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Getting Started

To download Sage POS 2015 installer, please go to http://www.sage.my/

a. Home > Our Products > POS > Download
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Point-of-Sales
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Simple to Set-Up. Slmple to Learn. Be ZGST
Compliant

Standard Package

» Code Soft CE-800 - Handhotd Laser Seanner @

* Code 50Mt TP-31605 « Tharmal Receipt Printor @ [ FgY

» Code Soft £EC-410 « Cash Drawr @

* Sage POS 2015 (Single User)

*Hage UBS one 2018 (Single User) &
Sago 50 Accounting 2015 (Single Uner)

Optional ltoms®
Code Soft VFD-B0O
Custamer Diaplay o

r

ton Alnlub

s neru® RM 1,400"

" Available for Klang Valley only, Delivery and training from 2nd March onwards, Terms and Conditions Apply.

Training ® RM 300 per person
* Setoup and Configuration of FOS syatem | 2 to 3 hours

@ o03-2272 90088

Enquirymy®sage.com
Every Monday and Friday  Sage Tralning Centre in Plaea Sentral WWW.sAge.my

Sage's POS 15 already used by aver 10,000 retall stores

The latest update |8 1o support the features of the up coming Malaysian GS7

English e RV T Downlaad

Sage POS 2015 verzien 8,9.1.0

Installer: Download Now

Last Upload At 12/03/2015, 0456 p.m

Release Notes:

e Version 9910
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http://www.sage.my/

Create a new company

To create a new company, at the POS landing page, click on Add.

Fill in your company name and name of the database folder, system will auto generate a database
folder once you click OK.

The company database folder will be shown under your UBSPOS2015 data folder.

s Multi-Company 2
Company Mame Folder ~
BOS 1 pos 1
pos 2 pos 2
== Add New Company ==

Company Mame

J | Database Folder

7 «J OK ¥ Cancel

[ - """" ngd EP Edit Ef Delete Select Rl*Exit

After you have login, system will pop out the Simple Wizard to guide you through the company
and GST setting.
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How to activate your license

1. For the first time activation of license, please click on Housekeeping > Activate License.

Maintenance Transaction Enquiry Reports | Housekeeping | Wizards Help Exit

Setup 3
Administrative Tools 2
Reindex & Upgrade Database
Backup and Restore 2
Import and Export 2
New Member Posting
New Product Arrivals Sage
Today's Sales Copyright] Cha_mge Password res
p— Quick Start
Thi Select Printer... B
L L -

2. Choose Activate New License > | would like to activate my software over the internet.

Manage License by choosing one of the option below

Activate New License:
(®) | would like to activate my software over the internet
|Upgrade Existing License:

i) | would like to upgrade my existing license to new license over the internet
|pdate License:
() I would like to update my license over the internet
Deactivate License:
() | would like to deactivate my license over the internet
(Y'ou can perform 3 more license deactivation)
Mabile License:

() | would like to check-out mobile license

() | would like to check-in mobile license

Sage POS 2015 — User Guide 3|Page



3. Fillin your MyAppID and Activation Code. Then click on Next.

Activate License Over Intemet

MypplD [
Activation Code |

4. Fill in all the nessesary information, then click Next.

Activate License Over Intemet

Product Registration

Email Address™ |

Company Profile
Company Mame™ |
Company Reg. No.® |

Company Address
Address™ |
City” |

State” |

Contacts Information

Sage POS 2015 — User Guide 4|Page



5. Now you have successfully activated the license.

License Successfully Activated

License Successfully Activated

Previous Finish || Cancel
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GST Setup

How to setup a new created company with GST features

1. Tosetup GST, please go to Wizards > Simple Setup

T2 Simple Setup @
5 Simple Setup
Welcome to the Simple Setup Wizard
+ Introduction
This simple setup wizard will guide you through sample steps in setup a company for different
Enter Company Details industry.
Company Setting
Select Industry Type
Select Business Template
Completed!
Previous Mext Cancel
Sage POS 2015 — User Guide 6|Page




2. Fill in all the required information to be able to proceed to next step.

< Simple Setup @l

Simple Setup

Enter Company Details
Key in the company details. Those field with the indicator £ ) are mandatory and cannot be left blank.

/" Introduction Company Profile
a Company Name * | Sample Company

" Enter Company Details

Company Setting Taman 1
Select Industry Type b 4
MALAYSTA

Select Business Template

Telephone Malaysia GST
Completed! Fax Business GST Application

. Company Req. No. @ Inclusive
GSTReg.MNe.  *|G5T-1234 () Exclusive
Accounting Period Currency
e Last Year Accounting Closing Date  * | 31,/12,/2014 Currency Symbol m
I This Accounting Year Closing Period * | 12 = I Currency Word | Ringgit M'sia

FromDate | 01/01/2015 To | 31/12/2015

Previous Next Cancel

Fill in your company address.

Fill in your company’s country located.

Fill in your company’s GST registration number.

Tick on Malaysia GST, select pricing strategy either Tax Inclusive or Tax Exclusive for
your company. Once it is ticked, the GST feature will be turned on.

e. Set your company’s accounting period. Then click on Next.

o0 oTw
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3. If you want to do data sharing with Sage UBS, you can set the data folder location here,

a is for Inventory and Billing, and b is for Accounting.

s Simple Setup

5 Simple Setup

Company Setting
« Introduction Setup the database integration with UBS 188 and Accounting.

«F Enter Company Details = TEE s T

| Dintegrate with Inventory & Bilng System: |

« Company Setting

Inwventory & Billing Folder
Select Industry Type
Adjust Billing System Field
Select Business Template
b

Completed! II:l Integrate with Accounting System I

Accounting Folder

==)

Previous Mext LCancel
4. Select a most relevant Industry Type for your company.
= Simple Setup (e
n Simple Setup
Select Industry Type
7 Introduction
Select the industry that is relevant to your business activity,
/' Enter Company Details
<« Company Setting () Retaller
A retaller |5 a business that sells goods to the public,
7 Select Industry Type
Select Business Template . Restaurant
A place where customer can buy and eat a meal,
Completed!
Previous Next Cancel

Sage POS 2015 — User Guide
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5. a) If select Retailer > Please select your business template (for sample item list setup to
suit your business). If you wish to setup your own item list, choose ‘I will maintain my
item stock later’.

=% Simple Setup @

Simple Setup

Select Industry Type
" Introduction ¥ YR

N Select the industry that is relevant to your business activity.
«" Enter Company Details

«f Company Setting
A retailer is a business that sells goods to the public.
<« Selectindustry Type

b
Select Business Template () Restaurant
A place where customer can buy and eat a meal.

Completed!

Previous Mext LCancel

= Simple Setup == ]

Simple Setup

Select Business Template
<« Introduction

. i Click below sample template to start build preloaded products.
« Enter Company Details

« Company Setting

- () i
«/ SelectIndustry Type # Beauty Hair Salon ! Supermarket | Sundry Shop
« Select Business Template () PC - Hardware Store () Chinese Medical Hall
Completed!
() Hardware Store I will maintain my item Stock later
Previous Mext LCancel
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b) If select Restaurant > Please select your business template (for sample item list setup to
suit your business). If you wish to setup your own item list, choose ‘I will maintain my

item stock later’.

S Simple Setup

n Simple Setup

e
Selact Business Template

7 Introduction

Company Setting

= Click bealow sample template (o start bulld preloaded products.
S Enter Company Detalls

/ Select Industry Type (@) Bakery () Local Food Store
¥ Select Business Template () Cafe (1 will maintain my (tem stock later
Completed!
Previous Next Lancel

[

6. After you done the selection, the simple setup is complete. You can start using your

company with the GST features.

53 Simple Setup

\

4 Enter Company Detalls
Company Setting
¢ SelectIndustry Type

Select Business Template

.

Completed!

The company filas have baan setup succassfully,

(o]
n Simple Setup
—Jh. '4-
# Introduction Completed!

Next

E#it

Sage POS 2015 — User Guide
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Major Industry Code

1. Toadd your company major industry code, please go to Maintenance > Miscellaneous
Files > Major Industry Code

Maintenance | Transaction Enquiry Reports Housekeeping

Persocnnel Files »
Member Files
Customer Files
Supplier Files

Tourism Files

Item Files

Credit Card

Voucher

Special Discount H

Counter

Table

Area

Project

Foreign Currency

Reason |

Tax ;
c:"_ Major Industry Code 2 )
S

Product TDx: =

Fllar A Tl [l

2. Fill in the code, and description by clicking Add.

Im

Tax ||J5ting
b
Code |
Description |
4 4 4 L4
a ...............................
. [Dladd  { &P Edit B pelete | B Search & Print Rl*exit

| P
1Add new recordp

Sage POS 2015 — User Guide 11 |Page



How to apply service charge for your company

1. Go to Housekeeping > Setup > Transaction Setting > Transaction > Tick ‘Apply Service

Charge’, amend on the service charge percentage you want > Apply.

