AutoSOA

Billing & SOA: your onboarding guide

Built 2026-11-06 from the course's final takes.

How to use this guide: watch the lesson, then do the same with this page open.
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At the end you will have

Bagwis on Manila time, logo and colour, picked by eye in the color
window, then set by its code

Ben Cruz with the Billing clerk role
accounting pack applied: the menu says Clients

VAT-registered, TIN and RDO

VAT rate, how interest is taxed, how to pay you, signatory, logo, PDF

design chosen; Bagwis's QR uploaded; "Scan to pay" in the
preview's PDF

due date and terms checked; due dates move to the next business
day; 3 grace days before late interest; the holiday list read

Retainer VATable; Catch-up bookkeeping added

Sampaguita with its engagement and retainer; its bookkeeper copied
on every invoice

eleven more clients imported

Ben signed in, notice read

Sampaguita's invoice issued and emailed, to its bookkeeper too

eleven invoices made; the review that opens after Make read (11 first
invoices, folded into one line, F155); issued, then sent through the
same review

sending on at 7:00 AM; the invoices still unpaid go with each
automatic email; Tanglaw's own schedule, from Edit on its row



15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

Lesson

Invite a client to the
portal

Your client's first
sign-in
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At the end you will have

Sampaguita's portal sign-in and invitation

Sampaguita sees its invoice

proof sent

Sampaguita and Northpoint Paid

two categories; Lungsod's internet bill, VATable chosen before its line

items

re-billed costs Subject to VAT (Liza's accountant's answer, set by
Ben); a Courier and delivery category; the Lakbay Express Couriers
receipt (350.00, VATable, supplier TIN typed from it) ticked "Bill this
to a client" for Tanglaw, its Description typed after Bill to; Tanglaw's
December draft carries it as a Reimbursable expense, due Mon 4
Jan 2027

Northpoint's account summary for the year emailed as a PDF; its
unpaid-bills view read

November looked over: income £14,500.00, expenses £2,712.50
(internet £2,400.00 + courier 312.50, both before VAT), net
#11,787.50

Q4's blocker cleared (Lungsod's TIN); purchases £3,038.00, input
tax 325.50; DAT chosen in Format, in the Filing card; DAT files
made

Pacific Rim Paid through Guide me

Villanueva Part paid, then Paid

Lakeside voided and reissued

Masagana reminded (staged October invoice 15, its own row at

#5,600); interest counted from after the grace days

short proof rejected with a reason

Dalisay's 920 credit; Kalinaw's £40 tip

Himig's engagement ended

Masagana's address marked as bouncing; the next review flags it;
the right address saved



Lesson 01 - admin - 4 min - soa—onboard-01.webm
First sign-in and your company profile

At the end you will have: Bagwis on Manila time, logo and colour, picked by eye in the color
window, then set by its code

Before you start: Pause the video at any time, and do the same on your screen.

0 AutoSOA sends you a link, a user name
and a password. The link opens this

page Login
Type your user name in User o
name or email . Run smarter. Sell more.

Operate bet

0 Type your password in
Password .

A AuoSOA

Run smarter. Sell more.
Operate better.

This is Home. It shows what needs your
attention, and where your money stands.

° Click Login. e e e
A Home |Good afternoon, Liza
etup bilng st :

Today it shows one card: Set up billing vo.00 oo e
first. You do that in lesson three. o, .

Click Guide me, at the top of every page,
and it walks you through a task.

............

Home opens, and it greets you by name.



The bell at the top shows a red 1: one [ - T
new notice for you. i e 2

1thing needs

Click the bell.

Where you stand
P0.00 Po.00 P0.00

Start something

o e %

Here is your welcome notice: Welcome to AutoSOA! Notices
about your work show here, under the bell.

o Click Set as read. - T TTYT
ﬁ:z("i:{ternoo?‘,}iza Notices. °

e Click the bell again, to close it. Que - SESEEE) . - < 0

A Home Good afternoon, Liza
2 Taiing 1thing needs your attention.

o
B I
Po.00 P0.00 Po.00
F——
L] < = B Ask AutoSOA
T

° Your time zone comes first. Open
Administration, then Settings .

12-hour, with AM and PM (800 AM, 530 PM

........ o

This is Settings. It holds the settings for your whole business.



Aaminsain » Settoge Q sexchorjomp o o Zcueme Wremek 0 2 € 8

° Every date and time in AutoSOA uses this
time zone.

Choose Asia/Manilain = = '

AsiaMania, Asia/Singapore (+08:00) v/

Timezone. o S e

° Time format decides how a time shows: Qo e s e =) B e o % < @

Settings.
Show

five thirty PM, or seventeen thirty. pitel e

uuuuu General  Appearance ‘Security

12-hour, with AM and PM is _— =

AsiaMania, Asia/Singapere (+08:00)

already chosen in JiMCHOMNGS. | -
Keep it. =

0 Click Save all.

Timezone saved. Click OK to eload the page, 5o that
every date and time uses i N

A message says the time zone is saved, and the page must
load again.

0 Click OK. e

Q searchorjump . X /oudeme Wreewsck O 2 C 8

users 12-our, with AM and PM (800 AM, 530 PM

The page loads again. Timezone shows Asia/Manila.



Q Your logo shows at the top of every page,
and on the sign-in page.

Click Appearance.

G Click Change under Application
Light Logo, then choose your

logo file.

Q The icon shows when the menu is folded
small.
Click Change under Application
Light Icon, then choose your
icon file.

e The sign-in page has its own logo.

Click Change under Login Page
Light Logo, then choose your
logo file again.

A AutoSOA

[ cronse [ e |

........... o

Guidome.

The Appearance tab holds your logos. Use the boxes with

Light in the name.

Qo sotngs a

o Settings

o A AutoSOA

nnnnnnnnn [ | e

----------- Sy
Your logo is in the box now.

[ i > Sattings B

A Home Settings

A AutoSOA

""""""""" i « m

Your icon is in the box now.

Qo Settngs G

Settings

Your logo is in this box too.

........



Q Your color is last. Open
Administration, then Visual

Settings .
This is Visual Settings. It changes how AutoSOA looks for
your team.
a Primary color is the color of buttons, - r—— T ™ rIT
links and highlighted text. i Jo—

You can pick your color by eye, or type its
code. First, by eye.

Click the color box under
Primary color.

@ Drag the round handle on the @ Amemn e e o e
rainbow bar to the color you

want.
° Click a shade in the large square. &= . G s 6 % ¢ 2

Left is paler, and lower is darker.

w st

The circle shows the color you picked.



Q... dminsteation > Visusl Settings Q search or jump T 2/ cudeme  Wreewsck O R € 8
# Home Visual Settings

chan O ook o yourtea.
woney 2

To copy a color from your screen, such as your logo, click the
eyedropper, then click that color.

Q Click outside the window to close o= i SRR G v 2 < O

 Home Visual Settings
it.

........ o

The color box changes to the color you picked.

a If you know your exact color code, type it
instead. Your logo's designer can give it

to you.

Type your color code in Primary
color.

@ Click Save for everyone in this
business .

Lo

The page opens again in your color. Everyone in your business
sees it.



Check

............

Here is your logo at the top of the page, with your color on
the buttons.

You signed in. You set your time zone, your logo and your color. Next, you add your team.

Check yourself

Where do you set your time zone?

Where do you put the logo that shows at the top of every page?
Where do you set your business's color?

Where do you see a new notice, and clear it?

Common mistakes

The screen says What to do

Timezone offers "Asia/Manila, Asia/Singapore That is Philippine time. Manila and Singapore use the
(+08:00)". same time. Choose it in Timezone.

"Timezone saved. Click OK to reload the page, so Click OK. The page loads again, and Timezone shows

that every date and time uses it." Asia/Manila.



Lesson 02 - admin - 2 min - soa—onboard-02.webm
Your team

| At the end you will have: Ben Cruz with the Billing clerk role

Before you start: You need the account you set up in lesson one.

Q seschorjomp . X/ Gukdeme K Fecdbock s g

‘ First, Ben needs a role. Open
Administration, then Roles.

e Ben does the billing work. You set billing Y T = R v 0 2 < @
up, and you check his work. So Ben gets 2.7, s LN
a role of his own. Py - o —
Click New role. e

e Type Billing clerk in Role name .




0 Permissions are the things this role can
do.

Oy Show Enabled Permissions

Click Permissions. z J

Statements (SOA)

Tax& complance

Dynamic Entiy Properties

Dynamic Property Value

changes on your own scroen

The Permissions tab shows everything your business has.
Billing is at the top.

o A billing clerk works in Billing. —
Turn on Billing . s, (i

Q soaren = Only Show Enabled Permissions

~ @siing
s By

> @ Recsavies (40)

Editing Entty Dynamic Properties

| Dynamic roperty Vaiue

changes onyour own scroent

Everything under Billing is on now.

o One permission stays with you, the
owner: the setup wizard. Ben must not

change how billing is set up.

Oy Show Enabled Permissions

Find "Setup” in the search box.

ot oense

 @Reports

changes o your own scroent

0 Turn off Setup wizard . =

Q soup = Only Show Enabled Pe

~ Baiing

~ B statoments (SOA)

changes on your own screent

a




° Clear the search box.

= Oy Show Enabled Permissions

Billing now shows a dash: most of it is on, not all.

° Click Save. —

Q Sern ot W Joueme Wremec 8 2 ¢ &

e
Lo R | = Createa.
‘‘‘‘‘ Admin e Buittin Nov 5, 2026 (Thu)
i«
= - ) R
s
e o
st R
e A m e
boiom

0 Now add Ben. Open T =1 P
Administration , then Users . = .

This is Users. It lists everybody who can sign in to your
business.

0 Click New user.

2 Fter oy pormission

oo 2 somn Moo Aamin T ——
Roles « @ o o
Users
Audit Logs
Visual Settings
Notic




a Type Ben in First name. _—

PasswoRo
8 Set random password. ©

18 Shoud change password on nextlogin. ©

@D Lockoutenatied ©
8 Send activation emal. ©

e Type Cruz in Last name.

8 Set andom password. ©

18 Shoud change password on nextlogin. ©

@D Lockout enabed ©

18 Send activation ema. ©

@ Type Ben's email in Email —
address . —

Passworo

8 Set random password. ©

18 Shoud change password on nextlogin. ©
acrve

@it ©

@D Lockoutenabed ©

8 Send activation ema. ©

G Ben signs in with his user name.
Type ben in User name.

18 Shoud change password on nextlogin. ©
acrve

@ kcive ©

@D Lockout enabled ©

8 Send activation ema. ©




G You give Ben his first password yourself.
Turn off Set random password .

et random password. ©
o

18 Shoud change password on next login, ©

a Type a first password in
Password .

@ Type it again in Password
(repeat) .

Should change password on next login stays on. Ben picks
his own password when he first signs in.

@ You tell Ben his first password yourself,
so he needs no email.

Turn off Send activation email .




@ Last, give Ben his role.
Click Roles.

a Turn on Billing clerk .

@ Turn off User. Ben needs only
Billing clerk .

@ Click Save.




