
Back-Office Management System
User Guide



2

Copyright
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Canada, M3A 3R3. Telephone: 416.725.7928. Web: http://www.merang.com. All rights reserved.

The contents of this publication may not be stored in a retrieval system, transmitted, or reproduced in 

any form, by any means, in part of in whole, without the prior written permission of Merang.com Travel 

Inc.

Use of the Merang TravelOffice system is subject to the òTerms and Conditionsó of use provided to the 

agency.
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How to Access the TravelOffice System

ü To access the TravelOffice System, visit :

http://www.merang.net/login
(Please bookmark this page)

ü Select the module you wish to access.

ü Login using your agent id, agent password, 

and agency code that was assigned to you.

ü You must ensure that cookies are enabled

on your browser.

TIP: To access the system quickly, bookmark the log -in page, and create a desktop 

icon on your desktop. To create a desktop icon, simply click and drag the icon in the 

address bar (where the URL is located) of your browser.

Note: Invoices in the back-office module include only those that have been 

completed. (i.e. does not include invoices in òpendingó or òreviewó status). Any 

additional entries made to a completed invoice in the back -office module will change 

the invoiceõs status from òCompleteó to òAccountingó.
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The Back-Office Dashboard

The Back-Office Dashboard provides a quick, high-level overview of key indicators and financial information 

relevant to your business. The key indicators and financial information includes: 

üSales activity and reporting

üAmounts owing to your agency (from customers, suppliers, card processors)

üAmount your agency owes (to agents, suppliers, company credit card)

üTrust account information

The left -side menu enables you to manage your Companyõs master file profiles, manage completed invoices, 

generate management reports, and perform month -end general ledger posting and closing procedures.
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Sales Activity and Reporting
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Sales Activity Reports

Various Sales Activity reports can be generated to monitor the sales status of your agency at any point in 

time. The reports are generated based on all completed invoices (i.e. does not include invoices in 

òpendingó or òreviewó status). The types of Sales Activity reports that can be generated include:

üMonthly Report (for current or previous year)

üBranch Summary and Transaction Reports

üCustomer Summary and Transaction Reports

üAgent Sales Report

üSupplier Sales Report

To generate Sales Activity reports:

1. Click on the òSales Activityó title/link on the Back-Office Dashboard.

2. From the òSales Activity Reportsó filter box, select the type of sales report, the reporting period 

(please note your date format), the branch to report on, and customer id (for customer transaction 

reports).

3. Click on the òGenerate Sales Reportó button, and the report will be created in a new window.



8

Branch Commission

The òBranch Commissionó feature in the left-side menu is for travel companies that need to track 

commission payments to their branch offices for branch office sales.

To view a list of branch commissions:

1. Click on the òBranch Commissionó option from the left-side menu.

2. From the òView Branch Activityó filter box, select the Branch code, the reporting period (please 

note your date format). To view all commissions, leave the dates blank, and to view only 

outstanding commissions owing, click on the checkbox. 

3. Click on the òShow Branch Activityó button, and the report will be created with a list of branch 

commissions.
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Branch Commission

(Contõd.) To record payments made to branch office for commissions earned:

1. Select the transactions from the list that were paid by clicking on the checkboxes.

2. Enter the date paid, and enter a reference 

number (e.g. bank confirmation number or 

cheque number).

3. Click on the òRecordó button. 

4. A new window opens, summarizing the

transaction amounts and total to pay.

5. Input any adjustments (e.g. head -office 

charges) to deduct from the amount 

owing, and click on the òCalculateó button.

6. Click on the òConfirm Branch Commissions Paidó

button to finalize and save the amounts to the 

system.

7. A Branch Commission Statement is generated

summarizing all amounts. The statement can be

printed and provided to the Branch Office.

8. Click on the òClose Windowó button to close

the window.
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Amounts Receivable

(from Customers, Suppliers, and Card Processor)
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Customer Receivables

The òAccounts Receivable ðCustomeró section enables you to manage all of the amounts receivable from 

your customers, reconcile the actual amounts received against your statements (in preparation for 

accounting), and generate various reports. 

