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TOPIC EIGHT : Create Sea Freight Booking 

CFS Shipment 

Go to screen Outbound – S/O Quick Entry (CFS), press [go] 

 

 

Press [+] for new create record. 

User has to fill in the below form. The * is the mandatory field. 

 

 

Press F8 and input the Company Name you want to search. The system will pop out the result. Double click 

to get the record. 

 

 

Please follow the screen the fill in the information. A complete record should be as the below screen. 
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If you receive all the bookings go to the same route, you can use the Default Input Method. Type in the 

information in the purple field and the Default Input is Y. 

 

 

When you press [+], the POL, POD and etc will not be asked to input. 

 
 

 

You can always search the booking you have created. 

 
 

 

 

Or user may choose to copy the existing Shipping Order. There is two option: Copy S/O and Copy S/O from 

Import. 

 

User may proceed to Outbound -> Shipping Order Entry -> press [Go] 
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2 buttons will be appeared:  

 

 

[Copy S/O]: User may filter the by fields below to pick the S/O, when user type the shipper name, once the 

mouse move to other fields/ press [Tab], shipper address and shipper code will be apperared. Or user may 

use “%DAMCO” to search the shipper too. 

ETD is mandatory field.  

Then press [Go]. 

 

 
 

The existing S/O with the designated shipper will be listed out. User may further filter by Consignee if need. 
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If user only need to copy the S/O only, then press to the S/O# column (as per black mark below); press 

shipmark column for copy S/O+shipmarks(green mark below) ; press Description column for copy 

S/O+shipmarks+Description (pink mark below).  
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If user do not have specific S/O number for the new S/O, then leave the below field blank -> Press [OK] 
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[Copy S/O from Import] 

User may also copy S/O from inbound shipment. 

 

 

Filter the S/O by below fields, press [Go] 

 

 

User is allowed to select multiple S/Os to copy, ETD and ETA is mandatory fields. Then press [Submit]. 
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System will then pop the message out, press [OK]. 

 
 

 
 

2 S/O then can be found in Outbound-> Shipping order entry 

 
 

All the shipmarks and description,Qty, Kg, CBM will be copied. 
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CY Shipment  

You can go to the S/O Quick Entry (CY)  

Press the button [go]  

 

 

Press [+] and insert the new booking. Since it is CY booking, the system will ask you the number of 

container. 

The procedure is similar to CFS. 

Press F8 to search for Shipper or Consignee Codes. 

And the * are the mandatory field.  

Press tick to save the record. The S/O number will be auto generated. 

 

 

Dummy code replacement 

Users are able to create S/O or booking even customers not in master file with dummy code. Code 

controller will check and apply to register the company’s name in Dummy code into the system.  

Master -> Dummy Code Replacement (Sea) 
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Authorized users can create the customer in Dummy code replacement menu. Click to the yellow bulb. 

 

 

Controller may filter the search result by input the fields provided in the upper part of the screen. 

Controller may then click [search] button to search if the customer’s name is registered already or not in 

system. Users may widen the search range by key words, e.g. type ‘%SRJ’ 

 

 

If user found the customer code is already existed in system, user may tick the box of that customer, then 

press [Assign to shipment] button 
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Press OK to confirm. The record will be disappeared from the Dummy code replacement (Sea). 

 

 

Else user may apply a new customer/ vendor by click to [Build a new customer]. 

User will be brought to the page of creating new customer. Press [confirm] to submit and a dialogue will be 

popped out.  
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The yellow bulb will turn to blue bulb when customer code is awaiting approval. 

Blue bulb implied the customer is awaiting approval, rejected/ inactive. 

 

 

 

 

After assign to shipment, the record will be disappeared from the Dummy code replacement (Sea) screen. 

