CHANGES IN PROCEDURE

1. CASH OVER
- Inrecording 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
- Inrecording 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.

3. In Making a Bill, attach the scanned copy of the Billing or SoA by going to sub-tab
Communication > Files so the approver will have the reference for approving.

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




ORACLE NETSUITE  desmark corporation  |Search Q n @ Help @ Feedback  fgn 1237 OFiedo

Desmark Corporation - Desmark HO- Accountin

\9 * /ﬂ\ Activities Transactions Lists Reports Analytics Customization Documents Setup LMS Fixed Assets Desmark SuiteApps

l‘ Bill o List Search

m Cancel Auto Fill Recalc Actions ~

Primary Information
CUSTOM FORM * CURRENCY * PAYMENT HOLD
Desmark Vendor Bill hd Philippine Peso hd DUE DATE
, — EXCHANGE RATE * =
To Be Generated 100 DATE *
BILL NO
VAT REGISTRATION 9/19/2023

POSTING PERIOD *

VENDOR * TAX -
PLDT INC. ¥
MEMO

= DISC. AMT.
A100-02 Trade and o..nts Payable -Trade =

APPROVAL STATUS

AMOUNT DISC. DATE L4

AVAILABLE VENDOR CREDIT

SUBSIDIARY * DEPARTMENT *
Desmark Corporation - Head Office : Procurement hd

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

LOCATION *
CAGAYAN : Desmark Borja 35

Expensesand items Billing Landed Cost Relationships = Communication

LANDED COST PER LINE

Expenses 0.00 fJtems0.00 Withholding Tax 0.00

Clear All Lines

TAX

CATEGORY] ACCOUNT™ AMOUNT * TAX CODE* RATE TAX AMT GROSS AMT MEMO DEPARTMENT CLASS
9000-17 4,46429 QVAT_PH:REGULAR ' 12.0% 535.71 5,000.00 M TELEPHONE BILL FOR THE MONTH OF AUG 20;
Expenses:
Communications
Expense

v Add *® Cancel Copy Previous Insert Remove ]

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



Expenses 0.00 Items0.00 Withholding Tax 0.00 * .

Clear All Lines

APPLY WH
AMORTIZATION AMORTIZATION AMORTIZATION EXPENSE WH TYPE OF TAX WH TAX BASE WH TAX
ILASS LOCATION SCHEDULE START END RESIDUAL ACCOUNT TAX? PURCHASES WH TAX CODE RATE AMOUNT AMOUNT
<Type then Yes SERVICES WE_PH:WC160- § 2.0% 446429 8929
tab> | 2018

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

Expenses and Items  Billing Landed Cost Communication Custom

Printing
TO BE PRINTED
Phone Calls  Files User Notes
Remove all Clear All Lines

ATTACH FILE™* FOLDER SIZE (KE) LAST MODIFIED FILE TYPE

I <Enter first few letters then tab: ¥ ‘E‘ A

\ v Add ® Cancel Insert Remove

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

(st ir st tntubutvirt oot 1 €8 A 11 4 A
& File

SLTACH FROM = NACTIVE
- AVAILABLE WITHOUT LOGIN
JILE MAME COMPANY-WIDE USAGE

GENERATE URL TIME STAMP
TOLDER *

&«

=Type then tab>
JRL

SELECT FILE
Choose File | No file chosen

SHARACTER ENCODING
Unicods (UTF-8) -

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



+” Confirmation
Transaction successfully Saved

, Bill o
PLDT INC.

PENDING APPROVAL

| Back ‘ ‘ | Cancel Bill | | Bill Exception | | 2 {3~ Actions~

Primary Information

TRANSACTION NUMBER

EXCHANGE RATE

VENDBILLS5 1.00

BILL NO VAT REGISTRATION
000-488-793-000

VENDOR TAX

PLDT INC. 535.71

ACCOUNT DISC. AMT.

4100-02 Trade and other payables : Accounts Payable -Trade

AMOUNT DISC. DATE

491071

CURRENCY PAYMENT HOLD

Philippine Peso

GL IMPACT

Expentes 4 37500~  |rerms 0000
CATEGDEY ACCCHINT
SH0-17

Pansas

A CaTaTI PR TS,
Expars
410005
Witholding tan
payabis

Wirnholding Tax §9.29 -

TaX

AMSTAI T TN, CODE RATE
AAEL 70 VAT PH:REGULAR  120%
-B2. 20 WAT_PH:UNDEF OL0rs

P

TN AT

535.71

.00

& = List

DUE DATE
9/19/2023

DATE
9/19/2023

POSTING PERIOD
Sep 2023

MEMO

APPROVAL STATUS
Pending Approval

GROES AMT WEMD

S5.000.00 TELEPHOME BILL FOR THE MONTH OF ALUG
2023

-59.29

Payment of the Bill Created

Go to Make Payment

Search

E Bill
BILL#1234 PLDT INC.