S Transaction Setting @
Functions || Appearance | Confrols || Payment || User Defined Miscellaneous || Format || File Locations
Transaction Security Inventory Formula Tourism Printing
Transaction Activation
[ | sales Order | Layaway [ | Deposit and Refund

Invoice Auto Item Assembly (auto generate Receive and ISSLE‘-

E =

[JTouchsereen ()| o Handed () Right Handed [iApply Service Charge! | 10.00 |3 %
Mature of Transaction | Bestaurant w Tax Code | SR '
Restaurant Typed Transaction
Print the ordering list after the following transaction W
Mumber of order receiving groups 1 group
[ ] Time Section

Spedal Section From To Spedal Section Pricing Price #1

Mormal Section From To Mormal Section Pricing Price #1

c
~J OK ¥ Cancel Apply

Sage POS 2015 — User Guide 12| Page



Company Setup

Set up your own item list

If you start up your Sage POS 2015 with a blank data and wish to set up your own item list,
below are steps how to add an item, set item’s price, add item’s description, and add item’s
quantity balance.

Add an item

Go to Maintenance > Item Files > Item

Maintenance Transaction Enquiry Reports Housekeeping Wizards Help
Personnel Files 3
Member Files
Customer Files
Supplier Files

yvwvyw

2 z B | | ooy T R e s S P T T e
Tourism Files —‘-'.;-...»—‘SLL.-...;J..;,-.'AQQ:{ s.:.._"A____‘_l'liL_A.._":,;.._h_,_,:‘“;
BT Cotesory
z 2 Grou
Miscellaneous Files > i

S Shelf
Iterm Price Change

Service ltem
Item Location
Iterm Serial No.
Itermnm Reference

You will notice the item list is blank. If you wish to create a new item, click Add.
s hwem ==

Item Mo. |

Description

lI Multiple Unit ” Price [1] ” Price [2] ” Account [ GST ” Costing ” Remarks || Location || Listing || touch sreen remarks

Alternate Item Mo. Brand
Product Code Master Mo.
Short Code Gen
[ Mare Information
Category - Shelf Mo. -
Group - Facking
Supplier s - Cost Code
Unit Of Measure Quantity B/F
Unit Cost Minimum Gty
Price #1 Maximum Oty
Price #2 Reorder Qty
Price #3

e e

[] Copy current record

TR I:L\,—F-Dadd | Bpedt || Blpoete | BRscarch | Gernt || Wtewt |

Sage POS 2015 — User Guide 13| Page




Fill in your item code at the Item No., item description and some necessary information.

e

Item Mo. a
Desaiption b

Altermnate Item Mo,
Product Code
Short Code

Category
Group
Supplier

Unit Of Measure

Unit Cost C
Price #1 d
Price #2
Price #3

Minimum Price

Multiple Unit || Price [1]

ool

Iterm

Cafe Latte — Regular (HOT)

Price [2] Account f GST || Costing Remarks
Brand
Master Mo,
Gen
Shelf Mo.
Packing
a Cost Code
Quantity B/ff 100.00
2o Mirimum Qty
g8.00 Maxirnum Qty
0.00 Reorder Qty
0.00
[] copy current record
Mladd Edit B Delete

% Search

Listing touch sreen remarks

More Information

Tracking

& print Rl*Exit

Note:

a. For the Retailer Business: If you wish to maintain your Item No. same as item barcode
number, you can either scan your item barcode or enter the number barcode, the number
will be show at Item No.

—

e

Item MNo.

Desaripton

General

Alternate Ttem No.
Product Code
Short Code

Category

Group

Supplier

Unit Of Measure
Unit Cost

Price #1

Price 2

Price #3

Minimum Price

Item

a700911113 Scan from youfr item

Milo 1EG

Multiple Unit || Price [1] || Price [2]
Gen

-

-

,u'f -

Sage POS 2015 — User Guide

Account [ GST || Costing

Remarks

Brand
Master Mo.

Shelf Mo.
Packing
Cost Code

Quantity B/f
Minimum Qty
Maximum Qty
Reorder Qty

(==l

touch sreen remarks

[IMore Information

Tracking

Save

w7 Cancel
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b. If you wish to maintain your item as Item No. and also the item barcode number, you also
can add in your Item No, and also item barcode number under the same item

maintenance.

Product Code
Short Code

Category
Group
Supplier

Unit Of Measure
Unit Cost

Price #1
Price #2
Price #3

Minimum Price

o
Item No., I001
Description Milo 1KG

General | Multiple Unit || Price [1]

Item

Key in the Item Np.

Price [2] || Account / GST | Costing || Remarks || Location

Alternate ItemNo. | 8700911113 SCan fTOM your itegng

Master Mo,

Shelf Mo, -
Packing
Cost Code

Quantity B/f
Minirmum Qty
Maximum Qty
Reorder Qty

touch sreen remarks

[IMore Information

Tracking

Save w7 Cancel

Sage POS 2015 — User Guide
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Maintain your ltem Quantity

You can either key in your Item quantity opening balance at Item Maintenance, or you can go to
Maintenance > Item Files > Item Opening Quantity

Take an example, you want to key in the item opening quantity for item 002, click on 002, then

click Edit.
e Item Opening Quantity (=]
[tem Mo. Lnit Unit Cost Quantity Bff ~
ool 5.00 100.00
NEEE] o | 0.00 0.00 |
003 " n.oo0 0.00
L
Item Mo. 002
Descripton Milo 1EG
Unit Cost
Quantity Bff
a
Edit W+t

You can fill in the unit cost and Quantity B/F. Then click Save.

5 ltem Opening Quantity (=3
Ttem Mo. Unit Unit Cost Quantity Bff -~
o0l 5.00 100.00

Mooz 0.00 0.00|
003 0.00 0.00
N Lo
[tem MNo. Qa2
Description Milo 1EG
Unit Cost 0.00
Quantity BJf 100.00
w7 Cancel
Sage POS 2015 — User Guide 16| Page



Set Tax Code for Item
To set the tax code for your items, please go to Maintenance > Item Files > Item > Account

GST

T

Ttem Mo.

Description

o001

Cafe Latte

General Multiple Unit || Price [1]

Account Mo.
Credit Sales
Cash Sales
Sales Return
Purchase

Purchase Return

Item

— Regular {(HOT)

Price [2]

=A==~

Purchase tax

Sales tax

k ajor Industry Code

L4

[] copy current record

Madd Edit B pelete

Costing Remarks Locaton Listing

% Search

touch sreen remarks

& Print

==

Bl*exit

Take an example, | want to set this item Purchase Tax Code as TX, and Sales Tax Code as SR.
Please Click Edit, and choose the tax code you want.

= ltem =]
Item Mo. 001
Descripton Cafe Latte — Regular (HOT)
< Select Tax Code = | e =>=
General marks
Tax Description Tax %o ~
Avccount s _
L TX Furchases with G5T incurred at &% and &.00
Credit § ] IM GST incurred for import of goods a.00
Cash S3 ] IS Imports under special schemes with no &) a.00
] BL Furchases with G5T incurred but not cli &.00
Sales R _ HE Purchase from non G3T-registered suppl!: 0.00
Purchad ] ZP Purchase from GST-registered supplier 1 a.00
. EF Purchases exempted from G5T. E.g. purcl a.00
Purchas ] oF Furchase transactions which is out of | 0.00
] TH-E43 G5T incurred directly attributakble to &.00
Purcha _ TH-H43 G5T incurred directly attributable to 1 .00
S ales ta TE-RE G5T incurred that is not directly attr) &.00
4 ]
] GP Purchase transactions which disregarde: a.00
b ajor 11 _ LJIE Any adjustment made to Input Tax e.g .00 bt
Select
Save w7 Cancel

Sage POS 2015 — User Guide
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Then click Save.

S Item
Item Mo. 001

Descripton Cafe Latte — Regular ([(HOT)

General || Multiple Unit || Price [1] Price [2] Costing

Account No.
Credit Sales
Cash Sales
Sales Return

Purchase

===~

Purchase Return

Purchaze tax TX
Sales tax SR

k ajor Industry Code

[] Copw current record
[ 3 3] [Madd Edit

Remarks

Bl pelete

Location Listing

% Search

& erint

touch sreen remarks

Rl*Ewit

Example: In the cash receipt, you are able to view the item tax code.

