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TOPIC FIVE : Air Export Operation 

Quick Entry and Analysis (Booking)  

Select the Action and the right division, then press the button [go] 

 

 

 

Press the button [+] to create a new booking. 

 
 

User may simply key in the shipper name to choose the corresponding shipper code: 

 

 

Or press [F8] to select the code of the Shipper by name search. When press [F8], system will pop out 

another window. Input the name of the shipper and press [TAB] 
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System will pop out the result for selection, double click to the record you want to choose. 

 

 

Same procedure for Consignee or Agent. 

The mandatory field are indicated with red star. 

 

 

When user input the Pcs, another window will be pop out. 

Please input the dimension. 

The qty should match with the previous qty input. 

The press the button [Submit] 
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User can continue to input the detail such as gross weight, CBM. 

These information can be input later in HAWB Preparation. 

 

 

 

 

 

 

If the Marks and Description is available, user can also input the information and press tick after finish. 

 

 

 

 

In case the shipper/ consignee code was not found in system, please use code ‘Dummy’, then type the 

shipper/ consignee’s name in system in order to continue input shipment data.  



6 | P a g e  
 

 
 

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

Master -> Dummy Code Replacement (Air) 

 
 

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 ‘%AHC’ 

 

 

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 (Air). 

 

 

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

 

 

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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Cargo Receipt 

User may update the cargo receipt information from Outbound-> Cargo Receipt 

 
 

Green dot means the column not updated yet, red means already updated. 
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DIM- Dimension. This update can be synchronized to HAWB preparation, until the charge of the HAWB is 

input. 

 

 

 

 

 

 

 

 

 

PLT- Pallet. This can be printed on the document RICL. 

 

 

RICL- Cargo Receipt and Receiving Inspection Check List. This update can be printed out. [F8] function key is 

available for the marked fields below. After finishing input, press [Confirm]. 



12 | P a g e  
 

 

 

Press [Print] -> users can print the Cargo Receipt and Receiving Inspection Check List:
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File- Upload files, including jpg/png/excel/pdf/word, this could be seen in HAWB preparation. 

 
 

 

MAWB Stock Control Entry 

MAWB your company received from the airline can be registered in this function. 
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Input the Division and press [go] and check for the MAWB status. 

 
 

If there is no record, press [+] to build new MAWB stock. 

 

 

A window will pop out for you to input the detail. 

The airliner prefix must be 3 digits. 

Input the MAWB Number. There will be check digit for the last number. 

The No(s) means the number of MAWB you want to register. Normally, airline will give you a batch of 

number. You can input the upcoming MAWB number you want to register and the system will reserve those 

MAWB for you. 

The example input 10, so 10 MAWB numbers will be registered. 

Issuing Agent is the issuing agent appeared in the MAWB. (The Owner of the MAWB) 

Then click [Confirm]. 

 

 

 

The system list out all the number registered. If the MAWB is used at later stage, the job number will be 

reflected in the MAWB Information. 
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HAWB Preparation (Bypass Booking) 

 

 

User can directly input the HAWB without the booking process. 

 

 

 

Select the division and press [go] 

 

 

 

Press [+] to create a new HAWB. 

 

 

 

 

 

 

 

 

The system will pop out the HAWB Entry Screen. Follow the screen and fill in the information. The 

mandatory field are marked with red star. 
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The address for the Shipper, Consignee can be changed.  In HAWB printing, it will print out according to 

what has been input. 

After finish inputting the shipper, consignee and destination agent information, please input the ETD date 

as this is the booking date for the HAWB number. 

Then input “To” below and it will be default to the POD or you can skip and input the POD directly later on. 

 

 

 

Then user input the Final Destination. 
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Once done, press [Confirm] to generate the HAWB Number. 

 

Then press [+] to input the cargo information. System will default to the Seq [10], it means it is the first 

item. It sequence no will not be printed out. 

 

 

After you have input the Qty and confirm the Unit 

 
 

A screen will be pop out to input the dimension. 

Please input the dimension and make sure the qty is matched with what you have input. 

 

Once it is done, press the button [Submit] 

 

 

 

 

 

System will calculate the volume wgt and cbm for you.  The chargeable weight will be default.  Then you 

can input the Nature of goods. This field WILL NOT be appeared in HAWB but it WILL BE APPEAR IN 

MANIFEST. 

