Post-dated Cheque & Post-dated Cheque Listing

Post-dated cheque is a cheque written by the drawer (payer) for a date in the future.

1) Firstly, go to “Customer” and click into “Customer Payment”.

File Edit View GL Supplier Sales Purchase Stock Production GST Inquiry Tools Window Help

£ Maintain Customer...

_‘ Customer |nvoice...
|/ Customer Debit Note...
ﬂ Customer Credit Note...
E} Customer Refund...

J Customer Contra...

~ Print Customer Document Listing...

= Print Customer Balance Report...

= Print Customer Due Document...

= Print Customer Aging Report...
[ Print Customer Statement...

i Print Customer Post Dated Cheque Listing...
i Print Cust Analysis By Doc
4 Print Customer Sales and Collection Analysis...

Maintain Customer

2) Click on “New” to create a new customer payment.

0O/R No. Date Customer Currency Amount U/A Amount A
ki Click here to define a filter
| |or-00030 07/01/2014 | ALPHA &BETA COMPUTER | — 100.00 100.00
| |or-00027 09/01/2014  |KITTY SECURITY SONBHD |  — 10,000.00 10,000.00 Delete
: OR-00003 11/01/2014  |KITTY SECURITY SDNBHD | — 4,000.00 4,000.00 Hsove |+
OR-00036 13/01/2014 | ALPHA &BETA COMPUTER |  —- 2.00 0.00 -
: OR-00047 18/01/2014  |A'BEST TELECOMMUNIC... s$ 1,000.00 1,000.00 Cancel
OR-00004 22/01/2014 | KITTY SECURITY SODNBHD |  — 6,000.00 0.00
| |oRr-00005 20f02/2014  |KITTY SECURITY SONBHD | — 10,000.00 0.00 ||| Refresh
: OR-00006 20/02/2014  |ALPHA &BETA COMPUTER | — 5,000.00 0.00 ’W‘
OR-00008 20/02/2014 | AB ENTERPRISE SDN BHD - 6,000.00 0.00
| |Mcor-00010 12/09/2014 | CASH SALES — 1,500.00 0.00 >
: MCOR-00011 15/12/2014  |ALPHA &BETA COMPUTER | — 10.00 10.00
19 receipts 45,516.50 16,681.50

ype Date Document No. Org. A s} di Paid Amt.
|03/01/2014 [1v-00013 333.00 0.00 333.00

1 doc 333.00 0.00 00| | Close




3) As usual, create a customer payment and tick to knock off the corresponding invoice. Make
sure the bank account and amount is correct.

o Customer Payment Entry [a] & =

2 Customer Code: ;J Cumrency: |S§ Nev

g‘ Project : —— Z] Rate: 1,0000 Edit

2

@l Customer Payment O/ No: CR-000S8 Delete

z Canceled [ | Non-Refundable [] ext No R- - | save |~

& Date : 16/06/2015 -

! Agent : LF v Cancel
Paid By : A'BEST TELECOMMUNICATIC Area — - Refresh
ReceivedIn: IMAYBANK ; maunt ; T
Bank Charge : 0.

= >
Cheque No mbb 123456 =4l Local &mount : 333.00
Description: |Payment For Account w |**| Unapplied Amt: 0.00
Knock-off Invoices / Debit Motes

Knock Off Grid
E T Date Doc No. Amount Outstanding
p[Iv_ 03/01/2014  |IV-00013 333.00 0.00
|vJospi/2014  |1v-00014 900.00 900.00
IV |19/01/2014 Iv-00002 7,500.00 7,500,00
Sdoc Total: 9,403.70 9,070.70

4) To set the payment as a post-dated cheque, simply point the cursor to the blank space
beside “Customer Payment” and right click. Click into “Set Posting Date”.