Check

~~~~~~~~~~ « E==T)
Users shows Ben Cruz, with the Billing clerk role.

You made a Billing clerk role, and you added Ben with it. Next, you run the setup wizard.

Check yourself

Where do you make a role for your billing clerk?

Which permission does the billing clerk not get?

Where do you add a new member of staff?

Common mistakes

The screen says

"You can only give what
you can do yourself."

The permissions say
"Customers", "Accounts"
and "Customer portal".

What to do

You can give only the permissions you hold. Ask the owner to make or change the
role.

Until the setup wizard (lesson 03) sets your kind of business, the role screen uses
the general words: Customers are your clients, Accounts the engagements you bill
them on, and the Customer portal is the client portal. After it, the screen uses your
own words. Leave them on under Billing.



Lesson 03 - admin - 2 min - soa—onboard-03.webm
The setup wizard

| At the end you will have: accounting pack applied: the menu says Clients

Before you start: You need the account from lesson one.

0 Home says: Set up billing first .
That card opens the wizard.

Click Open the setup wizard.

Q search orjump o *  foudeme Wreeswsck O Q C

w tesaaro

It has three steps: Your business, Kind of business, and
What you charge for.

0 Your business name prints at the top of Yo sl e I ) R e % < @

# Home Setup wizard

every invoice. & s

Type your business name in
Business name.

&7




° Type your address in Business
address .

6 Click Continue.

° Next comes the kind of business you run.

It decides what things are called, and
what you charge for.

Click Accounting / bookkeeping

firm.

o Click Continue.

Qe Q soarch orjump to. X foudeme Wreessck O 2 C &
# Hom

ot you hargefo and o
2 Traiing

[E TRy —————" l

o change hess ter 7 voie setings

Siip for now.

Currency shown as is already on Symbol. Keep it. Amounts
then show with the peso sign.

‘Accounting  bookkesping firn Somathing eise

Back  Skip for now

Your customers will be called Clients. Each client has an
engagement: the account you bill them on.

g » Sttements (504) » Soupwizard Q searchoromp o w oueme Wremsck 0 & € 8

Setup wizard
Thveesteps,about two minute




0 Here is what a bookkeeping firm charges Qe =) ZEER nree & = < @

# Home Setup wizard
Tovee staps, sbout two minutes:

for. The first is the monthly retainer.

Wnatyouchargefor

Type 8000 in the Amount for
Retainer.

NNNNBNSNRNNNBRAE
" s weoemeomow e omeow s omowm

The other charges stay at zero. You type their amount on each
invoice.

o Send invoices automatically makes and
emails your invoices every month.
Send invoices automatically is
off. Leave it off for now. Lesson
fourteen sets it up, after your first
invoices.

o Click Done — add clients .

The menu says Clients now, in your words.

You told AutoSOA your name, your address and your kind of business. You set your retainer. Next,
you add your BIR registration.



Check yourself
Where do you start the setup wizard on a new account?
Which kind of business does Bagwis choose in the setup wizard?

Where do you set the monthly retainer in the setup wizard?



Lesson 04 - admin - 2 min - soa—onboard-04.webm

Your BIR registration

| At the end you will have: VAT-registered, TIN and RDO

Before you start: Have your Certificate of Registration, BIR Form 2303, beside you. Copy from
it, not from memory.

° Open Billing, then Tax &
compliance, then BIR

registration .

13%

It says Setup incomplete. It counts the
required boxes as you fill them.

o LizaNavar o

This is BIR registration. It holds your details as the BIR has
them.

0 Your TIN is at the top of your Form 2303.
Type your TIN in TIN.

a Type your branch code in Branch
code . The head office is four

Zeros.

e




° Your RDO code is the BIR office you file . —— S - 8
with. "

Type your RDO code in RDO
code.

Bulding  for Barangay
ity I municpalty * © Province” © Zcode” 0

Reporting
Reporting ycle ©

Calondar yoor (an - Dec) v

° Registered as says how the BIRhas you  ge-. P p— w ot w6 @
listed. gl

Non-individual (company or

Tax dentiication

partnership) is already chosen in " C— .

Registered as . Keep it.

Bulding  floor/unit ©

ity municpaity * © Province* & Zpcoter 0

Reporting
Roperting cycle ©

Calondar yoor (an - Dec) v

Registered name comes from the setup wizard. To change it,
change Business name in Invoice settings.

° A VAT-registered business adds VAT to its ~ gu= e —— — T ™Y
invoices.

Turn on VAT-registered .

Buiding  for

Gy I muniipaity* © Province Zocoter ©

A line says your invoices go out without VAT. You set VAT on
invoices (%) in the next lesson.

° Next is your registered address, as it is Qe R ) G v ¢ o < ©
on your Form 2303. o ot

Type your unit in Building / floor
[ unit.

Rogistord nama ©




Type your street in Street.

Type your barangay in
Barangay .

Type your city in City /
municipality .

Type your province in Province.

[ - | - Bt B > BRregistration Q search o jump to. % /cudeme W Feedback O R €
# Home BIRregistration
Yo regitard dea, 35 they have 0 prin an 3 document and e aetun

D Toining

o Copy these fom your Crtfcat o Regratin (B Form 2303). Yo canot e unt is page s compet.

& suing a setupincompi 8%
SRS B pyerfsssm— —
Receabies AR o
Expenses v ™o - R0code " © Regteredss
delomien = 25781603 o000 o Non-indivial(companyorparnersip) v

SummoryUists (5L59) wdanappendad 0000 o th heo fice

B regsuaton

Reparts v P—
BagwisBookkeeping Services
Leave bk th same 2 your regtred name. Change Busessnamein i setins.
= Aaminsiaton v

@ VATregisered ©
Yur oices g0 ot i VAT VAT onvces (40
BR registered address
Sutdng for furit [r—
= N
[ — W pcode” ©
Reporting
Reportng cycle ©

U Cotendaryea an - Dec) v

(L Big » Tax & complance > BRrgltraton Q searchorjump W ouseme WFemsck O R €

# Home BIRregistration

Your regtard deats, a8 they hve o prin on  docunen nd et

£ Tiing

Copy thas fomyour Cartfcat of Regtration (IR Form 2303, Yo canat fle U tis page s comp

# siing - sotupincomplete oy
TR perfissia— [—
RecovabesR) Rciiniiodite
Expenses v ™o B code © Ro0code Regtredss
JiSsompmnies 25787603 o000 o Non-individal (companyorparnersip) v

Summary s (5L59) e aigts Dashes spac 0000 or

BRgtaton anen code are o e

o . Trade name © Regsereaname ©
Baguis Bookkeeping Services
= Aaminsuaton "

@ iTegiserea ©
Yournvolces 9 0t withot VAT, VAT o s ()15,
BR registered address
Sutdngfooxfunt © st sarangoy
U302 18 Klayaan Averue q
Reporting
Reportog cycle ©

O L & Colendaryear an - Dec) v

[ = oar 5 > BRregtaton Q sesrchorjump . X /oueme Wrewsck O R €

# Home BIRregistration

2 Taining = -t -

woney Copy these fom your Certfeat o Regsraton (B Form 2303). Yo cannot e unt tis page s compet.

& suing S Setupincomplet 3
SRR © ot roqusatios compiea —
Receabies AR i
Expenses ¥ ™ Banchcode © R0code" © Regtredss
ot = 25787603 o000 o Non-ingividual (company orparnersip) v

Summary it (5L59) e cigts Dashes spaces and a0 appendad 0000 o th had office.
BRgstaton wanch ode re o scce
Mo G Tadename © Regseregname ©
BaguisBockkeeping Services
Lowve blnk  th same s your regtered name, Change Busessname i s
Aaminsaton "
@ Aregisterea ©
BR registered address
Sutdng foor un sarangoy
w302 18 Klayaan Avenue conra
Imuncpay - v co
Reporting
Reporing cycle ©

w Lz « Colendaryea an - Dec) v

Qo g » Tox & compiance > BRregitaton Q sesrcnorjump o  soueme Wk 0 R €

# bome BIRregistration

You regtered deats, a5 thy hve o prin on 3 documment and lena retun

£ Taiing

e Copy thse fmyour Cruficate of Regstration (R Form 2303, You cannt fle un tis page s compe

# siing - Setupincompi 75%

Statements (SOA)
Receivaties (AR)
Expenses
Toxt compiance

Summary Lists (5157
BiR regisuation
Roports

= Administration

e

Tax dentification

- 205781603

7 Nine dighs Dashes, 5o

Trade name ©

8 VAT-egitered ©

Vour invoices Goout without VAT, VAT o ivoies

BIR registered address

Buldng  foor/unit ©
unit302

ity muricialey * ©
Quezon City
Reporting
Regartng cycle ©

« (Calendar year san - Dec)

Banch code ©
0000

0000 for the head ofic.

Registored as

Non-individual (company or partnership)

Registred nome ©
Baguis Bookkeeping Services

Change Business name in nucice satngs.

Sueet Baangay ©
118 Kalayaan Avenve cenrat
province* & Zpcode” ©

.
s



Type your ZIP code in ZIP code.

Most businesses report on the calendar
year.

Calendar year is already chosen
in Reporting cycle . Keep it.

Click Save BIR registration .

You copied your TIN, your RDO and your registered address from your Form 2303. Next,

choose how your invoices look.

[ Baing » Tox & complancs > BRregisration Q searchorjump o X foudeme Wreemack O R €
# Home BIR registration
Your regtered deais, s they have o print on a document an fe n a retun
£ Tining
s Copy thse from your Certicat of Regsraton (BR Form 2303). You cannt e unth s page s complete.
& siing 4 Alildin. Cick Savo R rgistation. oo
SRR e —
Recevabies (AR) xeaiHotion
Expenses v ™o Branch code © ROOcode © Registered s ©
T complance 038 Nonvindividual (company o partnership) >
Summary Lists (SL5P)
BRregistation
o . Rogisoredname ©
Bagwis Bookkeeping Servces
inniice seungs
= adminisration ”
%)in nicesatos
Buiding/ foor funt © sarangay* ©
untz02 18 Kaiayaan Avene contal
ity I municiaity* © Proinca* © Zeote’ ©
Quezoncity Metro Manta 1
(— N
Reportingcycle ©
(0 J oot SRR Catenar yoorLon - ec) =
O Biling » Tox & compliance > IR registration Q Search orjump to. *  /Gudeme WFeedback O R €
& Home BIR registration
Your regatred detais, 5 they have o print o a document andfle i a retun.
£ Tainng
(6IR Form 2303, You canot fl unta tis page is complete.
i -
e P 100%
Statements (s0A
Recevabies (AR) raxierBodiin
Expenses v ™o Branchcode © RO0code* © Registered s ©
Toxhcompiance Non-individual (company o partnership) v

245781603 0000 038
Summary Lists (SLSP) =

BIR registation

Raports =
= Admiisration "
R registered address
S oo unk © s
ok 302 18 Kalayoan Avence
iy Imunicaiy+ © f—
Quezonciy vatro s
Reporting
seporting yce ©
) e o« CotnaaryorLan-Deo) %

Registered name

Baguis Bookkeeping Services

Change Business

n vcica satings

Baangay O
Central

ZPcode” ©

.
s

[ < T B + » BiRregistration *  /Cudeme WFedack 0 R €
Copyths rom yourCerfcteofReistatin (B For 2303, Youcanot e un s page s co
# Home
£ Training 100%
218 e s comped
Taxdentiction
& saing %
™o sanchoote © 0codn* [——
sutoments(Son
245781603 o000 o Nonindvidua (company o parters v
Receivables (AR) v oy onp o)
Tax comphance iarene'® Regtersaname O
Suenaly Liew $8L3P) Bagwis Bookkeeping Services
SR ragstaton — e
Reports =
e 10 out without VAT. VAT on invoices (%) is 0.
= administraton
BIR registered address
Sudng ok © frm—
U302 18 Kolayoan Avere conal
iy Iy © fr— 0codnr o
Quezonciy [rv— o1
Reporting
[—
Golona your an - o) v
B s &
[ @ » Tax compiance > BiRregstraton Q sesenorump . w Joudeme Wresbeck O R €
 Home
2 Tnng 100%
Tax dontcation
# ong
™o [— e [—
Pe——
kopmmploi 2es71003 anno oo Non-iniust compsny ot prtersh) 5
fe—
Toxs compiance [
sz bt o] Bagwis Bookkeeping Services
Ll Le Change Busine: svice settings.
e - @ VAT-registered ©

= Agministraion

Butaing Moo it

Unt 302 118 Klayaan Avenve
ity muicpatty * © Province ©

uezonciy Metro Mania
Reporting

Repering cyle &

Catendar yoar Jan - Dec) v

B, €

It says Ready to file now.

Barangey ©
Convat
o cote’ 0

or

you

°
ES

s



Check yourself
Where do you type your TIN and RDO code?
What does BIR registration say when every detail is in?

Where do you change your registered name?

Common mistakes

The screen What to do
says
Setup Fill every box it counts, from your Form 2303. Then click Save BIR registration. It says

incomplete Ready to file when nothing is missing.



Lesson 05 - admin - 3 min - soa—onboard-05.webm
How your invoices look

| At the end you will have: VAT rate, how interest is taxed, how to pay you, signatory, logo, PDF

Before you start: You need the setup wizard from lesson three, and the BIR registration from
lesson four.

i w Joueme Wreanck 0 & € 8

0 Open Billing, then Statements
(SOA), then Invoice settings .

Signatory name ¢

This is Invoice settings. It has three tabs. Everything here
goes on every invoice you send.

Q search orjump to X foudeme ek 0 2 C 8

Signatoryname ©

Your name and address are here already, from the setup

wizard.
° The screen warns you: you are VAT- G = | [ZE) A 0 @ ¢ @
registered, and VAT on invoices (%) is oottt e
zero.

Type 12 in VAT on invoices (%) .

nnnnnnnnnnnnnnnnnnn

Signatory name




° A late balance can draw interest. Your Qe S R e - - < ®
invoices must say whether that interest .

carries VAT.

Choose Subject to VAT in
Interest is .

Unit 302, 118 Kalayaan Avene, Diman, Quezon ity 101

Numbering

var
VAToniwices ) ©  erestis @ Expenses bied b
1 Subjoctto VAT v Notdecided ye

° Your clients pay into your bank account.
Its details print on every invoice.

Type your bank details in How to
pay you.

n, Quezon City 1101

nterestis © Expenses bied back are ©

Subjectto VAT v Notdecided yet v

° Type your name in Signatory
name .

s, Quezon City 1101

.......... Epanss edbackars ©
st 0 VAT v Notdeciedyet v
Sy rams ©
(e N
Sinatory o © W
on

° Type your title in Signatory title. o= e 1 L NXY

Click How invoices look.

Unik 302, 118 Kalayaan Avene, Diman, Quezon ity 1101

Subfectto VAT v Notdecided yet v




° Your logo prints at the top left of every
invoice.

Click Choose File in Header —
left, then choose your logo.
Click Email.

Your logo is in the row. An image saves at once, so you do not
click Save.

o You get a copy of every invoice you
email.

Type your email in Always copy
(cc) on emailed documents .

o A PDF looks the same on every phone
and computer.

Turn on Attach the document as
a PDF instead of putting it in the
email body .

Q Click Save, in the bar at the foot
of the screen.

The bar says All changes are saved.



0 Click Email template preview . p—

‘Subject: Invoice SAMPLE - November 2028

Amountdue

Atached BILLING INVOICE-SAMPLE po.

11250 atachmentis misig, epy 1 i o and we il send  agoi

Already paid? Send us your proof of payment online

This is the email your clients get. It shows a sample client,
Dalisay Garments Trading.

BILLING INVOICE SAPLE po

e stachmen i issing oyt s el 30w ik s 35

Already paid? Send
o yurdapos

Cc shows your own email: a copy of every invoice you
email comes to you.

Email template preview

X

@ Click Close.

‘Subject: Invoice SAMPLE - November 2026
ceia g example

sou pot

The email Tha attached POF.
Baguis Bookkeeping Services

Doar Dafsay Garments Tragng,

Amountdue $11,96000
Duodss  Docomber 1,2026
Atached  BILLING-INVOICE-SAMPLE pd

10 atachmentisisig.opy o i ek and wo il s again.

us your proof of

You set VAT, your bank details, your signatory name and title, your logo and your email copy. Next,
you choose your invoice design.

Check yourself
Where do you set the VAT rate on your invoices?
Where do your bank details go, so that they print on every invoice?

How do you see the email your clients get?



Common mistakes

The screen says What to do

A warning under VAT on invoices (%): your BIR Type 12 in VAT on invoices (%), then click Save. If
registration says VAT-registered, and the rate is 0. you do not, your invoices go out without VAT.



Lesson 06 - admin - 3 min - soa—onboard-06.webm
Choose your invoice design, and your payment QR

At the end you will have: design chosen; Bagwis's QR uploaded; "Scan to pay" in the
preview's PDF

Before you start: You need your logo and color from lesson one, and what your invoices say
from lesson five.

0 Open Billing, then Statements
(SOA), then Invoice settings .

Click How invoices look.

"
H

Under your images is Invoice design. Each design is drawn
with your own logo.

e Original is the look your invoices start
with. The other six are designs to choose

from.

Click Modern.

The preview shows a sample invoice in Modern, with a band of
your color across the top.



° Accent color is the color of the title, the
headings and the amount due.

It is already your app color. Leave
it.

° Choose Large in Logo size.

° Show on the document lists the parts of
the invoice. Bagwis has no footer note.

Turn off Footer note.

° Click Save, in the bar at the foot
of the screen.

Click Email.

[ L — Q semcnorjumpo w sGueme Wremk O & €

BILLING INVOICE

BILLING INVOICE

w bt D— SEE—— - 3
Footer note is off now. Nothing is saved until you click Save.

(504) » Ivoiessettings Q search orjump .

8 Payment QR code ©

+ © M cranges wasavea
«

The bar says All changes are saved.




° Now see what your clients get: the email, —
and the invoice attached to it. =

Click Email template preview .

cooping Sorvices.

Dear Dalsay Garments Tragng,

Amountdue P11,96000
Ouedate  Decamber 1,2026
Atached BILLINGINVOICE-SAMPLE pof

11150 atachmentismisig, epy o is ok and we il send H agoin.

Already paid? Send us your proof of payment online.
Upload your depost s, bank e eceip o s-wallet scsenshot i e
ot pora nd 1 goss st o cu g tea — o omakng g or

aroppingby th o,

Here is The email. Your invoices go as a PDF, so a second tab
shows The attached PDF.

° Click The attached PDF . —

BILLING INVOICE

AMOUNT DUE #11960.00

Here is the PDF your client gets, in Modern.

Email template preview . " ’

b el

6 BLUNG-NVOICE SAVPLE

° Click Close.

Click How invoices look.

The email  The attached POF

Baguis Bookkeeping Services
Do Daisay Gamerts Tragng,

Amountdue P11,96000
Dusdalo  Decomber 1,2026
Atached BILLINGINVOICE-SAMPLE oo

1110 atachmentismisig,ropy o s omaland wo il sand t again.

o
———

Already paid? Send us your proof of payment online.

Upkad your dopost i, bank Vanslerrecopt o & wale screanshit i o
clont pora nd  goss sragPt o cu iling team — o omakng, g or
aroppag byt offc.

/cideme Mresmex 0 @ ¢ 8

- Payment QR code is for the QR your
bank or e-wallet gives you. Your clients i
scan it to pay. 5 - ‘ | -

Click Choose File in the Payment QR
code row, then choose your QR image.

Your QR is in the row. It prints on every
invoice from now on. e O
And the email says SCAN TO PAY,
over your QR.
W s € | " Py m— - |

Modern is your design now. Every invoice you make uses
it.



You chose Modern, kept your color, made the logo large, left off the footer note, and added your
payment QR. Next, you set when your invoices fall due.

Check yourself

Where do you choose how your invoices look on the page?
How do you see the PDF your client gets?
Common mistakes

The screen says What to do

Your documents use a layout with A design changes invoices and statements made in the Invoice or
a fixed look of its own. Statement of account layout only. The other layouts keep their own look.



Lesson 07 - admin - 2 min - soa—onboard-07.webm

Due dates and late fees

At the end you will have: due date and terms checked; due dates move to the next business
day; 3 grace days before late interest; the holiday list read

Before you start: You need the setup wizard from lesson three.

Open Billing, then Statements
(SOA), then Due dates and late
fees.

Your invoices fall due thirty days after

they are dated. That came with your kind
of business.

Your payment terms came with it too.
They print on every invoice.

A client on different terms goes here.
Bagwis has none, so every engagement
uses the default.

The part for every invoice is Late
payments, weekends and holidays.

A due date can fall on a Sunday or a
holiday, when banks are closed.

Turn on Move a due date on a
weekend or holiday to the next
business day .

Grace days are days after the due date
before interest on a late balance starts.

Type 3 in Grace days before late
charges.

This is Due dates and late fees. It decides when your invoices
fall due.

v
£ T =
# sung
a = e | coems s
...................
Lte payments, weekends and hldays
- i
- o
5 o B
L LiaNavar o *
Qo oo as 7 Guideme « s @
e
,,,,,,,,, =
—
o e Py yw— s
...................
Lo poymants, weskends and holdays
,,,,,,,,,,,,,,,,,,,,,,
R V— .l e ° ( )
B —

Interest on late balances shows ten percent each period. It is
charged only on what is still unpaid after its due date and the
grace days.



a Click Save.

° Click Holidays .

[ Eo (504 > Due dates and late feos Q search o jump to. *  /oudeme W Feeback O @ ¢ 8
# Hom
£ Taiing (. ]
& sing
+ da
& Sraes | @ coums | ©
Cogugemens Clomt D
Late payments, weekends and holidays
Groce days before e charges ©
® 3
= Administration v e [}
Intrest o oo balances ©
B
kS
B S s,
[ < 2 (504) » Due dates and late foes. Q Search orjump to. x ZGudeme WFeemeck 0 2 C 8
# Hom L]
£ Taining o cors o —_—
-
e
PRp— .
Regur
R
Roau
Rogu
= Admiisuation - ]
T —
e w3 e e 1- 250t 26 noicays
s, €

The national holidays for 2026 and 2027 are on the list already.
Here is Bonifacio Day, Monday, the thirtieth of November.

[<E Q Search orjump to. X Zudeme WFeomeck O & C &
# Hom
2 Taining Nov 2, 2026 o)
Nov 30,2026 Mor) o
Decs, 2028 M) Foas
Dec 20,2026 )
Dec 25,2026 )
What you charge for
pecl nan-vorkng
Regu
= Adnministration
May1,2027 (530 Labor Dy R
o A D2 s w2 wlpwpse 1250136 hoicays
[l «

And here is Last Day of the Year, the thirty-first of December.
December's invoices fell due that day. Now they fall due on
Monday, the fourth of January, after New Year's Day and a
weekend.



The box is ticked, and Grace days before late charges
shows 3.

You checked your due date and terms, moved due dates off weekends and holidays, and gave your
clients three grace days. Next, you set what you charge for.

Check yourself
Where do you make due dates skip weekends and holidays?
What do grace days do?

Where do you add your city's own holiday?
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What you charge for

| At the end you will have: Retainer VATable; Catch-up bookkeeping added

Before you start: You need the setup wizard from lesson three.

0 Open Billing, then Statements T ree——— 1 T"NTYT
(SOA), then What you charge x
for. T

This is What you charge for. Each line is a charge: something
you bill a client for.

The note above the list says you are VAT-registered, so each
charge you bill needs a VAT decision.



Sang > taaments (SN > What youchagefor Q sexchormp o o Zcueme Wremex 0 2 € 8

First, the monthly retainer. Bagwis adds
VAT to it, but this list does not know that

What you charge for
What i business bis o,

yet. - .
Find "Retainer" in the search
box. o

Click Edit on the row.

Edit charge tem

i s coter ©

Retainer RETAINER

Detauit amount © VAT onthis charge ©

Not decided yet

Retainor - Accounting, Taxatin and Consultancy (Period MMM yyyy)

or

Monthandyear  Fistaay Lastday Duedsta  Clentname  Engagement number

e

Default amount shows eight thousand pesos, from the setup
wizard.

VAT on this charge says Not decided —
yet. It decides whether VAT is added to -

Retainer RETANER

this charge. ;

Choose VATable in VAT on this
charge .

VATatle

Monthandyesr  Fistasy Lastdsy Duedste  Clentname

Click Save. Qe PR = e =1 GERE) siwas 6 2 < @

What you charge for

W Home this iness bils for

2 Taiing

uuuuu oA on s crarge

& oung

Sutements (50A) ~ Q Rataner x =emes | @ooms | o | -

o Detatamount VAT ontwischarge _ Acte
- ra00000 o sem -
20 Retoron ey svices 000 Anserr  @hcne e
@ v [ e 1-20t2ensgetams

5. « _

The Retainer row now says VATable.




o Now add a charge the list does not have.

Click New charge item.

0 Type Catch-up bookkeeping in
Name.

° Type 4000 in Default amount.

o Choose VATable in VAT on this
charge.

New charge item

Name * ©

Cateh-up bookkeeping

Detaut amount ©

CATCH.UP BOOKKEEPING

VAT onthis charge © Order on the document ©

Not decided yet 0

(3ine - Accounting and Taxation {Period MMM yyyy)

or

Nonthandyear  Firstday Lastday Duedate  Clentname  Engagement number

Code fills in by itself.

New charge item

Name* ©

Catehup bockkeeping

VAT on tis charge ©

2 | Notdecideayet

Monthand year  Fistday

New charge item

Name* ©

Cateh-up bookkeeping

o

Lastasy  Duedste  Clentname  Engagement umber

VAT onthis charge ©
VATable

e

|




° This one is billed only when you do the
work, so it is not suggested for new

clients.

Turn off Suggest for new clients .

0 Click Save. p—

Cateh-up bookkeeping

Q Clear the search box, and find
"Catch-up".

Here is Catch-up bookkeeping, at £4,000.00.

You marked your retainer as VATable, and you added Catch-up bookkeeping. Next, you add your
first client.



Check yourself
How do you make a charge VATable?
How do you add a charge that the list does not have?

Which tick box stops a one-off charge being suggested for a new client?



Lesson 09 - admin - 2 min - soa—onboard-09.webm

Your first client, and who else gets the invoice

At the end you will have: Sampaguita with its engagement and retainer; its bookkeeper
copied on every invoice

Before you start: You need the retainer you set in lesson three.

Open Billing, then Statements
(SOA), then Clients.

g5,

This is Clients. It lists everybody you bill. It is empty for now.

° Quick add makes a client, the P ER. T IR < - - < ®
engagement you bill them on, and what ==y

they pay every month, in one form.

Click Quick add .

Name  Ema  Phene TN Blingadess  Poraisgnin  Sevee  Fingmode RO Tradename

