
CHANGES IN PROCEDURE 
 

1. CASH OVER  
- In recording cash over, branch should make an entry in Other Deposits with the amount 

of the cash over along with making a deposit for daily collection. Which means this is 
both done in one transaction only. 

 
2. CASH SHORT 

- In recording cash short, branch should make a Cash Back entry along with making a 
deposit for daily connection. Which means this is both done in one transaction only. 
Next, making a journal entry will follow to knock-off the Cash Back entry for cash short. 

 
 

TRAINING MODULE FOR EXPENSES, GENERAL ENTRIES & MAKE DEPOSIT 
 

MODULE FOR DISBURSEMENT: 
1) CASH DISBURSEMENT WITH BILLING 
Example:  Water Bill 

   Electric Bill 
   Telephone Bill 
   Internet Bill 
   Gasoline Bill 
Go to Transactions>Payables>Enter Bill 

Click Custom Form: Desmark Vendor Bill or Premio Vendor Bill depending of the Subsidiary  
Search for Vendor Name 
Fill in the date, Subsidiary & Location. 

 Need to Scan your bill for attachment 

 



Click Expenses tab- select the appropriate GL Expense Account. 
Type the amount based on the Vendor Tax Code: if Vat Reg Amount is Net of Vat (Total Bill /1.12) 
but if Non-Vat is the Total Bill due. 
Gross Amount – automatic display 
Memo- is the description of the line expense 

 
 
 
Click Apply Wtax- if with 2307 issued 
Type of Purchases: Goods / Services / Exempt 
WH Tax Code: Goods  WE_PH:WC158-2018 
  : Services  WE_PH:WC160-2018 
WH Tax Rate / WH Tax Base Amount / WH Tax Amount- auto calculate 

 
 
 
 
Proceed to Communication,.Choose the Files and Click the (+) sign. 

 
 



Fill in all mandatory fields.One FOLDER in all attachment for your BILL. 

 
Click Save. 
Branch Level of Authority- below 5,000 
Above 5,000 needed Head Office approval 
 
 

 
 
 
 
 
GL IMPACT 

 
 
 
 
 
 
 



Payment of the Bill Created 
Go to Make Payment 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After clicking Make Payment, you will be redirected to Bill Payment page 

 



 
 
 

 
 
GL IMPACT 

 
 
 
 
 
 
 



TO GENERATE BIR 2307 FOR PLDT: 
Go to Reports>Withholding Tax>Withholding Tax Report 
 

 
 
 



 
 

2) CASH DISBURSEMENT DIRECT CASH OUT NO BILLING 
Go to Transactions>Bank>Write Check 
Fill in mandatory fields in asterisk * 

 
 



 

 

 

 
GL IMPACT: 

 
 
 
 



3) CASH ADVANCE EMPLOYEE 
Example: Cash Advance for Travel & Transpo- Netsuite Training 
Go to Transactions>Bank>Write Check 
Fill in mandatory fields in asterisk * 

 

 
 

 
 
 
GL IMPACT: 

 
 
 
 
 
 
 
 
 
 
 
 



LIQUIDATION:  
Example: Employee’s Liquidation on T/A was only 1,500 & returned Cash- 500 
TRANSACTIONS>FINANCIAL>EMPLOYEES>ENTER EXPENSE REPORT 
SET UP EXPENSE CATEGORY 

 

 
 
SCROLL RIGHT- ATTACH FILE & RECEIPT OPTIONAL 
 

 
 
GL IMPACT 
DEBIT: EXPENSE ACCT / CREDIT: CASH ADVANCES EMPLOYEES 

 
 
 
 
 
 
 



RETURN OF EXCESS CASH ADVANCES: 
Go to Transactions> Bank>Make Deposit 

 
 
 
LIQUIDATION:  
TRANSACTIONS>FINANCIAL>EMPLOYEES>ENTER EXPENSE REPORT 
SET UP EXPENSE CATEGORY 

 
Click NEW 
 

 
 