Then you can continue to input the Marks and Goods Description. Once done, tick to confirm. 
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System will default to allow you to input the second item Seq [20]. Press Esc if there is only one product. 

 

 

 

MAWB Preparation and Consolidation 

This function is to prepare MAWB and Consolidate the HAWB to this MAWB. 

Consol Shipment 

 
 

Press [+] to create a new MAWB record. 
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System will default the shipper as your company but you can change it. 

The MAWB can be manually input if there is no stock or you can press [F8] to select from the MAWB stock. 

The system will prompt the MAWB that is not used. 

Click to get the MAWB number. 

 

Then user can input Shipper, Consignee.  

Issuing Agent and IATA code are free text to input. 

The field for issuing agent are 40 characters long but user can continue the input. 

 

 

 

 

User needs to continue to input the “flight date”, “To” and “Final Destination”. 
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Once things are done, press [Confirm]. A job number will be generated. 

 

 

 

 

 

 

User can then go to the HAWB and press the Attach to Job. 

 
 

Press [TAB/go] for the same discharge port. 

 

 

System will list out all the HAWB and tick to confirm which HAWB you want to attach to this MAWB. Press 

the button [Attach] 
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This MAWB carries two HAWB now. 

Click the button [Synchronize MAWB] 

 
 

 

 

If we look back to the MAWB, we notice the item will be created as the sum of the HAWBs. 
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Direct Shipment 

The procedure for Direct Shipment is basically the same. 

Please make sure you tick the shipment flag [Direct Shipment] 

 
 

And change the default type from AS PER HAWB to other such as AS PER INV 

 

 

You are also requested to input the cargo information directly by pressing the seq [+] 

 
 

And input the cargo information directly. 
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Copy MAWB 

If there are similar MAWB, you can also use the copy MAWB function. 

Go to the MAWB Preparation and select the Action [2-Copy] and press the button [go] 

 

 

 

Then you can click the MAWB you want to copy. 

And input the Flight Date, Flight No and MAWB. 

Tick if you want to copy Mark and Dimension. 

The press the button [copy] 

 

 

Press [ok] to confirm. 

 

 

 

 

 

The MAWB will then be copied. 
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Charges Shown on MAWB 

Then we can continue to prepare this MAWB. 

Go to the tag [Charge]. 

And press the button [Generate Cost] 

 
 

The default cost table to will prompt out. 

Press the button [Add] after you have select the cost item you want. 

 

 

If you want to add additional cost, press [+]. 

 

 

Please select PP if it is the cost to local vendor. The system will default the vendor as the MAWB owner. 

Input the Charge Code by pressing the first letter. 
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And you can then input the Rate that you want to appear on the MAWB and the actual Cost from the 

vendor. 

 

 

 

Once finish, you can print out this MAWB or print out the Coload Form if it is for your coloader in the tag 

MAWB  

 

 

And press the button for the document you want. 

 
 

Generate Sub-MAWB 

To combine HAWB to build a Sub-MAWB: Sub MAWB button is available as long as Destination Agent of 

HAWB is different from Consignee of MAWB. 

 

 

 

 

 

 

MAWB Preparation -> [HAWB] tag -> Press [Generate Sub-MAWB] -> Press [OK]: 
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The sub-MAWB’s consignee will be HAWB’s destination Agent. 
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Build up Sub-MAWB 

 

MAWB Preparation -> [HAWB] tag -> [Build up Sub-MAWB] button 

 

 

User could choose the consignee from “Cgne By” column: 

 

 

Sub-HAWB is generated:  
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Gen. Mock MAWB 

MAWB Preparation -> [MAWB] tag -> [Gen. Mock MAWB] button 

 

 

 

The tonnage of Mock will not be counted. 

 

Combine Booking to HAWB 

MAWB Preparation -> [MAWB] tag -> [Combine Booking to HAWB] button 

 
 

 

 

 

 

 

Press [Go] 
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Select the booking by tick -> press [Combine]: 

 

 

Will take the smallest booking number’s last 6 digits as the HAWB number:: 

 

 

 

HAWB Preparation and Invoice to Shipper 

Go back to the tag [HAWB] and click to the HAWB Number. 
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The system will prompt out the HAWB Preparation Screen. 