Knock Off Grid
£ Ty Date Doc No. A o ding Pay ~
IV 03/01/2014 | IV-00013 333.00 0.00 333.00 [v]]
| v |ospoy2014  |v-00014 900.00 900.00 0.00| [
v |19/01/2014  |1v-00002 7,500.00| 7,500.00 0.00 [ |
5 doc Totak 9,403.70 9,070.70 333.00 v

W Customer Payment Entry o] -E-) -
2 | Customer Code: lJ Currency: |5% Nev
g‘ Project : = ZI Set Posting Date... . Edit
@ Set Tax Date...
il Customer Payment soee Delete
Canceled [ | Non-Refundable [ ] e —
3 Save |v
W Copy Customer Payment
Paste Customer Payment Cancel
Paid By : A'BEST TELECOMMUNIC.ATI( Open Bank Deposit Refresh
ReceivedIn:  MAYBANK h Receipt Voucher Batch Print... rowse
Bank Charge : 0,53 Audit Trail
o >
Cheque No:  mbb123456 o Local Amount - 333.00
Description: |Payment For Account w |**| Unapplied Amt: 0.00
Knock-off Invoices / Debit Motes




5)

Select the actual posting date of the cheque. eg: 16" of July 2015. Then, click “OK”.

(= [@]=]

| N‘N| QUQ-I-IPEHV'| ﬁ

Paid By :  A'BEST TELECOMMUNICATIC
ReceivedIn:  MAYBANK E
Bank Charge : 0.53 _
Cheque Mo:  mbb123456 :jﬂ

Customer Payment Entry
Customer Code: Wzl Currency: ’SS—‘
Project : . :l Rate: 1.0000
ome onoms
Canceled []  Non-Refundable [] Next No OR-00057 '~
Date: 16/06/2015 |~

Description:

Payment For Account

- e

Knock Off Grid
£ Ty Date Doc No. Amount i
v [ozp12014  [1v-00013 | 333.00 H
IV |05/01/2014 |IV-00014 900,00 :
v 13/0y2014  |1v-00002 _ 7,500.00 7,500 | Teday Clear
5 doc Touals 9,403.70 5,070.70 333,00 v|

ue w

Refresh

Browse

Current Document Date: 16/06/2015




6) Now, you will see the posting date is clearly stated in the system. Click “Save”.

i Customer Payment Entry
e Customer Code: |5} - Currency: :53 |
g‘ Project : —eee Zl Rate: ' 1.0000:
@l Customer Payment O/RNo:  OR-00056
E. HED Next No DR 00057 L
7 Posting Date: 16/07/2015 Date: 16/06/2015 v
! Agent : LF z
Paid By :  A'BEST TELECOMMUNICATIC Aea: v
ReceivedIn:  MAYBANK | - | maunt ; Browse
Bank Charge : 0.53
= >
Cheque Mo:  mbb123456 J'd Local &mount : 333.00
Description: :PavmentFor Account Unapplied Amt: . 0.00]
Knock-off Invoices / Debit Notes =
Knock Off Grid
E Tye Date Doc Mo A o ing Pay ~
pIv_ 03012014  v-00013 333.00 0.00 333.00| vl |
Iv  |05/01/2014 Iv-00014 S00.00 900.00 0.00 []
IV |19/01/2014  |IV-00002 7,500.00 7,500.00 0.00 []
5 doc Total: 9,403.70 9,070.70 333.00 v
Close

7) From ledger report, by selecting the posting date and corresponding account, you will see
that the document date and transaction is clearly stated.

W Ledger Report [o[® )
Date w|§ 16/07/2015 v Wto |16/07/2015 Group By
[Ed#ccount Code ]
Account: vil.. [[] Account Description
Project: ] vl
Agent: | L4 |
Area: ¥ [[een
o Merge GL Code for same document
[J Exclude Project When Merging
@ General Ledger [J Use 2nd Desciiption
() Sales Ledger [Customer Control) Include Zero Closing Balance
(O Purchase Ledger [Supplier Control) Include Zero Transaction
Local Currency [ Foreign Currency
C S
= Date Ref1 Doc Date Description Description 2 Local DR Local CR  Local Balance
»[= Code :310-001 (MAYBANK)
. (15,137.50)
|| 16/07/2015 OR-00056 16/06/2015 |A'BEST TELECOMMUNICATION PTE LTD Payment For Account 333.00 0.00| (14,804.50)
16/07/2015 OR-00056 16/06/2015 \A'szsr TELECOMMUNICATION PTE LTD (Bank Charge) 0.00 0.53| (14,805.03)
333.00 0.53
333.00 0.53




8) To view the listing of post-dated cheques. Go to “Customer Reports” and select “Post Dated
Cheque Listing”.