Click on the òAccounts Receivable ðCustomeró title/link on the Back-Office Dashboard, which will display 

the details of the invoices and amounts owing from various customers. The list can be further filtered (by 

invoice number, last name, booking date, and/or reference number) using the search/filter box.
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Customer Receivables > Record Amount Received

To record an amount received from a customer:

1. Click on the òReceivedó link related to the invoice in the customer receivables listing.

2. A new òCustomer Payment Receivedó box

opens, summarizing the total amount

receivable and amounts received to -date.

3. Click on the òAdd Paymentó button to add

a new amount received from customer. 

4. A new payment slip window opens. 

Complete all details on the slip and click on 

the òAdd Paymentó button to save the 

details.

5. The òCustomer Payment Receivedó box 

automatically updates, and displays the 

remaining balance due from the customer.

6. To add another payment, click on the òAdd Paymentó button, which

will open a new payment slip window, or click on the òClose Windowó

button to close the òCustomer Payment Receivedó box.

7. Closing the òCustomer Payment Receivedó box will close the window

and refresh the previous òAccounts Receivable ðCustomeró list.
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Customer Receivables > Reconcile Cash Receipts

Reconciling of all amounts received and paid is recommended as an added control to verify that all amounts 

entered into the system are accurate, and the reports and accounts balance properly. Click on the 

òReconcile Cash Receiptsó option from the left-side menu, which will display the details of the cash 

payments received from customers by invoice number. To reconcile payments received from customers by 

credit card payment (i.e. receivable from your card processor), see the òCard Processor Receivablesó 

section).

Amounts received by cash from Customers should be reconciled to your Bank Account statement

where the cash is deposited. To reconcile the amount:

1.Click on the òReconcile Cash Receiptsó option from the left-side menu. Filter the list of items to  

reconcile, as required.

2.From the list, click on òReconcileó next

to the invoice and amount that matches

to the amount deposited to your bank

account.

3.A new òreconcileó slip opens in a new window. Enter the date the amount 

was deposited into your bank account and click on the òReconciledó button

to record the reconciliation to the system.

4.Once the reconciliation information is saved, the slip closes and the 

previous screen containing the list of items to reconcile refreshes.
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Customer Receivables > Customer Receivable Reports

Various Customer Receivable reports can be generated to monitor the amounts owing to your agency from 

your customers, at any point in time. The reports are generated based on all completed invoices (i.e. does 

not include invoices in òpendingó or òreviewó status). The types of Customer Receivable reports that can be 

generated include:

üMonthly Summary (for current or previous year)

üCustomer Receivable Aging Summary

üCustomer Receivable Detailed Report

To generate Customer Receivable reports:

1. Click on the òCustomer Receivable Reportsó option from the left-side menu.

2. From the òCustomer Receivable Reportsó filter box, select the type of report to generate.

3. Click on the òGenerate Reportó button, and the report will be created in a new window.
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Supplier Commission Receivables

The òAccounts Receivable ðSupplieró section enables you to manage all of the commissions receivable from 

your suppliers, reconcile the actual amounts received against your statements (in preparation for 

accounting), and generate various reports. 

Click on the òAccounts Receivable ðSupplieró title/link on the Back-Office Dashboard, which will display the 

details of the invoices and commission amounts owing from various suppliers. The list can be further filtered 

(by invoice number, supplier, booking date, and/or reference number) using the search/filter box.

TIP: If you are recording commission amounts for multiple invoices received from 

the same supplier, select the supplier name from the drop -down list in the filter box 

and click on the òlockó checkbox. Then after you record each amount received for an 

invoice (see next page for how to record an amount received), the list will refresh with 

only the specified suppliers invoice.
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Supplier Receivables > Record Commissions Received

To record commission amounts received from a supplier:

1. Click on the òReceivedó link related to the invoice in the supplier receivables listing.

2. A new òCommission Receivedó box

opens, summarizing the total amount

receivable and amounts received to -date.

3. Click on the òAdd Commission Receivedó 

button to add a new amount received from 

the supplier. 

4. A new commission received slip window 

opens. Complete all details on the slip and 

click on the òAdd Commission Receivedó 

button to save the details.

5. The òCommission Receivedó box 

automatically updates, and displays the 

remaining balance due from the supplier.