 
 



4) CASH ADVANCE EMPLOYEE-LTO REGISTRATION 
Example: Liaison C/A for LTO 5 BN MC Reg AMOUNT-8,500 
Go to Transactions>Bank>Write Check 
Fill in mandatory fields in asterisk * 

 
 

 
 
 
 
 
 
 
 
 
 



LIQUIDATION: 5 UNITS X 1750=8,750 
TRANSACTIONS>FINANCIAL>EMPLOYEES>ENTER EXPENSE REPORT 

 
 

 
CASH ADVANCE WAS FULLY CLOSED BUT 1 CUSTOMER WAS PARTIALLY LIQUIDATED.  Branch 
will cash out the remaining amount 750 via WRITE CHECK.  Follow the basic work-around. 
 
 
REPORTS: DAILY EXPENSE  

 
 
 
 
 



OTHER CASHIERING FUNCTIONS: 
1) MAKING DEPOSIT 

Go to Transactions> Bank >Make Deposit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
On the same page, click Cash Back for the Total Amount of expenses for the day. 
 
 
 
 
 
 
 
If you have a CASH OVER, make an entry by clicking Other Deposits on the same page as your collection deposit 
beside Cash Back tagging 9000-35 Expenses: Cash Over/Cash Short GL Account. 

 
 
 
 
 
 
 
 
After making all entries, click SAVE. 
**it will now display a confirmation that your transaction was successfully saved. 
 
 

Pick the CIB account 

where you deposit 

your Collection 

Do not forget to click this 

check box to mark all the 

Collections of the day 



Total Collection (90,952) + Other Deposit for CASH OVER (15) – Cash Back (120) = 90,847 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
BUT If you have a CASH SHORT, make another entry in Cash Back on the same page as your collection deposit. 
Together with the cash back for total expense of the day, add another line for cash short.  

 
 
 
 
 
 
 
 
After making all entries, click SAVE. 
**it will now display a confirmation that your transaction was successfully saved. 
 
Total Collection (90,952) – Total Cash Back (264) = 90,688 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



After making a Cash Back entry for CASH SHORT upon Making Deposit, you can now proceed to making 
a journal entry to  
 
Reminder: 
Cashier to do Journal Entries with Head Office-Accounting approval. 
 
Go to Transactions> Financial >Make Journal Entries 

DEBIT:  9000-35 CASH OVER/SHORT  
CREDIT:  CASH ON HAND-PC 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
After making an entry, click SAVE. 

 
 
MAKE ONE DEPOSIT FOR THE KNOCK-OFF OF UNDEPOSITED FUNDS TO CASH ON HAND 

Go to >Transactions> Bank >Other Deposit 
Click Account- CASH ON HAND 
Click Other Deposit tab, type the amount of TOTAL AMOUNT CASH BACK & GL is 
UNDEPOSITED FUNDS. 

 
 
 



2) HOW TO RECORD BANK INTEREST & WITHHOLDING TAX? 
Cashier to do Journal Entries with Head Office-Accounting approval. 
Go to >Transactions> Financial >Make Journal Entries 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
FILL IN THE MANDATORY FIELDS. 
CLICK ACCOUNT- CHOOSE BRANCH BANK ACCOUNT  
FOR BANK INTEREST GL CREDIT SIDE: 7000-04 
FOR BANK WTAX GL DEBIT SIDE: 9000-38 

 
 
 
 
 
 



3) FUND BANK SWEEPING TRANSFER TO HEAD OFFICE BANK ACCOUNT 
Cashier to do Journal Entries with Head Office-Accounting approval. 
Go to >Transactions> Financial >Make Journal Entries 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PICK THE HO BANK ACCOUNT AS DEBIT & BRANCH BANK ACCOUNT AS CREDIT 
MEMO- PUT LINE DESCRIPTION OF THE TRANSACTION 
 
 
 
 
 

 
 


