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PRIVATE & GOVERNMENT CUSTOMER 
Cash Transaction Procedure: Appliance, Motorcycle, Power Product and Spare parts 
Step 1: INVOICER will Create Sales Order.  Fill in necessary data 
Step 2: INVOICER will click Next Bill to proceed Invoice.   
Step 3: For Private & Government Sales- Invoicer will set up the applicable Withholding Tax. 
Step 4: CASHIER- will collect the full payment from customer 
Step 5: Fullfillment process (Invoicer/Inventory) – releasing of unit 
 

SPAREPARTS SALE- PRIVATE COMPANY 

SALES ORDER: 
INVOICER will Create Sales Order.  Fill in necessary data. 

 

After creating Sales Order, the INVOIVER will CLICK NEXT BILL FOR INVOICE 

 

 

On the INVOICE page, the invoicer in-charge will proceed on filling out the following details: 

CLICK ON THE RIGHTMOST- 1% WITHHOLDING TAX UPON SALES INVOICE WAS ALREADY SET UP 

PRIVATE COMPANIES ARE ALLOWED TO DEDUCT 1% ON GOODS - WE_PH:WC158-2018 
      2% SHOP Services -WE_PH:WC160-2018 
 
***THE SYSTEM WILL AUTO COMPUTE THE WTAX 
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CASHIER’S ROLE: Accepting payment for PRIVATE customer 

CASHIER- will collect the full payment from customer by searching the invoice of the customer on the Global search and 

proceed to clicking Accept Payment. 

 



 

Page 3 of 8 
 

 

 

NOTICE THE POP-UP MESSAGE INSTRUCTION. 

 

 

 

 

 

 

ON THE APPLY BUTTON YOU NEED TO UNCHECK & CHECK THE INVOICE THAT YOU WANT TO COLLECT 

 

CLICK SAVE. 

 

A pop-up message 

instruction will appear on 

the page. Just click OK. 
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PAYMENT CONFIRMATION: 

 

GL IMPACT: DEBIT SIDE- INCREASE OF ASSET ACCOUNT: UNDEPOSITED FUNDS 
   CREDIT SIDE- CLOSE THE A/R TRADE 
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GOVERNMENT SALE- MOTORCYCLE 

SALES ORDER: 
INVOICER will Create Sales Order.  Fill in necessary data. 

 

 

CLICK NEXT BILL TO ISSUE INVOICE: 

 

 

 

 

 

 

 

After creating Sales Order, the INVOIVER will CLICK NEXT BILL FOR INVOICE 

 

On the INVOICE page, the invoicer in-charge will proceed on filling out the following details: 

GOVERNMENT COMPANIES ARE ALLOWED TO DEDUCT 1% ON GOODS & 5% BIR 2306 
IN NETSUITE, MARK CHECK WTAX, WTAX CODE: WE_PH:BIR 2307-2306 
 
***THE SYSTEM WILL AUTO COMPUTE THE WTAX 

       
 

 

 

 

 

 

 

 

 

CLICK SAVE. After saving, the invoicer will print the invoice. 
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CASHIER’S ROLE: Accepting payment for GOVERNMENT customer 

CASHIER- will collect the full payment from customer by searching the invoice of the customer on the Global search and 

proceed to clicking Accept Payment. 

 

 

 

 

 

 

 

NOTICE THE POP-UP MESSAGE INSTRUCTION. 

 

 

 

 

 

 

 

A pop-up message 

instruction will appear on 

the page. Just click OK. 
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UNCHECK & CHECK APPLY BUTTON TO REFLECT WTAX: 

 

SAVE.  

CONFRIMED PAYMENT RECEIVED: 

 

After saving, you can now print the CASH RECEIPT. 

 

 

The system will auto-generate appropriate accounting recording.  See below. 

GL IMPACT PAYMENT COLLECT: 
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RELATED TRANSACTION: CREDIT MEMO GL IMPACT ON WTAX 

 

 

GL SALES IMPACT: PRE-DEFINED 

 

 

 

 


