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FREQUENTLY ASKED QUESTIONS: 

1. HOW TO SEARCH SPECIFIC CUSTOMER LOAN RECORDS? 

2. HOW TO COLLECT IBP? 

3. HOW TO RECORD SERVICE INCOME FOR Class B, SU and Warranty? 

4. HOW TO RECORD PARTS INSTALLED ON CLASS B and SU? 

5. IF THE BRANCH FORGOT TO SET A BIN DURING ITEM RECEIPT, HOW TO ASSIGN MANUALLY WITHOUT GOING BACK TO 

ITEM RECEIPT? 

6. HOW TO CHECK DAILY TOTAL COLLECTIONs & DAILY EXPENSE? 

7. HOW TO RECORD INVENTORY WITH DIFFERENT SUBSIDIARY? 

8. HOW TO RECORD ‘TO BE FOLLOWED FREEBIES’ CLAIMED BY THE CUSTOMER? 

9. THINGS TO KNOW:  AN INTEREST INVOICE WAS GENERATED AND SHOWN UPON COLLECTING MONTHLY PAYMENT OF 

THE CUSTOMER. 

10. HOW TO CHECK INVENTORY ON HAND? 

 

1. HOW TO SEARCH SPECIFIC CUSTOMER LOAN RECORDS? 

 
Search the name of the customer on the Global Search. 

Type the First name, Middle initial and the Last name for fetching the accurate customer name.  
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Go to sub-tab SALES > Transactions to view the loan record/s of the customer 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It will display loan records of the customer 

 

 

2. HOW TO COLLECT IBP? 

Scenario:  
SHAIRA A DONQUE is a customer of DC BORJA 3S with an existing loan account. The customer will pay her monthly 
amortization at DC BULUA 3S.  
 
Here’s what DC BULUA 3S will do: 
 

1. Search the name of the customer on the Global Search. 
Type the First name, Middle initial and the Last name for fetching the accurate customer name.  
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Click the name of the CUSTOMER. (Shaira A Donque) and you will be redirected to customer information page.  
Go to sub-tab SALES > Transactions to get the account no. (Under Document number) of the customer so you can check 
the amortization report. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the invoice INV-JRB2 (account no.) 
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After clicking the invoice number leasing INV-JRB2. It will redirect you to the Invoice detail page where you can print 
the Amortization Status Report so you can check how much is the monthly payment you will collect from the customer. 
 
 

 

 

 

 

 

 

 

 

 

 
 
 
After checking the amortization, you can now proceed to clicking the Accept Payment 
 

 

 

 

 

 

 

 

 

 

 

It will redirect you to Payment page. 
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On the PAYMENT page 
Fill out all the mandatory fields to collect the payment. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     Click SAVE. After saving, a confirmation notice will appear that your transaction is successfully 

saved. You can now proceed to PRINT the receipt.  

 

 

 

 

 


If the customer is eligible 

for rebate, just check the 

checkbox and manually type 

the amount of the rebate. 

Select the invoice number-

leasing or the account no. of 

the customer so the payment 

will be applied to the 

amortization report. 

Just type the amount of the 

payment less rebate 

DON’T FORGET to put the series no. of the PFC 

Loose-leaf you will issue for collecting the 

customer’s payment. 
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After printing the receipt, just go back to the invoice number-leasing INV-JRB2 to check if the payment was 

successfully posted.  
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3. HOW TO RECORD SERVICE INCOME FOR CLASS B, SERVICE UNIT AND WARRANTY? 

Go to Lists > Support > Cases > New 

 

 

 

 

 

 

 

 

 

 

 

 

 

**Fill out the mandatory fields under Primary Information. 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

For CB RECON 

and WARRANTY, 

leave it blank. 

UNCHECK the 

‘SEND TO 

CUSTOMER’ field. 
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After filling out all necessary details click SAVE and it will display a Confirmation that the case was 

successfully saved. 

 

 

 

 

 

 

 

 

 

 

 

 

4. HOW TO MAKE AN ENTRY FOR SPARE PARTS ITEMS INSTALLED ON CLASS B & SERVICE UNIT? 

Go to Transactions > Sales > Enter Sales Order 
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Fill out all the mandatory details. 
**For recording spare parts for Class B, Service Unit and Warranty, the customer should be PREMIO FINANCE 

CORPORATION. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

There’s no need to put amounts on the price fields 

as it will automatically reflect accordingly.  
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After filling out necessary details in Sales Order, just click SAVE and proceed to INVOICING by clicking the Bill Remaining 

button. 

 

 

 

 

 

 

 

 

 

 

 

 

On INVOICE page, just review the details you inputted and click SAVE. 