Documents

‘Customer |

Aging Report

Post Dated
Cheque Listing
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Document Listing Statemant

of Account

Sales & Collection
Analysis
Due Document
Report

9) Select the date of the payment made (NOT the cheque posting date), and click “Apply”.
(You can filter the search by payment method, customer, agent and etc. before clicking

”Apply”.)

[l Dat
Payment Method: L] v I_ n E:xltaomm Code
cson: 0] g | (S o
[ c
S u v ] Payment Method
Area: [] | v ||: ["] Company Categary
["] Doc Project
Doc Project: m vi...|
Co. Category: m| v ..
[¢ s J
£ Receiv... Mature DocNo Cheque... Receivedin  Company Name  Cur... Amount Unapplied Knockoff...

<No data to display >

Count = 0.00




10) Upon clicking the “Apply” button, a list of post-dated cheque will be displayed.

Print PD Cheque As Per Group/Sort By:
(] Date
Payment Method: ] v |...] [] Customer Code
Customer: O Ll e g
[] Currency
Agent: O L] e
Area: O vi...] (] Company Category
o S
Curency: 3= o2
Doc Project: | v|...]
Co. Category: 0 vl...]
e —
l Received Date Mature Date DocNe Cheque Number  Received in Company Name Currenc... Amount  Unap... @
|MAYBANK |ABEST TELECOMMUNICATL... | — | 333,00 0,00/