 

Apply new Customer  

This function allows users to apply new customer which is other than shipper or consignee type, e.g 

vendors who are payable or customers who are receivable.  
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Before Apply New Customer, users are advised to search if there is same company code already existed in 

system, for example user need to create a company name CHEONG WAN LOGISTICS, user could search 

keyword CHEONG, after confirming company is not existing, user could click to [Apply New Customer] 

 
 

 

After inputting the mandatory field-> press [Confirm].  

A dialogue will be appeared, press [OK] to leave. Corporate user will see the new application. 
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Create Vessel Schedule and Job Number 

 

The system will list out the entire current schedule by ETD date in descending order. 

If you cannot find the schedule you want, then you need to establish as new vessel voyage schedule.  

 

Press [+] for a new record. 

 

The screen will ask you to fill in the information. The * is the mandatory field.  

The below is the expected information you need to input the Vessel Code and the Voyage. 

 

 

Once it is done, press Confirm. 

 

Then you can press [+] to input the Liner, POL and POD. The * means mandatory field.  

Once finish, tick and then add the POD and Arrival Date. 
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After setup the vessel voyage schedule, press the tag Job and create Job Number.   

Press [+] to create new record 

(You can leave this step at later stage and generate the Job Number at SO Entry.) 

 

  

 

 

 

Input the Liner Agent and select the corresponding POD, and then press Submit. 
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Press [OK] to confirm Job. 

 

 

A new job will be created. 

 

 

 

If you have multiple Job for multiple POL/ POD, then you have to create the new POL/ POD at the [Vessel] 

tag. 

Press [+] in the POD and so input the new POD information.  
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You can go to the Job Tag and press [+] for the new Job. Make the additional POD will be appear. 

You can take this POD for the new Job. And press Submit to confirm the new job. 

 

 

So FM3K supports single vessel voyage with multiple job files. 

 

 

 

Change Vessel button in Vessel serve as created new vessel schedule under Outbound Schedule. After click 

to [Change Vessel] button, another window will popped out and remind user’s input vessel and voyage 
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should be new which is not existing in system.  

 

 

 
Usually this will be used when new vessel schedule is not yet confirmed while user need to create job first 

with A Vessel code. When the schedule is confirmed, user could press [Change Vessel] button to update the 

correct vessel and voyage, which is not already existed in system.  

Change Vessel for job 

Change vessel for a job is changing the specific job from one vessel schedule to another.  

 

The criteria of changing Vessel for a Job: Liner, POL and POD must the same for both vessels (That’s mean 

Red mark and Black marks’ information must be the same as shown below.) 

 

For case below is easy, as the new vessel’s (H0515 HEUNG-A VENUS) Liner, POL and POD is same as old 

vessel (H0175 HEUNG-A ULSAN), user can change vessel by clicking on Blue bulb to change the job to new 

vessel. 
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User may change job to new vessel with different Liner, POL and POD by few steps: 

 

Firstly, go to Outbound Schedule/ Job Create ->click [vessel] tag, then click “+” to add the Liner, POL and 

POD which must match the new vessel.
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Then, go back to [Job] tag, click on the number (black mark below), user then can update the new Liner, 

POL and POD as per new vessel. 

 

 

After updating, user may click on blue bulb for changing vessel. 

 

 
 

 

 

Consolidation – Assign Booking To the Job 

Please go to the Job Control Menu. Press [go]  
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System will list out all the Job File by Job Number in descending order. 

 
 

Double click to the Job Number. 

At the screen will be open up the Job File.  

Press button [Assign Job] and it will search all the booking with that matches the POL and POD for this job. 

 

Tick the booking you want to assign to this Job File and press the button [Confirm] 
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Click to Check the SO Detail.  

If it is a CY Shipment, make sure you change the Service Type to [CY]. 

 

 

A window will pop out. Users can see that the Vessel Voyage and Job Number information are filled in 

according.  
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Cargo Booking Enquiry 

Cargo Booking Enquiry will list out all booking/ HBL without container. User can assign/detach job in this 

function. 