 

 

 

 

 

 

 

 

 

 

 

Since we are only recording the items installed for Class B, Service Units and Warranty, the Head Office will be the one 

to do the Accepting of Payment. Next thing you will do is just go back to the Sales Order (SO-638) and proceed to ITEM 

FULFILLMENT by clicking the FULFILL button. 
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You will be redirected to Item Fulfillment page and fulfill each inventory item by clicking        under Inventory Detail and 

then SAVE. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. HOW TO MANUALLY ASSIGN LOCATION BINS WITHOUT GOING BACK TO ITEM RECEIPT? 

Go to Transactions > Inventory > Bin Putaway Worksheet 
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On Bin Put-away page, fill out all the mandatory fields. 
Once you enter your branch’s name on the Location field, it will display the list of received items that were not assigned 
with bins upon receiving.  
 
 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

Just manually assign a bin for each item and click SAVE. 
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6. HOW TO CHECK DAILY TOTAL COLLECTION & DAILY EXPENSE? 

Type Daily Total Collections on the Global Search 

 

 

 

 

 

 

 

 

 

 

 

 
 
On Daily Total Collection page, make sure to set the following: 
 
CREATED BY  : All 
LOCATION  : Your Branch name 
PAYMENT METHOD : All 
DATE   : Today 

 

 

 

 

 

 

 

 

 

 

It will display all your collections of the day. 
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6.1 HOW TO CHECK DAILY TOTAL COLLECTION & DAILY EXPENSE? 

Type Daily Expense on the Global Search 

 

 

 

 

 

 

 

 

 

 

 

 

 

On Daily Total Collection page, make sure to set the following: 
 
CREATED BY  : All 
LOCATION  : Your Branch name 
DATE   : Today  

 

 

 

 

 

 

It will display all your expenses of the day. 
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7. HOW TO RECORD INVENTORY WITH DIFFERENT SUBSIDIARY? 

INSTRUCTIONS FOR DESMARK COMBI OR PREMIO MB BRANCHES 

For special handling of stock items with different subsidiary 

PREMIO BRANCHES 

1. Receiving HONDA from supplier or other branches  ->  Relay through IETOOL 

2. Transferring any item to DESMARK branches    ->  Relay through IETOOL 

Example:   

Delivery from HONDA supplier to Premio Carmen 
Premio Carmen -> transfer to Desmark Cogon  

DESMARK BRANCHES 

1. Receiving YAMAHA, KAWASAKI & SUZUKI from supplier  -> Relay through IETOOL 

2. Transferring any item to PREMIO branches   -> Relay through IETOOL 

 

Example:   

Delivery from YAMAHA supplier to Desmark Cogon 
Desmark Cogon -> transfer to Premio Carmen 

After relaying via IETOOL 

1) Head Office will perform the transfer in Netsuite 

2) After Head Office approves, you will automatically see the inventory in your branch.  No further action required 

 

8. HOW TO RECORD ‘TO BE FOLLOWED FREEBIES’ CLAIMED BY THE CUSTOMER? 

Go to Transactions > Sales > Enter Sales Order 
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Fill out all the mandatory details.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
***Do not forget to put Zero (0) on the Gross amount. 
After filling out all necessary details, click SAVE and proceed to Bill Remaining right away for invoicing.  
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Just review the details on the invoice and click SAVE. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

After saving, the invoicer will print the invoice by clicking the printer icon.  
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NetSuite generated invoice for freebies. 

 

 

 

 

 

 

 

 

 

 

 

 

 

After invoicing, go back to the Sales Order and proceed to ITEM FULFILLMENT by clicking the FULFILL button. 
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You will be redirected to Item Fulfillment page and fulfill each inventory item by clicking        under Inventory Detail and 

then SAVE. 

 

 

 

 

 

 

 

 

 

 

9. THERE IS AN INVOICE GENERATED UPON COLLECTING MONTHLY PAYMENT. 

In collecting monthly payment, there are invoices shown at the bottom of the payment page. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Put the name of the in-charge (invoicer) 
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These invoices are the principal and interest invoice. Interest invoice is an auto-generated invoice created by the 

NetSuite system for the next monthly amortization schedule.  

However, in collecting a payment you do not need to check any of those invoices and just proceed to manually type on 

the ‘Payment Amount box’ the amount you collected from the customer.  

 

10. HOW TO CHECK INVENTORY ON HAND? 

Option 1. For overall inventory on-hand (both serialized and non-serialized) 
Go to Reports > Inventory/Items > Physical Inventory Worksheet 
 

 

 

 

 

 

 

 

 

 
 
Select Branch Location and Refresh. Then it will show your overall inventory on-hand. 
 

 

 

 

 

 

 

 

 

 

 

 

1 

2 

3 
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Option 2. Checking on-hand serialized items 
Go to Desmark > Inventory > Available Inventory 
 

 

 

 

 

 

 

 

 

 

 
Select your Branch Location to show your serialized on-hand inventory. 
 

 

 

 

 

 

 

 

 

 

 

You can also search of a specific serial or engine number by typing it on the box below ENGINE/CHASSIS. 

 