° Type the client's name in Name. pre——

Registaton date per COR ©

menvalyyyy




Type their email in Email ..

Type their phone in Phone.

Type the address their invoices
go to in Billing address .

Starts on is the day you start billing
them.

Pick November first in Starts on.

Quick add: client and engagement

Makes the client, their engagement and what they pay avery perod, i ne form.
Name* © Emai 0
‘Sampaguita Bakery |

Bilng adress ©

Sonson ©

T0s/2026

Trade name ©

Industy (PSiC) ©

Quick add: client and engagement

Makes the clien, their ngagement and what thy pay every perod, inone form.

Name+ © e ©

‘Sampaguta Bakery. accounts@sampagutabakery.exampld

Phone © Bilng adaress ©

Tos/2026

Trade name ©

Industy PSI0) ©

Quick add: client and engagement

Makes the clien, their engagement and what they pay every perod, in e form.
Name* © e ©
‘Sampaguita Bakery. accounts@sampaguitabakery.example

Phone © Bitng adaress ©

sz (55 v s o i sy

Strson ©

1os/2026 )

Fing mode ©

Trade name ©

Industy (PS1C) ©

Leave Engagement number on Auto. AutoSOA numbers it for
you.

Quick add: client and engagement

Makes the cien, their engagement and what they pay every period, n oneform.
Nome* © ot ©

‘Sampaguita Bakery accounts@sampagutabakery exampie
Prone © Biing adaress ©

0917555 0142 45 Maginhawa Steet, Teachers Vlage, Guezon City

sorison ©

Aot

e L

Afteryou save open

Fing mode ©

Trade name ©

Industy PSI0) ©

Registraton date per COR ©

menvalyyyy

Their retainer is here already, at eight thousand pesos a
month.



o Your kind of business added its own e—
fields. Service says what work you do for PN

Name* © Emai

the client. Fill the ones you use. pep —nee.

Phone © Bilng adaress ©

o917 5550142 45 Maginhawa Street, Teachers Vitage, Quezon City

Sunson ©

Choose Books and Tax in ; ‘
Service.

Trade name ©

Taxation Industry (PSIC) ©

Payror

Registraton dte per COR ©
menvaalyyyy.

° Choose Corporation in SE—

Makes the clien, their engagement and what they pay every perod, i one form.

Business type .

‘Sampaguta Bakery. accounts@sampaguiabkery.example
Prone © Bilng adaress ©
o917 5550142 45 Maginhaws Stree, Teachers Vitage, Quezon City

ngagement rumber @ Sorson ©

o026 o

‘one Person Corporation

partnersip Trade name ©

e
3

Ganerat Patnersip
Resident Foreign Corporation Industy PSI0) ©
Registaton date per COR ©

o

Click Save. Qe O T
A Home Clients

Prone ™™ mngasaress Ponsisigrin  Sece  Fingmode  H0O

— mm..w."‘ . et som] =

0 The BIR's Summary List of Sales needs a  ge-. SR 5| BB v 6 @ ¢ @
few more details about each client. You g

add them on the client's form. o

Statements (S0A)

SirosguaSaky  scatsGs A GRVSSSOMZ  NOTW S Magnama St - ook sod T *om[%

Click the row's menu.




Click Edit. o-

 vome Clients

Who you b, Quick add makes a clent their angagement and what they pay,in one form,

g > Statoments (50N > Chans Q saxchorjomp o o Zcueme Wremek 0 2 € 8

PRl + tew cient
£ Taining
woney Zemes | Dcoumns | o | -

# siing @

Emmeen BN Hame mat Prone ™ s ssarens Potaignin  Sewkcs  Fimgmeds RO
Invaices & statements
SamosgutaBakary  sccountsGeanpaguta.. 091755502 NoTN 45 Magihawa e, Booke and Tax

¥ =TS

nvoice settings
Recevabies AR~
Expenses. v
Toxd compiance
Reports v

= Administiation ¥

W s, €

Type their TIN in TIN. =

Name: ©
Sampaguit Bakery
Prone © Enat ©
o917 555 012 accounts@sampagutabokery.cxample
A engagerment wih s own Emad nder Contact person
s hat aress nstond
Maito s sasess ok
Asosendto ©
+ Adaacontoct
Biing eadress ©

45 Maginhawa Street, Teachers Vilage, Quezon Cty

Portalsignin ©
Notinvited yet

ForBR ©
™o Registeredas ©
b00-000-000-000 Nonvindividual(company or partnership)

Rogistored name ©

Choose Non-individual P

(company or partnership) in —

Prone © Enat ©

Registered as . o e

Anengagemnt with s own Emai under Contac person
[TRp——

Asosendto ©
+ Adda contact
Biing adaress ©

45 Maginhawa Street, Teachers Vilage, Quezon ity

portalsignin ©

Notinvited yet

ForBR ©
™o Registeredss ©
Norvindividual(company or partnership)

Registored name ©

Type their registered name in =

Registered name . B

Anengagomant
vt to s

Jn Emas under Contact person
o

Asosendto ©
+ Addacontact
Biing agaress ©

45 Maginhawa Street, Teachers Vilage, Quezon ity

Portalsignin ©
Notinvited yet

fordn &
mwo [m—

a12-338-005.000 Nonindieua (company ot partnership
ragtesaname ©
[ somposuit

N
Regisered address © W




e Type their registered address in
Registered address .

a Click Save.

@ The retainer is on the
engagement. Click

Engagements .

Q sexchorjmp o x foudeme Wredsx O 2 €

- Also send to is for other people at the Qe
client who get their bills. Sampaguita's it
bookkeeper wants a copy. ‘

Click Add a contact.

Type the bookkeeper's name in Name.

Type the bookkeeper's email in Email.
Choose CC in Gets it as.

Bills is on: a copy of every invoice
goes to the bookkeeper. i

Here is engagement C-0001, Sampaguita Bakery, at eight
thousand pesos each period.

You added Sampaguita Bakery, its engagement and its retainer. On its form, you typed its TIN,
registered name and address, and added its bookkeeper. Next, you add your other clients from a



spreadsheet.

Check yourself
Which button makes a client, their engagement and their monthly retainer in one form?
Where do you add a client's TIN and registered name?

Where do you see what each client pays every period?



Lesson 10 - admin - 1 min - soa—onboard-10.webm

Your other clients, from a spreadsheet

| At the end you will have: eleven more clients imported

Before you start: You need your client list in a spreadsheet: name, email, contact number, TIN
and retainer.

Q searchorjump . X foudeme Wreewak O 2 C &

Open Billing, then Statements
(SOA), then Import clients .

This is Import clients. Each row makes a client, with their
engagement and charges.

9 Copy the rows from your spreadsheet,
header row included.

Paste them in Paste your rows .

a Click Preview.

..........

AutoSOA reads each column by its header. TIN becomes each
client's TIN, and Retainer Amount their monthly retainer.



[<

# Home Import clients.
ach row makes  cllntwith ek engagement nd chrges. Past e fows o your Sgreadsheet o chaose 3 csv

Biing > Statements (503 » mport clonts Q soeh orjump o X foudeme Wreemsck O 2 C &

£ Taining

non 0 0
& Biling -~
R
s QTR CIEID CIEIIEDD G CIIITNIIEED

ke e Whatis your ameunt coumn for? ©

Glants e N
Engagements
import lnts [ . et At ot
Setup wizara 2 @ Normommwowme [reT—————— es00
Eaodrgschacis B Vianuewa Denta Ciric cinicamisnuevacentlexanpie 7500
Wht you charge for
4 @D akescewater Rofing Suton [rm—— 50
Clent s
I s @) Dossay carmenss Taag sccountsGasisaygaments examsle 9000
e 6 @@ sunrmngres surprintng@mstexnpie ™)
Ivoie setings 7 Kainaw Welness Spa Hetokatnawspa example 5500
Recomabies 4R) 5 @D wessomarice Dover masaganaricogmaiexample s000
Expenses. v o Pacifc Rim Logistics Corp, fnanco@paciicrimiogisics.xamplo 15000
Tibcaiice; o o Tangaw Learing Conter [reSme———— 7000
Reparts ¥
" Siangan Auto Repsic sionganautogmat exanple esoo0
Aot 2 G oMk S imigatucio@mi 4000
= Aaminsuaton .
Startover

w o

Eleven clients will be created, one for each row.

Click Create 11 clients . [ T @ sohr o ok ARk 0 @ ¢ @

# Home Import clients
iy i paste the rows orchoose s cv ie.
woney 1 created, 0 skppac.
& sing g
R & o e Cowes  ow
Invoices & statements. 2 Nonnpoint Hordware Yes coo0
Cients 3 Vianuevs Denta i Yes cooos
Engagements 4 Lokeside Water Refiing Staton Yes co
Import clionts S Osisay Gaments Tradng Yes couos
Sotup wizara 6 Biuinprningress ves c-oms
Sibig el 7 Kelnaw Welness Spa ves el
T 8 MasagnaRice Dealer Yoo CEomos
Clont fds
I 9 pacifcRim Logistes Corp. ves cocos
it 10 Tangaw Leaming Center Yes como
Siconsiiign M Siangan Auto Repar Yes coon
el 2 Hinig Music S Yes preen
Expenses v
Toxkcompiance  + Startover
Reperts v
= Administration e

Click Go to the list.

Biling > Statements (SOA) > Chents. Q Search or jump to. e / Guideme  Feedback O ) € ;
a Home Clients
‘Who you bi. Quick add makes a clent, their angagement and what they pay, in one form. [l * New clent
@ Baing = Drag a conm @ to group by it
S—08 ™ Name Emait Phane. ™ Biting address. Portal sign-in Service ‘Filing mode. R0O
e it
. — Himig Music Studio. himigstudio@mat exa. 09215551206 207-662-053-000 - Open.
N g —
g .
W @ oo ow [ = owen
e «
You have twelve clients now: Sampaguita Bakery, and the
L] H "w s
Flnd lo) pOIn in e searc g 5 Sttamnts (S0W) » Chans e w Joueme Wremck 0 R € 8
” Home Clients.
Who you bil, Quick add makes a client, their engagement and what they pay, in one form. + New cliont
oX
- woNEY. Ehimes | @ Coumns T
.
P ™ Name Emait Phone. ™ ‘Biling addres Service ‘Filing mode DO
i
‘Sewp wizard Hmig Music Studio. himigstudio@mat. exa. 00215551206 207-662-053-000 - Open.
[ wonsed «




0 Find "Villanueva" in the search
box.

.........

Clients

.............................................

llllllllll

And here is Villanueva Dental Clinic.

You pasted your client sheet, checked the preview, and created eleven clients at once. Next, Ben
signs in for the first time.

Check yourself
Where do you add many clients at once?

What do you click when the preview is right?

Common mistakes

The screen says What to do

How your columns were read AutoSOA did not know that header, so it leaves the column out. Change the
shows a column as Ignored. header in your sheet, for example to TIN. Paste the rows again and click
Preview.
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Your clerk's first sign-in

| At the end you will have: Ben signed in, notice read

Before you start: You need Ben's user from lesson two, and the first password you gave him.

0 Ben signs in with his own user name. Qe e T 5 o e - =

Each person uses their own. el sl

© Nothingneeds yo
No overdue invoice

Click your picture.

Where you stand

Po.00 Po.00 Po.00

Start something

.............

0 Click Logout. Fye - — =
A Home Gq::ﬂ‘iaﬂernoon, Liza

P0.00 P0.00 Po.00
Start somet hing
B Create aninvoice 2 seowho 2 Lool B AskAuosOA

.............

a Type ben in User name or email .

A AutoSOA

Run smarter. Sell more.

Operate better.

il




° Type the first password you gave
him in Password .

A AutoSOA

Run smarter. Sell more.

Operate better.

o Click Login. —_—

'Change password

- k)
—
- .

AutoSOA asks Ben for a new password of his own.

° Type Ben's new password in .
Password - Change password

0 Type it again in Password -
(repeat) - ::har:.gv@T p'a‘ssfutlf:l

wwwww

pppppp d (repeat)

-



Click Submit. - - S =R — - 0
A Home [Good afternoon, Ben \
2 Traiing GG s Waling on you TGt oy

i @ Nothing needs your attention
& siing No overdue nvoices, nothing w ™ ing to be ms
Where you stand
Clents owe you rp—
P0.00 P0.00
Start something
B Createaninvoice 4 Seowhohasnotpaid 4 Lookupacient | AskAuloSOA

e Beeias. €

Ben is signed in. Home greets him by name.

Home Q search orjump to

Good afternoon, Ben

Nothing is waiting on you right now.

° Ben has a notice of his own: the bell
shows ared 1.

Click the bell.

P0.00 P0.00

Start something

B Createaninoke L Seewhohasnotpsid 4 Lookupacient  ® AskAUoSOA

& M.

Here is Ben's notice: Welcome to AutoSOA.

i Q Search orjump .

° Click Set as read.

Good afternoon, Ben
Nothing is waiting on you ight now.
© Nothing needs your attention
No averdueinces, nothing g b sen,and 7o payments walting o bs matched.

P0.00
Start something
B Croatoaninoce L Seowhohasnotpaid 4 Lookupacient @ AskAutoSOA

T

Home Q Search or jemp %/ Gudeme K Feeabck glca <8

Good afternoon, Ben

Nothing is waiting on you right now,

° Click the bell again, to close it.

@ Nothing needs your attention
No overdue nvoices, nothing wlting to be

ments waiting
Po.00
Start something
B Createaninvoice 4 Seowhohasnotpaid 4 Lookupaclent | AskAuloSOA

B S s

The red one is gone.



Check

Po.00 Po.00 Po.00

ac Bencrr

Here is Ben's Home, with his name at the top. From now
on, he signs in with his own password.

Ben signed in, picked his own password, and cleared his notice from the bell. Next, Ben bills your
first client for November.

Check yourself
How do you sign out?
What does AutoSOA ask the first time somebody signs in with a password you gave them?

How do you clear a new notice on the bell?

Common mistakes

The screen says What to do

Passwords do not Type the same new password in Password and Password (repeat). The warning shows
match! only once both are typed and they differ.



Lesson 12 - staff - 3 min - soa—onboard-12.webm
Bill a client for November

| At the end you will have: Sampaguita's invoice issued and emailed, to its bookkeeper too

Before you start: You need Sampaguita Bakery and its retainer from lesson nine, and Ben
from lesson eleven.

Open Billing, then Statements
(SOA), then Invoices &
statements .

5 o anmmpngs. €

This is Invoices & statements. It lists everything you bill. It is
empty for now.

G Click Create an invoice. sty st

Invoices & statements.
Every e, whatever stat It

a An invoice bills one engagement for one
service period: the dates the work covers.

Choose Sampaguita Bakery in
Engagement. Type part of the
name to find it.




° Service period from and Service —

Engagament * ©

period to already show e

Servicsperod rom* Service perod o ©

o026 o wonos

November: the first to the e =
thirtieth.

Invoice date and Due date fill in by themselves. The due date
is thirty days later, as you saw in lesson seven.

Create an invoice
Engagament * ©
G001 — Sampaguia Bakery

Serviceperod rom* Service perod 0 &
/0112026 1113012028

invoica e © Duedste* ©

/0112026 12102028

# Home Invoices & statements
veytingyouhave i, whatever st s .

o Click Create invoice. [T R e | [Zomam) e 0 B ¢ @

It shows Draft. You can still change it. It
has no number yet.

Inoicane Clant Tow Sulowes  Saws  Emsled  Duedste Servie prid enai

@0un  totissuedyet Doc 1,206 (Tue)  Now 1,2026 (Sum — Nov 30,2028 or) _ scccunts@sampoguia

110t imoce

Here is the invoice: eight thousand nine hundred sixty pesos,
with the twelve percent VAT.

Q sexchormp o o Zcueme Wremck 0 2 € 8

st v (Y

o Click the row's menu.

o900 — @0uf  Notiswed et Doc 1,202 (Tue)  Now 1,2026 (S — Nov 30, 2028 o) scccunt@sampoguita =




Click Issue.

Are you sure?

Issue this involce? An invoce number willbe
assigned.

A message asks you to confirm. Issuing gives the invoice its
number.

Q seachormpto. w Zoueme Hremse 0 @ € 3

e - —

=rnes | Dcoums S| -

Click Yes.

SompagutaBkey  PB36000 passoco  Olswed o DO€1,2026 (Tua)  Nov 12026 (Sun) — Now 30,2026 (on) e

[Rp—

sencrz
B i soosaesing s « _

It shows Issued, with its number.

Click the row's menu. Qe e s e e S R -5 ®
A Home Invoices & statements
Everyni e biled, whatever state It n. 8 Make this month's nvoices. m

s Dcoums o | -
oueaste Servics poriod

1D0c1,2028 (T} Nov 1, 2028 Sur)—Nov 30,2026 (or) s -

Click View. "

BILLING INVOICE

It is in Modern, the design you chose in lesson six.



Biling invoice 1

BILLING INVOICE

Biling invoice 1

BILLING INVOICE

Biling invoice 1

BILLING INVOICE

Here is the VAT, as VAT (12%), and the total: eight thousand
nine hundred sixty pesos.

Biling invoice 1

BILLING INVOICE

Your payment terms print under TERMS AND CONDITIONS.



° Click Close.

@ Now send it to the client.
Click Send on its row.

@ Click Send.

Emailinvoice

Recipient email shows their email.

Emailinvoice

Rocipientemait® ©

accounts@sampaguiabakery.example

Send as a PDF attachment is on, as you set in Invoice
settings.




- It also goes to Sampaguita's
bookkeeper, from lesson nine, as a

copy.

Emailed shows Sent.

Ben made Sampaguita Bakery's November invoice, issued it, checked it, and emailed it. Next, Ben
bills every other client at once.

Check yourself
How do you make one client's invoice yourself?
How does a draft invoice get its number?

How do you email an issued invoice?
Common mistakes

The screen says What to do

A message asks you to confirm Check the client, the dates and the total first. An issued invoice is never
before it issues the invoice. changed. If it is wrong later, use Correct & reissue (lesson twenty-six).



Lesson 13 - staff - 2 min - soa—onboard-13.webm

Bill every other client, checked before it goes

At the end you will have: eleven invoices made; the review that opens after Make read (11
first invoices, folded into one line, F155); issued, then sent through the same review

Before you start: You need your clients from lesson ten, and Ben's first invoice from lesson

twelve.

0 Open Billing, then Statements
(SOA), then Invoices &
statements .

° This makes a month's invoice for every
engagement at once.

Click Make this month's
invoices .

Service period from and Service
period to already show
November: the first to the
thirtieth.

Here is Sampaguita Bakery's November invoice, sent in the
last lesson.

Each invoice is made as a draft, for you to check. One already
billed for November is left as it was.



° Click Make invoices .

Choose 25 per page, under the
list, so you see them all.

Now send them. The box at the top of the
list selects every row.

Turn on the box at the top of the
list.

0 Click Issue 11 invoices .

out.

Before youlssue

T invoices, $85,680.00 i al.

Q... Bilng > Statements (SOA)  Invoices & statements
# Home [

£ Trining ——

“““““ 1 ‘Sampaguita Bakery

Katoaw Woiness 503

Masogen Rice Desier

Tongow Laaring Cen.

Stangan Ao g

Hinig i St

Tow

reseoco w

#7840000

#728000

Passoco p

#7800

228000

000

Oumaste

ec1,2028 (Tl

s 1,2028 (1)

ee1,2028 (1)

1,2028 1o0)

s 1,2028 1)

v 1,2028 Tl

ne1,2028 (T)-

se1,2028 (1)

one1,2026 (1)

ee1,2028 (T

ne1,2028 (T

A message says eleven drafts were made, and one was left

Zcudome  RFeomack O Q€

s
RS

@ Recorspayment -

msns | -

msens

Each invoice carries its client's retainer and VAT. Pacific Rim
Logistics: sixteen thousand eight hundred pesos.

Frv—
Q
g :
2 -
Q -
g -
g -
2
. .
2 -
[
a
= o « S

Twelve are sele

Clant

‘Sampaguta Bkery

Nortrpon Hardware

itsnuera Dot i

Oulsay Goments T

Btuin g Press.

Kt Wotness Spa

Masagans e Desir

pacic i Logsics C-.

Tangiaw Lesring Cn.

Stangan Ao g

cted. A bar shows what you can do with them.

Tow

rass000

728000

#8000

501000

#1002000

#e72000

#e15000

580000

#1680000

780000

#8000

suowes

Pa98000

#2800

P840000.

#504000

#0800

re72000

rats000

#580000

ri880000

#7000

#728000

Q searchorjump o, <
s Emotos oueaste
s
usuna e sy %2028 (T

ec1,2026 (T)

ec1,2026 (T}

ee1,2026 (1)

ee1,2028 (Te)

o 01,2026 (1)
se1,2028 (T)
o 0012028 ()
Dae1,2028 (1)

ae1,2028 (T

O s Aotsant et o

/Gideme  WFesdback O & €

oo Wsend | BEponosv G

@ Recorapayment =

mses |

-t

-t

msens |

- s

- sen

- sens

- s



° Click Send on the bar.

Before you send opens. It sends the eleven not sent yet.
Sampaguita Bakery's is not sent twice.

° Click Send 11 invoices .

0 Find "Northpoint" in the search [T R a s o o drems 0 @ C @

H
°

- A

@ Recorapayment

@ hecorapaymen =

@ Recorapayment =

@ Recorapaymen

@ Recorapayment |+

@ Recorapayment

© ecorapoymen =

8 0 0 0 OO0 OO OO :@:

- Before you issue opens by itself: the
review, a last look before they go. It
counts the eleven invoices, and what
they come to in all.

O S NDRC L0260  Nov L 202 i o 30 208 o) | @ hacoragmrmen | ]

It lists anything to look at first. Here,
each is its client's first invoice, so there
is nothing earlier to compare it with.

Click 11 first invoices to see them.

Every client is listed, and Include is on

for each one.
Northpoint Hardware's November invoice shows Issued.

Emailed shows Sent.

Ben made eleven invoices at once, checked them, issued them, and emailed them. Next, you set
AutoSOA to email your invoices by itself.



Check yourself

How do you make every client's invoice for the month at once?
How do you issue and email many invoices at once?
Common mistakes

The screen says What to do

"Issued 1 of 3 invoices. Northpoint Hardware could AutoSOA stopped at an invoice it could not issue. Read
not be issued. The others are still drafts." (with your its message and correct that invoice. Then select the
own numbers, and the reason) drafts and click Issue on the bar again.



Lesson 14 - owner - 6 min - soa—onboard-14.webm

Send invoices automatically

At the end you will have: sending on at 7:00 AM; the invoices still unpaid go with each
automatic email; Tanglaw's own schedule, from Edit on its row

Before you start: You need the invoices from lessons twelve and thirteen.

0 Open Billing, then Statements
(SOA), then Sending schedule.

° Right now nothing goes out by itself. You
make and send each invoice by hand.

Turn on Send invoices
automatically .

[ v Q st . = foideme Wremsk 0 @ C

|Good afternoon, Liza \

Nothing /s Waiing on you right

@ MNothingneeds yor

Where you stand

P94,640.00 Po.oo P0.00

This is the Sending schedule. It says when your invoices are
made and emailed, what goes out next, and what has gone
out.

Coming up

What it has dor

The schedule opens below it.



° Make invoices on a|ready shows B STl Suguliais T =i B wireees o & < @

# Home Sending schedule
When your invoices are made and emaied,

day 1. Keep it.

Withaach automatc emai, o send © Wam e efore sending  an invoic changed by more than ©

Nothing else v o2

Coming up

W s, €

Each month's invoices are made on the first, as drafts for you
to check and issue.

The sentence below says when each g s el e =) D e & @ ¢ ©
invoice is emailed.

Choose when it is issued.

SO » Sending sehedulo Q search orjump to. X</ Gudeme ¥ Feodback 8@ ¢

° Then the time of day, Manila time. A P,
business picks a morning time. Bagwis S

picks seven in the morning.

Choose 7 for the hour.

efoe sanding anivoica changed by mre than ©

SO0 » Sending sehedule Q Seareh orjump to. X /oudeme Wreemsck O @ C

° Keep 00 and AM. They are Qe
chosen already.

1a time (UTC+08:00) ©

Wiom e bfore sening i n inveice cha

v o2

Sencing automaticaly i o, 5o nothing goes out by tset.

‘Wnatithas done




Click Save schedule. [T g » Stomns 64 Sodgchdie @ secher o Zoiem sremss 0 @ ¢ @

# Home Sending schedule
£ Taining
wone Your schedule

‘Send involces automaticaly ©)

Make

w1~ of eachmonth,as aafts for you to check and issue. ©

MM Mania tme (UTC+08:00) ©

Witheach automatc emai, o send © Worn me bfore sending f aninvoice changed by more than ©
The nvoices sl unpaid v o2 %
Coming up

(fors T )

..... ‘Wnatit has done

Nothi

Coming up shows the next sending time: seven in the
morning.

Q saxchoriump . W Zcueme Wremsck 0 2 € 8

PRSI . ... o

e | Dcownms | S | -

° Now a one-off job. Click Invoices
& statements .

© Recorapayment

2 Nortrgontardware $726000 #726000
3 Vi DortaiCinic  P84GO00 $84G000 @ Pecordpoymen |

Lokesce Wote Refn $S04000 9504000

@ fecorapaymen -

i bt Gaments Tad.. $1008000  #100000

. snamron rmen remin S

S — =

e e ] =

S, . PR @ o] =
o epmiseyim t7amtn ise0

«

porpage

Here is every invoice.

Bagwis did catch-up bookkeeping for Yo S — AT | R o o 5 <@

Bituin Printing Press, for January to o s e [rm—
- O e o -
October. 2o Y =i

Satoments (S8 ~
E (BT Tol Silowed  Stws  Emaled Ouedne |
Click Creat invoi = B ——
ick Create an invoice. i e e e e
= st e
Setwp wizara O = NothontHoware  P1Z000 P00 @lsied oy Dec 2028 (el 0 mcorapaymen | -
Sending senedle |
o st T
Wit you chargefor o s VianeaDonalCine P340 PRAO)  Olimed S Dect,2008 Mo @ becorspoen |
et fds s —
s e @ Lokt . $0000 PSOI000  @lona (o L Onct 2020 (o) | secorapome |
v sen gy TN
Yourown abels Qs Doty umens g PIO0H00 PIOCKO00 @ iimd S Dee 2028 el @ recospayment |
Ivoica setings
s
Rsatiabien (anl < (W} BuinPrningPress  P672000 $672000  @hsued (S0 Dec, 2026 () @ Recordpayment ‘
Epenses N Z e
A . @ KomowWemessSps P10 PSIG000  @eumd Lo Deelz0z8(ue) @ pcrapamrs |
1
Roports - = s I, |
0 » MassguaRceDuder  PSGO000 PG00 Olimed St Dect,2008 Mo @ rocotpayment |
st r =
= Administation = 0 e Padfc RmlogeicsC. PIGSGO00 PIGRO000  Olimd ot ) Dec12028 Mol @ macorapayment ‘
o st e
e TowLeunaaCun.  P784000 PIAOD)  @lwed T et 2028 T @ wecospomen -
Leanwvaro — —  — "
. 3 s PR

Choose Bituin Printing Press in p—
Engagement. e

Servics poriod rom* Service perod 0 ©
1W/01/2026 113012026

involca date* © Duedste ©

012026

. B Docembernstend

Pe00000
#72000

672000

The yellow note says another invoice already covers
November. This one is for January to October.



0 Pick 1 January in Service period p—
from. e

Sarvicsperod rom* © Service period 0 ©

/012026 o | wsonos

Duedste ©

Janaary 2026

a Pick 31 October in Service s
period to . e

Servicsperod rom* © Service perod 0+ ©

ovor2026 o [1osm20s ]

invoica e * © Duedste* ©

> VAT, crodit and note

cnarges
Total

The yellow note is gone. Invoice date shows today. An invoice
for months already past is dated the day you make it.

@ Click Add a charge. r——

0005 — Bun rintng Press

Sonicspario rom * © Senvicapariod 0+ ©
o0z 101312028

vica date+ © Ouedste® ©

110612026 1210712026

cnarge ©
Catehup bockkeeping
> VAT, credit and note

crarges
w

Total

a Choose Catch-up bookkeeping p—
in Charge. e

Servicsperod rom* Service perod 0 ©
