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INSTALLMENT SALE-MOTORCYCLE (updated 11.03.2023)- updated with Solution for NO LEASING 

INVOICE and other common errors upon creating Installment account. 

Installment Transaction Procedure: Appliance, Motorcycle and Power product 
Step 1: INVOICER will check CUSTOMER RECORD and do the following: 

 If customer has existing record, update full customer details (especially full name for LTO registration)  

 Tag Premio Finance Corporation on Subsidiaries. (if failed to do so, LEASING INVOICE will be missing) 

Step 2: INVOICER will create Sales Order. 

Step 3: INVOICER will then click INSTALLMENT and BILL REMAINING to create invoice.  (NOTE: No more ‘next bill’ button) 

Step 4: CASHIER will open SO and collect the down payment by clicking the Downpayment button.  In the same payment screen, 

apply journal and collect downpayment.  Then Print.  (NOTE:  Apply journal when accepting downpayment.  There is no more 

separate Accept Payment screen to close the Journal) 

Step 5: INVOICER will proceed to PDI/demo of unit to customer.  Releases printed invoice and FULFILLS in NETSUITE.   

 

Step 1: INVOICER will search for customer and create or update CUSTOMER INFORMATION 
Check common mistakes for existing customers:  

1. Wrong Name format (e.g mistakenly created a FIRST NAME, LAST NAME<>MIDDLE INITIAL name format) 
Ex.  

 

2. Tagging Premio Finance Corporation Subsidiary upon creating the customer record, if failed to do so, LEASING 

INVOICE will be missing 

Type the name of the customer on the Global Search 
 

 

 

 

 

 

 

 

 

 

 
 
On the Customer Information Page, click EDIT 
 
 

 

 

 

 

 



 
In editing, you can now type the correct name format.  
**and also the other customer details you wish to update 

 
 

 

 

 

 

 

 

 

 

 
In tagging the Premio Finance Corporation Subsidiary, go to Subsidiaries sub-tab and add Premio Finance Corporation. 
 
 

 

 

 

 

 

 

 

 

REMINDER: 

If PREMIO FINANCE CORPORATION was not tagged, LEASING INVOICE will not be generated upon creating an 
installment account. 
 
After updating the customer details, click SAVE. 
 

Step 2: INVOICER will Create Sales Order  

 

 

 

 

 

 

From this 

To this format: 
FIRST NAME - MIDDLE NAME - LAST NAME 
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Fill out necessary details as highlighted by the red boxes. 
Note: Make sure to follow the correct sequence in filling out all necessary details to avoid having problems with pricing and 
invoicing. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 

 In selecting ITEM ID, do not forget to click the ADD button so the INSTALLMENT button will be available 
after saving the SO. 

 Do not forget to put the Freebies upon creating Sales Order 
 
 
 
 
 
 
 
 

DO NOT forget to click 

the Inventory Detail Box 

icon to fill-in Engine No.  

1 

REMINDER:  



 
After done adding the ITEM ID, do not forget to check first if there are amounts reflected on the MONTHLY PRINCIPAL 
AMOUNT and MONTHLY INTEREST AMOUNT columns found at the rightmost part of the item line.  
 
****it is an indication that your installment transaction will push through. If no amounts reflected, INSTALLMENT button 

and Bill Remaining button will be missing upon saving the SO.  
 
 
 
 
 

 
 

 

 

After filling out and reviewing encoded necessary details, click SAVE. 

 

Step 3: INVOICER will proceed to click INSTALLMENT and BILL REMAINING button  

 

 

 

 

 

 

 

 
 
 
 
 
 
After clicking INSTALLMENT, the INVOICER will proceed to creating invoice by clicking BILL REMAINING button. 

 

 

 

 

 

 

 

 



 

The invoicer will double check every detail reflected in the invoice then click SAVE. After saving, the invoicer will 

print the invoice by clicking the printer icon.  

 

 

 

 

 

 

 

 

 

 

 

NetSuite generated invoice 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 



 

Step 4: CASHIER will collect the down payment by clicking the Downpayment button on the S.O and Print  
 On this step, the cashier will search the SO reference on the Global Search 
 On the SO of the customer, click the Downpayment button 

 

 

After clicking Down payment button, it will redirect you to Payment page. Fill out all necessary details. 
 

 

 

 

 

 

 

 

 

 

 

In Apply section, click INVOICE and select the checkbox for the invoice created.  Then, click CREDITS and select the 
journal for the payment of Premio Finance for the financed amount.  Check PAYMENT AMOUNT field which should 
automatically update with DOWNPAYMENT to be paid.  

 

1) Click invoice and select the invoice created. 

 



 

 

 

Click SAVE. It will display a confirmation that your transaction was successfully saved. Proceed to PRINT.  
 

 

 

 

 

 

 

 

 

 

 

 
NetSuite generated Cash Receipt 
 

 

 

 

 

 

 

 

 

 

 

2) Click credits and select the Journal (JV).  This is the payment of Premio Finance to Premio/Desmark 

 

Payment Amount should automatically update to show downpayment to be paid.  Check if correct. 

 



 
After saving, you will be redirected back to the NetSuite dashboard with a confirmation that your transaction was 

successfully saved.  

 

 

 

 

 

 
 
Step 5: INVOICER will proceed to PDI/demo of unit to customer.  Releases invoice and fulfills in NETSUITE.  
 The invoicer will go back to the customer’s Sales Order record, by either searching the SO reference on the Global 
Search or look for it on the Recent Records. 

 
Global Search       Recent Records 

 

 

 

 

 

 
On the Sales Order Page of the customer, click the Fulfill button 
 
 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 



 
In fulfilling the item, fill out the necessary details as highlighted by the red boxes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fulfill each one of the item by clicking the Inventory Detail Box icon. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After fulfilling, click SAVE. 
 
 
To check the Amortization Report of the customer, you can go back to the customer’s invoice by searching the invoice 
reference on the Global Search 
 
 

 

 

 

 

 

 

 

 

 



 
On the Invoice Page, go to sub-tab CUSTOM 

 Click the Invoice reference under Leasing Subsidiary Principal Invoice 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
To see the Amortization schedule, click Print Amortization Status report 
 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
NetSuite generated Amortization Status Report 
 

 

 

 

 


