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Sea Miscellaneous 

As there may be some local services which are not related to export/ import of shipment, miscellaneous job 

provides user to record the services and issue invoices with a simple and quick way. 

 

Go to Sea Freight -> Miscellaneous -> Miscellaneous Job 

➢ Please choose the division -> press [Go] 

 

 

 

 

SM SEA MISC 

CS CUSTOMS 

FE FAIRS & EXHIBITIONS 

RL RELOCATION SERVICES 

WH WAREHOUSE 

 

Press [+] for new record. 

 

Please fill in the form. Only the fields with [*] is mandatory.  

Job number will be auto generated.  

Press [Confirm] once finish. 
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After creating the job file, users may input charges for sales and purchase. Issue invoice/ credit note to customer/ 

agent added in Sales, cost/ credit note received from vendors added under purchase.  

 
 

Invoice Type “I” means invoice, please input the mandatory fields with *  -> Press [Confirm] 
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Please choose Invoice Type as “C” in case this is credit note.

 

 

Footer Remark will be printed on the invoice. Press [Confirm] to save.  

 

 

Please input charges by click [+] 
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Each charge details are allowed to add remarks: 

 

 

 

User may press [Print Invoice] to have a look for the invoice draft. After press the [approval] button, the word (Draft) 

will be omitted.  

Please tick “Blank Form” to have the invoice print on pre-print form. 
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In case users need to input accrual charges for vendor invoices received in pouch, please proceed to [Charge] tag.  

Accrual charges for invoice/ credit note received from vendors input in Purchase column.  

**Please note when we received credit note from vendors, user may input “-” with the rate: 

 
 

 

Once received vendor’s invoice, user may proceed to Invoice-> Vendor Invoice Processing 
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Choose the correct division -> press [go] -> press [+] 

 

 

After input the mandatory fields, please press [Confirm] to save the invoice.  

 

 

User may press [Load from Accrual] to load the accrual charges which already input in jobs created for this vendor. 
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Select the accrual charges by tick the box ->Press [Load] 

 
 

Then the accrual charges will be added in the invoice. 

Remark could be printed on Payment request, user may further edit by press [CHG] 

 

 

 

 

If there is extra document need to be recorded in the job for filing, user may proceed to [File] tag, then press 

[Upload] to upload file ( excel, word, PDF, jpg, png) to the job.  

 

 

After confirming the job is finished by supervisor, lock job could be done. 

 



9 | P a g e  
 

 

 

 