Outbound -> Enquiry and Process -> Cargo Booking List: 

 

 

Users may assign the booking to their own job, choose the Action “Assign Job”, then press [Go]:  



25 | P a g e  
 

 

 

Booking without job will be list out, users may choose the desired booking, then press [Confirm], then the 

bookings are assigned in job. 

 

 

 

 

When users need to detach the booking from the job, change the Action to “detach job” -> press [Go]: 

 

 

If charges existed, detach job will not be allowed: 
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After select the booking need to be detached, press [Confirm]. 

 

 

 

 

 

Job control – Combine Bill/Switch Bill/Sub-Master and other 

function 

Combine Bill 

1. Select the S/Os, then press   

2. Choose Combine Bill 

3. Press [Execute] 

4. Message “Done” will pop out, press [OK]. 3 HB/Ls are combined as 1 HB/L. 
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The combined HB/L number will take the smallest HBL number in the job with “Z” ended. 
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Generate Switch Bill 

1. Select the S/Os, then press   

2. Choose Generate Switch Bill (W) with Consignee. User may choose the specific consignee in this step for the 

switch bill. 

3. Press [Execute] 

4. Message “Done” will pop out, press [OK].  

 

 

 

Switch bill is generated with the smallest HB/L number in the job with “S” ended. 
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Generate Sub-Master 

1. Select the S/Os, then press   

2. Choose Generate Sub-Master (S). User may choose the specific shipper and destination agent in this step for 

the switch bill, otherwise the Sub-Master’s shipper will follow the smallest HB/L number’s shipper; Sub-

Master’s consignee will follow the smallest’s HB/L number’s destination agent in the job. 

3. Press [Execute] 

4. Message “Done” will pop out, press [OK].  

 

 

Switch bill is generated with the smallest HB/L number in the job with “S” ended. 
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There is an option in Sub-Master. When user tick “Show on Manifest”, the manifest will print with the HB/L without 

parent in the screen below; otherwise only “H” type HB/Ls will be printed on manifest.  

 

 

 

 

After combine, generate switch/sub master, the “Type” of HB/L will change. Type is for internal reference only. 

When user mouse over the “Type” will have reminder as per following screen: 
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Generate B/L# 

User may generate B/L# for multiple S/Os. 

1. Select the S/Os, then press   

2. Choose Generate B/L# 

3. Press [Execute] 

4. Message “Done” will pop out, press [OK] 
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Copy House Bill 

1. Select the HBLs need to copy, then press   
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2. Choose Copy House Bill, user may select number of copy. For example below, when select 2 HB/Ls, choose 

Copy House Bill “2”, then will have 2 copies of each selected HB/L (as per red marked).  

3. Press [Execute] 

4. Message “Done” will pop out, press [OK] 

 

 

 

 

 

 

Delete 

User may delete multiple HBLs under conditions: no charges, no invoices, no marks and no containers. 

5. Select the HBLs, then press   

6. Choose Delete 

7. Press [Execute] 

8. Message “Done” will pop out, press [OK] 
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Input Marks and Description and Prepare S/O Form to Shipper 

If you want to input Marks and Number information, you can press the tag [Marks and Container]. 

Then press the button [Chg]- Change.  

 

 
 

Then input the information. 

Commodity - will be used for manifest commodity. 

Marks and Numbers and Goods Descriptions - will be printed on House Bill. 

The system will cut the Attached Sheet automatically as according to the length of the House Bill. 

You can input the information as much as possible. 

You can use Cut and Paste if you have the information in soft copy. Once it is done, press [Save]. 
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Because we did not input the container yet, there is a warning message. 

The message will be gone after container information is ready, or when container load plan is done. 

You can go to the S/O tag to print the Booking Form for your customer if needed. 
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Cargo Receiving From Warehouse 

CFS Shipment 

For CY Shipment, you can skip this procedure and directly input the container information. Go to CY 

Shipment. 