Sage POS 2015 — User Guide
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Import Item List

If you wish to Import an item list from previous POS version to the latest company you create in
the 9.9.1.0 version and onwards, below is the steps you can follow:

a. After you done export the item listing file, you will get a dbf format file. If you are tick
on the XML format, then you will get xml format after you done export. You can do the
import using either one format file.

icitern@xml  icitermd.dbf

b. In this example, icitem9.dbf will be choose to import into POS. Go to Housekeeping >
Import Data > Choose Item > Click OK

Import Data

Lategory
Group

Item Serial HNo.
Item Grade

Bill of Material
Service Item
Member

Customer
Supplier
Salesperscn
Promoter

Cashier

Counter
Fromotional Item
Transacticon
Hon-Stock Transaction (S0) W

:::} ~f OK X Cancel
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c. Browse the data folder for the icitem9.dbf file allocated. Choose the options either Yes or
No for overwrite quantity b/f and overwrite price. Then click Import.

= Import ltem 3w

Impart from as’,

Overwrite Quantity B/f Mo W

Owerwrite Prices Yes W

=::::- Import £ Close

d. A message box will prompt out if you import successfully.

= : [me3]
MESSAGE “
Import from c:huse
Overwrite Quantity B/f o Import complete!

Overwrite Prices

G.K ...................... -
mport | 7 Close
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Add New Personnel Files

If you wish to add the new personnel example cashier, supervisor, salesperson/agent and
promoter/waiter, there are two ways:

a. Wizards > Add New Personnel File

To add a new Supervisor (Same steps for Cashier, Salesperson/agent and Promoter/\Waiter)

Introduction > Next > Choose Supervisor > Next > Fill in the necessary information details >
Next > Choose Location (if have any) > Save > Complete

] Add New Personnel Files 2

:ﬂ Add New Personnel Files

Select Personnel Role
£ Introduction

Select role for the personnel to be added.
¢ Select Personnel Role

Enter Personnel Details :> ® Supervisor
An employee who manitor and regulates the cashiers, promoter in their performance of assigned

or scheduled tasks.
Personal Setting

(") Salesperson | Agent
A person who employed to generate and dose leads, therefore turn prospetive customers into
actual sales.

Completed!

() Cashier
An employee who warks directly at a cash register where in restaurant, retail stores,
supermarket etc,

(") Promoter | Waiter

Promoter - An employee who sells or promote the product or idea in the retails stores,
Waiter - An employee who serve or take customer order in a restaurant.

Previous Mext Cancel
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e | Add New Personnel Files £2
’/ S Add New Personnel Files
- Introduction Enter Fersonnel Details (Supervisor)
\:_." Select Personnel Role Key in the personnel details. Those field with the indicator % ) are mandatory and cannot be left blank.
\;_." Enter Personnel Details
Supervisor ID * | 001 o
Personal Setting
Completed! Mame * | SUPERVISOR
Password x| wwy o
Previous Mext Cancel
s | Add New Personnel Files 2
,/ S Add New Personnel Files
. Introduction Completed!
o Select Personnel Role The new personnel files has been added successfully.
4 Enter Personnel Details
" Personal Setting
< Completed!
Add another personnel files Save Exit
Sage POS 2015 — User Guide 22 |Page




b. Maintenance > Personnel Files > Cashier > Add

Transaction Enqui Reports  Housekeeping Wi

Personnel Files r | Cashier |

Member Files 3 Supervisor
Customer Files k Salesperson [ Agent
Supplier Files k Promoter
Tourism Files J
ltern Files k
Miscellaneous Files L
Ttem
Item Opening Quantity

Fill in the necessary information for your cashier. Then click Save.

m

Cashier ID 001

Mame CASHIEE &
Passward III
Cash Amount |
Auto Update Ho |E|

Allow to give discount

Maximum Discount
Location | IE”

> Esve | o cance

Sage POS 2015 — User Guide
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You can view the Cashier list from the Listing. Same steps can be applied to create new
Supervisor, Waiter/Promoter and Salesperson/Agent.

Cashier |
ICashier ID Mame Location ~
Mool CRSHIER R
] W
[(add Edit Bl pelete | B Search Rl*Exit

Sage POS 2015 — User Guide

24 |Page



Import a Personnel Files

If you wish to Import a personnel files example for Cashier Listing (apply to others type of
personnel files) from previous POS version to the latest company you create in the 9.9.1.0
version onwards, below is the steps you can follow:

a. After you done export the cashier listing, you will get a dbf format file. If you are tick on
the XML format, then you will get xml format after you done export. You can do the
import using either one format file.

cashierd.dbf cashierd.xml

b. In this example, cashier9.dbf will be choose to be import into POS. Go to Housekeeping
> Import Data > Choose Cashier > Click OK

= Import Data @
Item A
Category

Group

Item Serial HNo.
Item Grade
Bill of Material
Service Item
Member
Customer
Supplier
Salesperaon

Mo Le
Lounter
Fromoticnal Item
Transaction
Hon-5tock Transaction (50) W

=:> ~F OK ¥ Cancel
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c. Browse the data folder for the cashier9.dbf file allocated. Then click Import.

Import from | a |

This PC

W Music
| Documents
g Desktop

=] Pictures
4 Downloads
B Vvideos
i Local Disk (C:)
[ (= Local Disk (D)
b cii DVD RW Drive (E:)
t~ ) Edearning

d. A message box will prompt out if you import successfully.

o Import complete!
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How to Issued an Invoice

1. Go to Transaction > Inventory transaction > Invoice > Click Add > Choose
customer > Click Next Page

< Invoice - INVO0005 = B[S

Header | petail | Summary
-

Reference Mo, INVO000S InW|ce
Date 1370372015 17:52 Period 3
Description SLLES
Customer Mo. 3000001 ¥| | CUSTOMER A Term
Agent w

Purchase Crder Mo.

Delivery Order Ma.
Update from the following transaction:

Delivery Order

Mext Page

Save w7 Cancel
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2. Choose the Item No. > then click Save Item

= Invoice - INVODDOS ||
Header | Detall | summary
Item Ma. a BE-BRD1 -
Description B | Cinnamon
Cuuantity [ = 1.00 i
Frice d T Remark 1
Discount f.00% 0,.00% 0,00 Remark 2
Tax ' SR 'l 6.00% a.14 Remark 3
Amiount 2.50 Remark 4
f
Save [tem cance| [hem
| Item Mo, Description Quantity Unit Frice Discount Tax Amount -
Total Amount 0.00
& save o Cancel
a. Choose Item No.
b. Description will show once you select the Item No.
c. Key in quantity amount
d. Price will be showing as Selling Price, you can amend the price.
e. You can select the tax code for this item.
f. Then click on Save Item. The item will be show as figure below. Click Save once you
done process on the Invoice.
<> Invoice - INVOD0O0S5 (== |[=]
Header  Detail | summary
Item Mo. i
Description
Quantity 0.00 b
Price 0.00 Remark 1
Discount 0.00% 0.00% 0.00 Remark 2
Tax - 0.00% 0.00 Remark 3
Amount 0.00 Remark 4
Save Item Cancel Item
| Item Mo, Description Quantity Unit Price Discount Tax Amount L]
1 BE-BED1 Cinnamon 1.00 2.50 0.00 0. 2.5U|
i v
Total Amount 2.50
Save x) Cancel
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3. Below is the Full Tax Invoice Report.

Sample Company
Jalan1
Taman 1
AL AYSIA
Company Reg No. :
GET Reg Mo, (BET-1234 T A x I N v n I c E
CUSTOMER A Invoica Ho.: Trial
Date: 13031015
temm
CUHTEnCY a 104
atén. - Printed On 13032015 13:10
tel. - Prnted By UES
fax : Fage 1
alcne. o 1000001
Hem Mo Dieeeription Duandidy Unit Price Discount Tafal E xel, GET Taotal Inel  Tax
G8T GET Code
BE-BRD1 Cinnaman 1x 250 0.00 238 RIS 250 SR
RINQQITAT=a TWO AND FIFTY CENTS OHLY Subtotal: 2ED
Discount 0,008 0.00
Total E sl of GET: 236
Acd G ET: 0.14
Total Incl. of G 5T 250
G8TSummary  Amount | Ter
iR T 2356 014
Tatal ltemis): 1 Authorized Signaturefs) Reczived By
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How to Issued a cash receipt

First, you need to have a cashier’s personnel information. To add a cashier’s personnel
information, please refer to the topic of Company Setup > Add New Personnel File.

a. To issue a cash receipt, please go to Transaction > Cash Receipt

Help

Engui Reports  Housekeeping  Wizards
Cash Receipt F12

"

ecelpt Recoras

Cash Recording
Deposit
Point Redemnption

Voucher [ssue

Tourism Transaction
Today's Sz Member Visual Record

Sales Order =5 Report
Inventory Transaction [

b. Fill in the password that you assign to the specific cashier, then click OK.

