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To understand prepayment using the 5 W's (Who, What, When, Where, Why), here’s a
comprehensive breakdown:
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1. Who
e Who Makes the Prepayment: The prepayment is typically made by a buyer or
customer who is paying in advance for goods or services.
*  Who Receives the Prepayment: The prepayment is received by a seller, service
provider, or landlord who will provide the goods or services at a later date.

2. What
e What Is Prepayment: Prepayment is the act of paying for goods or services before
they are actually delivered or provided. It can be a full or partial payment made before
the service period begins or before the goods are supplied.
e What It Includes: This may include advance payments for products, deposits for
reservations, subscription fees, or rent paid in advance.

3. When
e When Is It Done: Prepayment is made at the time of booking, ordering, or signing a
contract, typically before the delivery date or service provision date. It is done
according to the terms agreed upon between the buyer and the seller.
*  When It’s Recognized: In accounting terms, prepayments are recognized as assets
initially and then expensed over time as the service is received or the goods are
delivered.

4. Where
e Where Is It Used: Prepayment is used in various scenarios, including:

Retail: For reserving products or services.

Real Estate: For paying rent or deposits on rental properties.

Travel and Hospitality: For booking flights, hotels, or event tickets.

Subscriptions: For paying for ongoing services like magazines, software, or

memberships.

e Where Is It Recorded: In financial records, prepayments are typically recorded as
prepaid expenses or prepaid assets on the balance sheet until the service or goods are
delivered.

O

O O O

5. Why
e Why Is It Done: Prepayments are made for several reasons:

o To Secure Goods or Services: Ensures availability or reservation of products
or services.

o To Benefit from Discounts: Some providers offer discounts or better terms
for advance payments.

o To Manage Cash Flow: Helps in budgeting and planning by spreading out
payments.

o To Mitigate Risk: Reduces the risk of non-payment or cancellation by
securing funds upfront.

Navigation — Account Payables > Invoice
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FE-Dreveloper Responsibility B

E-Procurement Management

F-Tax Management .
FE-Store Management

E-General Ledger

-Cash Management

—~Account Payables

c> Setup

-Master

——Transaction

—Invoice Batch

—Ilnvoice Workbench
—Fayment Batch
—Payments

—FPayment Workbench

& Invoice Booking M EE
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[Standard |AP-STD-INV | Dimension Data Uganc|1011 |DDUL-Kampala 08-AUG-2024 ftest2 8-AUG-2024 el

General Lines Hold View Payments Payments View Pi

Summary Status
: TDS Amount g
Basic Amount g . Status  |nitiate
Prepayment Applied |0 Amount Paid g ~ Pending Amount g E Accounted |
Tax o Approval
Total g .
Descripti Invoice Holds
Payment Holds
Validate | Creats Accounting Tax | Anpistribution Match | Applyn-Apply Prepayment |  cancel |

Put the Doc Category, Invoice type, supplier’s name & Invoice number.

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?
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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.

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

& Invoice Booking M =] B3
Batch Control Total |0 Batch Actual Total |0
Operating Unit Invoice Type Doc Category PO Number Voucher Number Invoice No GL Date Inv Currency Amount Description Maich Option
l DPF Operating Uni|Standard AP-STD-INV test2 08-AUG-2024 UGX 55000 ‘ S|
v
General Lines Hold View Payments  Scheduled P: yments  View P
Summary Status
TDS Amount g
Basic Amount @ Status Ipitiate
Prepayment Applied g Amount Paid o Pending Amount g Accounted
Tax @ Approval
Total g .
Description Invoice Holds
Payment Holds
Validate Create Accounting Tax All Distributic Match Apply/Un-Apply Prepayment Cancel

Put the amount
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& Invoice Booking Io]x]
Batch Control Total 0 Batch Actual Total 0
Operating Unit Invoice Type Doc Category PO Number Voucher Number ¢ Invoice No GL Date Inv Currency Amount Description Maich Option
I DPF Operating Uni |Standard AP-STDHNV | test2 08-AUG-2024 UGX 55000 B
« »
General I Lines I Hold View Payments Scheduled Payments  View P
L.No Type Amount Description PO Number POLine ReceipiNo ReceiptLine Inventory ltem UOM Unit Price Tax Category TDS Section -
il tem 155000
4| | L=
| Distributions | |
Validate Create Accounting Tax | Aupistribution Match \ Apply/Un-Apply Cancel

Click on the Lines then click on distributions

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.

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.