6. To add another commission amount received, click on the 

òAdd Commission Receivedó button, which will open a new 

slip, or click on the òClose Windowó button to close the 

òCommission Receivedó box.

7. Closing the òCommission Receivedó box will close the window

and refresh the previous òAccounts Receivable ðSupplieró list.
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Supplier Receivables > Reconcile Commissions Received

Reconciling of all commission amounts received is recommended as an added control to verify that accounts 

balance properly and reconcile to the actual amount deposited to your bank account. Click on the 

òReconcile Receivablesó option from the left-side menu, which will display the details of the commissions 

received from suppliers by invoice number. 

Commission amounts received from suppliers and recorded in the system should be reconciled to 

your Bank Account statement where the commissions are deposited. To reconcile the amount:

1.Click on the òReconcile Receivablesó option from the left-side menu. A list of commission amounts 

that need to be reconciled is displayed. Filter the list of items to reconcile, as required. To see all 

items, including those previously reconciled, click on the checkbox in the filter box.

2.From the list, click on òReconcileó next

to the invoice and amount that matches

to the commission amount deposited to 

your bank account. (note: to reverse or modify a previous amount 

reconciled, view all previous amounts reconciled by clicking on the 

checkbox in the filter box, and click on òEditó next to the invoice and 

amount that you want to reverse or modify).

3.A new òreconcileó slip opens in a new window. Select òYesó in the amount

reconciles drop-down list and enter the date the amount was deposited 

into your bank account. Click on the òReconciledó button to record the 

reconciliation to the system.

4.Once the reconciliation information is saved, the slip closes and the 

previous screen containing the list of items to reconcile refreshes.
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Supplier Receivables > Supplier Receivable Reports

Various Supplier Receivable reports can be generated to monitor the commission amounts owing to your 

agency from your suppliers, at any point in time. The reports are generated based on all completed invoices 

(i.e. does not include invoices in òpendingó or òreviewó status). The types of Supplier Receivable reports 

that can be generated include:

üMonthly Summary (for current or previous year)

üSupplier Receivable Aging Summary

üSupplier Receivable Detailed Report

To generate Supplier Receivable reports:

1. Click on the òSupplier Receivable Reportsó option from the left-side menu.

2. From the òSupplier Receivable Reportsó filter box, select the type of report to generate. For the 

òDetailed Supplier Receivable Reportó, you must also select the supplier name from the drop-down

list.

3. Click on the òGenerate Reportó button, and the report will be created in a new window.
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Card Processor Receivables

The òAccounts Receivable ðCard Processoró section enables you to reconcile amounts receivable from your 

card processor for customer payments received by credit card, to the reports from your card processor and 

the amount deposited into your bank account. 

Click on the òAccounts Receivable ðCard Processoró title/link on the Back-Office Dashboard, which will 

display the details of the invoices and commission amounts owing from various suppliers. The list can be 

further filtered (by invoice number and/or date received) using the search/filter box. To view previous 

amounts reconciled also, click on the checkbox in the filter list.
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Card Processor Receivables > Reconcile Amount Received

Reconciling of credit card payments received from customers and recorded in the system to your credit card 

processorõs reports and bank account is recommended as an added control to ensure that all amounts are 

received accurately from your credit card processor. 

Payments received from your customers by credit card and recorded in the system should be 

reconciled to the credit card statements from your Card Processor and to your Bank Account 

statement where the amounts are deposited. To reconcile the amount:

1.Click on the òAccounts Receivable ðCard Processoró title/link on the Back-Office Dashboard. A list 

of amounts that need to be reconciled is displayed. Filter the list of items to reconcile, as required. 

To see all items, including those previously reconciled, click on the checkbox in the filter box.

2.From the list, click on òReconcileó next

to the invoice and amount that matches

to the amount in the Card Processor report and

deposited to your bank account. (Note: to modify or reverse a previous 

amount reconciled, view all previous amounts reconciled by clicking on the

checkbox in the filter box, and click on òEditó to modify or òDeleteó to 

reverse the amount).

3.A new òreconcileó slip opens in a new window. Enter the date the amount 

was deposited into your bank account. Click on the òReconciledó button 

to record the reconciliation to the system.