Go to tag [Charge] and press the button [Gen.Income(I)] 

 

 

System will pop out the default charges, tick the charge you want and press [Add] 

 
 

The charge will be added to this HAWB. 

If you have additional charge, press [+]. 

User should input PP – and it default to shipper, or CC default to agent. 

Then input the charge code. 
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Please note the RATE which is the charge rate you quote to your customer. 

Inv. Curr is the Invoice currency. 

If the currency in RATE is different from the Inv. Curr, then the exchange rate will be retrieved from 

accounts department. 

The below is an example that we will bill agent for HKD 200 handling fee but the invoice to this agent is 

USD. So there will be exchange rate. 

Please also note that if you want to group all the charges in each HAWB and bill to the agent as a one 

invoice, then you may need to change the flag CTRL 

O means the invoice will be generated per each HAWB. 

B means the invoice will be generated per each MAWB 

M means the invoice will be generated per monthly basis. 

 

 

 

 

 

If your profit share to agent is per HAWB level, then you can press the button [Generate PSA]. 
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The system will then pop out another window. 

The system will default the AFT rate and allow you to input the advised agent cost. 

Once it is done, press [Add] 

 
 

The charge for PSL (Profit Share) will then be generated. 

For example, in the above case, the difference between Sales and Cost is 30.  

The profit share is 50%, so the rate is 15. 

 

 

Once you have finished preparing the charge input, press the button [Generate Invoice]. Invoice will be 

generated to those charges that are set to O – online. 
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You can click to the blue bulb to print the invoice. 

 

 

User may also control to show or not show the HAWB’s charges on HAWB from the HAWB Preparation-> 

[HAWB] tag 

 

 

For example user choose Show CC charges on shipper copy; and show all charges on consignee copy as per 

below screen: 
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Shipper copy shows CC charge FRT, while consignee copy shows All charges: 
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Please note if the ‘Rated’ flag is ticked, only charges input in [Rated HAWB] tag will be shown on HAWB.  

 

 

 

 

 

Then user may click to the tag HAWB and press the button Send Document. 

 

 

Click the information you want to send out. 

Press Email: 

 

 

Press [ok] to confirm. 
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Full set HAWB/MAWB Print (For EU users only) 

UK Print HAWB - Full set HAWB Print 

Select = Shipper Copy + Full Set  Output = 8 HAWB copies following the Shipper Copy setting Show PP 

Charges (purple mark in screen below) 

 

 

 

Select = Consignee Copy + Full Set  Output = 8 HAWB copies following the Consignee Copy setting Show 

All Charges (purple mark in screen below) 
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Select = Shipper Copy and Consignee Copy + Full Set  Output = 16 HAWB copies following 8 copies of 

Shipper Copy showing PP Charges and 8 copies of Consignee Copy setting show All Charges (purple mark in 

screen below) 

 

 

 

 

Print HAWB attach list: 

01 Attach list could be printed out no matter choosing shipper copy or consignee copy 
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Spain Print HAWB - Full set HAWB Print 

Select = Shipper Copy + Full Set  Output = 8 HAWB copies following the Shipper Copy setting Show PP 

Charges (purple mark in screen below) 

 

 

 

 

Select = Consignee Copy + Full Set  Output = 8 HAWB copies following the Consignee Copy setting Show 

All Charges (purple mark in screen below) 

 
 

 

 

 

 

 

 

 

Select = Shipper Copy and Consignee Copy + Full Set  Output = 16 HAWB copies following 8 copies of 

Shipper Copy showing PP Charges and 8 copies of Consignee Copy setting show All Charges (purple mark in 

screen below) 
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Print HAWB attach list: 

01 Attach list could be printed out no matter choosing shipper copy or consignee copy 

 

 

 

 

 

Spain Print MAWB - Full set MAWB Print 

Select = Shipper Copy + Full Set  Output = 8 MAWB copies following the Shipper Copy setting Show PP 
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Charges (purple mark in screen below) 

 

 

 

 

Select = Consignee Copy + Full Set  Output = 8 MAWB copies following the Consignee Copy setting Show 

All Charges (purple mark in screen below) 

 

 

Print MAWB attach list: 

01 Attach list could be printed out no matter choosing shipper copy or consignee copy. 
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Copy to booking 

If there are similar booking you need to input, you can use the copy function.  