Cashier No. | CASHIER A |E||

Password | #es =l ]

«J OK X Cancel
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c. Search the item at Item No. You can amend the quantity, item price and discount amount

you prefer. Then Enter.

[

T 001, CASHIER A [Cash Receipt]
Welcome To Manual User Guide

RM 0.00

=] = | ==

Item No. Description Quantity Unit Pricefinc tax) Discount Tax Amount A
v
Item Mo. 001 ~| e Total Item(s) 0.00
Description Cafe Latte - Regular (HOT)
Quantity
Price 5.00
Discount 0.00% 0.00% 0.00
Tax SR 6.00% 0.45
Amount .00 Quantity Balance : 100.00
Customer
Information Accept Other

5 i Cashier : 001
B o E e B ceitcad [ mubiple paymen [ cancel B ot B Fest ey EX customes tnformation

d. Item Price will be showing at the left top corner of the Cash Receipt screen.

o 001, CASHIER A [Cash Receipt] =l = [ =
QTY:1.00 @ AMOUNT : RM 8.00
'RM_8.00 |
Item Mo, Description Quantity Unit Price(inc tax) Discount Tax Amount -~
1001 Cafe Latte - Regular (HOT) 1.00 .00 0.00 0.45 .00
]
Item No. v * Total Ttem(s) 1.00
Description
Quantity 0.00
Price 0.00
Discount 0.00% 0.00% 0.00
Tax 0.00% 0.00
Amount 0.00 Quantity Balance : 0.00
Customer
Information ACCEDE Other
5 i Cashier: 001
Eﬁn-lnld EC&# EﬁeﬂCaﬂ Ewpayrrﬂt(hmel EO&H EFHKey Omn'lelllfon'rﬂinn
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e. To close this transaction, you can choose the payment method either Cash, Credit Card,

or Multiple Payment. In this example, will be using Cash method. Press F3 for cash
method, or go Accept, Click on Cash.

o 001, CASHIER A [Cash Receipt] (== | =
Amount Due :
RM 8.00
Item Mo. Description Quantity Unit Price(inc tax) Discount Tax Amount L
1/001 Cafe Latte — Regulap (HOTA 1 nn 8.00 0.00 0.45 g.00
%2 Payment M. | 22
i ch =1
: Credit Card
| W
Ttem MNo. - Cheque Total Item(s) 1.00
Description
Quantity 0.00 Multi Payment Type
Price 0.00
Discount 0.00% 0.00% 0.00 Cancel
Tax 0.00% 0.00
Amount 0.00 Quantity Balance : 0.00
Customer
Information SEEETL Other
E i Cashier : 001
| F2 RIS E = Bl cedncad B multiple p2yment [ cancel E] ot | Fo IR0 B} customer information
f. Click on Summary to view the price amount either include or exclude (depend on your
pricing strategy setup).
= 001, CASHIER A [Cash Receipt] (== | =
Amount Due :
RM 8.00
Item Ma. Description Quantity Unit Price(inc tax) Discount Tax Amount L]
a 1001 Cafe Lac=c Sameslam tEOT —nl ] 0.00 0.43 .00
e Summary &3
_ GST (Exc GST) 7.55
] MNett 7.55
B 0.00 v
Item No. Tax 0.45 Total Ttem(s) 1.00
Description Grand Total 8.00
Quantity 0.00
Price a.00 ¥ Cancel
Discount 0.00% 0.00% 0.00
Tax 0.00% 0.00
Amount 0.00 Quantity Balance : 0.00
Customer
Information HoeerE it
ul Cashier: 001
B o E e B ceitcad  F muktiple paymen [ cancel E] ote B ey X customes Information
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g. Click OK to finish. Then Click Print/Preview for Cash Receipt.

o 001, CASHIER A [Cash Receipt] [o] = ==

Amount Due :

RM 8.00

Item Mo, Description Quantity Unit Price(inc tax) Discount Tax Amount ~
o 1001 Cafe Latte - Regular (HOT) 1.00 g.00 0.00 0.45 .00
N 2 Cash Payment &2
7 Total 8.00
= W

. Paid
Item Mo, Total Item(s) 1.00
Description Chal'lge 0 . 00
Quantity 0.00
- ] =

rice 0.00 @ :> J oK % Cancel Summary
Discount 0.00% | 0.00% -
Tax 0.00% 0.00
Amount 0.00 Quantity Balance : 0.00

Customer
Information Accept Other

B o= B e B ot cad

B rotive payment [ cancel

B ot

B Fe=vey

E¥ customer Information

Manual User Guide
Jalan 1

Compamy Reg No. :

sxarrares THAMK WO *ereseees
==Ex® PLEASE COME AGAIN ===

GS5T Reg MNo. :
TAX INVOICE
Invoice No.: CS 00001
Date : 168/0342015 10:16
Cashier # : oo
RM Code
Cafe Latte - Regular (HOT}
1= .00 .00 SR
Subtotal : 2.00
Total Excl. of GST T7.55
Total Ind. of GST &8.00
Payment : 8.00
Change Due : 0.00
Total ltemi=) : 1
GST Summary  Amount (R} Tax (RM)
SR @ 8% 7.55 0.45
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Pricing Strategy Calculation

How to calculate the Pricing Strategy of: Tax Inclusive

Example 1 Cash Receipt

Sample Company
Jalan 1
Taman 1

MALAYSIA
GS5T Reg No. :GST-1234

TAX INWOICE
Invoice No.: CS 00001
Date : 11/03/2015 15:25
Caghier # :
RM Code

a
Cinnamaon

1= 2.50 2.50 SR
b

Pineapple Cream Bun
1= 3.00 3.00 SR
Subtotal 5.5

C
Total Excl of GST 519
d Total ind. ofGST 550

Payment : 5.50
Change Due :

Total ltem(s) . 2

e
GST Summary  Amount (RN} Tax (M)
SR @ 5% 515 0.31

= PLEASE COME AGAIN ===

a. Item a, unit price RM 2.50.
i. Exclude GST: RM 2.36
ii. GSTamount: RM 0.14

b. Item b, unit price RM 3.00.
i. Exclude GST: RM 2.83
ii. GST amount: RM 0.17

c. Total Excl. of GST =RM 2.36 + RM 2.83 = RM 5.19
d. Total Incl. of GST =RM 2.50 + RM 3.00 = RM 5.50
e. GST summary,
By using the price exclude GST amount x 6% = RM 5.19 x 6% = RM 0.31
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How to calculate the Pricing Strategy of: Tax Exclusive

Example 2 Cash Receipt

Kevin Hardware Store
Jalan 1
Taman 1
MALEYSIA
Compamy Reg No. :
GST Reg Mo. :GST-13124

TAK INVOICE
Invoice Mo.: CS 00012
Date : 120032015 11:11
Cashier # : 001
a RM Code
Alluminium channel
1= 50.00 50.00 SR
AL, plain sheet
1= 5.00 5.00 SR
c Subtotal : 55.00
Total Excl of GST 55.00
d Taotal Ind. of GST 58.30
Payment : 58.30
Change Due : 0.00

Total ltemis) : 2

e
GST Summary  Amount (RWM} Tax RM)
SR @ 5% 55.00 3.30

= PLEASE COME AGAIN ===

a. lItem a, unit price RM 50.00
i Include GST: RM 53.00
ii. GST amount: RM 50 x 6% = RM 3.00

b. Item b, unit price RM 5.00
i Include GST: RM 5.30
ii. GST amount: RM 5 x 6% =RM 0.30

c. Total Excl. of GST = RM 50.00 + RM 5.00 = RM 55.00
d. Total Incl. of GST = RM 53.00 + RM 5.30 = RM 58.30
e. GST summary,
By using the price exclude GST amount x 6% = RM 55.00 x 6% = RM 3.30
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How to calculate the Pricing Strategy of: Tax Inclusive with Service Charge
10%

Example 3 Cash Receipt with service charge 10%

Sample Company
Jalan 1
Taman 1
KALAYSLA
GST Reg Mo. :GST-1234

TAX INWVOICE

Inwvoice Mo.: CS 00002
Date : 11/032015 168:52
Cashier # :

RM Code

Chocolate Cream Bun

1= 450 4.50 SR
b
Cinnaman
1= 2.50 2.50 SR
c Subtotal : .00
Service Charge 10% 0.55 SR
dTataI Excl of GST 727
€ Total Ind. of GST 7.70
Payment : 7.70
Change Due : 0.00