ovor2026 1013112028

invoico e © Duedste ©

1w/0812026 1210712026

Catchup bockkeeping

> VAT, credit and note




Type 4000 in Amount.

Create an invoice

Engagament * ©

G006 — it Prining Press

Servicsperod rom* Servics perod 0 ©

ovor2026 1013112028
Ivolca dte* © Duedste ©
1110812026 1210712026 )

Your defou, setn Due dates and ltefees: 30 doys ster

8 Once ssued, s emade atomatcaly on Nov?,

2026 (Sa0 3t 700 AM (when 1 ssued).

Aiready on this invoice — what they poy every perod
Noting o doa i tis sarvice paiod
ot his srvice period: Retaner (Monthy)
Extrachargos thisperiod ©
cnarge © Dascription ©
Catchup bockkeoping Descripion foptional)

> VAT, credit and note

Click Create invoice.

Click the row's menu. (- RN S S e =) R e o ¢ @

# Home Invoices & statements
Everything you havebie, whatever state s 8 ke s monis i (U
2 Triing
- Q sevenimoes Py
i s
& sung tsuus | @
Suumanis (s~
e, caom LRI T E— oundoe
imcices & satements
e Ep—
Bowis: Not numbered yet  Bituin Printing Press $448000 — @Dnft  Notissedyet  Dec?,2026 (Mon) -
import lents
E— @ v
Setup wizrs
& mox/savasror
Sending sehedle s
. sonpsgoasoery P P e —
What you charge fo
5 2 caons
Clont fiigs N a5 i ]
2 [re—— Mo w0 @ L ey DRI e
Pop—
o o  dicusantt
s Voo beCik #4000 PAA000  @msnd ST ouct 2020 e .
Yourown bets
Invoice sttings 4 Lokesdo Wt Relin. PSO000 PS04000  Olesued Yo' Dect, 2008 (ue) @ Recorapayment
RocomabesR)
Expenses - s oy Gamets i #1008000 P08000  @sued 1S o One1 2028 o) @ recorapaymant | -
Tt complarce
e N o Snpiegpess #6700 OO0 @Mad 1Ty 0N 2078 ) @ pocarapayment
Aomn , Koo WossSpa P616000 Peie000  @lsued 1S owet 2020 o) @ recorapoyment | -
= Adminsaton =
B Massgua Dol vgi0a0 Pss0000  @eme LS ouct 202 e @ sucorapment

" s« - B .

Click Issue.




@ Click Yes.

Q The issued invoice may be
further down the list. Find

"Bituin" in the search box.

@ To see it go out now, move the time to a
few minutes from now. You set it back

afterwards.

Click Sending schedule.

@ Choose a time a few minutes
from now.

Q... Bilng » Statements (SOA)  Invoices & statements Q search orjump 1 X/ Gudeme W Fesdback LIS

=fiers | D Coumns

Peo6000 PasE000

#728000 #7200

1008000 Pi008000

r672000 pe72000

P616000 PeIEO00 @i

560000 PS6000  @less

[ |- - Bilng > Statements (SOA) > Involeos & statoments Q seareh or jump %/ Gudeme  Feedback 2@ ¢ g

# Home Invoices & statements

W s, €

Emailed shows Scheduled, with the day and seven in the
morning. Nobody has to click Send.

[ Biing > Statoments (SOK) > Q Search orjump t. X foudome Wreosmack O 2 C

1a time (UTC+08:00) ©

Wam e before sending  a invoice changed by more than ©

v o2

Coming up

0700 AM

o Biuin Prining Press, bitunprinting@mal. example

Q search orjump X</ Gudeme W Feodbock o ¢

1a time (UTC+08:00) ©

Worn me before sending  an nveice changed by more than ©

v o2

Coming up

0700 AM

Bitin rining ress, btunprinting@mall example

= Administration

s, €



Q Search orjump t. X</ Gudeme ¥ Feodbock o C g

e Click Save schedule.

ime (UTC+08:00) ©

i
set Worn me bfore sending f an invoice changed by more than ©
ser v o2

cil

ou

foe

Coming up

Nov 6, 2026 (Fr) - 3:50 PM
ema

o Situin Printing Pess, bitunprinting@mai.example

Coming up lists the catch-up invoice for Bituin Printing Press,
and the address it goes to.

@ While it waits: Tanglaw Learning Center [ o sowem e 0 0 ¢ 8
asked to get its invoices on the fifteenth. e
An engagement can have its own

schedule. P ) -
Click Engagements . — .

Here is every engagement, and the client on it.

e Find "Tanglaw" in the search box. B e pp— Q sesencnpts o somm Wrewe 0 @ ¢

# Home Engagements

# sing

00000 7t
650000 s
750000 e
50000 7z
#0000 s
#a00000 ’
550000 s
500000 73
oo #700000

e Click Edit on its row. Ty — ) G i ¢ < < @
2 e

o Q Tongow 5 e | Dcowmms | © || -
Dragconmn esder e to grop by
Engugementno. Gl Sows Sondng porpariod

comm0 TongiwLearing Center @ Active #700000 sem -

A s [0 v pwpe 11001



Choose Different for this
engagement in Emailed. Bemitaci

Clentbied ©

Edit engagement

Tonglam Losming Canter
Whthe invoices g to. Laave i ampty i there i ncbody to bl yet.

Biling agaress (BLLTO) ©

Contact person
Name © contactno. © Emai ©
Tanglaw Learning Center 0918 5551074 ‘admin@tangawiearning example
Used nstead of th cents emst
Due date and sending
Duearte ©
Usual (30 days after the invoice date)
Emaled ©

Different for this engagement v

[ e~ (s < [ | rae ) mewsemtoosono,

|

The same sentence opens, for this engagement only.

Choose on this day each month.

Edit engagement

Engagement number* ©
000

Glontbited ©
Tanglaw Leamio Centor

Wha the v g0 10 Lnav it empy f hars s oty 1 iyt

Emi 0
Tangiow Learning Center 018 555 1074 aaminGtangaweaning exsmpic
s st of e ot e,
Due date and sending
oveante ©
Usual (30 daysafter he nvoice dote)
Emaied ©

Different for tis engagement

Emsieachinoice ontiednyexhmenhy  dw1 v @t v 5 50w PMv
Mani time (UTC+08:00) ©
Annvosc dated Nov 30, 2026 (Mon) goes ut o 7, 2026 (Sa)- 350 P One ssued atr thal goss out a1 the naxt

Choose day 15.

Edit engagement

Engagement mumber* ©
co0m0

Cllntbited ©
Tangiaw Leaming Center

Wha th nvoices 9 o Leave i ampty f hre s nobody o bi e

Biing adaress (BLLTO) ©

Contact person
Name © Contactno. © Emai O

Tanglaw Learning Center 0918 5551074 adminGtangiawiearning examole

Used nstead of th cents emat

Due date and sending

uese © [}

Usual (30 days afte the invoice date)

Emed ©

Difterent forthis engagement

Emalleachinvoice cnthisdoyeahmonny  day1s v st 3 v

Maniatime (UTC+08:00) ©
,

sanciog e,

Choose 7 for the hour.

Edit engagement

Engagement rumber* ©
000

Cllntbited ©
Tangiom Losrning Cntor

W the v

5. 0. Loave it empty i ihere s nobody to b ye.

Biing adaress (BLLTO) ©

Contact person
Name © Contactno. © Enai ©
Tanglaw Learning Center 0918 555 1074 ‘admin@tangawiearning example
Used nstead of th cents emst
Due date and sending
oueaste ©
Usual (30 days afte the invoice cate)
Emaied ©

Oifferent forthis engagement

Emaileachinvice cnthisdsyeshmonny  day1S v st 7 v i 50w PMv

Maniatime (UTC+08:00) ©

3 5, Onessued sfer that goes out at thenext
sencing tme




e Choose 00 for the minutes. p—

Engagement number * ©

c-o010

Clentbied ©

Contact person
Name © Conactmo. ©

Tanglaw Learning Center 0918 555 1074

Due date and sending
Duearte ©

Usual (30 days afte the invoice date)
Emaled ©

Different forthis engagement

9 Choose AM. —_—

c-o010

Clentbied ©

Contact person
Name © Contactno. ©

Tanglaw Leaming Center o918 5551074

Due date and sending
Duearte ©

Usual (30 days afte the invoice date)
Emaled ©

Difterent for tis engagement.

Emaileachinice cnthisdyesnmony  day1S vt 7 v i 00w AMv

s,

The line under the sentence is an example: an invoice goes
out on the fifteenth.

Q searchorjump o,

@ Click Save.

Perpariod

#700000 e

N

Tanglaw now follows its own schedule while sending is on.
Every other engagement follows the usual one.

7 Gudeme reoseck O 2 € &

@ Click Sending schedule.

Coming up shows what goes out next, to
whom, and any invoice that will not go
out, with the reason.

Sending ;cmuo):

Your schedule

8 Send invoicos automatically ©
°

S0V MV Mania tie (UTC+08:00) O

Worn me bfore sending f aninvoice changed by more than ©

The invoices st unpaid v o2 %

What it has done shows each run: what
it made, what it emailed, and anything it
could not send.

Coming up

Wnatit has done.

i Printing Press, btinprinting@malexample

Here is the schedule again.



Set the time back to the morning, so
invoices go out at the start of the day.

Choose 7 for the hour.

Choose 00 for the minutes.

Choose AM.

# Home
£ Traning
& siing

Statements (S0A)

Siing > Sttements (5041 > Sending schodle

Sending schedule

7 cudeme

Q searchorump o -

When you
Your schedule

@ Sendinvoices automaticay

Maks invoices on gy 1

Invoices & statements

Engagements
import ciente

Sewp wizard

Senaing schedule

Ematsachinvocs whantisimes v at 3 v ¢ 0%

The invoices st unpeid

What you charge for

et s

Due dates andate
s

Invoice settings
Recenvaties (%)
Exponses
Tox t conplance
Reports

= Adminitraton

Lot SN

Comingup
Whatithas done

~ of each month, as rafs foryou o check and ssve. ©

Pl Manda tme (UTC+0800) ©

Worn e bforssendingf an voice changed by mors than ©

v o x

¥ Foodbock

Ematea 1 mvoice:

Nove, 2020 - 3500
Ioie 1310 o rtng res,biuepriningamatexampie [Ny
W

What it has done lists the catch-up invoice for Bituin
Printing Press, emailed, with the address it went to.

# Home

£ Taining

& Biing 5
Statements (s0A)

nvoices & statements.
cients

Engagements

Impert clionts

St wiard
Sending schedule
What you charge for
Gt feds.

Oue dotes and ate
foes

Your own abels

Receivables (AR) v
Expenses. v
Tockcomplance v
Reports "

= Administration v

. LsaNavarro P

# Home

£ Taining

# siing &
Sttoments (508~

Invices & statements
clents

Engagements
Importclionts

Setup wizara
Sending schedule
What you charge for
Gt s

Oue dates and ate

Q seachorjump . F

Bing > Suatemnts SO) > Sending checite
Sending schedule
Your schedle

@ Send invoices automatically O

Make invoices onday 1

Emallcachivoice whenitisisied v at 7w i S0 PMv

Withaach automatc omai, aiso send ©

The nvoices st unpaid

Coming up

Achange snows ner onceyou save .

Eaeh v goes 0 th Emal under Contact pers

Notng s ready 1 amailyt. Th nxt sancig i is ov 7, 2026 (Sa) - 350 P

‘Wnatithas done

Nov 6,2026 (Fr) - 3:50 PM
Emaiea  invoice:
Invoice 13 10 Bituin Printing Press, bituinprinting@malexample

~ of each month, as aafts fo you to check and issue. ©

Mania time (UTC+08:00) ©

Wom m befors sending f an invoice changed by mare than ©

v o2 %

R

/ Cudeme R Feodnack

Baing » Ststements (S04) > Sending schedule Q Searchorjump o X</ Gudeme R Feodback
Sending schedule
Your schedule

@ Send invoices automatically ©

Make invoices on day 1

Emalleachivoice whenitisisied v 3t 7w i 00 PMv

Withaach automatc emai, 0 send ©

The invoices stil unpaid

Coming up

~ of each month, as drafts foryou to check and issue. ©

Mania time (UTC+08:00) ©

l &m mo before sanding an invoica changed by mor than ©

v o2 %

Each v goes 0 th Emal under Contact prson o s engagament. When 1t £ ban, 90 0t centsown el

PRGN | [
Expenses v
- . R ———
Reports .
Whatithas done
= Admiisration =
Nov ,2026 () 350 M
vl 1310 Bin Priting Press, unpritng@mak exanple
B s, -«

[ < 2

# Home

£ Toining

# siing %
Sttements (S0~

Invaices & statements
clents
Engagements

Import clionts

Setup wizard
Sending schedule
What you charge for
lnt s

Oue dates and ate
foes

Your own abels

Invice setings

Receivables (AR) v
Expenses. v
Tk complance v
Reports -

= Administration .

W emeens.. €

Biing > Statements (503 > Sending schedule

Sending schedule

Q search orjump . S

Your schedule

@ Send invoices automatically ©

Make invoices on _day 1

Emaileachimoce whenitisises v st 7w i 00V AMY

Withaach automatc emai, o send ©

The nvoices st unpald

Coming up

Achange showsner onceyou save .

‘Wnatithas done

Nov 6,2026 (Fr) - 3:50 PM
Emaiea 1 invoice:
Invoice 13 o Biin Printing Press, bitinprinting@mal example

~ of each month, as drafts foryou to check and issue. ©

Mania time (UTC+0800) ©

) e e——

8¢

8¢

7 Gudeme R Feedack

RN



e Click Save schedule. [ g » St 64 » Sodgschdle e o o Hrems 0 @ C &

# Home Sending schedule

00V MMV Mania tme (UTC+08:00) ©

Wam me before sending i an invoice changed by more than ©

v o2 %

‘Wnatithas done

Nov 6,2026 (Fr) - 3:50 PM
maied 1invoice:

Invoice 13 o Bituin Printing Press, bitinprinting@mal example

@ Click Invoices & statements . B S semines EEEEEE) G e o > < @

#1008000  P1008000

P672000 p672000

= aw

W s, €

Here is every invoice.

@ Find "Bituin” in the search box. e S ] K

# Home Invoices & statements

8 Make this monin's involces.

= firers

ouedate Sorvicn porod

) DSC12026(T6)  Nov1 2026 (S —New 30,2026 or) € Record payment -

) 0oC7,2026 o) Jan1,2026 (Th) — 0ct 31,2026 5

- With each automatic email, it can also Y- ol e = ) s 0 2 < @
send the invoices still unpaid. Your et B e

client then sees everything they owe.

Choose The invoices still unpaid in
With each automatic email, also
send.

The catch-up invoice for Bituin Printing Press shows Sent.
Nobody clicked Send.

AutoSOA now emails each issued invoice at seven in the morning. Tanglaw gets its invoices on the
fifteenth. Next, you invite a client to the portal, where they see their invoices.



Check yourself
Where do you set AutoSOA to email issued invoices by itself?
How do you see what goes out next, and what went out?

A client wants its invoices on another day. What do you do?

Common mistakes

The screen says What to do

"... will not go out: No email address on file"  Add the client's email address on Clients. The next run emails it.



Lesson 15 - staff - 1 min - soa—onboard-15.webm

Invite a client to the portal

| At the end you will have: Sampaguita's portal sign-in and invitation

Before you start: You need Sampaguita Bakery from lesson nine, with their email address.

[ < St Home Q Search or jump 1o *  / Gudeme Rreweck 0 Q ¢ 8
A Home [Good afternoon, Ben \
2 Taining WotHing s Waling on you TGt oAy

9

@ Nothing needs your attention
No waitngto

= Where youst
P99,120.00 P0.00 Po.00
Start something
® Ak Autoson
a 7 cudeme ¥ Fesconck s

‘ Open Billing, then Statements
(SOA), then Clients.

nts (S0

° Find "Sampaguita" in the search
box.




° The client portal is where a client sees Qe e iy T =) B e o @ ¢ O
their invoices. The invitation gives them " Sy e
their own sign-in.

Click the row's menu.

° Click Invite to the portal.

Invite Sampaguita Bakery to the
lie

The email goes to the client's email address, with a link to set
a password.

Cllck I es [ L. Biing > Statements (SOR) > Cllants Q searchorjump o, X foudeme Wreosmsck O 2 C &
.
# Home Clients.
Who you bi, Quick add mkes a clent, their engagement and what thy pay, i one fom. + Now cient

Seveo  Fingmeds 0O
Books s Tox open

Q sesrchorjumpto. W oueme WMok O 2 C 8

,,,,,,,,, + Now cient
= Doomens | &

g saaress porssignin Senice  fingmose 00

A —— W,ﬁ o]

Portal sign-in now shows their sign-in: their email address.

Sampaguita Bakery has a portal sign-in, and an email to set the password. In the next lesson, you
see what Sampaguita Bakery sees.



Check yourself
How do you give a client their own sign-in to the portal?

Where do you see which clients can sign in to the portal?

Common mistakes

The screen says What to do

The client cannot find the invitation, or its Invite them again: click the row's menu, then Invite to the portal.
link is more than seven days old. A new link goes out, and the old one stops working.



Lesson 16 - client - 1 min - soa—onboard-16.webm

Your client's first sign-in

| At the end you will have: Sampaguita sees its invoice

Before you start: You need the invitation from lesson fifteen.

‘ [Bagwis Services invited you to its
A >
o o oo

;7

mmmmmmmmmmmm

This is Sampaguita Bakery's email. Here is the invitation.

G The link opens your portal, where the
client sets their own password. Nobody at

Bagwis knows it.

Set your password
Choose the password or yourcient portal.

Password

The client clicks Set your — =

password . —

The page shows Bagwis's logo and color. Your client knows
whose portal it is.

6 They type a new password in o
Password . Set your password




° They type it again in Password
(repeat) = ?efwurpaffwor&? )

° They click Save password. G

The password is saved, and they are signed in. This is My
invoices.

[ < .
My invoices
[

The portal shows their November invoice: eight thousand
nine hundred sixty pesos, Unpaid.

Sampaguita Bakery can now sign in and see their invoices. In the next lesson, they send proof of
their payment.

Check yourself
Where does the client set their own password?

What does the client see after they sign in?



Common mistakes
The screen says What to do

The client forgot the password, or the Invite them again from Clients: click the row's menu, then Invite to the
link in the invitation no longer works. portal. The portal has no way to change a password, and only the
newest link works.



Lesson 17 - client - 2 min - soa—onboard-17.webm

Your client sends proof of payment

| At the end you will have: proof sent

Before you start: You need Sampaguita Bakery's sign-in from lesson sixteen.

0 On the portal, they type their
email address in User name or

email .

IR

Run smarter. Sell more.
Operate better.

0 They type their password in
Password .

A AuoSOA

Run smarter. Sell more.
Operate better.

a They click Log in. —_
Bttt

My invoices lists their November invoice.



° They click the November invoice Qe <
number.

Send proof of payment

The invoice shows its VAT: VAT (12%), nine hundred sixty

pesos.
' @ o €
& View/prm
o0
ra00000
roc0c0
rass000

‘Send proot o payment.

Balance shows eight thousand nine hundred sixty pesos.

° The proof tells Bagwis who paid, how Qe e
much, and when.
They click Choose File in Proof
file, and choose their bank's
transfer confirmation.
N —
o They pick the date on their L € eereren @
transfer in Date of deposit. =
]

2 »
» 2
midalyyyy o | optiona
‘Send proof of payment.



© SampoguiaBakery §

They type 8960 in Amount
deposited .

€ Back to my nvolces

Invoice 1 © U 8 View /print

e S so0000
racon00
o
rase000

roco

896000

Sendproof of payment

Scraenshot here. It wil be checked against the bank, and the payment recorded.

o (PDF orphoto) * ©

ChooseFile  sampaguit-transferpng

Date of deposit+ Amountdeposited © Reforenceno. ©

/0572026 LR l 2| options

© SampoguitaBakery  §

They type the bank's reference in
Reference no. Vi

B View/prnt

R T RO WA T0 450000
Subton #800000

,t roc000

#8900
roc0
#895000

Sendproof of payment.

Proot i (POF o phote)

ChooseFile 2

Date of deposit Amountdeposited © Referenceno. ©

/0512026 o ses0 182612

They click Send proof of
payment.

€ SumpoguiaBakery  §

€ Back to my nvoices

Invoice 8 View /print

Biled to Samp:

Retainer

g Tasaton s Contancy Noverosr 800000

800000
96000
#8,96000
o0
#8,96000

Proofof payment you sent

Sent Nov 6, 2026 (Fr) Vewproo!  Wandrow

Nov5,2026 (Thu)  Amount deposited #896000 Reference o 182611275531 Proot fle sampaguita-transterpng

© Sent 1t it be checked.
before the payment s recor

It says the proof is waiting for review.

They click Back to my invoices .

€ Sompoguiasakery S

8 View print

Nov 30,2026 (Mon)

Retaner - Accouning Toatonand ConsutancyNovember 202 8000

#8,00000
96000
#8,96000
oo

896000

Proofof payment yousent.

o jen Sent Nov 8,2026 (F) P
it Nov5,2026 Thu)  Amount deposited 896000 Reference o 18261275531 Prootfle sampaguita-transterprg

Sendproof of payment.

Your proof of payment is waing fr eview. Wrong fle, date, amour




ssssssss

Check -

The invoice now shows Proof pending review.

Sampaguita Bakery sent their proof of payment without an email or a phone call. In the next lesson,
Bagwis checks the proof and enters the payment.

Check yourself
How does a client send proof of payment?

What does the invoice show after the proof is sent?



Lesson 18 - staff - 2 min - soa—onboard-18.webm

Record the month's first payments

| At the end you will have: Sampaguita and Northpoint Paid

Before you start: You need the proof Sampaguita Bakery sent in lesson seventeen.

B Home Q Search orjump i *  / Gudeme Rremeck 0 Q ¢ &
Home [Good afternoon, Ben N )
ng Tthing W
P

Where you stand

P99,120.00 P0.00 Po.00
Start something

B Createaninvokce L Seowhonasnotpaid 4 Lookupacient @ AskAutoSOA

Recently

o

Ben is signed in for this lesson.

‘ Open Billing, then Receivables o~  —— G n e e 0908
(AR), then Payments to match . : e

.........................................................

o pnous

This is Payments to match: every proof of payment your
clients sent from the portal.

0 Check each proof against your bank . e T = B v 0 % < @
before you accept it. B e e oo
E=ele—
Click the row's menu.
: h o LB




° Click Approve. o

1
0001

836000

Nov', 2026 (Tho)

@ sampoguta-ranstorpg

@ Transfer successful

£8,960.00

Here is the transfer confirmation the client sent.

Approve payment proof
Client Sampaguita Bakery.

Invoiceno. 1
Engagement =

896000

Nov 5,2026 Tho)
proof & sampagutranstocpg
ONLINE BANKING

@ Transter successtul

Amount shows what the client sent: eight thousand nine
hundred sixty pesos.

‘ Approve payment proof
ONUINE BANKIG

@ Transfer successful

£8,960.00

10512026

Reforence ©

1826112755 31

Reviewnote ©

Reference shows the bank's reference the client typed.
Change either one if your bank shows something different.

° Type what you checked in rSm—
Review note . ——

(@ Transfer successful

/0512026

Reforence ©
18 2em 2785 31
Reviewnote ©




( :Ilck A rove Bere.. R e
.
& Home Payments to match
£ Toinng
& Billing. b ‘Status: Ponding X | Cloar ai
B ——
Receivables (AR) ~ i
- T e o S ey s O
EehE
ot upoity
perod o
2 . otting s kg foryouts ppeow
= asnion v fopdot
Openclents
B Sranossige. &

X soudeme Wreewsk O & € 8

=ries @ | Dooumns |

Nothing is waiting for you to approve now. The payment is on

the invoice.

+ Invoicos & statements

Some clients pay without the G
portal. Open Statements (SOA),

g VTt [ s

woney a

& siing

. s oo 1
then Invoices & statements o
Ivoices & statemants
g Fre——
Engagements 2 NovpontHesme  $720000 $120000  @usies
What you charge for
Clentfigs s Voo DanaiCiric  $840000 PRI @lesed
Oue-date s
Yourownabels . Gkesdo e ratin. PS0i000 PSOE0  @ksied
Ivoico setings
NEROE s Doty umens T PI00A00 P1OGRO00 @ e
Expenses ”
o Suineghess 672000 #672000 @ na
Tox compiance
eports N ’ Ko WessSp0 $610000 010000 @ss
i B . s R Duser PSGOO00 PSSO @ suns
. PachicRmlogsicsc. PIBa000 PisgE000 @ suea
o TageweanngCin $784000 #6400 @ iuns
" StngnAdoRese #7200 #2000 @nd
o ncn «
[ g > Sttements SO 5 Invoios & statements
# Home Invoices & statements
Everything you have bid, whatever statets .
£ Traiing
s Q sencnimokes
s i
b tsus 1 0
Statomants (50R) ~
oiceno.  cllnt o Staus
Invoices & statements N
e Fre—
Engagements 2 NothgomtHartwae #720000 #720000 @ snd
What you charge for
Clentflgs . Ve DenaiCinic  $840000 PRI @lssd
Oue-date s
Yourownabets . oot Vot i PS04000 $501000 @ end
Invice settings
N R oo ormens T =
Expenses v
. Guinpreeghess 672000 #672000 @ und
Toxtcomplance
Faports N ’ Ko WeissSpa P616000 PEIGACO @ snd
R i B . Moo RcsOualr PSS0000 SN0 @sed
B Pacfc RmlogeicsC_ P1600000 PI6A000  lesad
» TageLenogCen. $781000 180000 @ksed
" Sungm Ao #720000 w2000 @ksed
86 v Bookaspngs.. &
W2 s w [ v pupae

Find "Northpoint" in the search

box.

# Home

£ Toining

# Biing

Sttements (SO~

Invaces & statements
clents
Engagements.
What you charge or
Cllont fioids
Oue-date rues
Yourown abels

Invoice settings

Receivaties (AR) G
Expenses o
Texacompiance
Reports

= Adminisration N

e Bencruz &

Biing > Statements (SOA) > Involces & statements,
Invoices & statements
Everything you have bile, whatever state 5 i,
Q rort t
tows t @
Imoicana.  Clant Tl Swowa  Suus
e ——
2 NotomHacware  $728000 #7200 @ lksund
a Visouews DotalCiric PBA0000 PBA000 @ lssund
. LoksstovisterRefin_ PSO4000 PS04000 @ lssusd
s Onieay GamentsTad_.  P1003000 PI00R000 @ hsend

. StnpmiogPess  P672000 P00 @lksued

7 Keiosw WelnessSpa PEI16000 PEIO000 @ ksund

o Motogua RceDesler PSS0000 PS0000 @ lsved

o PacfeRmlogatesC_. P1G80000 PI6K0000 @ lksued
o TaogewLesmngCon.. P784000 #7800 @ lasund
" SiognAuoReper  $720000 #2000 @sued

. T2 s w10 v pepae

Q searchorjump o,

sent
sem

sen
Q soarch orjump
Emaios

5o
Vo 5, 2026 ()

sem

sem.

< sem.

5o
Vo 52026 ()

s

Dec 1,202 (o)

Doc 2026 (ue)

Doc 1,202 (ue)

Dec 1, 2026 (ue)

0o 1,206 (o)

Doc 1,206 (o)

Doc 2026 (ue)

Dec 1,202 (o)

Dec 1,202 (o)

ouedate

Dec,2028 (o)

Dec 2026 (ue)

Doc 1, 2026 (ue)

Dec 2026 (ue)

Dec 1,208 (o)

Doc 2026 (ue)

Doc 2026 (ue)

Dec 1,206 (ue)

01,2026 (ue)

Still owed shows what each one still owes.

Q search orjump t.

sen

sem

sem

< som.

ouedate

Do, 2026 (ue)

Dec 2028 (ue)

Dec 2026 (ue)

Doc 2026 (ue)

Dec 1,202 (ue)

7 ouseme Wremsk 0 & ¢ &

8 Make this monts invoces.

YT Pe——

@ Recorapayment
© Rocorapayment
@ Recorapymen
@ Recorapayment -
@ Recorspayment -
@ Recorapayment -
© Recorapayment -
© Recorapayment
© Recorapyment

ZGidome WFewsk O 2 ¢ 8

8 Make this month's invoices ([ o

s | Dcoums O

@ Recorapayment
@ Recorapayment -
@ Recorapayment
@ Recorapyment
@ Recorapayment
@ Recorapayment
@ Recordpayment
@ Becorapoymen -

/Gideme Wrecwsk O 2 ¢ &

8 Make s mont's nvoices

s Dcoumms O

@ Recorapayment
© Recorapeyment |
@ Recorapayment -
@ Recorapaymen
@ hecorpoymen

@ Recorapaymen -
@ Recorapymen
@ Recorapayment
@ Recorapaymen -
@ Recorapayment -

1100113 moices



° Northpoint Hardware paid by bank

transfer, and emailed the confirmation.

Click Record payment on its
row.

o Pick the date on Northpoint's
transfer in Date received .

0 Type the bank's reference in
Reference .

° Click Choose File in Proof of
payment, and choose the
transfer confirmation.

Amount shows what the invoice owes: seven thousand two
hundred eighty pesos.




@ Click Record.

Q Find "Sampaguita” in the search &=~ R T
box. .

...........