Select Action [Copy to Booking] and press [go] 

 

Tick the booking you want to copy. Input the expected flight date and tick if you need to copy Marks and 

Dimension. Press the button [copy]. 

 
 

 

Then the system will give you a new booking number. 

 



46 | P a g e  
 

 

 

Update from HAWB 

User may use this function to update the current editing HAWB from another HAWB. 

 
 

The HAWB could be sorted by Shipper/ consignee name, or Port of discharge. 

User may choose update which part of HAWB also. 

 

 

Update Header means update the HAWB’s header area, except the HAWB# and booking number: 
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Update Marks & Desc is to update HAWB’s details part’s Marks and Goods Description area: 

 
 

Update Qty & Dim. - Means update the Qty, unit, gross weight, volume weight, chargeable weight, CBM 

and Dimension. 
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Update SHL 

In HAWB preparation, there is a button [Update SHL] for update special handling code.  

 
 

 

Users may tick the requested code -> press [Update], SHL will be appeared in details: 
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Reset to booking 

When users press [Reset to booking], HAWB# will be eliminated. HAWB will be in booking status again. 

 

 

 

 

 

 

Delete for HAWB and MAWB / Void HAWB and MAWB 

Users may delete the HAWB/ MAWB which had been created in system when: 
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- No charges is input/ invoice is issued. 

 

 

- No shipment details is input: 

 

 

In HAWB/MAWB preparation, [DEL] button will be appeared for delete the HAWB/MAWB: 

 

 

User may also choose to void the HAWB/MAWB, however this process is irreversible, once HAWB/MAWB is 

voided, HAWB/MAWB number cannot be used again. 

 

 

Users can void the HAWB/MAWB when: 

- No valid charges/ invoice existing. 
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- No shipment details is input: 

 

 

Once HAWB/MAWB is voided, cannot make further changes: 

 

 

Manifest 

In HAWB Preparation, there is a tag called [Manifest]. Left column is Shipper, consignee, notify#1 and 

agent’s name and address from HAWB’s header, which will be printed on HAWB.  

Right columns: Manifest Shipper’s Name & Address, Manifest Consignee’s Name & Address and Manifest 

Notify#1’s Name & Address are defaulted from customer/vendor’s subgroup, which will be printed on the 

Air cargo manifest. 

 

By pressing [CHG], users can change the information of each parties for the print out for this HAWB. 
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There are 3 functions in manifest: 

-Update All means update the HAWB and manifest’s name and address from customer/vendor subgroup 

master. In case Notify#1 is manual input, manifest output for notify will follow the Notify#1.  
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When user need to update the manifest’s notify name different from the HAWB one, user may input the 

notify’s party in [Manifest] -> Manifest notify#1’s Name & Address, system will print the Manifest 

Notify#1’s Name & Address on the manifest. Please note for input Manifest Notify#1’s Name& Address 

need to start with the 1st row.  
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-Update to Manifest means update the Manifest’s name and address from HAWB. 

 

 

-Notify to M.CGNE means update Manifest’s Consignee name and address from HAWB’s Notify#1.  
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Rate HAWB 

Charges input in [Rate HAWB] tag can be printed on HAWB, users have option to choose show or not show 

on both shipper and consignee’s HAWB 

 

 

 

 

 

When Shipper Copy’s Rated is tick, Rate HAWB charges will be printed on Shipper’s HAWB.



56 | P a g e  
 

 

 

 

 

Prepare Agent Invoice or Invoice for Direct Shipment 

We need to revisit the MAWB Preparation and press the tag [Charge] 

You can input the charges you want to bill at Job Level. 

Then you can input charges. 
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Once it is done, press the button [Generate Invoice] 

 

 

 

If it is credit to the Agent, just input the amount with –ve before the amount. Then tick to confirm. 

 
 

 

 

 

Press Generate Invoice. 

 
 

The credit note will be represented by the yellow bulb. 
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User can click to the Yellow bulb  

It will go to the Customer Invoice Maintenance Screen. 

User can press the button [CHG] and input the invoice Footer Remark. 

 
 

 

 

(For UK and Spain offices) 

Payment term and Due date will be shown on the invoice print out when these 2 fields are input. 

