apply | cancet |

Now status is changed from Initiate to Validated.
Then click on the Create Accounting.

J
Batch Control Total 0 Batch Actual Total 00

Operating Unit Invoice Type Doc Category PO Number Voucher Number Supplier Site Invoice Date Invoice No GL Date Inv Currency Amount =
IDPF Operating Unil [Siandard [AP—STDJNV l \AUL-Kampala [0“UG—2024 [TESTING143 06-AUG-2024 UGX 1086201.6 =1
[ [ [ [ [— [
[ [ [ [ I l
[ [ [ [ I l l l l
[ [ [ [ I l l l l z
41| e rrrel ¥
T Genera Lines Hold View Peyments  Scheduled Payments View F
Summary Status
Basi Amoune Ge7ase K siats
Propayment Applied 0 Amount Paid | Pending Amount 10862016 Accounted
Tex amass

[ Validate [Create i ‘ Tax [ Al I Match Apply/Un-Apply Cancel

Now Invoice is Accounted.

XX END XX
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