H16/06/2015  16/07/2015 | OR-0... mbb123456
L

Count =1

333.00 0.00

333.00

~~~DONE~~~



Bounced cheque

A bounced cheque is a cheque that cannot be processed because the payer has insufficient funds or
written wrong/ incomplete information on the cheque.

1) Firstly, go to “Customer” and click into “Customer Payment”.

Supplier Sales Purchase Stock Production GST Inquiry Tools Window Help
‘3 Maintain Customer...

File Edit View GL

<‘ Customer Invoice...
@ Customer Payment...
| Customer Debit Note...
Lg Customer Credit Note...
Ej Customer Refund...

J Customer Contra...

. Print Customer Document Listing...
i Print Customer Balance Report...

= Print Customer Due Document...
i~ Print Customer Aging Report...

[ Print Customer Statement...

i Print Customer Post Dated Cheque Listing...
= Print Customer Analysis By Document...
a4 Print Customer Sales and Collection Analysis...

Maintain Customer

z 0O/R No. Date Customer Currency Amount U/A Amount A | New |

k=i Click here to define a filter

M Edit

| OR-00005 20/02/2014 KITTY SECURITY SDN BHD — 10,000,00 0.00

| OR-00006 20/02/2014 ALPHA & BETA COMPUTER —_— 5,000.00 0.00 Qeleh:

| OR-00008 20/02/2014 AB ENTERPRISE SDN BHD — 6,000.00 0.00 & save
15/12/2014 ALPHA & BETA COMPUTER | — | 10,00 10.00 Cancel

T R
| |or-00014 17/12/2014  |ALPHA &BETA COMPUTER | - 5.00 5.00 e
: VCOR-00013 17/12/2014 | ALPHA &BETA COMPUTER| -— 50.00 50,00 ’?‘
OR-00016 30/12/2014 | A'BEST TELECOMMUNIC...| -— 1,234.00 1,234.00
| |or-00018 30/12/2014 | A'BEST TELECOMMUNIC... | -—— 80.00 80.00
| |or-00021 31/12/2014 | AB ENTERPRISE SDN BHD e 100.00 100,00
19 receipts 45,516,50 16,681.50

Invoice/ Debit Note Knock Off
Document No.

Org. £

<No data to display>

Paid Amt,




3) Click “Edit”.

g Customer Payment Entry

e Customer Code: [300-A0002 E] Currency: —

g‘ Project : e Z]

;ﬁ'r 0/R No: MCOR-00011

z Cancelled [ ]  Non-Refundable [ ] ext No OR-00057 d "y

=4 Date: 15/12/2014 v -

3 Agent : sy v Cance
Paid By:  ALPHA &BETA COMPUTER Area: RAWANG - Refresh
ReceivedIn: MAYBANK-MASTER  [+| — “maunt ; Browse
Bank Charge : 0.00
Cheque No: i >
Description: |Payment For Account [+]+] Unapplied Amt: 10.00

E Ty Date Doc No. Amount Outstanding Pay

<No data to display >

doc Totalk

4) To set the payment as a bounced cheque, simply point the cursor to the blank space beside
“Customer Payment” and right click. Click into “Bounced Status”.

g Customer Payment Entry =N EoR ™<=
= Customer Code: ;J Currency: |-— Nev
g Project : - Z] Edt
i Ec
2l Customer Payment 0178 Mo MEoR-AonLS Delete
i Set Posting Date... =

Cancelled [ ] Non-Refundable [ hd —
5 Set Tax Date... - Save v
H " -
H I Bounced Status... I Cancel
N+ L
Paid By :  ALPHA &BETA COMPUTER Copy Customer Payment [+ Refresh
Receivedin: MAYBANKMASTER [+ Paste Customer Payment .00 PR
Bank Charge : 0.00 Open Bank Deposit
>
Cheque Mo Receipt Voucher Batch Print...
Audit Trail
Description: |Payment For Account i — FeFE 00
Knock-off Invoices / Debit Notes
Knock Off Grid
|2 Ty Date Doc No. Amount Outstanding Pay ~
pIv_ |01/01/2014 |4 100.00 100.00 0.00/ [ 1]
|V |12/01/2014  IV-00021 [ 100.00| 100.00 0.00| ] |
IV [13/01/2014  |CS-00007 7.50 5.50 0.00| []
7 doc Total: 11,197.50 6,195.50 0.00 v




5) Tick in box to bounce the payment. And set the bounce date. (For this case, the cheque is
posted on 16™ of July 2015, thus the bounce date should be later that 16" of July 2015).
Click “OK”.

6) The cheque will then be labelled as bounced, and the bounce date will be clearly stated.
Then click “Save”.

Customer Code: |Exsgliikl

g Currency: |- | | New ‘
Project : ’—‘
Edit
! Customer Payment p MCOR-00011 Delete
? Cancelled [ ] Non-Refundable 19,?'07,’20]] xth OR-00057 v H s
7 Date: 15/12/2014 | +| ~
| Agent : SY B Cancel
Paid By : ALPHA & BETA COMPUTER Area: RAWANG E "1 | Refresh
ReceivedIn:  MAYBANK-MASTER E] maunt : T
Bank Charge : 0.00 )
= >
Cheque Mo : j
Description: |Payment For Account - n'l Unapplied Amt: 10.00
Knock-off Invoices / Debit Notes -

» 01/01/2014 |4 100.00 100.00 0.00/ []
v [12/01/2014  |Iv-00021 100.00 100,00 0.00 [
IV |13/01/2014  [C5-D0007 7.50 5.50 0.00 [

7 doc Total: 11,197.50 6,195.50 0.00 v

J




7) From ledger report, by selecting the bounce date and the corresponding account, you can
clearly see the transaction is bounced.

O

Area: ] v
7E} Merge GL Code for same document
[ Exclude Project When Merging
@® Genersl Ledger [ WUse 2nd Desciiption
(O Sales Ledger [Customer Control) Include Zero Closing Balance
() Purchase Ledger [Supplier Control] Include Zero Transaction
[¥]Local Curency [ ] Foreign Currency
( A J
H Date Ref 1 Doc Date Description Description 2 LocalDR  Local CR Local Bal...
» : 310-003 (MAYBANK-MASTER)
==lance B 1,510.00
19/07/2015 MCOR-00011 |19/07/...J} ALPHA & BETA COMPUTER (Bounced) 0.00 10.00| 1,500.00
J & 0.00 10.00
0.00 10.00

~~~DONE~~~