In S/O Quick Entry (CFS), change the mode to [2-Goods Receiving]  

Input the S/O number, Job Number or POL or POD if you want to limit the record shown. 

 
 

You can see the booking record.  If the Booking information is the same as receiving information, you may 

simply type Y in the last column. 

If there is difference, type in the exact Qty, KGS and CBM. 

Or you can type in any remark such as time for the booking. 

Then press [Submit]. 
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System will show that the confirmation message. 

 

 

 

Consol Planning 

In Job Control, under the tag [Container], user can prepare Consol Plan. 

Press [+] and input the basic Consol Plan detail The Liner S/O, Container Size and Service Type. Press tick. 

 

 

 

 

You can press the button [Consol Planning] 

Another screen will be pop out. 

Please take the booking. The pink in record is something we use the Booking Information. 

The un-pink is the record with difference. 

When you click the Booking, the system will automatically assign the loading sequence. 

Once finish, press the [+] in the Load Plan 
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A confirmation message will be asked and press OK to confirm. 

 

 

Then you can see the information in the load plan area with your desired order. 

 

 

You can tick to the S/O in the load plan area if you want to detach it from the load plan.  

The press [+] in the Outstanding area, you can see the change in the Qty and CBM for the Load Plan. 

Once it is complete, simply close this window and you will be in the following screen. Click to the Load Plan 

No. 

 

 

Then it will pop out another window.  You can then press [CHG] to edit further information. 

Then press the Warehouse List for warehouse Instruction. 
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After warehouse confirm you with the warehouse number, press the button [Mark Container] 

 
Another window will be pop out. Please input the container number. 

 
 

CY Shipment 

If it is a CY Shipment, you can go to Tag [Marks and Container] and press [+] next to the field [Liner].  
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Then you can input the container information directly. 

The system will default the quantity of that container. If it is correct, click the tick. 

The red warning QTY, KGS, CBM not match will be gone. 

 
If it is different quantity, type in the qty, kgs cbm of that container. 

If the qty you input does not match with the item information, the warning is still there. 

 

 

Then you may need to change the qty of the item by pressing the button [Chg] 

Or you may need to add another container information by press the button [+]. 
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Single house bill can have multiple containers. 
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Send HBL Draft to Shipper and Prepare FOB Charges 

User can send out the HBL Draft for the Shipper Verification. 

Go to the tag House B/L 

Tick to the S/O that are ready to assign HBL Number.  The press Individual B/L 

 

 

HBL Number will be automatically assigned. 

 

 

If user presses Combined B/L, the system will assign one HBL number to the selected booking. 

Same House Bill Number will be assigned to these bookings. 

This is used for combined bill. 

User can then click to the S/O. The windows Shipping Order Entry will be pop out. 

User can press [Document] choose “Bill of Lading Print”, press [Execute] to print the draft to shipper. 
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You may notice that in the Draft, the Shipped on Board is ** To be confirmed ** as it is only a draft.  

The sentence will be replaced with the sailing date after confirmed sailing is done. 

 
 

Sometimes you may consider preparing the FOB invoice to the shipper first. If so, go to the tag [Charge] 

 
If you want to check if salesman will have the latest quotation to the shipper or consignee, you can press 

the “Quotation” search the latest quotation. 
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Then you can press the button [Gen. Charges]. 

 

 

After you press the button Gen. Charges, another window will be pop out. 

The system will show you the charges it find and you can press [Add] to get those charges. 

 

 

 

The screen will then be automatically refreshed and your selected charges will be appeared. 
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You can then add the additional charges by clicking the [+] 

 

 

The screen ask you to input the information. 

If select PP it will default to charge Shipper. If CC it will default to charge Agent. You can press F8 for others. 

Then input the Charge Code. Press F8 for selection. 

 

Input the Charge Amount and Qty.  

The last part will show the Invoice Currency. 
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And in the last two column, you can see Ctrl and Show. 