Line Amount 55000
Distribution Amount 55000

Distributions
Track
L.No Amount GL Date Account AssetBook  asAsset AssetCalegory Description Project Name Task Name Accounting Status Functional Amount
' 1 55000 08-AUG-2024 O 55000 =
oK Cancel | |
DPF Company 1 Deposit Protection Fund of Uganda

DPF Cost Center 195 Finance and Operalions
DPF Natural Account 211pp2 Casual Wages
—— | -
ve

Account Description

‘

jtributions

Validate Create Accounting Tax All Distribution Match Apply/Un-Apply Prepayment Cancel

Put the required information in Account then click on ok
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2 Distributions

®
]

Line Amount
Distribution Amount
Distributions
Track
L. No Amount GL Date Account AssetBook  as Assel  AssetCategory Description Project Name TaskName Accounting Status Functional Amount

I [ss000 (RN 105.211002.0090. | L

4

mj o} m{i{m{m)jm]

Account Description

Click on save

o Invoice Booking

Batch Control Total @ | Batch Actual Total [0
OpersingUnit__Invoice Type _ DocCategory _ POMNumber Voucher Number _ Supplier Name Supplier No Supplier Site Invoice Date Invoice No GLDate
[stanara [s-sTDav | [5&166296 1 [Dimension Data Uganc[1011 DDUL-Kampala [osAUG202  |testz osAUG2024 || &

l [ l l i
[ I ( l :
| — | | .

T Hold Viow Payments ayments_View

Summary Status
——
e s
PrepaymentAppied o AmountPaid @ Pending Amount 55000 Accounted
i

Total
Description

|[ Validate |icre.m | ax | an | wmaten [ apptywn | cancer |

Click On Validate

woice Booking
Batch Control Total [B Batch Actual Total [BI
Operating Unit Invoice Type Doc Category PO Number Voucher Number Supplier Name Supplier No Supplier Site Invoice Date Invoice No GL Date

[foPF Operating UniESurr] [AP-STDANV [5&4802407 % [Dimension Data Uganc|1011 DDUL-Kampala 08-AUG-2024 [test2 s-auG-2024  [=

Lines
o R — S Voot
prosamentaopted & Amountpaa o peanaamo ssot ocommed [

e imoice ot [

| vaidate | createAccounting | Tax | am | maten |[ ApoiviUn.Apply Prepayment | Cancel

Click on Apply/Un-apply Prepayment
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o Acai Taa 0

PO Number Voucher Number

Supplier Name Supplier No : Supplier Site
Dimension Data Ugancl1011 iDDUL—Kampala

l l
|
!

S - TN

l
g
l

|

d

Fetch " , ‘
Hold | ViewPayments  Scheduled Payments View Prepayment Application

w0 R —
presomentsopied 6 Ao 1 panang Amount 85006

- Apply/UnApply Prepayments

Apply Amount GL Date i PO Number Line No Invoice Description

...... [08-AuG-2024 N —
| | &

O | I

o ) N

2 ) [ E—

Existing Prepayment Application

Unapply Date  Amount Applied GL Date i PO Number Line No Invoice Description

= [ (R . -

O (I

0 [ — -

o (N .

O I :

Tick on Apply then click on Apply
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4 Apply/lUnApply Prepayment
Apply/UnApply Prepayments
A_gg_ly Amount GL Date Prepayment No Applied Amt Adv.Inv Amt PO Number Line No Invoice Description

O
——r

Existing Prepayment Application

Unapply Una Date  Amount Applied GL Date Prepayment No Adv.Inv Amt
O

()R]

O

Apply/UnApply

Bet Corco ot 0 Bachacumlom

OperatingUnit Invoice Type _ Doc Category PONumber  VoucherNumber  Supplier Name Supplier No Supplier Site Invoice Date Invoice No GL Date

|»

- |Standard AP-STD-HNV [Dimensinn Data Uganc 1011 DDUL-Kampala 08-AUG-2024 test2 08-AUG-2024

G e I »
[Gemea T nes Holg 2y ayments_View
Summary Status
o Amoune 7
Basic Avaunt Suus wooarovmamon

o 858001 - ks tas [
—
Validate | Create A [ Tax [ | matcn || Applylun-Apply | cancel |

Now prepayment has been applied. Now status is in Need Revalidation.

& Invoice Booking

Batch Comto Teal @ BachAcualTaal @
Operating Unit Invoice Type Doc Category PO Number ‘Voucher Number Supplier Name Supplier No Supplier Site Invoice Date Invoice No GL Date
-+ |Standard ||AP-STDHINV [Dimeﬂsloﬂ Data Uganc|1011 DDUL-Kampala 08-AUG-2024 est2 08-AUG-2024 [l

. Po—_
g S

—
| | vaigate | Itrwe | x| o | watcn | Appyiun-appy | cancel

Click on Validate
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i
Breeton
Fund o Conds

GoF

o Invoice Booking
Batch Control Total 00 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[stanaara [wpsTOy | [58760296 7 [Dimension Data Uganc[1011 [DDUL-Kampala [-AUG 2024 [testz 0sAUG2024 | &
[ ( Ll ( [ ( (
[ [ I [ [ [ [
| ( I I I | [ L
[ ( I [ [ ( [ =
S| 722 v I »
e e o Vo S von
Summary Status
o8 Ameun 51

——
Prepament Ao 53000
T B

om0,

Amountpaid 55000 pendng Amount 5

[ Validate I[f‘ ate HI Tax [AI ”

Match

| Applylun-Apply

I

Cancel

The status is validated. Now click on Create Accounting.

XX END XX
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