 

 

 

 

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 
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counting function. 
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Profit Share 

Please proceed to MAWB Preparation-> [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. 

 

 

The purple highlights are the charge code occurs in the job. Just leave the HAWB No. blank when prepare 

the profit share in job level. If the credit note is calculated by single BLs respectively, then please choose 

the specific B/L No. accordingly.  
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User will see the income retrieved from the job. Press [Add] to add the charge for calculation.  

 

 

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

press [Add] 
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Then please press [Calculate], system will auto calculate the profit share. 
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After calculation, press [Approve].

 

 

 

Press [OK] to confirm. Then the profit share amount will be transferred to the job.  

 

 

 

 

Please proceed to [Invoice] tag, under sales invoice, user will see the amount with “-”, which is the profit 

share amount. Press [Gen. Job Inv] to generate the credit note. 

 

 

Press [OK].  
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Then the credit note will be generated. User may click to the Invoice number to print the credit note out. 
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Sending ePouch 

Once the Agent’s invoice is done, then you can also send the ePouch to the agent in the tag [Overseas 

Agent]. 

Click to the icon pouch. 

 

 

 

A screen will pop out. 

Select the information you want to send to the agent and press the button [Email] 

 

 

If there are documents that are not generated from FM3K, please use the tag [File] and upload the 

document first. 

 
 

 

 

 

A window will be pop out. Press the button [Choose file] 
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Please select the file and press [Open] and press [Upload]. 

 
 

The file will be appeared :  

 

When you press the pouch for the overseas agent, it will also be appeared. 
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Press Email to send the ePouch to the agent. 

Confirm [ok] 
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Cross Station EDI   

If your agent is using FM3K, or they have the EDI capabilities, then you can send the EDI to the Agent. It 

could be set in Accounting -> Master -> Cross station EDI setup: 

 

 

To fulfill the sending cross station EDI requirement: In MAWB preparation, users need to choose the correct 

Agent’s code for the cross station as Consignee 

 

e.g L0071 in the example below:  

 

 

 

Go to the MAWB Preparation and select the Display [Send EDI] and press the button [go] 

Click to the yellow button and the EDI will then be sent out. Press [ok] to confirm. 
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The Done status will have a tick. 

 

 

Then the shipment can be seen by SZX import users: 

 

OFFSHORE EDI   

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

In this example, shipment is loaded from SZX, but the shipment is belong to CAN station (Code L0078). 

Please mark the R/O Agent as L0078. 

 

 

 

 

When user go to MAWB Preparation, Offshore EDI button will be activated. 
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After sending the Offshore EDI, message will pop out. 

 
 

Then CAN station’s users could find the offshore shipment in AO division. 

 

 

For direct MAWB, simply input the R/O Agent code for the corresponding station, [Offshore EDI] button will 

be activated. Below example for sending offshore EDI to NGB (code: A0348): 

 

 

 

 

 

 

NGB users then could receive the shipment in AO division: 
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Print Job Sheet 

The Job Sheet is required after each consol are done. 

 

HAWB Direct Cost 

Please make sure that all the cost subject to particular HAWB shall be input under the HAWB Level. 

Go the Charge and input the Purchase by press [+]. 

Please select the creditor and input the charge and book the cost. 

 

 

 

If the vendor invoice is available, you can immediately press the button [Gen. Purchase Inv] 
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Then input the vendor invoice number and press [Submit] 

 

 

The vendor invoice is generated and you can click and print the Payment Request to accounts by clock on 

blue bulb: 

 

If the vendor invoice number is not available, leave it when we change the accrual to vendor invoice at later 

stage. 

 

MAWB Shared Cost 

During the MAWB preparation, we have input the basic freight cost. 

However, if there are additional cost in this job that should be shared to all the hawb, then it should be 

input under MAWB Charge. 

Press [+] for additional cost. 
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Input PP for local cost. Then select the creditor by F8. System will default the MAWB Owner as the creditor 

but you can change it. 

Then input the charge item and book the cost. Make sure it is booked under the COST column.  

Tick once finished. 

 

 

Still if the vendor invoice number is available, you can press the button [Gen. Purchase Inv] 

The vendor invoice will be generated.  

Otherwise, you may convert the accrual cost to the vendor invoice at later stage. 

