
MODULE: Creating PO for Gasoline 

 

A. HOW TO CREATE PO FOR GASOLINE 

 Standard Navigation: Transactions >Purchases>Enter Purchase Orders 

  

  

 

 

 

 

 

 

1. Fill in the mandated fields: Vendor, Employee (Collector Name), Class (RM Vehicle), Department 

(Branch Expense) & Location. 

2. In addition, put these details under MEMO field: Before ODO Reading/After ODO 

Reading/Qty/Item (Unleaded or Special) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. After filling in the details, click Save. 

4. Enter the Gross amount, Rate 

and Tax Amount manually. 

3. In the Items Tab below, select 

the type of gasoline in item 



B. RECEIVING THE PO CREATED 

A Confirmation and PO# (system generated) will show up. 

 

 

 

 

 

 

 

 

 

 

 

2. After clicking Receive, you will be directed to Item Receipt page. Fill in the mandated fields: 

 Delivery Receipt Number – Charge Invoice Number (e.g. 81629) 

 DR Attachment – scan the Charge Invoice and Save it to your computer. 

 Memo – Before ODO Reading/After ODO Reading/Qty/Item (Unleaded or Special) 

 Inspected by – Petty Cash Custodian (e.g. Elyssa Jose) 

 Forwarder – input PO GASOLINE 

 Location – Branch Location 

 

 

 

 

 

 

 

 

 

 

 

3. After filling in the details, click Save. 

1. We will just click the Receive the PO once we already 

have the charge invoice from the Gas Station. 



C. CREATING A BILL 

A Confirmation and IR# (system generated) will show up. We will now make bill for the PO, instead of 

doing the standard navigation on creating a bill (Transactions>Payables>Enter Bills) we’ll just have to 

click the Bill button. 

 

 

 

 

 

 

 

 

 

After clicking the Bill button you will be directed on a Bill Page. Review the details in each fields if it is 

correct, then click Save. 

 

 

 

 

 

 

 

 

 

 

 

 

A Confirmation will show up that you have successfully created a bill. 

 

 

 

 



 

D. MAKE PAYMENT OF THE BILL CREATED 

We will now do the Make Payment of the Bill you created. 

Standard Navigation: Transactions > Payable>Enter Bills>List 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will now be directed to Bill you want to make payment. Click the Make Payment button. 

 

 

 

 

 

 

 

You can always customize the fields depending on 

what transactions are you going to find. You can now 

see all the open bill status you created. Find the Bill 

you want to make payment and click View.  



You will now be directed to a Bill Payment page. Fill in the mandated fields, if there is already data 

inputted make sure to always review if the details were correct. 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

 

 

 

 

 

 

 

 

 

 

A confirmation for bill payment will show up that the transaction successfully saved. 

 

 

-THE END- 

Custom Form: Desmark │ Bill Payment 

Payee: Gas Station 

Account: 1002 Cash on Hand  

 

 

Select the Bill you want to make payment. In this 

transaction, I am going to pay three (3) bills, just 

check the box         and click Save. 

Subsidiary: Desmark/Premio/PFC 

Class: Rm-Vehicle 

Location: Branch Location 

Department: Branch Expense 