Total ltem(s) : 2
GST Summ ary Amount (RM ) Tax (RM}

SR @ 5% 72T 0.43
aaaaaaaaa THANK '\rv"DLI EEXEE EREER
***** PLEASE COME AGAIN %=

a. lItem a, unit price RM 4.50.
i. Exclude GST: RM 4.25
ii.  GST amount: RM 0.25

b. Item b, unit price RM 2.50.
i. Exclude GST: RM 2.36.
ii. GST amount: RM 0.14.

c. Service Charge 10% = RM 4.25 + RM 2.36 = RM 6.61 x 10% = RM 0.66

d. Total Excl. of GST =RM 4.25 + RM 2.36 + RM 0.66 = RM 7.27
Total Incl. of GST = RM 4.50 + RM 2.50 + RM 0.66 + (RM 0.66 x 6%) = RM 7.70
f. GST summary,

By using the price exclude GST amount x 6% = RM 7.27 x 6% = RM 0.43

@
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How to calculate the Pricing Strategy of: Tax Exclusive with Service Charge
10%

Example 4 Cash Receipt with service charge 10%

Kevin Hardware Store
Jalan 1
Taman 1
MALAYSA
Compamy Reg MNo. :
G5T Reg Mo. :G5T-13124

TAX INWVOICE
Invoice No.: CS 00014
Crate : 120302015 11:18
Cashier # : oo
a RM Code
AC. plain shest
1= 20.00 20.00 SR
Adluminium channel
1= 50.00 50.00 SR
C Subtotal : 70.00
Service Charge 10% 7.00 SR
d Total Excl ofGST 77.00
2 Tatal Ind. of GST 81.82
Payment : 81.62
Change Due : 0.00

Total ltemi(s) . 2

GST Summary  Amount (RM ) Tax(RM)
SR @ 5% 7700 462

222222222 THANK YUU EEEE TS
***** PLEASE COME AGAIN ===

a. lItem a, unit price RM 20.00
iii. Include GST: RM 21.20
iv. ~ GST amount: RM 50 x 6% = RM 1.20

b. Item b, unit price RM 50.00
iii. Include GST: RM 53.00
iv. ~ GST amount: RM 50 x 6% = RM 3.00

c. Service Charge 10% = (RM 20 x 10%) + (RM 50 x 10%) = RM 2 + RM 5 =RM7.00

d. Total Excl. of GST=RM 20 + RM 50 + RM 7.00 = RM 77.00
Total Incl. of GST =RM 21.20 + RM 53.00 + RM 7.00 + ( RM 7.00 x 6%)= RM 81.62
f. GST summary,

By using the price exclude GST amount x 6% = RM 77.00 x 6% = RM 4.62

@
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How to calculate the Pricing Strategy of: Tax Inclusive with Discount

Example 5 Cash Receipt with discount

Sample Company
Jalan 1
Taman -1
MaLAMNS1A
G ST Reg No. :{G5T-1234

TAX INVOICE

Invoice No.: CS 00003
Date : 1132015 20:05
Cashier # : oo
RM Code
a
Cinnamon
1= 2.50 2.50 SR
EEi'sc:-:lunt 5.00% - 0.13 237
Pineapple Cream Bun
1= 3.00 3.00 SR
Dizcount 5.00% - 0.15 2.85
c Subtotal : 522
Total Excl. of GST 453
d Total Inc. ofEST szz
Payment : 522
Change Due : 0.00

Total temis) : 2
(=]

GST Summary  Amount (RN} Tax(RM})
SR @ 5% 493 025

a. lItem a, unit price RM 2.50

i. Discount 5% : RM 0.13, after discount: RM 2.37

ii. Exclude GST: RM2.24
iii. GST amount: RM 0.13

b. Item b, unit price RM 3.00

i. Discount 5%: RM 0.15, after discount: RM 2.85

ii. Exclude GST: RM 2.69
ili. GST amount: RM 0.16

c. Total Excl. of GST=RM 2.24 + RM 2.69 = RM 4.93
d. Total Incl. of GST =RM 2.37 + RM 2.85 =RM 5.22

e. GST summary,

By using the price exclude GST amount x 6% = RM 4.93 x 6% = RM 0.29
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How to calculate the Pricing Strategy of: Tax Exclusive with Discount

Example 6 Cash Receipt with discount

Kevin Hardwanre Stone
Jalan 1
Taman 1
MALAYSIA
Compamy Reg Mo. :
G5T Reg Mo, :{G5T-13124
TAX INWOICE

Invoice Mo.: CSs oon1s
Date : 12032015 11:31
Cashier # : oo
a RM Code
Alluminium channel
1= Z0.00 S0.00 SR
Discount 10.00% - .00 45.00
C. plain sheet
1= 20.00 20.00 SR
Digcount 10.00% - 2.00 18.00
c Subtotal : G300
Total Excl. of GST §3.00
dTataI Ind. of GST 6578
Payment : 5578
Changs Due : 0.00

Total ltem(=s): 2
e

GST Summary Amount (RM ) TaxRM}
SR @ 6% §3.00 378
********* THMK "\rv"OU wkdd dkkkk
***** FPLEASE COME AGAIN ===

a. Item a, unit price RM 50.00
i.  Discount —10%: RM 5.00, after discount: RM 45.00
ii.  Include GST: RM 45.00 + (RM 45.00 x 6%) = RM 47.70
iii.  GST amount: RM 45.00 x 6% = RM 2.70

b. Item b, unit price RM 20.00
i.  Discount — 10%: RM 2.00, after discount: RM 18.00
ii.  Include GST: RM 18.00 + (RM18.00 x 6%) = RM 19.08
iii.  GST amount: RM 18.00 x 6% = RM 1.08

c. Total Excl. of GST = RM 45.00 + RM 18.00 = RM 63.00
d. Total Incl. of GST =RM 47.70 + RM 19.08 = RM 66.78
e. GST summary,
By using the price exclude GST amount x 6% = RM 63.00 x 6% = RM 3.78
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How to calculate the Pricing Strategy of: Tax Inclusive with Service Charge

and Discount

Example 7 Cash Receipt with service charge and discount

Sample Company
Jalan 1
Taman 1
MALAYSLA
Compamy Reg No. :
GST Reg No. :GST-1234
T A INWOICE
Invoice No.: CS 0000s

Date : 12032015 11:38
Cashier # : oo
a RM Code
Cinnamon
1= 2.50 2.50 SR
Discount 5.00% - 0.13 237
ineapple Cream Bun
1= 3.00 3.00 SR
Discount 5.00% - 0.15 2.85
c Subtotal : 5.22
Service Charge 10% 0.49 SR
drotal Excl. of GST 5 42
& Total Ind. of GST 5.74
Payment : 5.74
Changs Due : 0.00

Total ltem(s) : 2

GST Summ ary Amount (R Tax (M)
SR @ 6% 5.42 0.32
aaaaaaaaa THAMK YOI seessssss
***** PLEASE COME AGAIN =====

a. lItem a, unit price RM 2.50

i. Discount 5% : RM 0.13, after discount: RM 2.37

ii. Exclude GST: RM2.24
iii. GST amount;: RM 0.13

b. Item b, unit price RM 3.00

i. Discount 5%: RM 0.15, after discount: RM 2.85

ii. Exclude GST: RM 2.69
ili. GST amount: RM 0.16

e Qa0

GST summary,

By using the price exclude GST amount x 6% = RM 5.42 x 6% = RM 0.32
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40 |Page



How to calculate the Pricing Strategy of: Tax Exclusive with Service Charge
and Discount

Example 8 Cash Receipt with service charge and discount

Kevin Hardware Store
Jalan 1
Taman 1
MALAYSIA
Company Reg No. :
GST Reg No. :GST-13124
TAX INVOICE

Invoice Mo.: CS 00015
Drate : 1200202015 11:22
Cashier # : oo

a
Alluminium channel

1= S0.00 50.00 SR
Dizcount 10.00% - .00 45 00
hkt:. plain sheet
1= 20.00 20.00 SR
Dizcount 10.00% - 2.00 18.00
c Subtotal : §3.00
Service Charge 10% .30 SR
d Total Excl. ofGST §9.30
2 Total Ind. of GST 73.45
Payment : T3.468
Changs Due : 0.00