OPEN

m | Back | | | Credit | | Authorize Return |

Primary Inform atlon

TRANSACTION NUMBER EXCHANGE RATE
WVEMDEILL119 1.00

REFEREMCE NO. VAT REGISTRATION
BILL#1234 000-488-793-000
VENDOR TAX

PLDT IMC. 333.71

ACCOUMT DISC. AMT.
4100-02 Trade and other pa_-,.lanles T Accounts Pa_-,.'anle -Trade

AMOUNT DISC. DATE
491071

CURREMCY

Phllippine Peso

Classification

SUBSIDIARY
Desmark Corperation

ADDITIOMAL FILTER

APPROVAL STATUS{MATRIX)
Pending Approval

PAYMENT HOLD

NEXT APPROVER ROLE

AREA LIST

B -ﬁ > Actlons =

DUE DATE
10/3/2023

DATE

10/3/2023
POSTING PERICD
Oct 2023

MEMO

APPROVAL STATUS
Approved

MEXT APPROVER
CUSTOMER CATEGORY



After clicking Make Payment, you will be redirected to Bill Payment page

k. Bill Payment Q

R (concel | | acrons-

Primary Information

A UNT
4100-02 Trade and ot._.ounts Payable -Trade w

CUSTOM FORM * CURRENCY * ONLINE PAYMENT
Desmark | Bl Faymem - Fhillppine Peso -
TRANSACTION MUMBER EXCHANGE RATE *
To Be Generated 100 MEMO
PAYEE * DATE * TEELPHOME BILL AUG 2023
- &
PLOT INC. ¥ 20772 APPROVAL STATUS
N T
Lo o POSTING PERICD
1002 Cash on Hand ¥ oot 2022 - MNEXT APPROVER RO
A
AL TO BE PRINTED VOUCHER
AMOUNT
491071
Classification
SUBSIDIARY * ASS M
Desmark Corporation - - CAGAYAN : Desmark Borja 35
DEPARTMENT
Branch Expcense -
+" Confirmation
Transaction successfully Saved
[ BillPa
FLDT IN(C, | PENDING APPROVAL
m Back B £~ Actons~
Prlmary Information
TRANSACTION NUMBER CURRENCY ONLINE PAYMENT
VENDPYMT33 Phllipping Pesa ——
PAYEE EXCHANGE RATE
PLDT INC. 1.00 MEMO
ACCOUNT DATE TEELPHONE BILL AUG 2023
1002 Cash on Hand 10/3/2023 ADPROVAL STA
BALANCE POSTING PERICD pending Approval
ocr2023 NEXT APPROVER ROLE
TO BE PRINTED VOUCHER
Classification
SUBSIDIARY ASS TION

Desmark Corporation CAGAYAN - Desmark Borja 35
DEPARTMENT
Branch Expense




E Bill Payment a
m Back B £+ Actions-

Primary Information
TRANSACTION NUMBER
VENDPYMT23

PAYEE

PLDT INC.

ACCOUNT
1002 Cash on Hand

BALANCE
545.007.00
AMOUNT
491071

Classification

SUBSIDIARY

Desmark Corperation
DEPARTMENT

Brancn Expense

ONLINE PAYMENT

Payee Address

Relationships

‘Communication

Applied To 491071+ Credits Applied 0.00

DATE DUE TYPE REF NO.

10/3/2023 il BILL#1234

INSTALLMENT REF NO.

CURRENCY
Phllippine Peso

EXCHANGE RATE
1.00

DATE
10/3/2023

POSTING PERIOD
Oct 2023

TO BE PRINTED VOUCHER

CLASS

System Information Custom

ORIG. AMT.
481071

GL Impact

AMT. DUE CURRENCY

4,910.71 Phllppine Peso

CHECK #

MEMO

TEELPHONE BILL AUG 2023
APPROVAL STATUS

Approved

NEXT APPROVER

LOCATION

CAGAYAM : Desmark Borja 35

DISC. DATE

DISC. AVAIL.

DISC. TAKEN

& - List Search

PAYMENT
49107

GL IMPACT

System Infermation

Custom  GL Impact

Apply  PayeeAddress  Relationships  Communication
ACCOUNTING BOOK
- Al v
ACCOUNTING BOOK ACCOUNT

Primary ACCounting 1002 Cash on Hand

Bock

Primary ACCoUnting
Book

410002 Trade and other payables - Accounts
Payable -Trade

TO GENERATE BIR 2307 FOR PLDT

AMOUNTDEBT)  AMOUNT (CRECIT)

POSTING

PHP4910.71 Yes

PHP4.910.71

A=

5

MEMO

TEELPHONE BILL AUG
013

Go to Reports>Withholding Tax>Withholding Tax Report

NAME
PLOT
INC

pLDT
INC

SUBSIDIARY

Desmark Group :
Corporation

Desmark Group :
Corporation

Desmark

Desmark

DEPARTMENT
Branch
Expense
Branch
Expense

CLASS

LOCATION
CAGAYAN : Desmark
Borja 35

CAGAYAN : Desmark
Borja 35



Withholding Tax Reports

Select Transactions

SUBSIDIARY REPORT TAX PERICD * TAX TYPE *
Desmark Group.. .k Corporatior ™ || | Form 2307 v ot 2023 ¥ | WE_PH
VERDCH
PLDT IMC. -

Republika ng Pilipinas Bl Faom Ko

IR, Kacawaran ng Pananalap:
Kawanihan ng Aentas Internas

Certificate of Creditable
Tax Withheld At Source

2307

January 2018 [ENCS)

Part 1 Payee Information
Taxpayer P
Tdentification Murmber 000-438-793-00000
Payaa's Marmse PLDT IMC.
(Last Marme, First Name, Middie Name for Individuals) (Registered Name Tor Non-Individuals)
Registered Address Cagayan De Oro Clty (Capltal) Misamis Orlental PH Zip Code
Foreign Address Tip Code
Part I11 Details of Monthly Income Payments and Taxes Withheld
JAMOUNT OF INCOME PAYMENTS
Income Payrments Sulbject (o Expanded WT 13t Month of d Manth of _[3rd Month of Max Withheld For the
Withhelding Tax - L onth o etal \uarter
the guarter guarter the guarter
Income payment made by top withholding
ggents to their local/resident supplier of .
e P WC160-2018 4,464 20 0.00 0.00 445425 go.29
services other than those covered by other
rates of withnolding tax - Corporate
Total 4,464 20 0.00 0.00 4,464 79 £0.29




Far BIR BCE
Usa Only  Hom:

Republic of tha Philippinas
Dapartment of Financa
Bureau of Intarnal Revanus

@©

——
BIR Fonm No.