4.Once the reconciliation information is saved, the slip closes and the 

previous screen containing the list of items to reconcile refreshes.
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Amounts Payable

(to Agents, Suppliers, and Company Credit Card)
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Agent Payroll

From the òAgent Payrolló section, commission amounts owing to agents can be managed. The commission 

amounts owing to agents are automatically calculated for completed invoices (i.e. not for invoices in 

òpendingó or òreviewó status) based on the agentõs commission rate entered in the Agentõs profile.

Click on the òAgent Payrolló title/link on the Back-Office Dashboard, which will display the details of the 

commission amount owing to a selected agent, by invoice. From the òView Agent Activityó box, select the 

agent to see the specific activity. The list can be further filtered (by booking period, and/or to only view 

those invoices where commission payroll is still owing to the agent) using the search/filter box.
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Agent Payroll > Record Commission Paid

To calculate and record commission amounts paid to a agents:

1. After filtering for the specific agent, select the invoices to pay by clicking on the checkboxes 

related to each invoice. Enter the date paid and the cheque number. Click on the òRun Payrolló 

button to generate a òPayroll Run Reportó.

2. In the òPayroll Run Reportó, enter the 

period of the payroll run.

3. Enter the òTotal Commission Incomeó,

which is either the Gross Commission

Income calculated from the invoices, the

agentõs base salary, or some other amount.

4. Enter the other payroll amounts, such as

agent expenses, payroll taxes, and/or other

adjustments. Click on the òCalculate Totalsó

button to recalculate the amounts.

5. Click on the òSubmit Payrolló button to

record and save the amounts to the system.

6. An òAgent Statementó is then generated, 

which can be printed and provided to 

the agents. Click on òClose Windowó to

close the window.



24

Agent Payroll > Payroll Reports

Various Payroll reports can be generated to monitor the amounts paid to your agents, at any point in time. 

The reports are generated based on all completed invoices (i.e. does not include invoices in òpendingó or 

òreviewó status). The types of Payroll reports that can be generated include:

üMonthly Summary (for current or previous year)

üAgent Commission Summary Report

üAgent Payroll Statements

To generate Payroll reports:

1. Click on the òPayroll Reportsó option from the left-side menu.

2. From the òPayroll Reportsó filter box, select the type of report to generate. For the òAgent 

Commission Summary Reportó, you must also select the agent name from the drop-down

list. For the òAgent Payroll Statementsó you must also select the Payroll Run No. from the drop-

down list.

3. Click on the òGenerate Reportó button, and the report will be created in a new window.
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Supplier Payables

The òAccounts Payable ðSupplieró section enables you to manage all amounts payable to your suppliers, 

reconcile the actual amounts paid against your statements (in preparation for accounting), and generate 

various reports. 

Click on the òAccounts Payable ðSupplieró title/link on the Back-Office Dashboard, which will display the 

details of the invoices and commission amounts owing to various suppliers. The list can be further filtered 

(by invoice number, supplier, booking date, and/or reference number) using the search/filter box.

TIP ðRecording Batch Payment to Supplier: To record amounts for multiple 

invoices paid to the same supplier, simply filter the list for that particular supplier. In 

the filtered supplier list, click on the checkboxes for the relevant invoices and then 

click on the òRecord Batch Paymentó button at the bottom. Complete the payment slip 

that opens, and click on the òAdd Paymentó button to save the entry for all selected 

invoices.
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Supplier Payables > Record Amount Paid

To record amounts paid to a supplier:

1. Click on the òPaymentó link related to the invoice in the supplier receivables listing.

2. A new òSupplier Paymentsó box

opens, summarizing the total amount

payable and amounts paid to -date.

3. Click on the òAdd Supplier Paymentó 

button to add a new amount paid to 

the supplier. 

4. A new payment slip window 

opens. Complete all details on the slip and 

click on the òAdd Paymentó 

button to save the details.

5. The òSupplier Paymentsó box 

automatically updates, and displays the 

remaining balance owing to the supplier.

6. To add another amount paid, click on the 

òAdd Supplier Paymentó button, which will open a new 

slip, or click on the òClose Windowó button to close the 

òSupplier Paymentsó box.