Total ltemis) : 2

GST Summ ary Amount (RM} Tax (RM)
SR @ 6% §9.30 416
ggggggggg THANK wOU ==s=esees
***** PLEASE COME AGAIN ===

a. lItem a, unit price RM 50.00
i.  Discount — 10%: RM 5.00, after discount: RM 45.00
ii. Include GST: RM 45.00 + (RM 45.00 x 6%) = RM 47.70
iii.  GST amount: RM 45.00 x 6% = RM 2.70

b. Item b, unit price RM 20.00
i.  Discount — 10%: RM 2.00, after discount: RM 18.00

ii.  Include GST: RM 18.00 + (RM18.00 x 6%) = RM 19.08

ilii.  GST amount: RM 18.00 x 6% = RM 1.08
Service Charge: = RM 45.00 + RM 18.00 = RM 63 x 10%= RM 6.30
Total Excl. of GST = RM 45.00 + RM 18.00 + RM 6.30 = RM 69.30
Total Incl. of GST = RM 47.70 + RM 19.08 + RM 6.30 + (RM6.30 x 6%) = RM 73.46
GST summary,
By using the price exclude GST amount x 6% = RM 69.30 x 6% = RM 4.16

e Qa0

Sage POS 2015 — User Guide 41 |Page



Sample Reports

Inventory Transaction > Sample Receive Format — Tax Inclusive

Sample Company
Jalan1
Taman 1
WALAYSIA
GST Reqg No. :G5T-1234 R E C E I V E
SUPPLIER A Referancs Ho.. RC 00041
Date 12035
temm
CurTenCy a 1.00
atin. Frinted On 12032015 16:38
= Printed By UES
fax : Page 1
alz ne. = 4000001
Iterm Mo Diegenption Dua iy Unit Price Discount Total Exel. GET TotalInel  Tax
G5T GET Cods
BE-BRD11 Chocoiata Crsam Bun 100 = 1.80 0.00 141.51 349 150,00 TX
BH-BROI0 Plneapple Cream Bun 100 = .00 0.00 186.65 11.32 Zoooo T
RIngQtM'sla THREE HUNDRED FIFTY ONLY Eubtotal 150,00
Diecount D.00% 000
Total Excl. of GET: 330,19
Add G BT 18831
Total Incl. of G 8T 350.00
GETSummary  Ameunt  Tex
TX @b 33019 1951
Tatal ltemis): 200 Authen=ed Signatuns(=) Rewived By
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Inventory Transaction > Sample Receive Format — Tax Exclusive

Kevin Hordware Store
Jalan1
Taman 1
WAL s S1A
GSTHeg No. :G5T-131248 R E c E I V E
X COMPANY Refersncs Ho.: ARG 000402
Date : 12032015
temm
currency a 1.040
atin. Printed On 127032013 16:32
el Prnnted By UEBS
fax Page 1
alc no. A000/501
e No. Dioeeription Dua ity Unit Price Discount Tafal E kel GET Total Inel Tax
GS5T GET Code
H5-ACDONTH Aluminium channal 1 5.00 0.00 5.00 0.30 B30 T
(double mourtan type)
H 3-4CPS1 ALC. plain sheet 1= 1000 .o 10000 .80 1080 TH
120 = 1202 £ mm
RInOQit frsia FIFTEEN AND MINETY CENTS QRNLY Subkotal: 15.90
Discount [.00% 000
Tokal Excl. of GET: 15.00
Ackd G ET: 080
Total Inel. of 55T 15,80
G8T Summary _ Amount  Tex
TX v g ) 15.00 [t
Total ltemia): 2 Authon=ed Signaturs (=} Reczived By
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Inventory Transaction > Sample Purchase Return Format — Tax Inclusive

Sample Company
Jalan1
Taman 1
WA ArSIA
e o, ‘BT 123 PURCHASE RETURN
SUPPLIER A Invoica Mo.: PR 00001
Date : 1202015
term
Currency a 1.00
atin. : Pritmed On 127032013 16:40
fel, - Printed By UES
fax : Page 1
alc ne. - 4000001
Item lo. Deccription Duaaniidy Unit Price  Discount Tofal E kel GET Taotal Inel  Tax
GST GET Code
BH-BROO Pinsappla Cream Bun 1x 200 0.00 1.88 0.11 200 TX
BE-BROM Chooiate Cream Bun 1x 1.50 0.00 1.42 0.08 150 TX
RInooit Msla THREE AMND FIFTY CENTS OHLY Subtotal: .50
Discount 0.00% 0.00
Total Excl. of GST: an
Audd G ET: 0.18
Total Incl. of GST: 3.50
ST Summary_ Ameunt _Tex
TX Be% 351 0ig
|Tatal ltemis): 2 Authenzed Signaturefs) Reczived By
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Inventory Transaction > Sample Purchase Return Format — Tax Exclusive

Jalan 1
Taman 1
WAL AYSIA

Kevin Hardware Store

GST HED No. [GST-13128

PURCHASE RETURN

Z COMPANY Invoica Mo PR 00002
Date : 1232015
term
curtency a8 100
atin. Printed On 12032013 16:33
= Printed By UES
Fax Page 1
alc na. 4000,Z01
Itam N o Deecription Duantiy Unit Price Discount Tatal E xal, GET Tatal Inel  Tax
GS8T GET Code
HS-LCPSZ AC. plain gheat 1= 10.00 0.00 10.00 0.80 1060 TX
120 = 120 23 mm
H3-ACS1 AL, Shesl 1% 2000 .00 20000 1.2 21.240 TH
& =23 Guagas
RIngglt M'sia THIRTY ONE AND EIGHTY CENTS ONLY Sublotal: 21.80
Discount 0005 0.a0
Total Excl, of GET: 30.00
Add G ET: 1.30
Total Inel. af 5T 31.30
GSTSummary  Ameunt | Tar
TX Bb6% 3000 180
Tatal ltemia): 2 Authoi=sd Signatunsf=) Reczived By
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Inventory Transaction > Sample Invoice Format — Tax Inclusive

Sample Company

Jalan 1
Taman 1
MaLAYSIA TAX INVOICE
GST Reqg No. (.GST-1234
CUSTOMER A Invoica Mo Trial
Date : 11z
temm
curTency a 1.00
atin. Printed On 117032015 15:47
el Frinted By UEBS
Fax Page 1
als . 000,001
Itarm N o Deecription Dz ridyr Unit Price Discount Total E xel. GET Total Inel  Tax
GET GET Code
BH-BRD Cinnaman 1 250 0.00 236 214 250 SR
BK-BRD0 Pineapple Cream Bun 1x 3.00 0.o0 243 oaT 300 SR
RIngo i M'sla FIVE AND FIFTY CENTS ONLY Subtotal: 1]
Discount 0005 000
Tokal Excl. of GET: =i
Adkd G ET: 0.31
Toial Inel. of 55T S50
SGETSummary___Ameunt  Ter .
SE B 6% 519 0351
Tatal Hemia): 2 Authonsed Signaturefs) Recmived By
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Inventory Transaction > Sample Invoice Format — Tax Exclusive

Kewvin Hardware Store
Jalan 1
Taman 1
WALAYSIA TAX INVOQICE
G5THeQ No. (GST-13124
A COMPANY Invoica Mo Trial
Date : M35
term
CurTenCY a 1.00
atm. - FPrinted On 117032015 1549
tel - Frinted By UES
Fax : Page 1
alc no. - 30007401
IHsm Mo Descrption Duandity Unit Price Discount Tofal E xel, GET Total Inel  Tax
GET GET Code
HS-ACDNT1 Aluminium channsl 1x 50.00 0.00 50.00 3.00 53.00 SR
{douhle mountan type)
HS-ACP 51 AC. plain shest 1= 2000 .0 2000 120 21.20 SR
120 % 120 x £ mm
R Ingol tRT'sla SEVENTY FOUR AND TWENT Y CENTS ONLY Subtotal: 7430
Discount 0L005% 0.0
Total Excl. of GET: T0.00
Acdd G 5T 420
Total Incl. of GST: 74.30
GSTSummary  Ampunt  Ter
5K, Ve ] T0.00 420
Total ltemia): 2 Authorized Signatunsfs) Rewived By
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Inventory Transaction > Sample Cash Sales Format — Tax Inclusive

Sample Company
Jalan 1
Taman 1
MALSYSLA
Company Reg No. :
GST Reg Mo. :GST-1234

Total ltem(s) : 2

SR @ &% 2.mM

TAX INVOICE
Invoice Mo.: Trial
Date : 12/03/2015 15:56
CUSTOMER A
RM
Cinnaman
1x 250 250
Pineapple Cream Bun
1x 3.00 3.00
Subtotal - 5.50
Service Charge 10% 0.52
Casgh: 6.05
Total Excl of GET 5.1
Total Ind. of GST 6.05

Code

GST Summary  Amount (RN} Tax RM)

0.34

SR

SR

SR
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Inventory Transaction > Sample Cash Sales Format — Tax Exclusive