~~~~~~~~~~~~~~~~~~~~~ o i - = e
o
Bere.. R mrw— St =/ cudame W Fendback sacg
. ver state it s Make this month's invoices + Cre voice
ko Efnes  MCoumas &

Sampaguita Bakery's invoice shows Paid too.

Both payments are recorded, each with its proof. In the next lesson, Ben enters what Bagwis
spends.

Check yourself
Where do you check the proofs that clients send from the portal?

How do you enter a payment that came without the portal?



Lesson 19 - staff - 3 min - soa—onboard-19.webm

Expenses

At the end you will have: two categories; Lungsod's internet bill, VATable chosen before its
line items

Before you start: You need Ben's sign-in from lesson eleven, and the BIR registration from
lesson four.

# Home

then Expense categories .

& siing

o Open Billing, then Expenses, [T

Bencrz
BC Bagwi Bookiessings.. <

This is Expense categories. Every expense you enter goes
into one. The list is empty for now.

° Start with the supplies you buy for the Y S ) B e+ 2 < @

# Home Expense categories
ator

office. e

Click New category .

No expense categories yet

sencruz
BC Bagwi Bookieepings.. €

° Type Office supplies in Name.




New expense category.

° BIR purchase classification is how the

BIR lists these purchases. )

(e womes

Descrpton ©

Choose Goods other than capital
goods in BIR purchase
classification .

° Click Save.

i € _

Q search orjump t. X</ Gudeme  H Feedback o ¢

Now one for your electricity, water and
internet bills.

Click New category .

0 Type Utilities in Name.




New expense category.

° Choose Services in BIR
purchase classification . [

Descrpton ©

Leave offBIR's Summry Listof Purchases ©
IR purchase classiiation ©

Not classifid

Q seacnorpmpto. o fouseme Hremscx 0 R € 8

° Click Save.

=fters | D Coumns

Goadsatverhan gl goocs. sew -
Sorvcos Zim)| =
o1 2 catogors

You have two categories now. Add more whenever you need
one.

2/ cudeme Wreomeck & 2 € &

0 Now click Expenses , above
Expense categories.

This is Expenses: every expense Bagwis has entered. It is
empty for now.

Q searchorjump o, X foudeme Wrebek O & C &

-

=res | @ coums | &

a The internet bill came by email.

Click New expense .

No expenses yet




a Choose Utilities in Category.

@ The bill is from Lungsod Fiber Internet. It
is not in the Supplier list yet.

Click New supplier.

@ Type Lungsod Fiber Internet in
Supplier name.

G Click Save supplier.

R

iR purchase cassficaton ©

O Usethe category default

Amount* ©

New expense

category* ©
Uiites

B1R purchase classiicaton ©

O Usethe category default

Amount+ ©

Invoice ORno. ©

mo

Registerod daress ©

BIR purchase classiicaon ©

Use the category defauit

nvoice | ORno. ©

annot g0 on B Summary
Expense date* O 1R purch eaton ©

middlyyyy O Usethe category defautt

Amount and VAT
Taxtreatmant © Amount* ©

Recuring expense ©

The form warns that this supplier has no TIN. The emailed bill
does not show it, so leave it for now. Lesson twenty-three adds
it.




Type the bill's number in Invoice
/ OR no.

Pick the date on the bill in
Expense date .

Line items are optional. They show what
the bill was for, line by line.

Click Add line item.

Type Fiber internet plan in the
line's Description.