7. Closing the òSupplier Paymentsó box will close the window

and refresh the previous òAccounts Payable ðSupplieró list
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Supplier Payables > Reconcile Amount Paid

Reconciling of all amounts paid is recommended as an added control to verify that accounts balance 

properly and reconcile to the actual amount deposited to your bank account. Click on the òReconcile 

Paymentsó option from the left-side menu, which will display the details of the amounts paid to suppliers by 

invoice number. 

Amounts paid to suppliers and recorded in the system should be reconciled to your Bank Account 

statement from which supplier payments are made. To reconcile the amount:

1.Click on the òReconcile Paymentsó option from the left-side menu. A list of amounts paid to  

suppliers that need to be reconciled is displayed. Filter the list of items to reconcile, as required. 

To see all items, including those previously reconciled, click on the checkbox in the filter box.

2.From the list, click on òReconcileó next

to the invoice and amount that matches

to the amount withdrawn from your 

bank account. (note: to modify or reverse a previous amount 

reconciled, view all previous amounts reconciled by clicking on the 

checkbox in the filter box, and click on òEditó or òDeleteó next to 

the invoice and amount that you want to modify or reverse).

3.A new òreconcileó slip opens in a new window. Enter the date the 

amount was withdrawn from your bank account. Click on the 

òReconciledó button to record the reconciliation to the system.

4.Once the reconciliation information is saved, the slip closes and the 

previous screen containing the list of items to reconcile refreshes.
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Supplier Payables > Supplier Payable Reports

Various Supplier Payable reports can be generated to monitor the amounts owing to your suppliers, at any 

point in time. The reports are generated based on all completed invoices (i.e. does not include invoices in 

òpendingó or òreviewó status). The types of Supplier Payable reports that can be generated include:

üMonthly Summary (for current or previous year)

üSupplier Payable Aging Summary

üSupplier Payable Detailed Report

To generate Supplier Payable reports:

1. Click on the òSupplier Payable Reportsó option from the left-side menu.

2. From the òSupplier Payable Reportsó filter box, select the type of report to generate. For the 

òDetailed Supplier Payable Reportó, you must also select the supplier name from the drop-down

list.

3. Click on the òGenerate Reportó button, and the report will be created in a new window.
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Company Credit Card Payables

The òAccounts Payable ðCompany Credit Cardó section enables you to reconcile amounts paid to your 

supplier by company credit card that are recorded in the system, to the credit card statements received. 

Click on the òAccounts Payable ðCompany Credit Cardó title/link on the Back-Office Dashboard, which will 

display the details of the invoices and amounts paid to various suppliers by company credit card. The list 

can be further filtered (by invoice number and/or date paid) using the search/filter box. To view previous 

amounts reconciled also, click on the checkbox in the filter list.
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Company Credit Card Payables > Reconcile Amount Paid

Payments made to your suppliers by credit card and recorded in the system should be reconciled to 

the credit card statements received and to your Bank Account statement from where the credit card 

payments are made. To reconcile the amount:

1.Click on the òAccounts Payable ðCompany Credit Cardó title/link on the Back-Office Dashboard. A 

list of amounts that need to be reconciled is displayed. Filter the list of items to reconcile, as 

required. To see all items, including those previously reconciled, click on the checkbox in the filter 

box.

2.From the list, click on òReconcileó next

to the invoice and amount that matches

to the amount in the Credit Card statement and

paid from your bank account. (Note: to modify or reverse a previous 

amount reconciled, view all previous amounts reconciled by clicking on the

checkbox in the filter box, and click on òEditó to modify or òDeleteó to 

reverse the amount).

3.A new òreconcileó slip opens in a new window. Enter the date the amount 

was paid from your bank account (i.e. the date the credit card statement

was paid). Click on the òReconciledó button to record the reconciliation to 

the system.