Ctrl means Invoice Control.   

For PP, it defaults to O – Online. That is one invoice for one house and ready for the button [Gen. Invoice] 

For CC, it defaults to B – Batch. That is one invoice for the whole Job and the invoice is generated at Job 

Level. 

User can select M – Month for monthly invoice. 

 

The column Show means show the charge on the house bill. Tick if you need to show the charges. 

 

 

 

Once you have finished the input, press tick to confirm. 

You can see that the record will not have an “S” appear. S – Means Standard Charge. 

If Q is appeared, it means the charge is coming from quotation. 

If nothing, it means you input it manually. 

 

 

 

 

 

 

 

 

 

 

 

 

Press the [Gen. Invoice] button to generate invoice. 
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Press OK to confirm. 

 

 

You can see the blue bulb and the Invoice No. will be shown.  

 

 

 

You can then send the Draft HBL with the invoice to your shipper. 

Go back to the tag S/O and press the button [Document]. Choose the documents and output to Email, then 

press [Execute].  

A screen will pop out and you can choose the parties you want; users may also add extra recipients by 

typing their emails. Press the button [Send] to send out the document. 
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(For UK and Spain offices) 

Payment term and Due date will be shown on the invoice print out when these 2 fields are input. 
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The update in Payment Terms will auto update the Due Date. Please be reminded that the days count is 

based on the issue date, which means if user manual change the invoice’s issue date to 01/2/2017, due 

date will not be changed immediately, unless users choose another payment term in order to refresh the 

counting function. 
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Submit Booking to Carrier in Sub Job 

 

Please visit the tag [Sub Job] so that you can submit your Sample Ocean Bill. 

 

 

The following message will be shown if there is missing Destination agent in S/O entry.  

 

 

Please go back to S/O entry input the destination agent.  

 

 

 

Then go to [Sub job] tag, press the button [Build up OBL] 
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The system will pop out another screen. 

Tick and Confirm the container you want to submit to the carrier. 

Confirm the OBL Type.  

The press the Combined OBL button.  

The system support multiple container with single OBL. 

However, if you want to have multiple container with multiple OBL, press the button Individual OBL. 

 

 

 

System will come out the Sub Job Number. You can click to the Sub Job number. Another Window will pop 

out.  

 
 

You can press button [CHG] - change to add more information. 

And also update the OBL Number. 
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You can press [Document] to send the booking to the Carrier. Then press [Execute] to send the booking to 

liner. 

Ocean Export Master BL(Sample) - with company logo 

Sample Ocean Bill - without company logo. 
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Prepare Agent Invoice and Pre-Alert 

 

Job Control also allows you to prepare the Agent Invoices or Credit Note. Input the Job Number and press 

[go]. Double click the job number. 

 
 

 

Please click [Invoice] tag. 

 

 

It shows all the prepaid invoices generated. 
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For Invoice To your customer or agent, make sure it is Sales invoice. You can press [+] to add additional 

invoices. 

 

 

The window requires you to fill in the information. The * is the mandatory field.  

I means invoice, C is for credit note. If this agent invoice is for specific HBL, please choose from B/L#. 

  

 

Press F8 to search for the debtor. 
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Please check the Invoice Currency. 

Please check the Invoice Payment Term. 

The invoice date is set to be the job date. 

 

 

Press the button [Confirm] and you can see the button bar. 

 

 

 

Please press the button [Load from Accrual] and check if there are any charges input in the house. 

If there is any accrual charges found, a window will be pop out and show it to you.  

Then you can tick to the box and press the button [Load] 
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The information will be appearing in the invoice screen. 

You can also press [+] to add the additional charges. 

 

 

 

The system will ask you to fill in the blank information.  

The * as the mandatory type. Charge * need type the corresponding charge code. 

Cur is the Rate Currency. If it is the same as the Invoice Currency, the exchange rate is 1.  

