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FAQs and Manual for common scenarios encountered during data entry 
 

 

Advance given to a supplier  
 

In the system an advance voucher is created as a prepayment voucher. 

 

1. In the voucher type enter “Prepayment” 

2. The rest of the voucher entry will take place in the normal manner. Enter the voucher no., 

supplier name, date and amount and payment method as Check. 

3. In the line level enter the project, the task as 1, the award, the expenditure organization and the 

expenditure type. 

4. No distribution set needs to be entered. 

5. Click on Actions � Validate � OK to validate the voucher 
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Advance given and all is spent (there is no refund): 
 

Suppose the advance was of Rs. 1000 and expenditure is Rs. 1000 
1. We create a Prepayment voucher of Rs. 1000 which represents an advance voucher in the 

system. 

2. The rest of the voucher entry will take place in the normal manner. Enter the voucher no., 

supplier name, date and amount and payment method as Check. 

3. In the line level enter the project, the task as 1, the award, the expenditure organization and the 

expenditure type. 

4. No distribution set needs to be entered. 

5. Click on Actions� Validate � OK to validate the voucher 

 

 
 

6. When you get the adjustment voucher create a standard voucher of Rs. 1000 with the same 

supplier. The project and the expenditure type should be the same and the relevant distribution 

set should be entered. 

7. Validate the Standard voucher. 
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8. Now we apply the standard voucher to the Prepayment voucher. This process is called 

adjustment/application of prepayment in the system. 

9. Click on Actions and select Apply/Unapply Prepayment 
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10. Once you click on OK a new screen opens up which shows the prepayments available for 

prepayment 

11. Select the prepayment (select the checkbox ‘Apply’). Type in the GL date as the date of the 

adjustment voucher and then click on ‘Apply/Unapply’ 

12. Now validate the voucher once again. 
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Advance given and it is partially spent (there is partial refund): 
 

Suppose the advance was of Rs. 1000 and the expenditure was Rs. 600 and the refund was Rs. 400 
1. We create a Prepayment voucher of Rs. 1000 which represents an advance voucher in the 

system. 

2. The rest of the voucher entry will take place in the normal manner. Enter the voucher no., 

supplier name, date and amount and payment method as Check. 

3. In the line level enter the project, the task as 1, the award, the expenditure organization and the 

expenditure type. 

4. No distribution set needs to be entered. 

5. Click on Actions� Validate � OK to validate the voucher 

6. When you get the adjustment voucher create a standard voucher of Rs.1000 with the same 

supplier.  

7. At the line level the project and the expenditure type should be the same. There will be two lines 

entered at the line level. In Line Item 1 enter Amount as Rs. 600 and the distribution set as the 

relevant distribution set. And then in Line Item 2 and enter the amount as Rs. 400 and the 

distribution set as “Advance to Suppliers”. In both lines the expenditure type will be same as the 

prepayment voucher. 

8. Validate the Standard voucher. 

9. Now apply this voucher to the prepayment voucher of Rs. 1000 created earlier. Both the lines 

have to be applied separately. To apply click on Actions � Apply/Unapply Prepayment 
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10. Once you click on OK a new screen opens up which shows the prepayments available for 

prepayment. 

11. Select the prepayment (select the checkbox ‘Apply’). Type in the GL date as the current date and 

then click on ‘Apply/Unapply’ 

 

 
 

12. Now validate the voucher once again. 

 

13. Then create a credit memo of Rs. -400. Enter the same invoice date as the Rs. 1000 standard 

voucher. The project and the expenditure type will be the same as the expenditure type of the 

Advance Voucher. 

14. The Actions�Validate� OK. 
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15. Then make the payment of this voucher keeping the payment date same as the adjustment date. 

There is no need to enter the Payment Document. 
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Advance given and it is partially spent (there is partial refund): The refund voucher comes first 

and then the expenditure voucher is submitted. 

 

Suppose the advance was of Rs. 1000 and the expenditure was Rs. 600 and the refund was Rs. 400 

1. We create a Prepayment voucher of Rs. 1000 which represents an advance voucher in the 

system. 