New expense

Catogory* ©
Uiiies

Supptor © nvoica | OR no. ©
Lungsod Fiber Intemet v

+ Now supplier it supplr
s upple has 1o I, 50 the putchase cannot goon BIR' Summary
Lstof Puschases. Cick Edt suppier 10 acd .

Expensodote* © R purchase cssication ©
ety O Usethecatogorydefaut
Amount and VAT
Tax restment ©
Not stated v

Not satod bocks IR Summary Lis of Purchases
Choose how th rceiotwas taxeaf you o .

B s oa clent ©
Line tems (optonsi)
Nolin ems. They arocptonal—the amnt sbove s what s recorced

+ Add e tem

Descrption ©

Recuring expense ©

New expense

category* ©
Uiites
Supplr ©
Lungsod Fiber intemat
+ Now suppller it suppllr
s supple has 1o I, 50 the putchase cannot go on BIR' Summary
Lstof Puschases. Cick it suppier 1090 .

Expense date* © IR purchase classiicaton ©

adlyyyy 0 | usetne category detau

Novembor 2026
Amount* ©

1203 45 8 7 v
LR R
ERY oo

2 n ® 2w

» %

Noline toms. They e optional— the amount sbov s what s recorded

+ Add o tom

Descrpion ©

Recuring expense ©

New expense

Catogory* ©
Uriies
Supplr © nvoice O no. ©
Lungsod Fiber Intomet v 2si0ons
+ Now gl 2 Editsuppler

s upples has 1o I, 0 the putchase cannot go on BIR' Summary
Lt of Puschases. Cick Edit suppier 10304 .

P [EY—
S
T
M- oo ©
e

The amount s before VAT ©

Bl ths oa cient ©
Line tems (optonsi)

Nolin ems. Thy areaptonsl—the amount sbove & what s recorded

Recuring expense ©

New expense

category* ©
Uities

Suwpier © nvice /0Rmo. ©
Lungsod Fiverntemat v rasioons

+ Now sppiir 2 Edtsppir

s upples has 1o I, 0 the putchase cannot go on BIR' Summary
st of Puschases. Cick Eit suppier 10904 .

Expense dote* © BB purchse cssicoton ©
osi20z6 O Usethe categorydetaut
Amount and VAT
Tax woament © Receiptiotn* © AT asprinted ©
aTable

The amount i before VAT @

Bl toa cient ©
Line tems (optonsi)

Desermtion

=

Lnes 3831912000

+ Addne tem

Descrption ©




Type 2240 in the line's Amount.

New expense

Catogory* ©
Uiites
Supplor © nvoica | OR no. ©
Lungsod Fiber Intemet Lri2610-0815
+ Now suppler it supplr

s upple has 1o I, 50 the putchase cannot 3o on BIR' Summary
Lstof Puschases Cick Eit suppier 10 a0 .

Expensodote* © R purchase casicaton ©
10512026 B Usethe category cefaut
Amount and VAT
Tax estment ©
VATasle

The amount i before VAT ©

Bl s oa cient ©
Line tems (optionsi)
Descrton unnprice
Fior intamet pian
Lines 38419 19224000 Us s the receit ot

+ Addine tem

Descrpion ©

Click Add line item again.

New expense

Category* ©
Uiites
Supplr © nvoice  ORno. ©
Lungsod Fiber intemat LF12610-0815
+ Now suppller it suppllr

s supple has 1o I, s the putchase cannot go on BIR's Summary
Lstof Puschases. Cick Eit suppier 1096 .

Expensedote* © iR purchase clasicaton ©
0512026 Use thecategory defaut
Amount and VAT
Tox weatment ©
aTable

The amount s before VAT ©

Bl s toa cient ©
Line tems (optonsi)
Descrtion unnprice

Fier ntermet pan

Lines 38409 19224000 s s the receipt ot

G20

Descrption ©

Type Static IP address in the new —
line's Description . o

Supplr © nvoice OR no. ©
Lungsod Fiber Intomet LF2810-0815
+ Now suppler it supplr

s upple has 1o I, 50 the putchase cannot go on BIR' Summary
Lstof Puschases Cick Edit suppier 10304 .

Expensedote* © iR purchase clasicaton ©
0512026 0 Usethe category defaut
Amount and VAT
Taxestment © VAT a5 prinied ©
VaTable

The amount s before VAT ©

Bl s oa cient ©
Line tems (optonsi)
Descrton

Fier intermet pan

(sl o

rprrr——— R

+ Add e tem

Descrtion ©

Type 448 in its Amount.

New expense

Category* ©
Uities

Suwpier ©
Lungsod Fiber intemnet

+ Nowsupplier 2 Eait suppler

Tiissupplie has o TN, s0 the putchase camot 0o on B's Summary

Listof Purchases. Ck Ecit suppir 0364 .

Expensedote* © iR purchese clasicaton ©
05/2026 Use thecategory defaut
Amount and VAT
Tox veatment © Receipttotal* © AT asprinied ©

aTatle

The amount i before VAT @

Bilths o3 clent ©
Line tems (optenal)
Doscrtien

o otamet pan

Staic P adaross

s o oo v st
sttt 3

Deserpion ©

Lines add up to two thousand six hundred eighty-eight pesos.



Choose VATable in Tax ——
treatment. [

Uiites

Supptor © nvoica | OR no. ©
Lungsod Fiber Intemat LFi2610-0815
+ Now suppler it suppler

T supple has 1o I, 0 the putchase cannot goon BIR's Summary

st of Puschases. Cick Eit suppier 10 a0 .

Expense date* © IR purchase classiicaton ©

1Wos/2026 0] usethe category detautt

Amountand VAT

— N
i

s rocorgeo
Mixed (VATatie  exemgt / zero-ratec)

Descrption ©

Recuring expense ©

Click Use as the receipt total .

New expense

Cotegory* ©

Utites
Supplier © nvice ORmo. ©

Lungsod Fiverntemat LF1-2610-0815
+ Nowsuppler 2 Edi suppler
Tissupplie has o TN, 0 the purchase camnot 0o on BY's Summary
Listof Purchases. Ck Ect suppier 0364 .
Expensedote* © R purchase casicaton ©
0512026 Use thecategory defaut
Amount and VAT
Tox weatment © Receipttotal* ©
aTatle

“The amount s before VAT ©

VATable

240000 VAT

268800 N
W

Bilths oa clent ©
Lie tems (optons!)
Descrption

Fier intermet pan
Staic P adaress
Lnes 3 p 10268800

+ Ada e tem

AutoSOA works out the VAT in the total: two hundred eighty-
eight pesos.

Type what it was for in

This supplie b 10 TN, 50 the purchase camna g0 on BR's Summary
st of Puschases. Cick it suppier to 303 .

D t osrz026 Use the category detaut
escription . T

Taxteatment © Receptioal* © VAT as pied ©
VATable

The amount s before VAT ©

VATable 240000 VAT

268800
Biltis o2 cient ©
Line tems (optons)
Descrption
Fier intermet pan
Staic P agaress
Unes 69 09 10208800
+ Addne tem
Descrtion ©

of

Recuring expense ©

Click Save.

+ New suppller  Eatsuppler

This supplie b 10 TIN, 50 the purchase camnal g0 on BR's Summary
Listof Puschases. Cick it soppior t 3
Exponso date* © BIR purchase classiicasin ©
1110572026 Use the category defaut
Amount and VAT
Toxveatment © Recaptiowl* © VAT a3 prited ©
VaTable

The amount s before VAT ©

VATable 240000 VAT
Total

268800

Bl this o cient ©

Ui

ms (optonai)

Descroten
Fverintome plan
Staic P agaress

Lines 69 up 10208800

+ Add o tom

Description ©

Office internet, Noveber|

Recuring expense ©




@ Find the bill's number in the
search box.

ac Bencrr

Here is the internet bill. Supplier shows Lungsod Fiber
Internet. The bill is two thousand six hundred eighty-eight
pesos, with its VAT.

You have two expense categories. The internet bill is in, line by line, with its supplier and its VAT.
Next, Ben bills a client for a cost Bagwis paid for them.

Check yourself
Where do you add an expense category?

Where do you type in a bill that came by email?



Lesson 20 - staff - 4 min - soa—onboard-20.webm
Bill a client for a cost you paid

At the end you will have: re-billed costs Subject to VAT (Liza's accountant's answer, set by
Ben); a Courier and delivery category; the Lakbay Express Couriers receipt (350.00, VATable,
supplier TIN typed from it) ticked "Bill this to a client" for Tanglaw, its Description typed after Bill
to; Tanglaw's December draft carries it as a Reimbursable expense, due Mon 4 Jan 2027

Before you start: You need Ben's expense categories from lesson nineteen, and Tanglaw
Learning Center's November invoice from lesson thirteen.

0 First, how such a cost is taxed.
Open Billing, then Statements
(SOA), then Invoice settings .

G A cost you pass on to a client may carry P
VAT, or not. That is for your accountant.

Bagwis's says it does.
Choose Subject to VAT in
Expenses billed back are .

° Click Save.

(@ s changes s saves |
= o i F

The bar reads All changes are saved.



0 A courier is a new kind of cost.
Open Expenses, then Expense
categories .

° Click New category .

Sres | oo T -

s -

o Type Courier and delivery in
Name.

0 Choose Services in BIR
purchase classification .




° Click Save. —

[courtersna saiveny

Descrpton ©

Leave offBIR's Summary Listof Purchases ©
IR purchase classication ©
Services

° Now click Expenses, above
Expense categories.

Statements (SOA) Descrpton Sopper nvoice OR o VAT tnes  Rocuring

Receivables (AR)

Expenses res00 2 sem -
2 expens

Q Click New expense . O e s o Qi R

uuuuu s | Dcoums | O

Supper Invoice 0o, VAT Unes  Rocuring

Novs,2028(Th)  P26GB00 Unites  Officeimomer, Novemoer  Limgsod Fberintone L6108 $26800 2 sem -

L A

0 Choose Courier and delivery in
Category .

Use the category default

+ Add e tem

Descrption ©




Click New supplier.

Type Lakbay Express Couriers in

Supplier name.

Click Save supplier.

Type the receipt's number in
Invoice / OR no.

New expense
Catogory* ©
ourierand delivery

Supplor © Invice ORno. ©

No suppir on e

BB purchase casicaton ©
mvadlyyyy Use thecategory defaut
Amountand VAT
Tox ament ©
Not stated

Not stated blocks BR's Summary List of Purchases.
Choose how th receipt was taxea f youfe .

Bl s oa clent ©
Line tems (optionsi)
Noin ems. Thy arecptonal—the amnt sbove i what s recorced

+ Ada e tem

Descripton ©

Recuring expense ©

New expense

category* ©
ouierand deiivery
Suppler © Pagto © Invice ] ORmo. ©
No suppiier on i
+ Now supplier
New supplier
Suppiorname * © ™o

[ Lotoay orss ] nsesermean

Registered name © Registered adaress ©

BIR purchase classificaon ©

Use the category defauit

Toxrestmant ©
Not stated

Not stated blocks BIRs Summary Listof Purchases.
Choose how th receipt was taxedf you fe .

Bilts o2 clent ©
Line tems (options)
Noline ems. Thy are optonal—the ameunt Sbove s what s ecorded.

+ Addnetem

New expense

Catogory* ©
Coutierand deivery

Supplr © Invoce ORno. ©
No supplir on e

+ Now supplir

New supplier

Supplername * © ™o
Lakbay Express Couriers 214-660-871-000

Registerod name © Registerod dross ©

p—— (i vooa e iy o

concel

Exponso date* R purchase cassicaton ©
ity Use thecategory defaut
Amount and VAT
Tax restment ©

Not stated

Not stated blocks BR's Summary Lis of Purchasas
Choose how th receipt was taxedf youfo .

Biltis oa cient ©
Line tems (optonsi)
Nolin ems. They arecptional —the amount sbore & what s recorded

+ Add e tem

New expense

-
o0 eniorm. o
S/
v s e st 0
st p—
s
-

Not stated

Not stated blocks R Summary Lisof Putchases,
Choose how the receipt was taxea youfe .

Bl s oa clent ©
Line tems (optionsi)
Noline ems. They arecptonal— the amount soove s what s recordes

+ Add e tem

Descrption ©

Recuring expense ©




Pick the date on the receipt in

New expense

w——
Expense date .

Expense date* © B1R purchase classiicaton ©

iadlyyyy Use the category defauit

© Novemberzozs -
. Amount* ©

7

Ppurchases

Noin Kems. They arcptional —the amnt sbove s what s recorded.

+ Ada i tem

Descrption ©

Type 350 in Amount. e

Category* ©
Couierand devery
Supoter © nvice ORmo. ©
Lakbay Express Courirs - 214-660-671-000 Lec-1i03-5528
+ Newsuppler 2 Edit suppler
Expense dae® © BB purchase classication ©
osfa0z6 Use the category defaut
Amount and VAT
Taxrosment ©
Notstated

Not stated blocks BR's Summary Lisof Purchases.
Choose how th receiptwas taxedf youfo .

Bl s oa clent ©
Line tems (optonsi)
Nolin ems. They areaptional—the amaunt soove s what s recordes

+ Add e tem

Descrption ©

Recuring expense ©

Type what it was for in F—

— ——
Description .
iy et
Lo —
-

Binte

@ Bithis o a cient ©

Tanglaw Learning Center -C-0010

Line tems (optionsi)
Nolin tems. They arecptional—the amount sbove & what & rscorces

+ Add e tem

Description ©

ourir:signed BIR forms to Tanglaw|

Bill this to a client puts this cost on the —
client's next invoice, once, with this S—

I'eCGI t Supplier © Invoice /OR no. ©
S —
Turn on Bill this to a client. s s B ek
——
Ky P—
Ee—

35000

Bilto
B this 0. cont ©
Choose the angagement
L toms (optonsi)
Noline Rems. Theyarecptonel—the smaunt sbove i what s ecorded

+ Add e tem

Descrtion ©

Recuring expense ©




Choose Tanglaw Learning S
Center in Bill to. =

Supptor © nvoica OR no. ©
Lokbay Expross Courers - 214-660-671-000 LEc-1103-5528
+ Now suppler it supplr

Expense date® © IR purchase classiicaton ©

Lakeside Water Refiing Station -C-0004
Amount and VAT Masagena Rice Deler -C-0008
Toxeatment ©

1110572028 Use the category defaut

Northpont Hardware - C-0002
VaTable Pacifc RimLogistes Corp.-C-0009

The amounts before VAT © ‘SampaguitaBakery -C-0001

v PR
o 35000 (mgon oy o000

Vaanueva DentalCiic - C-0003
B enisoacient ©
Choose the engagement
Line tems (optons)
Nolln Rems. The areaptonal—the amaunt dbove s what s recorded

+ Add e tem

Descrtion ©

Recuring expense ©

Click Save. S

Corierand devery

Supoter © nvice ORmo. ©
Lakbay Expross Couriors - 214-660-671-000 Lec-1ioa-ss28

+ Now sl / Gt sppllr

Expense dae* © BB purchse classicaion ©
0512026 Use the category defaut
Amount and VAT

Toxrestment ©

VaTable

The amount s before VAT ©

VATable

Binto+
@ s o acient ©
Tanglaw Learning Center - C-0010
Line tems (optionsi)
Nolin ems. Thy arecptionsl—the amnt sbove i what & recorded

+ Add e tom

Descrption ©

Courir:signed BIR forms to Tanglaw Learning Center

Recuring expense ©

Biing > Statements (SO4) » Ivolces & statements, Q seachorjomp to X /oudeme WFeesnick O 2 C

Now Tanglaw's next invoice. ==

Joma
bl {8 Make this month's invoices. + i
Open Statements (SOA), then e
’ Q semenians =res | Do &
s &
- &5 tseus | @
Invoi men -
. e, ot T st s Owene
[—
— fEr—
Engagements s Vieabeaicie  PRAIOO0 #4000 @isusd Mo Dect 008 el @ rcorapayment | -
What o charg for
clan s . L. P30M000 P00t @t S o 08 @ vt ot
p—
- o
s vt Gomen T Pr00000 P00 @ed (S ot o) et =
Your own labels. i
o seings . g porion penoco @t LS owct o @ et | =
[
[— . , Kot PoM00 poa)  Ohed LS owchaom @ recrapormee
Tatcomtines v
. a7 - oot | =
aars v . Mmoo pSoc0 PSg0m  @med (S ot o (e) @ vt
. Pt hmtoges . Pios0 PRMON  Ohed LS owct 08 @ s oyt
= namosoion
w T teanigcn. 9784050 B — @ ot | =
" ‘Silangan Auto Repair #720000 728000 kg Dec 1, 2026 (Tue) Record payment -
> - Nov 6, 2026 (Fri) ‘ L hrut
u [res—— rosoco  @ues (ST et 20 @ recarapayment
g P
o W Bz > % [ oo -

This is Invoices & statements.

Click Create an invoice. - S — Q@ sechr e o ok Mm@ ¢ &

# Home Invoices & statements.

Everyihing you have biled, whatever state ts n 8 Make this month's invoices.

D Tranng
& sewchimots 2rmens | Do | &
o -
i tsews | @
Samens o0~
wocano caam Tor swones e oueane
veice & sttements
. S
Engagemens s Voo Docme  P340000 PRAI000  Olad ST ouct a8 ) @ tacorgpmment
Whetyoucharge for
Ctant s . O P YWV AT P @ tecrapmmart
ove dtes
s o
s OnemGamens T PI00K000 POMO0O  @les ST ouct et @ recrapmment
Youraun bets .
i setngs . g pe7iooo perom  ues oW onetaiee Frr—
—
Expenses . , Commwees s o000 pein00  @ies ST osct e @ tecospmment
P p——
o v . Mg Rcaoose PSG000 PG00 @mes S owct s @ scorgpmment |
v
. e Rmtogtesc. Piesioc0 pas0c0  @ues ST ouct et Fyse—
= admisason .
w ToglengCi. #1800 P00 @ksm (S et 020 @ tecrapament |
. FEpEE A e ey
w Jres—— oot @uwes (ST et e @ pecorapayment

- T 1100113 mcices



@ Type Tanglaw in Engagement. =—

@ Choose Tanglaw Learning e
Center. s

Servicsperod rom* Service perod 0 ©
1012026 13012026
Involca e * ©

wo1/2026

#3500
#8520

823200

e November is billed already. —
Click Bill December instead . e

0010 — Tangiaw Leaming Center
Service period rom* © Service period 0* ©

Te/012026 r2/312028
Invoice date+ ©

121012026

1607200

It falls due on Monday, the fourth of January. The last day of
the year and New Year's Day are holidays, then comes a
weekend.

6 Click Create invoice.




Click the row's menu.

Click View.

Type the TIN on the receipt in
TIN.

Biing > Statements (SOA) > Ivoices & statements.