Kevin Hardware Store
Jalan 1
Taman 1
MALSYSLA
Company Reg No. :
GST Reg No. :GST-13124

Total ltem(s) : 2

SR @ 6% T0.00

TAX INVOICE
Invoice Mo.: Trial
Date : 12032015 11:07
A COMPANY
RM
Alluminium channel
1= 50.00 50.00
AC. plain sheet
1= 20.00 20,00
Subtotal T0.00
Cash : T420
Total Excl of GST T0.00
Total Ind. of GST TL20

Code

SR

SR

GSTSummary Amount(RM}  Tax @M}
420
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Transaction > Sample Sales Order Format — Tax Inclusive (without discount)

Sample Company
Jalan 1
Taman 1
MALAYSLA,
GST Reg No. :GS5T-1234

SALES ORDER

Reference Mo.: Tral

Date : 11/032015 15:25
Cashier # :
RM Code
Cinnamon
1= 250 250 SR
Chocolate Cream Bun
1= 450 450 SR
Subtotal : T.00
Total Excl of GST §.81
Total Ind. of GST T.00

Total ltem(s) : 2

Transaction > Sample Sales Order Format — Tax Exclusive (without discount)

Kevin Hardware Store
Jalan 1
Taman 1
MALAYSLA
G5T Reg No. :G5T-13124

SALES ORDER

Reference Mo.: Tral

Drate : 080342015 16:12
Cashier # :
K COMPANY
RM Code
Alluminium channel
1= 50.00 53.00 SR
ALC. plain sheest
1= 20.00 21.20 SR
Subtotal : 7420
Total Excl. of GST T0.00
Total Ind. of GST 7420

Total ltemis) : 2
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Day End Activities

Print and Reconcile Report

Cash and Receipt Report

Example Cash Receipt:

Invoice Mo
Date :
Cashier # :

Cinnamon

Sample Company

Jalan 1
Tarnan 1
Malay=ia

Company Reg No. .COM-1234

G5T Reg No. :G5T-1234

TAX INVOICE
Duplicate Copy

» C3 00003

13032015 16:1
c1

A COMPANY

10=x  5.00

Subtotal :

Cash:

Total Excl. of GST
Total Ind. of GST

Payment :

Change Due :
Total ltemi=) : 10

G5T Summary  Amount (RN}
SR @ 5% 50.00

RM Code

Tax (M)
3.00

===* PLEASE COME AGAIN ===

SR
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If you want to print/preview the whole list of Cash and Receipt report of your company, please
goto

a) Reports > Cash and Receipt Reports > Receipt Report > Print/Preview

Housekeeping Wizards Help Exit

Cash and Receipt Reports J Receipt Report
Sales Reports 2 Sales Order Report
Inventory Reports L _
. d: F; e R Cash Recording Report
raded Item Repo ,
Location R ”Z R Credit Card Report
ocation Repo
- ECCT Report
Membership Report 2 Cheque Report
Arrivals Tourism Reports 2 Youcher Report
o Deposit Report
Management Reports 2 F-_ P
I Foreign Currency Report
Invoice
Ttem Special Discount Report
Cash Receipt Report
Typteal
Gy le Cowaiy
Castiins LD From (1 Yo (sssssses) Pagu 1 et ]
Comtes Foom [ To [eszza==s!
Cate Jram (01/01/3930 20:00] To [1L/03/201% 00:021
Date Rafarcoos N S3les Discont Tax Crard s Cweedlt Card Cheepaa Virushes Degosit
a Casdiaet
19/03/5088 16008 s 0003 c.00 3.00 22 00 83,50
fc.00 c.oo 3.0 &3 .00 $3.00 e.00 a.00 9.00 2.0
50.00 0.00 3.00 $3.00 $3.00 2.00 Q.04 4.00 0.00
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Product Sales Report

If you want to view your company’s product sales report, please go to

b) Reports > Sales Reports > Product Sales Report > Print/Preview

nquiry | Reports | Housekeeping  Wizards Help Bt

Cash and Receipt Reports

Sales Reports Product Sales Report

k
2
Inventory Reports k Service ltern Report
Graded ltem Reports ]
= E_ = Salesperson Sales Report
Location Reports L
Promuoter Sales Report
Membership Report 3
T E"T ersR = :D R Customer Sales Report
R Customer Sales Report - Product
i t Reports J
[ e Al Daily Sales Report
Invoice Tirne Report
Ttem Free ltern Report
Quick Start
Cash Receipt
Cochioe

Product Sales Report

Typtcal

Smmyle Compaimy
Category From [] To [zzzzzzz=] Page 1 of 1
Itam Ho. From [] To [Eeesss s ssssrssrse SEeses]
Cave From [01/0171930 00:00] To [14/0372015 Q0:00]
Thamm Mo . Dascripbion = TSR R T Croas Discount Crand
BE-BRD1 Cinnamor 20 150.00 155.00
BE-BROD10 Flneapple Cream Bun 1a 100.00 10&.00

40 260.00 0.00 2685 .00
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Daily Sales Reports
c) Reports > Sales Reports > Daily Sales Report

Sample Company - SAGE POS 2015

ction

ntofsi

lals

Enquiry

Reparlsl Housekeeping  Wizards Help  Exit

Cash and Receipt Reports

Sales Reports
Inventory Reports
Graded ltem Reports

Location Reports

b
b
b
b
b

Product Sales Report

Service ltem Report

Membership Report

Tourism Reports

Salesperson Sales Report

Promoter Sales Report

Management Reports

Customer Sales Report

Customer Sales Report - Product

Product Sales Report
Receipt Records
Sales Order

Quick Start
Cash Receipt
Cashier

Item

Receipt Records

Supervisor

Time Report
Free ltem Report

2
Daily Sales Report

Sample Comparry
Cashier ID From [1 Te [zzzzzzzz]

Counter From [] To [z=z=z=zz]
Date From [01,/01/1330 00:00] To [14/03/72015

Daily Sales Report

z00]

March
2015

Cashier :

-00

11

.00

Q.00

-00

5

(=]
v

Muli}

.00

-00

&

.00

-00

00| 24

.00

-00

00| 25

.00

-00

186

00| 26

.00

-00

17

00| 27

.00

-00

18

0ol 28

-00

LE00 - T O

-00

13

.00 23

.00

i
(=]

o|lo|lo|o|o|o|lo|lo|lo|o

-00

20

oclo(lo|lo|lo|o o
v

00| 30

o|lo|lo|lo|o|o|lo|lo|lo|o

.00

Page 1 of 1
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Post to Accounting

GL account mapping
1. Before post to Accounting, you have to map related GL account accordingly

Go to Housekeeping > Setup > General Setup > Account
2 General Setup @

Company | General | Regional || Sharing || View || Format | Account | Search

I‘I’ype of Account Description Account Mo, ~
Sales Related Credit Sales 0000,/000 |
| Cash Sales 00o00/000
Sales Return 0000/000
] Sales Discount 0000/000
| Sales Tax 00o00/000
a Misc. Charges (1) to Customer 0000/000
| Misec. Charges (2) to Customer 0000/000
Service Charge 0000/000
_|purchases Relatea Purchases 00004000
| Purchases Return 0000/000
| Purchases Discount 0000/000 W

oK X Cancel Apply

2. Click on the [Properties] button to change the Account No.

e General Setup [=]

Company || General || Regional || Sharing || View | Format | Account | Search

Type of Account Description Account No. ~
Sales Related Credit Sales 0000,/000 |
— T Account Properties 3
: Sales Related
N Account Description Credit Sales

| Account Mo, dooos000 -

" |Purchase:
0K X Cancel

W oK X Cancel Apply

(Note* Selected GL account MUST BE same exactly as the GL Account in Sage UBS
2015 Accounting.)

3. After done, click on [OK] or [Apply] button to save the changes
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Daily posting

Note: Below example are using the CS 00003 Cash Receipt to done the posting to Accounting,
Generate-03 and GAF. Same steps can be applied for all the reports type and include during
posting.