2. The rest of the voucher entry will take place in the normal manner. Enter the voucher no., 

supplier name, date and amount and payment method as Check. 

3. In the line level enter the project, the task as 1, the award, the expenditure organization and the 

expenditure type. 

4. No distribution set needs to be entered. 

5. Click on Actions� Validate � OK to validate the voucher 

6. When you get the adjustment voucher create a standard voucher of Rs.1000 with the same 

supplier.  

7. At the line level the project and the expenditure type should be the same. There will be two lines 

entered at the line level. In Line Item 1 enter Amount as Rs. 600 and the distribution set as the 

relevant distribution set. And then in Line Item 2 and enter the amount as Rs. 400 and the 

distribution set as “Advance to Suppliers”. 

8. Validate the Standard voucher. 

9. Now apply this voucher to the prepayment voucher of Rs. 1000 created earlier. Both the lines 

have to be applied separately. The GL date for application is same as the GL date of the 

adjustment voucher. 
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10. Now validate the voucher once again. 

11. Then create a credit memo of Rs. -400. Enter the same invoice date as the Rs. 400 voucher. The 

project and the expenditure type will be the same as the expenditure type of the Advance 

Voucher. 

12. The Actions�Validate� OK. 

13. Then make the payment of this voucher keeping the payment date same as the adjustment date. 

There is no need to enter the Payment Document 

 

Income Tax Payment 
 

When Income Tax is to be paid for a certain voucher/supplier 

Suppose the voucher is of Rs. 1000 out of which Rs. 200 is deducted as TDS and the rest Rs. 800 is to 

be paid to the supplier. 

 

1. Create the standard voucher for Rs. 1000 in the name of the supplier. Enter the required details 

like the project number, task, award, expenditure type and the distribution set. Validate the 

standard voucher. 

2. Create a credit memo of Rs. -200. The supplier is the same. There is no need to enter the project 

no., task, award no. and expenditure type. The distribution set should be the same as the standard 

invoice created in Step 1. 

3. Create a standard invoice with the trading partner as “Income Tax Authority”. Do not enter the 

project no., award no., task no. Just enter the distribution set as the same as the standard voucher 

of step 1. 

4. Click on Actions � Validate � OK and validate all the invoices. 

 

For making the payment in this case we need to follow the following steps: 

 

1. Go to the payments form in the Payables responsibility 

2. Select Payment type as Manual and enter the supplier as supplier whose TDS is to be deducted. 

The payment date, amount, Account Name, payment document, Payment Process Profile, 

Document Number are entered. 

3. And then click on Enter/Adjust Invoices. 
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4. Enter the invoice no. for the standard invoice (Rs. 1000). The discount amount is zero by default 

and is left as it is. 

5. In the second line enter the invoice no. of the credit memo created above and enter the negative 

amount. 

6. Press Ctrl+S to save the payment. 

7. The payment to be made to the income tax supplier can be made in a similar manner. 
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Cancellation of voucher when payment has not been made: 
 

1. Search for the particular invoice in the invoices form. 

2. Select Actions � Cancel Invoice 

 

 
 

 

To cancel the invoice when the payment has been made 

 

The following steps are to be followed: 

 

1. To cancel the payment go to the payment workbench (payment form) 

2. Use the payment amount, and the payment date to search the requisite payment that is needed 

3. Once you find the payment click on Actions � Void. The Date here denotes the date of 

cancellation. 
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4. The void date and the GL date should be the same as the payment date. 

5. Once the payment is cancelled, the relevant invoice is to be cancelled in the manner described 

above. 
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Entering Fixed Deposit 
 

The fixed deposit entry is made in the payables module as follows: 

 

1. The entry at the header level is to be made as a standard voucher. The supplier is to be made in 

the name of the bank manager or the bank branch. 

2. At the line level there is no need to enter any project, task, award, expenditure organization, 

expenditure type. 

3. Under the distribution set enter Term deposits Surplus. The account to be entered while creating 

this distribution set is 110.30000.999.282100430.999.999. 

 

 