4.Once the reconciliation information is saved, the slip closes and the 

previous screen containing the list of items to reconcile refreshes.
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Cash Trust Account
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Cash - Trust Account

Certain jurisdictions require the customer deposits be held in trust, and suppliers be then paid from the 

same trust account. The remaining difference represents the commission earned by the travel company that 

can then be transferred to the travel companyõs general account to be used for other business expenses 

(e.g. overheads). The following diagram and example represents generally how the Trust Account operates:

Keeping track of how much commission earned by the travel company that can be transferred to the 

companyõs general account can be time consuming and difficult. To make it easier, the òCash ðTrust 

Accountó feature has been designed for travel companies that need to track the commission amount in the 

Trust Account that can be transferred to the general account. Amounts of commission earned that can be 

transferred is tracked by the system by invoice number.

Trust 

Bank Account

General 

Bank Account

Customer

Customer pays $1000

For travel services.

Supplier paid

$900 net cost

for the travel services.

Supplier

$100 Commission 

Earned can be transferred.

j
k

l

Note: As a control, only those invoices where both the customer deposits and the 

supplier payments have been reconciled (see previous sections to reconcile) to the 

Trust Bank Account will appear in the òCash ðTrust Accountó listing. This is to prevent 

the transfer of commissions where a customer deposit has not yet been received or 

supplier payment not yet made.
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Cash - Trust Account

To view a list of commission amounts that can be transferred from the Trust Account, by invoice:

1. Click on the òCash ðTrust Accountó title/link on the Back-Office Dashboard, which will display the 

details of the invoices and commission amounts that can be transferred. The total amount available 

to be transferred is stated at the bottom of the list.

2. Search for a specific invoice by entering the invoice number in the òTrust Accountó search box. To 

also view invoices where the amounts have been transferred, click on the checkbox. Click on the 

òSearch/Filter Listó button.
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Cash - Trust Account > Record Commission Transferred

To record commission amounts transferred from the Trust Account to the General Account:

1. Select the transactions from the list that were transferred by clicking on the checkboxes.

2. Click on the òTransfer Commissionó button.

3. A new window opens, summarizing the

transaction amounts transferred to record.

4. To modify any amount, click on òEditó. A new

slip opens where you can change the amount

transferred for that invoice. Click on the

òModify Transferó button to change the amount

and refresh the òTransfer Summaryó window.

5. Enter the date of the transfer, as per you back

account statement, and your bankõs confirmation

or reference number. 

6. Click on the òRecord Commission Transferó button 

to record the amounts transferred for these 

invoices in the system.

7. A òTransfer Statementó is generated showing 

the list of invoices where the commission amounts

were transferred. The Status column shows where

the full amount was transferred (òCompleteó) or where an amount remains to be transferred 

(òOutstandingó). Click on the òClose Windowó button to close the window.
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Other Management and

Reporting Features
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Other Management and Reporting Features

The following management and reporting features are available from the left -side menu which are required 

to make changes and manage completed invoices (if required), generate management reporting, perform 

General Ledger postings for accounting purposes, and to close the invoices.

ü Invoice Management

üManagement Reporting

üGL Posting and Closing

These three features are available from the left -side menu of the main òDashboardó page. The next section 

will cover each of these features in further detail.
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Invoice Management

The òInvoice Managementó section enables you to manage all of the completed invoices; i.e. invoices with a 

status of òCompleteó or òAccountingó. Click on the òInvoice Managementó option from the left-side menu in 

the Dashboard page. Search for an invoice by entering the invoice number, customer last name, departure 

date, and/or locator number from the òSearch for an Invoiceó box. A list of completed invoices is 

generated. To view all completed invoices, simply click on the òSearch for Customer Invoiceó button 

without entering any search criteria.

From the list generated, you can view the invoice on screen or edit any of the invoices by clicking on the 

òEditó option. You can also print, view or e-mail the invoice (customer copy or agency copy) from here. 

For details on entering information on the invoices and navigating each page of the invoice, please refer to 

the òInvoice Management Systemó user guide. 
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Management Reporting

The òManagement Reportingó section provides a quick way to generate various management reports that 

are useful to running the day -to-day operations of the business. Each of these reports is also available from 

the individual sections described before (i.e. sales, accounts receivable, and accounts payable). Please 

refer to those sections for details on generating the reports. The following management reports can be 

generated from this section:

üSales Activity Reports

üReceivable Reports:

ÇCustomer Receivables

ÇCommission Receivables

üPayables Reports:

ÇAgent Payroll

ÇSupplier Payables
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GL Posting and Closing > Generate Journal Entries

The òGL Posting and Closingó section has two features; generate journal entries for accounting purposes and 

closing invoices.