2307

Jdanuary 2018 [ENCS)

Certificate of Creditable Tax
Withheld At Source

it

7 OVIAENCS

[Fil i all applicabie spaces

. Mark all appropriale boxes with an .

1 Far thin Pariod

Fn-I-I: 01202 Jlmm'rm

Pait | -

2 Tasgayar identificaton Mumbes (TIH)

3 Parpii’s Ram [Liit Name. Firs? M, MeSdle N foe iedividuabi OR Risgistered Name for Non-Indiidedl)

I PLDT L.

4 Rugilered Addnisd

I Cageyan Da Om City (Cagisl) Vissris Crissisl PH

§ Furtigs Atisria il appdeabie

B Tangayar identificaton Mumbes (TIH)

T Parpor's Name (Last Nama,

Firsl Mars, Misde N o ey idoals OR Fisgeiored N o Mon-dndiduil)

IDﬂ.mui'_'rnfpormﬂ

B Reginlared Addnsd BA Zip Code
I CAPT.VICEMTE BOA 5T, CAGRYAN DE DR CITF | TR
1
Part il - Dutaits of Monthly Incoms Paymants and T Witk o
AMDUNT OF IRCOME PAYMENTS _—
wm- ATE 1wl Wonth | Ied Mesis | 3 Bonth It Far
‘Wissdsiding Tax of tha of ol the Teaal ihas Duirtar
| o by yeh-ckl Far ooairand i of sarvcen char
TOor TR M fop wihacking sgeni o Ber ooafmsdent wesher of seracm o - . -
Ban thoss covered by othar e of mithhaiding ta - Corpaesta i 44540 N - AT i
Total 445420 [T 442425 BE 2T
My Py Bt 1o Wi g ol Bk et s T (3 & Privata)
Tirtial

W ok uriclar v gaakiec o pufary it (8 carificii has Esben mad in geod m'ﬂ-uhru ared i e Bl o cost bivwhegn e bl b P and
TR, PUBLEAL I I provisisns of e Wabsnal inbeimal A i

Coda, ai dad, and e i

mummmuumm-mumnmmmumum W 104 73) for egitisate and il purpoes.

ufadind @uh

haresl Furliai, we give o’

2) CASH DISBURSEMENT DIRECT CASH OUT NO BILLING

Go to Transactions>Bank>Write Check
Fill in mandatory fields in asterisk *

k. Check a
1233457569305 PETTY

e~ Il o |

Primary Information

Cancel

CASH CUSTODIAN

Recalc £~ Actions~

ST &

Desmark

Write Checks
AT

CHECK125

CURRENCY *
Philippine Peso

EXCHANGE RATE *
1.00

1002 Cash on Hand

PAYEE *

PETTY CASH CUSTODIAN

TAX

53.37
DATE *
10/4/2023

Classification

SUBSIDIARY
Desmark Corperation

POSTING PERIOD ™
Oct 2023

TO BE PRINTED
CHECK #

|

MEMO

VARIOUS EXPENSES FOR THE DAY

LOCATION
CAGAYAMN : Desmark Bora 35

«




Payee Addres:  Expenses & [tems anded Cost  Relationships mmunication ~ System Information  Custom  Expense Report