 

 

After finish all the booking of Sales and Cost, go to the tag MAWB. 

 

Then printed out the job sheet from the button [Profit and Loss] 

 

 

The system will list out the profit of the job. 
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Once it is done and reviewed, user can closed the Job to avoid future amendment. 

 
 

Type in the MAWB and change the Status field to [Able to Lock] and press [go] 

 

 

 

 

 

 

 

Select the job by tick and press the button [Lock] 
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The job will be lock and cannot be amended. 

 

 

Should changes are required, change the status back to the Record [Lock]  

 

 

Tick the MAWB and press the button [Unlock] 
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Convert Accrual Cost to Vendor Invoice 

When the actual vendor invoice arrives, please visit the [Invoice] tag. Press [+] 

 

 

Input the actual Vendor Invoice Number. 

Direct type the vendor’s name or press F8 to search the creditor. 

If it is a monthly invoice, leave the Job Number, MAWB, HAWB as blank. 

If not, input the MAWB No.  

Input the Issue date shown on the invoice. 

Press the button [Confirm] 

 

 

 

 

 

 

 

Press the button [Load from Accrual] 
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You can select the accrual cost by the charge code and date range or press [go]: 

 
 

System will list out all the cost you have booked. Please tick the cost and press the button [Load]. The cost 

will be appeared. If user need add new charge items, please click the blue [+] button. If user need to 

change the invoice’s header, e.g. vendor, payment terms, issue date, remark, invoice’s currency…please 

press [CHG]  

 
 

 

Double click to the charge if change is required. Tick to confirm. 
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Then you can print the payment request to accounts. 

 

 

Release to Accrual 

Release to Accrual allows to release the charges from invoice to accrual status, after release the charges 

back to accrual, users are allowed to change the invoice’s header Job# and B/L#. Release to accrual could 

only be done before invoice approved. In case users need to change the B/L# for specific bill, the B/L# 

record need to be cleared first in order to make change on HBL. 
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Press [Release to Accrual]: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select all charges by tick the 1st box -> press [Release] 
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A dialogue will pop out -> press [OK] to confirm release charges  

 

 

After release the charges details, when user click [CHG] button, the Job# and B/L# could be edited. 
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The charges are back to accrual status (without blue bulb) 

 

 

 

 

 

Monthly customer / vendor invoice procedure 

Some charges were booked in jobs but not yet issued invoice until month end. 

For issuing monthly invoice for multiple jobs, user may proceed to menu: Invoice -> Customer invoice 

processing -> Choose the corresponding division -> press [go] 
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Press [+] to create new invoice,  

  

 

 

 

Input the corresponding payee, issue date, invoice pay currency and press [Confirm]. 

 

 

Then please press [Load from Accrual] to have all accrual charges list out for this customer: 
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It is similar for vendor monthly invoice, Invoice -> Vendor invoice Processing: 

 
 

Choose the corresponding division (It is able to load all accrual charges for all division, user choose one of 

the division in order to processing) -> press [go]: 
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After fill the vendor code, invoice pay currency and issue date, then press [Confirm] to save. Then press 

[Load from accrual] to have the accrual charge of this vendor. 

 

 

 

 

 

Press [Go] directly if no need search the booked charges by the criteria: 
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Select all charges by tick to the first box -> Then press [Load] to load the booked charges into the vendor 

invoice.  

 

 

 

Upload vendor Invoice 

This is the function to create vendor invoice in batch.  

Invoice-> Vendor invoice maintenance  
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Press [Go] -> Click to [Upload Excel] 

 

 

 

User may get the upload template from the Upload Excel screen and preparing for uploading the batch 

invoices.  

 

 

Below is the sample template input, the data format should follow below:  

Weights is optional as this column will not be shown in vendor invoice. 

Columns from CTG is referring to charge code, the charges will be created according to the amount input in 

the corresponding’s charge code column. 

 

 

After save the excel, click choose file -> choose the file from user’s computer -> Click [Upload] 
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Dialogue ‘Invoice(s) Created’ will be shown when the file upload successfully, user may then click [OK]. 

 

 

 

Below is the uploaded invoice sample:  
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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 settlement had been made from accounting, reminder dialogue will 

come out:   
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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 

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]. 
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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: 

 

 



94 | P a g e  
 

 