Monthly journal entries can be generated for entry into your accounting package. The journal entries are 

based on completed invoices. Before generating journal entries for a month, you should ensure that all of 

the invoices for the month (based on the òBooking Dateó) have been completed and reconciled, including 

recording of amounts received and paid for the invoice during the month.

Select the month and year for which you require journal entries to be created. Click on the òGenerate 

Journal Entriesó button and the journal entries will be presented in a separate window. 
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GL Posting and Closing > Generate Journal Entries

The following are the 8 journal entries (under 4 categories) created by the system. These can then be 

posted on a monthly basis to your accounting package.

üRecord cash transactions (received or paid) for previous months bookings:

Ç 001: Record amounts received from Customers for other months bookings.

Ç 002: Record amounts paid to Suppliers for other months bookings.

üRecord Sales transactions for the current monthõs bookings:

Ç 003: Record Sales for the current month.

üRecord cash received during the current month:

Ç 004: Record cash received from Card Processors during the month.

Ç 005: Record commission received from Suppliers during the month.

üRecord cash paid during the current month:

Ç 006: Record amount paid to company credit card during the month. 

Ç 007: Record courier and other expenses during the month.

Ç 008: Record bank service charges paid during the month.

TIP ðDebit and Credit Balances must match:

The total debit and credit balances for each transaction should always be equal. If the 

balance for the sales transaction (003) does not balance, view the details by clicking 

on òSee Detailsó link after the transaction. Identify which invoice(s) do not balance 

which is an indication of a problem in the way information was recorded in that 

invoice. Fix that invoice through the òInvoice Managementó section (see page 37).
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GL Posting and Closing > Month -End Close

Once all invoices for a month have been completed, all amounts received and paid are recorded and 

reconciled, and the journal entries created, the invoices for the month can be closed.

Select the month and year to close and click on the òList Invoices to Closeó button. A list of invoices for that 

particular month is generated. Ensure that the invoices you wish to close are selected, and then click on the 

òClose Invoicesó button to change the invoice status to close. The invoice status for these invoices is 

changed to òClosedó, and no further changes can be made to the invoices.
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GL Posting and Closing > Reversing/Refunding Closed Invoice

For invoices that are still open (i.e. not in òClosedó status), changes can be made to the amounts owing 

from customers by directly changing them on the invoice through the òInvoice Managementó feature in the 

Back-Office module.

However, once an invoice is closed during your month -end close procedures and the invoice is in òClosedó 

status, changes cannot be made to the invoice. If you need to reverse/refund a closed invoice, then there 

are two methods to do it:

üFrom the òGL Posting and Closingó section:

ÇClick on the òMonth-End Closeó option from the left menu. Choose the booking month and year of 

the invoice(s). Then click on òRefundó besides the closed invoice(s) you wish to reverse.

ÇIn the new window that opens, click on the òRefund Closed Invoiceó button. A new invoice is 

automatically generated with all amounts reversed, to offset the closed invoice. The new invoice 

number is display and is in òReviewó status. Therefore, the new invoice needs to be reviewed and 

the status changed to òCompleteó from the Invoice Management System. Click on the òCloseó 

button to close the window.

üFrom the òInvoice Managementó section:

ÇSearch for the specific closed invoice from the òInvoice Managementó section of the Back-Office 

module. Click on òEditó related to the closed invoice you wish to refund. As the invoice is in 

òClosedó status, it opens in read-only format. Scroll to the bottom and click on the òRefund Closed 

Invoiceó button to create a reversing invoice.

ÇIn the new window that opens, click on the òRefund Closed Invoiceó button. A new invoice is 

automatically generated with all amounts reversed, to offset the closed invoice. The new invoice 

number is display and is in òReviewó status. Therefore, the new invoice needs to be reviewed and 

the status changed to òCompleteó from the Invoice Management System. Click on the òCloseó 

button to close the window.