LAMDED COST PER LINE

Expenses 56643+ ltems 0.00 Withholding Tax 0.00+

Clear All Lines

—
ACCOUNT* MOUNT* N TAXCODE* RATE THX AMT GRESSAMT  MEMO DEPARTMENT  CLASS LOCATION
9000-04 Expenses : Employees Benefits 70.00 UAT_PH:UNDEF-  0.0% 0.00 70.00 SNACKS FOR 10 EMPLOYEES X 7 CAGAYAN :
P H Desmark
Borja 35
9000-15 Expenses : Repalr and maintenance- 50.00 QAT PH:UNDEF-  0.0% 0.00 50.00 TIRE VULCATE- 5U MANAGER CAGAYAM :
sU P H Desmark
Borja 35
9000-06 Expenses : Fuel Vehicle 44643 QAT PHREGULAR 12.0% 53.57 500.00 FUEL VEHICLE FOR DESMARK PUERTO APP CAGAYAN :
Desmark
Puerto App
Expenses 566.43+* Jtems 0.00 Withholding Tax 0.00+
Clear All Lines
P—
ARPLY
TAX EXPENSE WH TYPE OF
TAX CODE™ RATE TAX AMT GROSS AMT MEMD DEPARTMENT CLASS LOCATION ACCOUNT TAX? PURCHASES
AT PH:UNDEF-  0.0% 0.00 70.00 SMACKS FOR 10 EMPLOYEES X 7 CAGAYAMN : EXEMPT
H Desmark
Barja 35
AT PH:UNDEF- 0.0% 0.00 50.00 TIRE VULCATE- SU MANAGER CAGAYAN : EXEMPT
H Desmark
Barja 35
AT_PH-REGULAR 12.0% 53.57 500.00 FUEL VEHICLE FOR DESMARK PUERTD APP CAGAYAMN : GOODS
Desmark
PUErto App ——
+ Confirmation
Transaction successfully Saved
B Check a
m | Back | E| £~ Actions=
I"‘I'II'I'I&I']‘r InTormation
TRANSACTICM NUMBER CURRENCY POSTING PERICD
CHECK123 Philippine Peso oct 2022
ACCOUNT EXCHAMGE RATE T BE PRINTED
1002 Cash on Hand 1.00 CHECK 2
PAYEE TAX
DETTY CASH CUSTODIAN 53.57 MEMO
AMOUNT DATE VARIOUS EXPENSES FOR THE DAY
620.00 10/4/2023
Classification
SUBSIDIARY LOCATION
Desmark Corporation CAGAYAM : Desmark Borja 35
GL IMPACT:
.
ACCOUNTING BOOK ACCOUNT AMOUNT (DEBIT) AMOUNT (CREDIT) POSTING MEMO NAME SUBSIDIARY DEPARTMENT  (LASS LOCATION
Primary Accounting 1002 Cash on Hand PHPG20.00 Yes VARIOUS EXPENSES FOR  PETTY CASH CUSTODIAN Desmark Group: CAGAYAN : Desmark
Book THE DAY Desmark Carparation Borja 35
Primary Accounting 9000-04 Expenzes: PHP70.00 fes SMACKS FOR 1D Desmark Group CAGAYAN - Desmark
Book Employees Benefits EMPLOYEES X7 Desmark Corporation Borja 35
Primary Accounting  9000-13 Expenses : Repalr PHR30.00 Yes TIRE VULCATE- SU Desmark Group: CAGAYAN : Desmark
Book and malntenance- U IMANAGER Desmark Carporation Borja 35
Primary Accounting  9000-06 Expense PHP446.43 es FUELVEHICLEFOR Desmark Group: CAGAYAN : Desmark
Book Venicle DESMARK PUERTO ARR Desmark Carparation PUETD ApD
Primary Accounting  4100-04 Vat Payable PHP5357 Yes VAT Bureau of Internal Revenue - Bureau of  Desmark Group CAGAYAN - Desmark

Book Internal Revenue (2-1687741578) Desmark Carporation Borja3s



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

B Check a

m Cancel Auto Fill Recalc Actlons =

Prima y Information

CUSTOM FORM * CURRENCY * POSTING PERIOD *

Desmark | Write Checks - Phillppine Peso v Ocr2023 hd

TRANSACTION NUMBER EXCHAMGE RATE * TO BE PRINTED

To Be Generated 1.00 CHECK #

—

ACCOUN Tax

1002 Cash on Hand ¥ MEMO

Az DATE * I TRAVEL & tRANSPO- C/& NETSUITE SEMINAR I
A

- - *

Kristing Caszandra Lucion ¥ 10/4/2022

AMDUNT

2,000.00

Classification

SUBSIDIARY * LOCATION *
Desmark Corporation hd CAGAYAN : Desmark Borja 35 ¥

Expenses 0.00  [tems 0.00

Clear All Lines

- EXPENSE TYPEOF

ACCOUNT™ AMOUNT* TAX CODE* RATE TAX AMT GROSSAMT  MEMO I DEPARTMENT ~ CLASS LOCATION ACCOUNT PURCHASES
2300-15 Other assets : Cash 2,000.00 | VAT PH:UNDEF- | 0.0% 0.00 200000 TRAVEL & tRANSPO- C/A NETSUITE SEMINAR CAGAYAN : <Type then tab> | S3a0lea L 4
Advance to Officers and PH Desmark Barja 35
Employees

GL IMPACT:

Payee Address  Expenses&ftems  Landed Cost  Relationships ~ Communication  Systemlinformation Custom  GLImpact  Expense Report

ACCOUNTING BOCK

Al- v

ACOUNTNGBOOK  ACCOUNT AVOUNTIDET]  AMOUNT(CRED) ~ POSTING~ NEMD NAVE SUBSIDIARY DEPARTMENT  CLASS  LOCTION
Prlmar_v ."'.ECDUFUHE 1002 Cash on Hand PHRZ000.00 Yes TRAVEL & RANSPO- C/4 Kristing Caszandra  Desmark Graup: Desmark CAGAYAN : Desmark
ok NETSUITE SEMINAR Lucion Corporation B35

Frimary Accounting 230013 Other assets - Casn Advance to PHP2000.00 85 TRAVEL & TRANSPO- C/A Desmark Graup : Desmark CAGAYAN : Desmark
Book Officers and Employees NETSUITE SEMINAR Corporation Borja 33



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

+ Confirmation

Transaction successfully Saved

Jb Expense Report @ € 3 st Search More
ER-26 Kristina Caszandra Lucion  PENDING ACCOUNTING APPROVAL

m Back Reject B 1+ Actions~

Primary Information

EXP. REPT. # POSTING PERIOD
EMPLOYEE ¥ COMPLETE
stina Caszandra Luc 1.500.00
kristina Caszandra Lucian DATEDUE EXPENSES TOTAL
- TOTAL IN BASE CURRENCY FHP1.500.00
enilippine Beso § .
SURERVISOR ARRROVAL REIMEURSASLE EXPENSES 1,500.00
EXCHANGE RATE R
o ACCOUNTING APPROVAL CORPCRATE CARD T
ADVANCE TO APRLY ADVANCECRECRS ADVANCETO APPLY 1,500.00
1.500.00
O ADVANCE TOTAL REIMBURSABLE AMOUNT 0.00
vaT
o400