# Home Invoices & statements.
Everyihing you have biled, whatever stat it
£ Taining
o Q search ivoies
B %
L& tsuus 1 @
Sttements (S08)
Inoica o Clant
Invaces & statements
clnts S ptar
Engagements Notrumbered yot Tanghw Lesming Cen
What you charge for
Clnt e ST
s anueva Do Cinic:
. Lokasido Wter R,
N s Dosesy Goments Trd.
® . Btun prining press
7 Kainaw Wetnas Spa
N s Masagara e Deser
o PacificRm Logistcs .
o Tongw Loaring Con.

e Bencru

Sages ookhseping S S s et

Q seachorjump o

To Swowd  Suws  Emalea Dusdate

Pr607200 — ODun  totissusayer  an4,2027 Mooy

o000 paaco00  Ouwaa YO ouct, 008
o000 psok00  ad YT ouctz0ae
o o avea S 1 (Tue)
0st000 P00 @ o R S
reroco penom  @uaes (ST oeel 20
s
rereac0 pesnco  @mams ST osc (e
rs6000 psscom  @hme ST, Dee 20
" = a7 o
resoco mesmoo0  © g 08612028
raince e @umas TS ouet 0 e

_M wo St

Z Gudome  WFeomack O R €

8 Make this montsinvoices

s Dcoums | O

© view
8 print/Sove 2508
! m o

2 cations
! e

W Dscasaan

@ hecorapayment
@ Recorapaymen
@ Recordpayment
@ Recordpayment
© Recorapoyment

© Recorapoyment

[ Biing > Satements SO) > voloos L tatoments Q sesrcnorump . . ouseme Wremck 0 % ¢ &
A Home & statements
‘Everything you have billed, whatever state itis in. e
£ ing
ey Q Seachinvoons. =res || @ coums | & || -
A i tsus | O
Satmens SN~
o e e G S et s
e « S0t
Srpaenera Notnumbered yet  Tanglew Leaming Cen..  $16,07200 — @Draft  Notissuedyet  Jan4,2027 (Mon) =
What o charg for
Ea S,
Pope— e Q
o s Vo boicic pogto0 padion  Ohnd (S onc e S =
Yououmiabl s
S . Ui psgio00 pspiots  @kes (S onct e B oo
Bl s vy Gamen Tt P00 P00 @rewed (ST ot e et =
Expenses .
Tctcmes . nmmgpes perom remom Omued (ST ot (e @ oty |
aorts ’
- , Koo et PS0O00 P00 @ened (S oech e @ secrspmmn | =
G o . Ve es oot Pigi000 P00 Ol (ST o ot @ corspoman | -
o
. P hmtcomsC Pioa0) Pasn0D  @kes (ST oect o8 @ s
7
“. Tagterogn. P70 mako0  @ed (S oy @ et =
(i) Pencr « " SieoganAoRepsi #7280 #128000  @lssued Tt Dec1,2028 (1) @ fecarapament | =
- S - Nove s

Biling invoice (draft)

BILLING INVOICE

Conter

T g

£16,072.00

Oy 4 2027

Resier - Accutin.Tarsion nd CosokancyDecamber 026

AMOUNT

e e s s e ey e s 5

Tanglaw's December draft carries the courier as a
Reimbursable expense: three hundred and fifty pesos.

New expense

category* ©
ouierand delivery

Lakbay Express Couriers

Registered name ©

Expenso date* ©

iddlyyyy

Amount and VAT
Toxrestmant ©
Not stated

Not stated bocks BRs Summary Listof Putchases
Choose how th receiptwas taxed i youfo .

Biltis o2 cient ©
Line tems (optonsi)
Noin kems. They are optonal— the amunt above s what.

+ Add netem

Pagto © Invice ORmo. ©

™o

=

N
T I

BIR purchase classiicaton ©

Use the category defauit




e Type the registered name on the
receipt in Registered name.

™o

214-660-871-000

Registerod daress ©

e Type the address on the receipt
in Registered address .

iy

Amount and VAT

@ Choose VATable in Tax
treatment.

Ben recorded the courier receipt and turned on Bill this to a client. Tanglaw's next invoice carries it,
once. Next, Ben sends a client a summary of their account.

Check yourself
How do you bill a client for a cost you paid for them?

Where do you say if a billed-back cost carries VAT?



Lesson 21 - staff - 1 min - soa—onboard-21.webm

Send a client their account summary

At the end you will have: Northpoint's account summary for the year emailed as a PDF; its
unpaid-bills view read

Before you start: You need Northpoint Hardware's November invoice from lesson thirteen, and
its payment from lesson eighteen.

0 Open Billing, then Statements s
(SOA), then Clients . ———
0 Find "Northpoint” in the search Qe e S o o e 0 @ ¢ 3
box. ==
° Click Open on Northpoint Qe b Pr— « et e o @ c 3
Hardware's row. ° pe— , -
FOOB ) POBG P7,28060 P7,280.00

Neads attention

Earler invoices.

ico2 @oaa #7,280.00

oware — #728000



0 Account summary lists every invoice
and payment with this client, for any

dates you choose.

Click Account summary .

° Click Only what is unpaid.

° Click Every bill and payment.

Northpoint Hardware: account summary

From ®o

1210172025 o Mos/2026

y 4l Bagwis
BOOKKEEPING SERVICES

ACCOUNT SUMMARY

O 0 every bitland payment

Northpont Hardware

B print [ Save s

It opens on the last twelve months, up to today.

Northpoint Hardware: account summary

From w0

12002028 0 | | wosrzozs O © Every bil and payment_ Only what s unpai

& Bagwis
BOOKKEEPING SERVICES

‘Bagwis Bookkeeping Services
Uit 302, 118 Klayasn Avenve, Dikman, Quezon Gy 1101
VAT g TN 245781.605.0000

ACCOUNT SUMMARY

Nortpaint Haroware

Each invoice and payment is a line, with the balance after it.
Northpoint owes nothing now.

Northpoint Hardware: account summary

From ®o
1210172025 o sz o

y 4 Bagwis
BOOKKEEPING SERVICES

‘Bagwis Bookkeeping Services
Uit 302, 118 Kalayaan Avenue, Dilman, Quezan Cy 1101
VAT R T 245781.605.0000

Every bil and payment © Only what s unpaid

UNPAID BILLS

Northpont Haroware

Notystave

= Ema

Now it lists only the bills still unpaid. Northpoint has none.

Northpoint Hardware: account summary

From no

1210172025 o osnozs

Ll oo"mm,..,
4 Bagwis
BOOKKEEPING SERVICES

‘Bagwis Bookkeeping Services
Uit 302, 118 Koloyoan Avenve, Dinan, uezon Gy 1101
VAT R TIN45.784.603.0000

UNPAID BILLS

Nortpaint Harcware

Notyetaue




0 Click Email.

° Click Send with the PDF .

Northpoint Hardware: account summary

Send to has Northpoint's email address already.

Northpoint Hardware: account summary

From w0
124012025 Tosf2028 O © Every bl and payment Oy what is unpa

. BOOKI EEPING SERVICES
18

. BOOKI EEPING SERVICES

., v BookkeepingSarvices
ik wor
mom i

ACCOUNT SUMMARY

The account summary is on its way to Northpoint, as a

Ben opened Northpoint's account summary, checked what is unpaid, and emailed it. Next, Liza

looks over the month.

Check yourself

Where is a client's account summary?

How do you show a client only what they still owe?

How do you send it?



Lesson 22 - owner - 1 min - soa—onboard-22.webm
Month-end

At the end you will have: November looked over: income £14,500.00, expenses £2,712.50
(internet £2,400.00 + courier £312.50, both before VAT), net #11,787.50

Before you start: You need November's invoices, payments and expenses from the lessons
before.
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period . o $78,400.00 £16,240.00 .
This is Paid & unpaid by period. It shows who has paid and
who has not, for one service period.
° Choose November 2026 in fom a5

Service period .

$78,400.00 £16,240.00

......... o

Paid shows two of November's invoices.
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Not paid shows ten of November's invoices.
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This page counts only the service period you choose. The
catch-up invoice for Bituin Printing Press is for January to
October, so it is not here.
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Overdue shows zero. None is past its due date yet.
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November's invoices fall due on December first: Due date
shows Dec 1, 2026 (Tue).



Now open Reports, then Income
& expenses.

Pick November first in From.

Pick November thirtieth in To.

Click Apply filters .
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© income ® Expense @ Netprofit

This is Income & expenses: what came in and what went out,
over the dates you choose.
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. Bagwis is VAT-registered, so the amounts  ge-... P =) TR v > = < @
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Income shows fourteen thousand five hundred pesos, from the
two clients who paid.
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i twent out,and what s lft — over  pariod you hoos.

oms wo
eme o et S——
P14,500.00 P2,712.50 h P11,787.50 o
PSR——— [E—
Cotr sty f
-
-

Nov 2026
@ income ® Expense ® Netprofi

Expense shows the internet bill and the courier, without their
VAT: two thousand seven hundred and twelve pesos and fifty
centavos.

oo eme ¥ Feesback :
Q v 7 udeme Wreemsx 0 2 ¢ &
Income & expens:
i, w 11— over a pariod youchoo
From © ©o
wovz0z6 o oz
° sote VAT
ncome Exponse
P14,500.00 P2,712.50
Income  expense  profit rend
15000 Uutes P2,400.00
Courier and ceivery 2,50
00
so00
or 2028
© income @ Expense. @ Netproft

W seomeens. €

Net profit is eleven thousand seven hundred and eighty-seven
pesos and fifty centavos so far. An invoice counts here once it
is paid.
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$2,712.50 P11,787.50 o
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......... oo

Utilities is November's biggest expense: the internet bill.

You saw what is paid, and what came in and went out, without VAT. In the next lesson, Liza makes
the quarter's Summary Lists for the BIR.

Check yourself
Where do you see how many of a month's invoices are paid?

Where do you see what came in and what went out?

Common mistakes

The screen says What to do

Income is less than the payments = That is correct for a VAT-registered business. The amounts leave out VAT,
you recorded. because the VAT you bill goes to the BIR.



Lesson 23 - owner - 3 min - soa—onboard-23.webm

The quarter's Summary Lists

At the end you will have: Q4's blocker cleared (Lungsod's TIN); purchases £3,038.00, input
tax 325.50; DAT chosen in Format, in the Filing card; DAT files made

Before you start: You need the BIR registration from lesson four, and the quarter's invoices
and expenses.

0 Open Billing, then Tax & - r— = 1 F"FTYT
compliance, then Summary Lists

(SLSP). R - —
This is Summary Lists. It shows what a quarter files: the
Summary List of Sales, and of Purchases.
0 Choose Q4 in Quarter: October o= R e T—y
A Home ‘Summary Lists (SLSP)

to December.

What needs attention ©18icckng

Supplier has no TIN

........... o

Sales shows November's thirteen invoices, with their VAT.

ssssss

What needs attention 0 1biccking

........... o

Purchases shows the internet bill and the courier receipt, with
the VAT Bagwis claims.



Ben added Lungsod Fiber Internet in
lesson nineteen, with its name only.
Lungsod has sent its TIN since.

Click Open this expense, under
the finding.

Click Edit supplier.

o Type the TIN in TIN.

[ [ . Bilng 5 Tox & compliance > Summary List (SLSP) Q search orjump to. 7 cudoms  WFeomvack O 2 C &
# Home ‘Summary Lists (SLSP)
(Check  quarters sals and purchases befor you e them.
2 Taiing
sor
Ver O Cuaner ©
Coweng

2026 ¥ Q4 ¥ 2026 Q4 (0ct - Dec 2026)

Soles Purchases

tnes © n Lnes © 2

Documents © " Documents © 2

cuoss Pos12000 ooss #3000

outputiax 1052000 puttax pazss0

Nothing has been encoded for this quarter.

‘Wnat needs attention

‘Supplier has no TIN

0 15icckng

[Purchas rom Lungsod Fernternet has no suppler TR

g ST

One thing must be fixed first: the purchase from Lungsod Fiber

Internet has no supplier TIN.

nvoice O no. ©
v Le10-0815

= m»&mw §

Use the category default

110572026
Amountand VAT
Toxveatment © Recaptiowl® ©
VaTable
The amount s bafore VAT ©
VATable 240000 VAT
Total 268800

The internet bill opens, with the warning that its supplier has no

TIN.

Edit expense.

category* ©
Uiites
nvoice | ORno. ©
v 26100815

annot g0 on B Summary

IR purchase classificavin ©
110572026 B Usethe category default

Recaptiotal* ©

The amount s bafore VAT ©

VAT as pied ©

VaTable
Total

Edit expense.
Catogory* ©
Uniies

Suppler ©

Lungsod Fiver Intermet

240000 VAT
268800

nvoice OR no. ©
v Le0-0815

annot g0 on B Summary

Lungsod Fiber internet

Registored name ©

Expenso date* ©

1110512026

™o

P23-456-789-000

Registored adaress ©

IR purchase classiication ©

Use the category defauit

Recepttowl* ©

240000 VAT
268800




Type the registered name in
Registered name . T

Uiites
Supplr ©
Lungsod Fiber Intrnat

+ Now suppler it supplr
T supple has 1o T, so the

Listof uechass. Cick it suppser 1 964

Edit supplier
Supplername * ©
Lungsod Fiber nternet

Registored name ©

nvoica | OR no. ©

26100815

putchase canot go on BR's Summary

™o
008-117-552:000

Registered adaress ©

Lungd

Expensodote® ©
10512026
Amount and VAT
Tax veatment ©
ATable

The amount s before VAT ©
VATable

Bl s toa clent ©

Line tems (optonsi)

Type the registered address in —
Registered address . [

=
e
e
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e

Bl s toa clent ©

Line tems (optionsi)

Click Save supplier.

Uriies

Suppter ©

IR purchase classiicavon ©

Use the category default

Recepttowl* © VAT as e ©

240000
268800

nvoice | ORno. ©

LF2610-0815

putchase cannot go on B Summary

™o
008-117-552-000

Registored daress ©

[(se oot

IR purchase classiicavon ©

Use the category d

it

40000 VAT
268800

nvoice OR no. ©

Lungsod Fiber Internet -008-117-552-000.

LF12810-0815

FWewsialer 7 Eauper
Expensedate* ©

ostao0z6

Amount and VAT

Tox ment ©

ATable

The amount s before VAT @

aTable
Totat

Biltis oa cient ©
Line tems (optonsl)
Description

Fier intermet pan
Staic P adaress
Lnas 63 0919268800
+ Add e tom
Descrption ©

Offic internet, Novermber

The warning is gone.

Click Save.

Lungsod Fiber Itemet - 008-117-552-000
+ Newsuppller 2 Eait suppler
Expensedote* ©

0512026

Amount and VAT

Tax vestment ©

aTatle

The amount is before VAT ©
VATable

Bl s o2 clent ©
Line tems (optonsi)
Descrption

Fier intermet pan
Static P adoress
Lines 64 19268800

+ Ada i tem

Descrption ©

Office nternet, Noverber

Recuring expense ©

BIR purchase classiicaton ©

Use the category defaut

VAT as pined ©

unprice

126100815

IR purchase classiication ©

Use the category defauit

Receptiotal* © VAT as primed ©



Open Tax & compliance, then

Summary Lists (SLSP).

Choose Q4 in Quarter.

Choose DAT in Format. These
are the files the BIR takes.
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Expenses
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‘Summary Lists (5L5P)
BR regitraton
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.

> Summary ists (SLP)

06y 03 v

20263 - Sep 2026)

Sales

Lnes ©
Documents ©
Gross

outputtax

Encoded purchases

+ Encode s purchase

Nothing has been encoded for ths quarter.

What needs attention

Nothing to flethis quartor
No sl o putchases It pericd.

Flnn

This is Summary Lists again.

<k complance > Summary st (SLSP)

s before youfe them.

Youfle the st trou

03 (- Sep 2026)

Sales

Unes ©
Documents ©
Gross

outputtax

Encoded purchases

+ Encode apurchase

What needs attention

Nothing to fl this quartr
No sl o utchases it e,

Fiina

Q Seareh orjump t. X</ Gudome Feodback

Purchases
o Lines ©
o Documents ©

000 Gross

000 Input tax

7 Guideme  § Feeavack

Purchases
o Unes ©
o Documents ©

000 Gross

000 Inputtax

It opens on @3, the quarter just finished.

# Home
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& siing
Sttements (SOA +
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‘Summary Lists (5L5P)
B registraton
Reports -
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Gross

outputtax

Encoded purchases

+ Encode.apurchase

Nothing has been encoded for this quarter

What needs attention

Q Soarchor jemp . X/ Gudeme K Feedback
#9912000 oross
#1062000 Inputtax

RS

000
000

pRpT—

Accest

000
000

Accest
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razs50

(& Notning s stopping s fing.

Fiing

Fomat ©

5V —to check v

Fing eferencefrom eF?S or eSubmission (opionsl) O

©g.0FPS-2026-

Filing history.

+
dotring has been generated yet.

It says nothing is stopping this filing now.
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Tax & complance > Summary Lists (SLSP)

+ Encode s purchase

Nothing has been encoded for this quarter
What necds attention

+ Notring i stopping i filng

Fiing

Fomat ©

AT —to fl with the BIR

Fing eferencefrom oFPS or eSubmission (cpto

.. 6FPS-2026-009:
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Cllck Generate frs, Records
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1 athing has been generated yet.

Q searchorjump o, %/ Gudeme R Feedback
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e Click Generate.

- After December, you file these with the B ST D) B v & @ <
BIR. Then you click Mark as filed on PO | i

Summary Lists.

,,,,,,,,, -

Here are the quarter's Files so far: one a month for sales,
and one a month for purchases.

The quarter is clear. Its files are ready to make again at the end of December. Next, Ben enters a
payment with Guide me.

Check yourself
Where do you check the quarter's Summary Lists?
How do you clear a purchase that has no supplier TIN?

How do you make the files the BIR takes?

Common mistakes

The screen says What to do

"Purchase from ... has no supplier TIN.", Click Open this expense under it, then Edit supplier, and type the
on Summary Lists (SLSP). supplier's TIN. Click Save supplier, then Save.



Lesson 24 - staff - 3 min - soa—onboard-24.webm

Record a payment with Guide me

| At the end you will have: Pacific Rim Paid through Guide me

Before you start: You need the November invoices from lesson thirteen. Lesson eighteen
showed the same task without Guide me.

Qe toma Q searchorjump w0 Joudeme Wremsk 0 Q C 8
A Home [Gcod afternoon, Ben N )
2 Traing Tihing reeds your tnton WY

5 . ‘e Re draft

Where you stand

Ofhat. overcun Cotected this montn
Po.00 P16,240.00

e L Seownohasnotpaid 4 Lookupacient @ AskAuoSOA

0 Click Guide me, at the top of the &= ——  RRRXI
page. :

\What would you like to do? N ]

Pick one and |

Sen

2 e

s e N
Addaci

s [ N

@ Changewnaticharge N

o BenCz

Guide me asks What would you like to do? Each card is one

task.
0 Pacific Rim Logistics paid its November @ =] deee b0 @
invoice by bank transfer. pliond

Click Record a payment. Which“ifjj(tj{ifg)f{fipaid?PJ

Only invoices st

e Bencruz

It asks one question at a time. First: Which invoice was paid?



° Click Choose one, under the
question.

° Find "Pacific” in the search box.

° Click 9 — Pacific Rim Logistics .

° Click Continue.

Which invoice was paid?
E=p ]

Back

XLeave

Which invoice was paid?

Only involces stil waiting for money a

[~
e
[ Q w 2
pre
e

Which invoice was paid?

Only invoices sti

xxxxx

7

s pencus

How much came in? It shows what the invoice still owes:
sixteen thousand eight hundred pesos.



° That is what arrived. Click
Continue.

° Pick the date of the transfer.

o Click Continue.

0 Type the bank's reference.

Qs
fooe
How much came in?
16800
a

XLeave

When was it deposited?

The date on the sip or the transfe

ot today.

‘11/05/2026 n‘
Novermber 2026

12 s afsle 7
5 9 0 oo
e T WA
2B ouns s
Y

When was it deposited?
11/05/2026 (=)

XLeave

Any reference number? You can
skip this.




0 Click Continue.

Q Click Choose a file, and choose
the transfer confirmation.

° Click Continue.

a Click Record it.

XLeave

Any reference number? You can
skip this.

The trans: ber. Worth fillng in — it is what

1B 2611 3118 64|

‘m Back

XLeave

Attach the proof of payment, if
you have it.

s pencus

It asks you to confirm

XLeave

Record 16,800.007)

This s logged against the involc

m seck

: Record 16,800.00?

XLeave

Record 16,800.00?

ok 0 2 ¢ 8
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Payment recorded.

v )
[P 1 S —

Show me where

o o Sseepngs. €

Payment recorded. Invoice 9 is fully paid.

e Click Show me where. —

©  PBA000 PRA0G  @lswd Dec 12028 (o) @ Rocorapayment -

. Ps0a000 Ps00® @i Doc 12026 e) @ fecorapayment

560000 560000 @i

o #8000 wpi000 @
a0 @
B B n 448000 P448000

Guide me opens Invoices & statements, the page for this
task.