1. Go to Reports > Posting > Daily Posting
e Posting \El

Post To Accounting I
Daily Poating

Change Posting Status

Posting Properties

X Cancel

2. Select related Accounting data folder directory and click on [OK] button to proceed

—

ot Daily Posting =]
Post To c:\ubsacc20l15\sample company’

Date to Post 1370372015

[1rRe-Post
[ Append

View ~F DK » Cancel

3. After done, go to Sage UBS2015 Accounting > Periodic > Export/Import > Import from
DBF File > Import From GLPOST9.DBF

T Export / Import IEI

Import From DBF File

. IMPORT FROM GLPOSTS.DBF o
IMPORT FROM GLDATAZS.DBF

IMPORT FROM ARCUSIS.DEF

IMPORT FROM AFVENDS.DBF

IMPOET TRANSACTIONS (GST)

LR
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4. Select correct Period to import and Import to batch no. Click on [Verify] button to check

for the Transactions to be imported

% Import From DBF File =]
Import Transactions
IPeriod ta import 3|
Lazt date to import 1271273069
Source batch to import 0 0 for all
Ilmport to batch no. 1P I
Batch title SALES - JRN'2014
ITransactions to be imported 3 I () Sort by date
Trangactions already in batch a ® Sy ez
______________ () Sort by account no.
z (®) Withaut sarting
Impart LCancel

5. After posted, go to Transactions > Transaction File Maintenance
- Daily sales posted successfully

30150313 JCASH 2Ales

UBS ACCOUNTING SYSTEM a
Oae A No Flelsience Oeio Date Crede -
30150313 ICASE ASCOUNT 8.0} 3.00
£3.004 .00
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Generate GAF and GST-03

Export transactions

Before you can generate the GAF and GST-03 in Sage UBS2015 Accounting, you have export to
export transactions as step below:

1. Sage POS2015, go to Housekeeping > Import and Export > Export Data > Transaction
Ioex ~

Itex Sarial Ke.

Icey Jdrace
D11l of Material
Svrvice ltum

v X Cance

2. Select the “Export To” data folder directory and select the Batch

= Export Transaction B
wew [an1 v
Disk space avadable: 455983, 845,900 bytes
Dk space requred: 16,976 bytes
Disk space remained; 165,963,829, 424 bytes Eyshiate
Export To [::'kubsac:z':ﬁ“.uu:le company l
fheck Sxported RAMFQ Batch \3 >
- Trpe v
- Oate from 1270372015 00:00
™ Oate to 13/08/2015 16:21
- Export Option Exclode Exported Becord v
| X X Carcel -
| Creck @ M n R
B aEm— Careel
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3. Click on [Load] button to list out all the transactions

Y 5 I |

Check 8 [Tl rormrat

~ Export Transaction o
e ilass z
Dtk space avalable: 155,382,154, 400 bytes ()
Ok space regurad: 16,976 byles
Dk space remaned: 165,983,317, 424 bytes Tamuate
Export To a1\ubsacc2Cif\sasple coxpeny’ Baich
J)ed( Exported  Reference No. Date Oesophon -
| £ 08603 1370372018 16;01 CASM SALEY (PGS) |

= =

4. Select the transaction that want to export and click on [Export] button to proceed.

lo Expart Transaction =S
e :
ik e arvalatie: 165,953,334,400 bytes o
Owk zpace requred: 16,576 bytes
Digk soace rengned: 165,983,317,494 bytes Eynluate
Export To ci\ubsacc201S\sazple compeny’, Batch
Exported  Raference No. Date Desaption ~
‘w £S 00003 13/03/2015 36:01 CASH SAIES (FOS)
-
B v
Clched s [ o4 Formmt
|| o
5. Export complete
o Export Transaction R
S mm ;
Disk space avalsbe: 15,581,254, 592 bytes o
Dick spoce regured: B35 byte
Dk wpace remaned: 165,581,265,246 bytes Swuae
Expect To c:\ubsacc2t15) MESSAGE Batch
ek Exported  Reference 1 - &
o {1 €3 00003 o Bort completel ALE: (BGS) ]
- oK
] v
ClCheck 8 I L B S Pes——
[ oot || e Gance
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Import transactions
1. After export, go to Sage UBS2015 Accounting > Periodic > Export/Import > Import from
DBF file > Import Transactions (GST)

E2 Export / Import @

Import From DBF File

IMFORT FROM GLFOSTS.DBF -~
IMPORT FRCOM GLDATAS.DBF
IMFORT FROM RRCUSTS.DEF
IMPORT FROM AFVENDS.DBF

R A
P

2. Click on [Verify] button to check for the Transactions to be imported and click on Import
to proceed.

< Import From DBF File (=]

Import Transactions (GST)

(® Replace duplicates with items imported
() Do nat import duplicate items
() Clear all and import

Tranzactions to be imported 1

| | Irmport | | LCancel
Generate GAF
1. Go to Periodic > GST Audit File > GAF Generator

File Edr Formet View Help

C|Sage Software Sdn. 8hd. (forserly known as UBS Corporation Sdn. fhd.)|£441389.X[111]|€1/01/2214|31/83/2815[13/03/2015|Sage
UBS Accounting 2015|GAFv1.0.8|

STA COMPANY| [13/03/20815|CS 00003 |1|Cinnamon |50.00|1.08|SR| | XXX |0.00]0.00)
LI91/01/2814]3020/000 | CASH 1K HaND|OPENING BALANCE| ||| |0.00fe. 20 0.00|
LI13/03/2015]3820/008 | CASH IN HAND|CASH SALES (P0S)| [0e0e00a] TS Bad0|SALES]53.0a|0.00(53,00|
L121/01/2014]4880/028|GST Output Tax|OPENING BALANCE|]|]|0.00]2.00(0.09]|
LI13/83/2615]4800/028]GST Output Tax|A COMPANY| |D0008002|CS 00003 |SALES|@.08)3.00]-3,00(
LI81/91/2814]50083/000] CASH SALES|OPENING BALANCE|||]}9.00(8.00]0.08|
L113/93/2015]50083 /000 | CASH SALES|A COMPANY) |00000801[CS 00RG3 |SALES|9.00]50.00]-50.00]
Fl2|e.90|0.00|1|52.96]3.00|6|53.90|53.00]0.00|
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Generate GST Return
1. Go to GST Dashboard > Generate GST Return

— ’ Sage Software San. Bhd. (formerly kmown as UBS Corporation Sdn., Bhd.) < ACCOUNTING 5Y51
. File 1, Genensl 2 Oettors 3. Credtors 4 Tranzactions 3 Reports 6 Penodic 7, Houwsekeeping £ Tookes 9. Help 10, Connected Services

Carrwnt Tansthle Pusicd | D1RAN — T0E00M |
SebvosionPapment Oue Date | sucoaond
Total Outpnt T | w
Tt bipet Tan T
Mot GET Puyable / (Clabnuble) | _am|

Laat Ran Geveme GET R

2. Enter the correct date and click [Next] button to proceed
s |

mroducion
Welcome to Malaysis GST Resutn Report Wizsed
|‘~2) FanA: Regetered Exary tanatie person is requred to dcosust 1ar e in 3 GET ratum 2y using e CST92 form
Tha GST rstam (3 meQuited to D3 Aumishad 15 s Diecior Ganaral not later e st das ol e e wd of
on ) Ne tacabde pericd
|3) Pan B, fsum Detats ¥iMGes & SIATE PAIRONA LS BEOOT SO0 NG G ON TP 135 20 A1 M0 M3, e CST (LN S110043 36 LTeaned st
i Latar than e 1e51 02y of th thinty (30) Gaps mdohe
|'4 | PanC Ascaunu The siear will SR5L61 yOU IVOUZN 16 pracess Of Quiaialy e GST Hetun spait.

Har aon surmw Anportant Noses when pou B0 n e GST00 tuem

[§ ) PanD Dedaaten 11 Pleane Bt b LOCK LTINS s s ot son
- 2) Please refer 1o Coods and Senvices Tan (CST) Farm Guida

1 ¥ Gactarng 3 2er0 amount, please Nl iy V.
5] Plzee cantact Cuskan Coil Cantee o 1.350-38-5500 ( 037836 7200 o€ a-miak £c0@usioms Gou iy foc darfises aequiry

Lats gu of your genos

[racusia gasos- sruroue 01032015 | @

Noe: Phe b b d Babie
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)

[ 1] ) moosusen

Parv Go

PatE Reumn Detads

M=

) Part C - Adatonal
imocmanen

) #ad D Oscietcn

.G-;-qa

Pan 8 Return Details
) Ostout e

A1 oty Vadom of Standard Rated Supety *

] Toty! Oupet Tax L

61 npat Tax

@) Totai Valwe of Standard Rated ACqustion *

0] Toat et Tau
- Apo camed Hrward GSTreting

Baal 'Y
0.0
T) GST Amount Payash (ham 52 - 62) ¢

o
0) GOT Amcrert Ciamatle (Ban 00 - e S8l

1) D2 you coes Y cany rwatd ishd e GAT

ol

0o

3. Imported transactions show accordingly.

o OocOale  Document Tipe Cuslomes Descrighon Tax Code Tacasie Amount GST Amount

= |
CS 00002 13032015 |GC A COMPANY SR 280 00 i
TOTAL 50 00! 100
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