PURPOSE

LIQUIDATION C/A METSUITE SEMINAR
DATE

10/4/2023

Classification

SUBSIDIARY
Desmark Corporation

I Expenses | ymmunication  Related Records  System Information  Custom  GLImpact TaxReporting  Deposits

V| USE MULTI CURRENCY

FOREIGN EXCHANGE TAX
M. DATE CATEGORY AMOUNT RATE CURRENCY Tax CODE AMOUNT RATE TR AMT GROSS AMT MEMO DEPARTMENT CLASS LOCATION
1 10/4/20238Trave| & 1,500.00 1.00 Phllpping  VAT_PH:UNDEF- 1,500.00  0.0% 0.00 1.500.00 LIQUIDATION C/& METSUITE SEMINAR CAGAYAN
Peso FH Desmark

SCROLL RIGHT- ATTACH FILE & RECEIPT OPTIONAL

Expenses Communication Related Records System Information Custom GL Impact  Tax Reporting Deposits

¥/ ISE MULTI CURRENCY

FOREIGN EXCHANGE TAX ATTACH EXPENSE
AMOUNT RATE CURRENCY TAX CODE AMOUNT RATE TAX AMT GROSS AMT MEMO DEPARTMENT CLASS LOCATION FILE RECEIFT ACCOUNT
1.500.00 1.00 Philippine WVAT_PH:UNDEF- 1.500.00 0.0% .00 1.500.00 LIQUIDATION C/A NETSUITE SEMINAR CAGAYAN :
Peso FH Desmark
Borja 25

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

Expenses  Communication  Related Records  System Information  Custom  GLImpact TaxReporting  Deposits

ACCOUNTING BOOK

- Al v
ACCOUNT AMOUNT (DEEIT) AMOUNT (CREDIT) POETING MEMO NAME SUBSIDIARY DEPARTMENT CLASS LOCATION
2300-15 Other assets : Cash Advance to PHP1,500.00 Mo Kristing Caszandra  Desmark Group : Desmark
Officers and Employees Lucion Corporation
9000-13 Expenses : Travel and Transportation PHP1,500.00 Ng Travel & Transporation: LIQUIDATION C/A Desmark Group : Desmark CAGAYAN : Desmark

METSUITE SEMINAR Corporation Borja 35



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

P Deposit Q List Search More

m Cancel Auto Fill Actlons =

Primary Information

CUSTOM FORM * CURRENCY POSTING PERIOD
Custom Depesit - - Oct 2023 -

DEPOSIT # EXCHAMGE RATE * MEMO

To Be Generated FULL LIQUIDATION C/A
I T * I

ACCOUN DATE * g e

Liar. - . ¥
01-17 Cash In Bank DC : Cash In Bank b ¥ 10s4/2023

DU |

ClassiTication

SUEBSIDIARY DEPARTMENT LOCATION
Desmark Corporation - CAGAYAN : Desmark Bor)a 35

&

EXPENSE REPORT #
EXpense REport #ER-26

Deposits  Communication
Payments 0.00+  Qther Deposits 0.00 Cash Back 0.00

Clear All Lines

I NAME AMOUNT* ACCOUNT* PAYMENT METHOD NUMEER DEPARTMENT CLASS LOCATION MEMO

I Kristina Caszandra Luclon 500.00 | 2300-15 Otner assets : Cash Advance to Officers and Employees CAGAYAM : Desmark Borja 25 || CASH RETURMED C/A- FULL LIQUIDATION

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

D N @& Acivities Transactions Lists Reports Analytics Customization Documents Setup Fixed Assets LMS Desmark LTMS  SuiteApps
Phillppine Peso ~

ADVANCE CHECK #
EXCHANGE RATE * -~
1.00

AMOUNT ADVANCE
ADVANCE TO APBLY
24.000.00

v

PURPOSE

classimication

suBSIDIARY
Sesmark Corporation

Tax Reporting

| USE MULTI CURRENCY

REF I FOREIGN EXCHANGE CURRENCY TAx TAX
Click NEW
Expense Category
MAME = PERSONAL CORPORATE CARD EXPENSE
LTO MC REGISTRATION EXPENSE RATE IS REQUIRED
DESCRIFTION SUBSIDIARIES =

LTO MC REGISTRATION EXFENSE Desmark Group - Desmark Corporation
Desmark Group : Premio Corporation

EXPEMNSE ACCOUMNT =
SO000-40 Expenses -._.er MC Reg Expense W

SUBSIDIARY CURREMCY DEFALULT RATE

Dresmark Corporation Philippine Peso

Premio Corporation Philippine Peso



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 *

—r Check Q List Search More

m Cancel Auto Fill Recalc Actlons »

Primary Information

CUSTOM FORM * CURRENCY * POSTING PERICD *

Desmark | Write Cnecks - PRllppine Peso L4 ot 2023 -

TRANSACTION NUMBER EXCHANGE RATE * TO BE PRINTED
1.00 CHECK #

ACCOUNT * Tax 1232457569305

1002 Casn on Hand| ¥ RN

PAYEE * DATE * LTO MC REGISTRATION STRADCOM 5 UNITS
A

- )
Joan Obledo 24 Jorai2nz2
AMOUNT

Classification

. .