If it is different, it will use the exchange rate in accounts. 

Then you can input the Rate and the system will calculate the invoice amount automatically. 

User may also edit remark which will be shown in invoice printout for each charge in the blank field. 

Press tick to save the record. 

After it is all done, you can press Esc to see the button bar and Print the Invoice. 
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Please note the above example. The B/L is captured and it implies that it is a direct sales to this house bill 

For other sales, the sales amount will be prorate to each house of this job during reporting by house. 

 

 

 

Same procedure can be used for Credit Note Creation.  You just change the Invoice Type to C- Credit Note. 

 

The Sales Invoice is now appearing in the Invoice Tag. 

Press [+] if you are ready to input the Purchase Invoice. 
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Purchase Invoice is the invoice or credit note coming from agent. 

 

 

Press [Confirm] and the invoice number will be appeared. 

Press [+] to add the detail which same as the sales Invoice. 
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Once it is done. Press tick to save the record. 

If it is vendor credit note, just input the amount in –ve sign and it will be a vendor credit note 

 

 

Once the invoice is completed, you can print the Payment Request. 
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Confirmed Sailing  

The final step is to confirm sailing and so you can print the HBL with the proper sailing date. 

Go back to the Job Control and select the function confirmed sailing.   

 

 

The system will change the screen and so that you can input the sailing date, tick the Sail Confirm. Then 

press the button [Update] 

 
 

 

You can see the Issue Date will be marked. 
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ePouch to Agent 

Go to the tag Overseas Agent and you can see the button Pre-Alert. 

 
 

The screen will list out all the B/L number of this job. 

Press any of the Pouch icon. 

 

 

The system will list out all the information of the Job. 

You can select particular information and send to the Agent. 

Once it is done, press the button [Email] 

 

 

 

Then the system will show the dialogue box and you can edit the information and send to Agent. 

 

However, there are cases that you want to upload some other documents and attach it in the pouch. 

Then you can use the function File and press the Upload button.  
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Another window will be pop out. You can then press Browse and search your file 

 

 

Select the desired file from your PC and press the button [Open]. 
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Then press the button [Upload] 

 

 
 

The file will be attached when you do the ePouch. 

You can see that the additional file can be found in the ePouch. 
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Cross Station EDI 

If the destination agent is using FM3K or they have the EDI capability, then you can send the EDI. 

Go to [Sub Job] tag. 

Please ensure Ocean B/L already updated. There is a yellow bulb under EDI. 

Click the yellow bulb.  

 
 

Click [ok] to confirm. 

 
 

 

Then there is a tick in the done and the EDI are sent out. 
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TOPIC NINE: Hub EDI 

The difference between Cross Station EDI and Hub EDI is that in Cross Station EDI, we are sending the 

Export Shipment of the Origin Station to the Import Shipment of the Destination. 

In Hub EDI, however, we are send the Export Shipment from the station of the Place of Receipt and where 

this shipment will be loaded in the Hub Station (the POL of the shipment is our other export station).  

Therefore, this Export Shipment will be sent out to the Loading Station as the Export Shipment. 

 

When the system detect that the Consignee of the Ocean Bill Of Lading is the Hub Station and the Port Of 

Loading is that station, then the Consolidation Button will be appear. 

 

 

 

 

Please note that the Port Of Loading must be registered under the Job File. 

If during the previous stage, you did not registered this Port Of Loading, please re-visit the Schedule / Job 

Create 

Click to the [Job] tag and double click the job record (you may click to “1” in front of job number) 
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You should be able to see the Job Detail tag and see the POL and POD in this job file. 

Click the button [+] and add the POL for this Ocean Bill Of Lading. 

 

 

After user click to the button Consolidation,  

 

 

Press [ok] to confirm. 
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Then the consolidation button will be greyed. 

 

 

The shipment will be appeared in the Loading Port station. 