SUBSIDIARY
Desmark Corporation

LOCATICN
CAGAYAM : Desmark Borja 35

Payee Address Expenses & ltems Landed Cost Communication

Relationships Custom

LANDED COST PER LINE

Expenses 0.00 [tems 0.00

Clear All Lines

—

ACCOUNT* AMOUNT * TAX CODE * RATE TAX AMT GROSSAMT  MEMO DEPARTMENT  CLASS LOCATION ACCOUNT PURCHASES I
2300-15 Other assets : Cash 2,500.00 VAT _PH:UNDEF- 0.0% 0.00 8,500.00 LTO MCREGISTRATION STRADCOM 5 UNITS CAGAYAN <Type then tab= EXEMPT -
Advance to Officers and BH Desmark Borja 35
Ecanlousss

| | | |

+/ Confirmation

Transaction successfully Saved

’ Check a & = Llist Search
1233457569305 |oan Obiedo
m Back B D Actionse

Primary Information

TRANSACTION MUMBER CURRENCY POSTING PERICD

CHECK127 Philippine Peso Oct 2023

ACCOUNT EXCHANGE RATE TO BE PRINTED

1002 Cash on Hand 1.00 CHECK 2

PAYEE TAX 1233457569303

Joan Obleds a.00 MEMO

AMOUNT DATE LTO MC REGISTRATION STRADCOM 3 UNITS
8,500.00 10/4/2023

Classification

SUEBSIDIARY LOCATION
Desmark Corperation CAGAYAM : Desmark Borja 35

Expense Report

ACCOUNT AMOUNT (DEBIT) AMOUNT [CREDIT) POSTING MEMO NAME SUBSIDIARY DEPARTMENT CLASS LOCATION
1002 Cash on Hand PHPS,500.00 Yes LTO MC REGISTRATIOM STRADCOM 5 Joan Desmark Group : Desmark CAGAYAN : Desmark Borja
UNITS Obledo Corporation 35

-
o
o

2300-15 Otner assets : Cash Adv to Officers and PHPE,500.00 LTO MC REGISTRATION STRADCOM 5 Desmark Group : Desmark CAGAYAN : Desmark Borja
Employees UNITS Corporaticn 35




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

[Expenses

¥/ USE MULTI CURRENCY

‘Communication

Custom  Tax Reporting

Show Palicies Impaorted Expenses (0) Clear All Lines
FOREIGN EXCHANGE  CURRENCY TAX

CATEGORY AMOUNT RATE  * TAX CODE AMOUNT*  RATE TAX AMT GROSSAMT  MEMO DEPARTMENT ~ CLASS LOCATION
LTO MC 175000 1.00 Phillppine  VAT_PH:UNDEF 175000 0.0% 0.00 1,750.00 CALZADO, PATRICK CUERDO, CAGAYAN : Desmark Borja 2
REGISTRATION Peso PH
EXPENSE
LTO MC 1.750.00 1.00 Pnillppine  VAT_PH:UNDEF- 175000 0.0% 0.00 1.750.00 PANDI, NOMELON BACER, |R CAGAYAN : Desmark Cogon
REGISTRATION Peso PH
EXPENSE
LTO MC 1,750.00 1.00 Phillppine  VAT_PH:UNDEF 175000 0.0% 0.00 1,750.00 PRADILLADA, JEN GINELLE C CAGAYAN : DEsMark PUerto
REGISTRATION Peso PH
EXPENSE
LTO MC 1.750.00 1.00 Pnillppine  VAT_PH:UNDEF- 175000 0.0% 0.00 1.750.00 COMBALICER, CHERISH MAE AVELLAMEDA, CAGAYAN : DEsmark Puerto
REGISTRATION Peso PH
EXPENSE
LT MC 1,750.00 1.00 Pnilipping | VAT_PH:UNDEF- 1.500.00 0.0% 0.00 1.500.00 LONTOK, SEBASTIAN PEREZ- PARTIAL CAGAYAN : Desmark Velez
REGISTRATION PESD PH LIQUIDATION
EXPENSE

+" Confirmation

Transactien successfully Saved

b Expense Report Q

ER-27 Joan Obiedo

e B

Prlmary Information
EXP.REPT. #

ER-27

EMPLOYEE

Joan Chledo
CURRENCY

Philippine Peso
EXCHANGE RATE

1.00

ADVANCE TO APPLY
£,500.00

VAT
0.00

PURPOSE

Reject

LIQUIDATION 5 UNITS LTO MC REG

DATE
10/4/2023
Classification

SUBSIDIARY
Desmark Corporation

CASH ADVANCE WAS FULLY CLOSED BUT 1 CUSTOMER WAS PARTIALLY LIQUIDATED.

PENDING ACCOUNTING APPROVAL

E +'3 * Actlions=

POSTIMG PERIOD
Qct2023

%! compLETE
DATE DUE

SUPERVISOR APPROVAL
ACCOUNTING APPROVAL

ADVAMCE CHECK #

AMOUNT ADVANCE

& = List

ey

EXPENSES TOTAL

TOTAL IN BASE CURRENCY
REIMBURSABLE EXPEMSES
CORPORATE CARD

ADWVAMCE TO APPLY

TOTAL REIMBURSAELE AMOUNT

8,500.00

PHP&,500.00
8,500.00
0.00
8,500.00
0.00

Branch

will cash out the remaining amount 750 via WRITE CHECK. Follow the basic work-around.

REPORTS: DAILY EXPENSE

Date

Branch

Type

100472023 CAGAYAN : Desmark Borja 35 Check
100472023 CAGAYAN : Desmark Borja 35 Check
100412023 CAGAYAN : Desmark Borja 35  Check

Total

Document Mumber
- None -

- Hone -
F1233457569305

Mame

Account

Kristina Cazzandra Lucion 1002 Cash on Hand
PETTY CASH CUSTODIAN 1002 Cash on Hand

Joan Obiedo

1002 Cash on Hand

Total Amount
(2,000.00)
(620.00)
(8,500.00)
(11,120.00)




OTHER CASHIERING FUNCTIONS:
1) MAKING DEPOSIT

Go to Transactions> Bank >Make Deposit

\:L) * /d\ Activities  Transactions Lists Reports Analytics Customization Documents Setup Commerce Fixed Assets

LMS Desmark LTMS SuiteApps Support

l Deposit @ List Search Customize More
ESl | e | | Aucorn Actions =

Primary Information

CUSTOM FORM *

CURRENCY FOSTING FERIOD
Custom Deposit - - Oc: 2023 -
DEFOST# EXCHANGE RATE * MEMO
To Be Generated COLLECTION DEPQSIT - 10721/2023
ACCOUNT * DATE * TO EE FRINTED
2 ork Bank-Desma ilan 3 -
800 Network Bank-Desmark Cantilan 35 % . e
PR Pick the CIB account
where you deposit
your Collection
Classification
SUESIDIARY DEPARTMENT LOCATION
Desmark Corporation - CARAGA 3 : Desmark Cantilan 35 ¥
EXPENSE REFORT 2
<Type then tab> ¥
Deposits  Communication  Custom =
Payments 90,952.00+ Other Deposits 0.00  Cash Back 0.00
FILTERS
PAYMENT PROCESSING PROFILE DATE FROM TO LOCATION *
v (Custom) 10/21/2023 10/21/2023 CARAGA 3 : Desmark Cantilan 35 £
Customize
DATC & TYPL NUMBLR MCMO PAYMINT MCTHOD RLFNO. FROM CURRLNCY PAYMINT AMOUNT AMOUNT [PHP]
v 10/21/2023  CashSale  CTLODOODOOOOO00Z VARIOUS SERVICES JUAN M DELA CRUZ Philippine Peso 761.00
v 10/21/2023 Cash Sale CTLODO00000000003 PEDRO 5 SANTIAGO Philippine Peso 75.00

Do not forget to click this
check box to mark all the
Collections of the day

On the same page, click Cash Back for the Total Amount of expenses for the day.

Deposits  Communication  Custom

Payments 90,95200+ Other Deposits 0.00 | Cash Back 120.00

Clear All Lines

AMOUNT* ACCOUNT * DEPARTMENT CLass LOCATION MIMO
12000 51000 Undeposited Funds VARIOUS EXPENSE - 10/21/2023
<Typa then tab>
 Conce | |+ i ]| Reme

.

v Cancel Auto Fill Actions =

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.

Deposits  Communication  Custom

Payments 90,952.00+ | Other Deposits 15.00 | Cash Back 120.00

Clear All Lines

NAME

AMOUNT * ACCOUNT * PAYMINT METHOD NUMBER DEPARTMENT CLASS LOCATION MEMO

15.00 3000-35 Expenses : Cash Over/Cash Short

CASH OVER-10/21/2023
<Type then tabs ¥ <Type then tab>
* corcat || veert || remore

Cancel Auto Fill Actions =

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



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

+" Confirmation

Transaction successfully Saved

& = List Sesrch Customize

k. Deposit a
DEP-101

BN (s || & v actionse

Primary Information

FOSTING PERIOD

DEFOS CURRENCY
DEP-101 Philippine Peso = 23
ACCOUNT EXCHANGE RATE MEMO
Cashin Bank DC: C3 Znk-200 Network Bank-Desmark Cantilan 25 1.00 COLLECTION DEPOSIT - 10v/21/2023

TO BE PRINTED

Classification

SUBSIDIARY DEPARTMENT LOCATION

Desmark Corporation CARAGA Z - Desmark Cantilan 35

EXPENSE REFORT £

em Information  Custom

Payments 90,952.00 Cther Deposits 15.00+ CashBack 120.00

DATE TVPE NUMBER MIMO PAYMENT METHOD REF NO FROM AMOUNT
10/21/2023 Cazh Szle CTLOODO0O00000002 VARIOUS SERVICES JUAN I DELA CRUZ 761.00
10/21/2023 Cazh Szle CTLODDO0O00000003 PEDRO 5 SANTIAGO 75.00
10/21/2023 Payment PYMT-CTL2 DOWNPAYMENT FOR ORDERED PARTS Cash KCLLUCION £00.00
10/21/2023 Payment PYMT-CTLE SPOTCASH PAYMENT FOR ACE125CFRI-PG Cash AAQIL L MABALE £1.600.00
10/21/2023 Payment PYMT-CTLS FULLPAYMENT FOR ORDERED PARTS Cash KCLLUCION S48.00
10/21/2023 Payment PYMT-CTLE Cash 12 ANDREW M. ABA 720,00

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.