You can see that this shipment will carry the original booking number with EDI added and the original HBL 

number in the Shipping Order Entry screen of the Loading Station. 

 

 

In the outbound station, user can do the normal export operation process. 

 

OFFSHORE EDI 

Offshore shipment EDI could be sent when the “R/O Agent” is marked to the offshore station code in 

Shipping Order Entry.  

In this example, shipment is loaded from SZX, but the shipment is belong to CAN station (Code L0014). 

Please mark the R/O Agent as L0014. 
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Then go to [Sub job] tag, [Offshore EDI] button will be activated. 

 

 

System will have the message below when offshore EDI is done. 

 
 

 

Then, user in CAN station can find the shipment sent from SZX in SO division. 
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Profit Share 

Please proceed to [Profit Share] tag to prepare Agent’s credit note. Press [+].  

 

 

“*” are mandatory fields. Select the agent and input the % of profit share. Choose the profit share currency. 

Then press [Confirm].  

 
 

User can then find the function button as per following. Press [Retrieve Sales] to retrieve the income which 

will calculate as profit share to agent. 
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The purple highlights are the charge code occurs in the job. If the credit note is calculated by single BL 

respectively, then please choose the specific B/L No. accordingly.  

 

 

User will see the charges retrieved from the chosen BL. Press [Add] to add the charge for calculation. Then 

user could press [Retrieve Cost]. 
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Select the charge which will calculate in profit share with agent. Then press [Add] 

 
 

 

 

 

Then please press [Calculate], system will auto calculate the profit share.  
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After calculation, press [Approve], then the profit share amount will be transferred to the selected B/L. 

 

 

Press [OK] to confirm. 

 

 

Please proceed to [Invoice] tag, user will see the amount with “-”, which is the profit share amount. Press 

[Gen. Sales Inv] to generate the credit note. 
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Select the profit share amount, press [Add].  

 

 

Then the credit note will be generated. User may click to the Invoice number to print the credit note out. 

 

 

Print Job Sheet 

 

Please make sure you will check the Profit and Loss of the Job after you finish the job. 
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The Job Sheet can be print in the Invoice Tag. 

 
 

Should you have the internal procedure, the supervisor may lock the Job after he has reviewed all the 

invoices. 

 

Go to the Job Control function and select the Status – Able to Lock. Then press [go] 

 

 

Please select the Job and press the button [Lock]. 

 

 

Then you can see that the job is being locked. 
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If you want to unlock it, just use the same procedure but select the Status changed to [Locked] . 

Press the button [Unlock] 

 

 

 

 

Reverse Invoice 

After customer/ vendor invoices are posted to accounting, [Reverse] button will be appeared. It serves the 

purpose in case users need to re-issue the new invoice or cancel the previous invoice.  

 

 

Reverse cannot be processed in case: 

1 Settlement had been made from accounting, reminder dialogue will come out:   
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2. Charges loaded from posted Accrual: 

 

 

 

After user pressed the [Reverse] button, a credit note will be generated offset the previous posted invoice. 

Then the posted invoice will be invalided. User may issue or input new customer/ vendor invoice again.  

 

 

Once invoice reversed, the action is irreversible.  

 

TAX INVOICE (for China stations’ user) 

For China stations, users may need to update tax invoice number for invoice issued. Users will see the [Tax 
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Invoice Print] button for update tax invoice number.  

 

 

 

 

 

 

The data on tax invoice could be updated if need, this will not affect the original invoice’s data, the 

amendment will be only for the tax invoice printing. Then press [Submit]. 

 

 

Once Customer invoice marked with tax invoice number already, invoice details cannot be further changed. 

 

 

 

In case users need to amend the invoice’s charges after tax invoice printed, user need to press [Tax Invoice 

Print] -> [Void&Reprint] 
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Alert will be popped out, press [OK] 

 
 

 

The Tax invoice# will be eliminated, user will be allowed to amend the charges details: 
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