Deposits  Communication  System Information  Custom

Payments 80,552.00 Other Deposits 0.00+| Cash Back 264.00+

Clear All Lines

AMOUNT * ACCOUNT * DEPARTMENT CLASS LOCATION MIMO
12000 51000 Undeposited Funds VARIOUS EXPENSE - 10/21/2023
144.00 51000 Undeposited Funds CASH SHORT - 10/21/2023
<Type then tab>
 corcel J]|_* weert || vemore

m Cancel Void +1~ Actions=

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

+" Confirmation

Transaction successfully Saved

l" Deposit a € = Llst Sesrch Customize

DEP-101

Bl (s | 8 2 acionse

Primary Information

CURRENCY NG FERIOD
Philippine Pesa 022

; EXCHANGE RATE MEMO

1101-100 Cash in Bank DC : Cash in Bank BDO Network Bank-Desmark Cantilan 35 100 COLLECTION DEPOSIT - 10/21/2023
DATE TO BE FRINTED
10/23/2023

Classification

SUBSIDIARY DEPARTMENT LOCATION

Desmark Corporstion CARAGA 3 - Desmark Cantilan 35

EXPENSE REPORT

Deposits Custom Gl Impact

Communication  System Information

Other Deposits 000 Cash Back 264.00+

Payments 90,952.00*

DATE TYPE NUMBER MEMO PAYMENT METHOD REFNO. FROM AMOUNT
10/21/2023 Cash Zale CTLO0000000000002 WARIOUS SERVICES JUAN M DELA CRUZ 781.00
10/21/2023 Cash Sale CTLO0000000000003 PEDRO 5 SANTIAGO 75.00
10/21/2023 Payment PYMT-CTLS DOWNPAYMENT FOR ORDERED PARTS Cash KCLLUCION 500.00
10/21/2023 Payment PYMT-CTLE SPOTCASH PAYMENT FOR ACB125CFPI-PG Cash AAQILL MABALE B1.600.00
10/21/2023 Payment PYMT-CTLS FULLPAYMENT FOR ORDERED PARTS Cazh KCLLUCION S48.00

10/21/2023 Payment PYMT-LTLE Cash 12 ANDREW M. ABA 720,00




After making a Cash Back entry for CASH SHORT upon Making Deposit, you can now proceed to making
ajournal entry to

Cashier to do Journal Entries with Head Office-Accounting approval.

Go to Transactions> Financial >Make Journal Entries
DEBIT: 9000-35 CASH OVER/SHORT
CREDIT: Undeposited Funds

ﬂ journal Q List Search Customize Wore

Primary Information

0.00

T FOR THE DAY 10/21/2023 DC

T FOR THE DAY 10/21/2023 DC

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.

. Deposit a

Primary Information

CURRENCY MEMO

- TOTAL EXPENSES FOR DAY
EXCHAMGE RATE * TO BE PRINTED
¥
DATE *
10/4/2023
Classification
SUBSIDIARY DEPARTMENT LOCATION
Desmark Corporation - CAGAYAM : Desmark Borja 35 >
EXPENSE REPORT #
*Type then tao= v
Payments 0.00+ @ Other Deposits 00 Cash Back 0.00
Clear All Lines
NAME DAYMENT METHOD NUMBER DEPARTMENT class LOCATION MEMO

I <Type ten tab>
T

TOTAL EXPEMSES FOR DAY

p——
o
2
c
—
n
v
@
3
»
z
=]
i
3
o
o
W




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

ORACLE NETSUIT rp— D "D B svemon

Transactions

Racent Recordy ,  Cintom Search

rYYFFFTTrFFFER
1 3

£] Journal a

SR el | actons-

Primary Information
CUSTOM FORM ~* DATE *
Desmark Journal Entry hd 10/19/2023

ENTRY NO. POSTING PERIOD
To Be Generated Oct 2023 -

DEBIT CREDIT REVERSAL DATE
QUT OF BALANCE BY

CURRENCY * MEMO
Philippine Peso v

EXCHANGE RATE *
1.00

DEFER ENTRY

Classification

SUBSIDIARY *

Desmark Corporation| v

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

VAT

ACCOUNT* DEBIT CREDIT VAT RATE GROSS AMT MEMO
1101-10 Cash in Bank DC : Cash in Bank 500.00 500.00 BANK INTEREST EARNED SEPT 30, 2023
Metrobank-Desmark Cogon Combi
7000-04 Other Income : Interest income on 500.00 500.00 BANK INTEREST EARNED SEPT 30, 2023
bank deposits
%000-38 Expenses : Interest and Finance 300.00 300.00 BANK WTAX SEPT 30, 2023
Charges
1101-10 Cash in Bank DC : Cash in Bank 300.00 300.00 BANK WTAX SEPT 30, 2023

Metrobank-Desmark Cogon Combi




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

£] Journal @

List Search More
0 | crcel | actions-

Primary Information

CUSTOM FORM * DATE *
Desmark Journal Entry b 10/13/2023
ENTRY NO.

POSTING PERIOD

Oct 2023 v

To Be Generated

OUT OF BALANCE BY DEFER ENTRY
CURRENCY * 5

Philippine Peso -
EXCHANGE RATE *

1.00

Classification

SUBSIDIARY *
Desmark Corporation v

PICK THE HO BANK ACCOUNT AS DEBIT & BRANCH BANK ACCOUNT AS CREDIT
MEMO- PUT LINE DESCRIPTION OF THE TRANSACTION

VAT
DEBIT CREDIT VAT RATE GROSSAMT  MEMO

1101-02 Cash in Bank DC; Cash in Bank 500,000.00 500,000.00 BANK SWEEPING TRANSFER 10/13/2023
Metrobank-DC HO

ACCOUNT*

1101-10 Cash in Bank DC : Cash in Bank 500,000.00 500,000.00 BANK SWEEPING TRANSFER 10/13/2023
Metrobank-Desmark Cogon Combi