@ Find "Pacific" in the search box. fone e 0 5 8

Koioaw Weloass Spa PE1G000 PEI0000 @k

= Adminisuation

L~

L PR

The invoice for Pacific Rim Logistics shows Paid.

Guide me took Ben through the payment, one question at a time. The next lessons show what to do
when something goes differently.



Check yourself
Where is Guide me?

What does Guide me ask before it records a payment?

Common mistakes

The screen says What to do

A card is greyed out, with "Set up your billing Run the setup wizard first (lesson three). The card works after
first." that.



Lesson 25 - staff - 2 min - soa—onboard-25.webm
S1 - A client pays only part

| At the end you will have: Villanueva Part paid, then Paid
Before you start: You need November's invoices from lesson thirteen.
0 Open Billing, then Statements

(SOA), then Invoices &
statements .

G Find "Villanueva" in the search
box.

e Villanueva sent five thousand pesos by Ly
transfer.

Click Record payment on the

row.




° Type 5000 in Amount : what
arrived.

o Type the bank's reference in
Reference .

o Click Choose File in Proof of
payment, and choose the
transfer confirmation.

0 Click Record.

It says a part payment: three thousand four hundred pesos
would still be owed.

# Home Invoices & statements
Eveyihing you have biled, whatevor state it

ctant Tow Swlowss  suus Emaloa ousaste

T D G “—% e — = -

0+ porpage 110t imoce

The invoice shows Part paid. It moves under Status: Part
paid.



o Then Villanueva sends the rest.
Click Record payment on the

row.

Amount shows what is still owed: three thousand four hundred
pesos.

° Type the bank's reference in
Reference .

Date recelved * ©
T/0s/2026

Roforence ©

prooto,

° Click Choose File in Proof of
payment, and choose the second
transfer confirmation.




° Click Record.

The invoice shows Paid.
The rule to remember: The rule: enter what arrived. The rest stays owed until it comes.

Two payments settled one invoice. Each was entered when it arrived. In the next lesson: what if an
issued invoice is wrong?

Check yourself
What do you type in Amount when a client pays only part?

What does Amount show when the rest arrives?

Common mistakes

The screen says What to do

"A part payment — ... would still  Check Amount against your bank. If it is what arrived, click Record. The
be owed." rest stays owed until it comes.



Lesson 26 - staff - 2 min - soa—onboard-26.webm
S2 - An issued invoice is wrong

| At the end you will have: Lakeside voided and reissued

Before you start: You need November's invoices from lesson thirteen.

G Open Billing, then Statements
(SOA), then Invoices &
statements .

9 Find "Lakeside" in the search
box.

e Here is that invoice: five thousand forty
pesos with VAT. It should be four

thousand four hundred eighty.

Click the row's menu.




° Click Correct & reissue.

o Click Yes.

o Type 4000 in the Retainer line.

o Click Save.

It asks to void this invoice, and make a draft copy you can
change.

T

Are you sure?

Vo this invi itable draft copy?
Fix the wrong v  then ssue it under

Editinvoice (draft)

121012026

Subtotal, before VAT shows four thousand pesos. VAT is
worked out again when you save.

[ . Bing > Satemens (SO) > involes S statemants BT W Jouweme Rieasck 0 @ ¢ 8
A Home I & statements .
e it [rTem——
g
i 3 e[S [E]

\y 0% 12026 (T Nov1, 2028 Sum)—Nov 30, 2028 (Mer)

1-2012imokes

The corrected invoice shows Draft: four thousand four hundred
eighty pesos with VAT.



Click the row's menu. ]

g > Sstemens (SON) > veles & satoments i =) R e 0 @ ¢ @
# Home Invoices & statements
Eveying you baveble, hatevr sat s 8 Vako this mari's invoies
2 Traing
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e "
i tsews | @
Sumanis(son ~
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Recoabs ) v
Exponses v
Tatcommins  ~
Reports v
= Adminstaton 5
B o P

Click Issue n Qe Bilng » Statements (SOA)  Involces & statements Q seatch or jump to. x /Gudeme WFeemeck O 2 C 8
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L4 -, tsns | O
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B B biosms. €

Click Yes. 0=

Biling > Statements (SOA) > Invoices & statements. Q search or jump to. £ #Cudeme W Feedbsck O R ¢ &
A Home Invoices & statements
Everytingyou have i, htever it . Yr—

D Toining
a s 5 T
e a

. tsews | @

Saemenis 508~
= oo o soms o Gt -

o

Clients. RSN N

Engsgoments o ooV . PA4B000 P00 @sed 2 rcsd ey [

What youcharg for

Client fields = Suatua: Volded

S

Lokesido e Rl 504000 — 8 vodes Dec 1,202 o0

vsom

. Supeseded oy acortcteacopy
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Rocaivabies (AR) %
Expenses. v
Textcompiance
Reports v
= Administion -

It went to Lakeside by itself when you clicked Yes. Emailed
says Sent.

[, ing > Sttements (S0A) > voles 8 statemres Q seachorjmp o D N
” Home Invoices & statements.
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B Traing
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The wrong invoice shows Voided. It is kept as a record.



Check

. Boncuz

The corrected one shows Issued, with a new number.

The rule to remember: The rule: never change an issued invoice. Void it, or correct and
reissue it.

The wrong invoice is never changed. It is voided, and a corrected one takes its place. In the next
lesson: what if a client pays late?

Check yourself
How do you correct an invoice that is already issued?

What does the wrong invoice show afterwards?

Common mistakes
The screen says What to do

A message asks to void this invoice and make a Click Yes. The wrong invoice is kept, and shows Voided.
draft copy you can change. You change the copy, then issue it.

The VAT still shows the old amount after you Click Save. VAT is worked out again when you save.
change a line.



Lesson 27 - staff - 1 min - soa—onboard-27.webm
S3 - Aclient pays late

At the end you will have: Masagana reminded (staged October invoice 15, its own row at
£5,600); interest counted from after the grace days

Before you start:

[ =N oma Q seachorump o w0 Joudeme Wremsk 0 Q ¢ 8
# Home Good afternoon, Ben
£ Toining 2 things need your attention
[ s overdue
1 %

Start something
B Creatoaninvoice L Seowhohasnotpeid 4 Lookupacient @ AskAutoSOA

Recently

For this lesson, the course added an October invoice for
Masagana, and emailed it to them. It was due October thirty-
first, and is not paid.

51 Overdue invicos Q Soarch orjump X/ cudeme Riodeck 0 Q €

0 Open Billing, then Receivables g
(AR), then Overdue invoices . .

ot «

This is Overdue invoices: every invoice past its due date.

[ < T Bilng > Recenabies (A5 > Overdue involcos. Q seareh orjump *  / Gudeme Wreesck 0 & ¢ 8
# Home Overdue invoices

P5,600.00

s pencus

Masagana's invoice is here: five thousand six hundred pesos,
and how many days late it is.



0 A reminder emails the invoice again, with
what is still owed.

Click Send reminder.

It shows the five thousand six hundred pesos owed, and the
email address it goes to.

° Click Yes.

|

Send a reminder?

Invoice 15 (#5,600.00 still owed) wil be emaied to
mas ice@mail exampie

& onsromncer -

A message says Reminder sent, to Masagana's email
address.

- The grace days are the three you setin  ge-.. RN ) EEE) wee 2 < @
lesson seven. s .

[ —

Srwes Dowms T -

= Sensraminser

= administration

Boncruz

L

«

When Masagana pays, enter the payment as in lesson
eighteen.



The rule to remember: The rule: interest is charged only on what is still unpaid after its due
date and the grace days. It goes on the client's next invoice, with that balance.

You found a late invoice, and sent a reminder in two clicks. In the next lesson: what if a client's proof
of payment does not match?

Check yourself
Where do you find every invoice that is past its due date?
How do you remind a late client?

Where is the interest rate on late invoices set?



Lesson 28 - staff + client - 2 min - soa—onboard-28.webm

S4 - The proof does not match

| At the end you will have: short proof rejected with a reason

Before you start:

[ < ECEti. Home Q Search orjump to. *  / Gudeme Rieweck 0 Q ¢ 8
Home Good afternoon, Ben
- 3 things nee tion.
- [E—
1 ;

P67,200.00 P5,600.00 P41,440.00
Start something
B Cresteaninoke L Scewhohasnotpaid 4 Lookupacient @ AskAutoSOA

Recently

For this lesson, the course added a catch-up invoice for
Sampaguita Bakery, for January to October: four thousand four
hundred eighty pesos. It also added the proof they sent for it.

G Open Billing, then Receivables
(AR), then Payments to match.

Engagoment Clomedsmount_Deotsepost _ Refeence  Staws i Roviewnote

oo Bencrz

Here is Sampaguita's proof, waiting.

0 Click the row's menu.

Engagement Climedamount Ostootdoposit  Relerence  Saws | Roviewnote




° Click Reject. p—

"
0001
448000

Nov 6,2026 (Fr)

& ranstorpng

@ Transer successful

Aocount

a Say what is wrong, and what the client ——
should do. =

Type the reason in Review note .

proot 6 wanstorpng

ONLINE BANKING

@ Transter successful
#4,000.00

Baguis Baokkeeping Services
8Pl waT1.0388.52
‘Sampaguit Bakery nc.
Nov's, 2026, 210PM
182611302075

C||ck Reject . Qe e Py i T | R wreas 0 & ¢ @
A Home Payments to match

=ries @ || @ cowmns | &

Engagement Cloimedamount Oatoofdeposit  Referonce  Staus { Reviewnote

Nothing is waiting for you to approve

Open Clients

A message says Proof rejected. Nothing is recorded on the
invoice.

— S e QU TC T X foudeme Wreesk O R ¢ &
# Home Payments to match
£ Tranin roof ofpay g or you o approve o eect.

= @] Do @

Open Clents

Nothing is waiting for you to approve now. The invoice stays
unpaid.



° On the portal, the client logs in.

A AutoSOA

Run smarter. Sell more.
Operate better.

Bl

0 They click the catch-up invoice
number.

182610302075 Prooffie  wansterpn 0

nnnnnnnnnn

Check

Their proof shows Rejected, with your reason under
Reviewer's note.

The rule to remember: The rule: reject it with a reason. The client sees the reason, and can
send the right proof.

The client knows what was wrong, and can send the right proof from here. In the next lesson: what
if a client pays too much?
Check yourself

How do you turn back a proof that does not match?

Where does the client read your reason?



Lesson 29 - staff - 2 min - soa—onboard-29.webm

S5 - A client pays too much

| At the end you will have: Dalisay's 920 credit; Kalinaw's £40 tip

Before you start: You need November's invoices from lesson thirteen.

0 Open Billing, then Statements
(SOA), then Invoices &

statements .

Masagana RceDeser  $580000 P56

Here is every invoice.

G Find "Dalisay" in the search box.

Invoices & statements
Everything you have bie, whatever state It

e Click Record payment on the
row.




0 Type 11000 in Amount : what
arrived.

It asks what should happen to the nine hundred twenty pesos
more than the invoice owes.

o Dalisay wants the extra taken off its next
invoice. That is the usual choice.

Take it off their next invoice is
already chosen. Leave that as it
is.

o Type the reference in Reference.

Tos/2026
Reference ©

L]

proot o

0 Click Choose File in Proof of
payment, and choose the
transfer confirmation.




Click Record. Qe S o et e S R oo ®
A Home Invoices & statements

@ outsy P =m0 coums
rows 1 @
ocano. ciam Tou Smows  Swn  Emoea oweame soeaparos
e
s O Gamnis T P1008000 — ;;gmw oo 2020 ) o202 i~ 0, 2028 )
N = 1ot

B B broemngs. €

The invoice shows Paid. The £920.00 extra is kept as
Dalisay's credit.

Here is where the credit goes: Dalisay's [T T — S SR~ ®
next invoice. o S e G

woner Q oatsay x =rmers | Dcoums | S | -

Click Create an invoice. Y = =

Dueasts pr—

Engagements s Ooteay Gaments Tad_ #1008000 — L I R

Dsc1,2026 (Tue)  Now 1, 2028 (Sun) —Now 50,2026 on)

Gt feds. w B w [l ~]pepme 110t timoce

Bencruz
BS Bagwi Bookteepings.. €

0 Type Dalisay in Engagement.

N
o

o wonos

° Choose Dalisay Garments —
Trading .

It says an invoice already covers this e S

o206 B o028

month, and offers the next one.

200000
#103000

1008000




Click Bill December instead.

Create an invoice

Engagement * ©

G005 — Daisay Garments Tadng

Servicsperod rom* Service perod o+ ©

1210112026 1213112028
Involca dte* © Duedste* ©
121012026 ovoarz027

8 Once ssued, < emade automaticaly on Nov
2026 ) at 700AM (e next sendingtim afer

Aready on tis invoice — it hey pay every b

Extrachargos thisperiod ©

Nons, Wt they pay every period s added by sl

> VAT, credit and note

916000

Click Create invoice. 0=

et B S T = EEEE) w2 ¢ @
# Home Invoices & statements
= T ] [T ][ &
. - tsuws | @
——
e e e =
T
e s
Engagements. Not numbered yet  Dalsay Garments Trad. @Oraft  Notissued yet. Jan 4,2027 (Mon)  Dec 1, 2026 (Tve) — Dec 31, 2026 (Thu) -
-
Client fields. T S
Due-aate s s oven e Taa_ PiOGRRGD — OFa Sy DR 2020l ot 2028 () N 30,2020 Oor)
s
-
s .
i
b .
&~
© B it

December's invoice is nine thousand one hundred sixty pesos:
the credit is taken off.

Click the row's menu. Qe Sy s GO e EERE | [Zowane] At 0 B ¢ @
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The invoice shows the credit under this
month's total.

Another client rounds up. Kalinaw
Wellness Spa sends six thousand two
hundred pesos for six thousand one
hundred sixty, and says to keep the
change.

Find "Kalinaw" in the search box.

Click Record payment on the
row.

Billng invoice (draft)

BILLING INVOICE

SUBTOTAL is nine thousand pesos. With VAT (12%), TOTAL
THIS PERIOD is ten thousand eighty pesos.

Biling invoice (draft)

BILLING INVOICE

Under it, Paid more than the previous invoice owed
takes off nine hundred twenty pesos. AMOUNT DUE is
nine thousand one hundred sixty pesos.

Q search orjump t. X foudeme Wreeak O 2 C &

8 Make this month's invoicos.

e Dcownms & | -

S Emaled Duedste  seron peris

LY er— Jan4,2027 Men) Do 1,2026 (To) — D 31, 2028 T

ruy DoC12026 (Tu)  Nov1, 2028 Sum)—Nov 30,2026 (er)

Qo P — Q st pmp . W Zoideme Wrmdek 0 % ¢ &
Invoices & statements.
Eveyiingyou have i, whatever it s .
Kot
s i @
s e ot 1 Ematea
e et




@ Type 6200 in Amount.

@ Click Keep it as a tip .

s invoice owes. What should happen t t?

/0812026

Reference ©

Atip counts as income. It is not owed back, and comes off no
invoice.

@ Type the reference in Reference.

a Click Choose File in Proof of
payment, and choose the
transfer confirmation.

10812026

Reforence ©

Prootof payment (PDF ormage)




@ Cllck Record. @ E———— a ! w (7O i reant 0

The invoice shows Paid. Nothing comes off its next invoice.

The rule to remember: The rule: the extra is the client's credit, taken off their next invoice,
unless they say to keep it.

The extra money was not lost. Dalisay's nine hundred twenty pesos came off its next invoice.
Kalinaw's forty pesos was kept as a tip. In the next lesson: what if a client stops being a client?

Check yourself

What do you type in Amount when a client pays too much?
Where does the extra money go?

A client rounds up and says to keep the change. What do you choose?

Common mistakes

The screen says What to do

"... more than this invoice owes. = Check Amount against your bank. Leave Take it off their next invoice
What should happen to it?" chosen, unless the client said to keep the change: then click Keep it as a tip.



Lesson 30 - admin - 1 min - soa—onboard-30.webm

S6 - A client leaves

| At the end you will have: Himig's engagement ended

Before you start: You need the engagements from lesson ten.

0 Open Billing, then Statements g ooty o T ) G < - = < @

# Home Engagamem;}%
FarTGTEATSRERTE] g ks what thy by evry paiod
E

(SOA), then Engagements .

G Find "Himig" in the search box. L

Engagements

(=

.........

e Active means the engagement is open. G
The client is billed every month.

Click the row's menu.




° Click End engagement .

o Pick November thirtieth in Last
day billed .

o Click End engagement .

= fiers | D Coumns

End the engagement

Himig Music Studio - C-0012

It says invoices already made are not changed.

Q search orjump t.

A message says Himig Music Studio is not billed after
November thirtieth.

Status shows Ends November thirtieth. The engagement
stays on the list.

The rule to remember: The rule: end the engagement, and keep the client and their history.



Himig is not billed after November, and its history stays. In the next lesson: what if a client's email
bounces?

Check yourself
How do you stop billing a client who leaves?

What happens to the client and their history?

Common mistakes

The screen says What to do

"Invoices already made are End the engagement before you make the next month's invoices. Then Make
not changed." this month's invoices leaves the client out.



Lesson 31 - staff - 2 min - soa—onboard-31.webm

S7 - A client's email bounces

At the end you will have: Masagana's address marked as bouncing; the next review flags it;
the right address saved

Before you start: You need Masagana Rice Dealer from lesson ten, and its unpaid October
invoice from lesson twenty-seven. Mail to its address is returned, undelivered.

0 Open Billing, then Statements B e 0 2 < @
(SOA), then Clients . o=
This is Clients.
0 Find "Masagana" in the search RS s e T =l BB e 0 > < @
box- immm LH, Gk B B A s DA et 1) i s K . +Nu font

[

° Click the row's menu. e i e =) G e 0 > ¢ @
S Lk




[<Eo

Click Edit.

# Home
£ Taining
# siing %
Statements (508~
nvoices & statements.
Clents
Engagements
What you charge for
Clentflds
Oue-dote ues
Your own abels
Invoce setings
Recaivaties (AR)
Expenses

Tax & compiance

Reports

= Administration v

Bencruz

o «

Mark the address, so the review warns
anyone who sends to it.

Turn on Mail to this address
fails .

Click Save.

Now Masagana's December a

invoice. Click Invoices &
statements . “":.':L"i“.tm:

What you charge for
ot s,
Oue-date rues

Your own abels

nvolce settings
Recevabies (AR)
Expenses. v
Toxkconpiance
Roports -

= Adminisuation v
«

o » Sttemans (50 » Gl Q senchorjomp o w Joueme Rremscx 0 R ¢ 8
Clients
Who you bil. Quick add makes a client, their engagement and what they pay, in one form. + Now cheat
Y- - S | Do &
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ForBR ©
™o Registeredas ©
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Rogistored name ©

Portalsignin ©
Notinuitea yet

ForBR ©
™o Registeredss ©
289-034-617-000 Norvindividual(company or partnership)

Registered name ©

Registered address ©

Service ©

Business type © Industy PS1C) ©

Registaton date per COR ©

menvalyyyy

Biing > Statements (SOA) > Involces & statements, Q searchorjump . X</ Gudeme Feeaback

s c g

Invoices & statements|

T YoUT

e tis . 8 Make this month's invoices.
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This is Invoices & statements.



Biing > Statements (SOA) > Ivoicas & statem Q search orjump t. X foudeme WFeosmack O 2 C

Click Create an invoice. a-

# Home Invoices & statements

8 Make this month's involces.

Evryiongyou have e, whatever it s .
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Type Masagana in Engagement. ——

Engagement ©

P—— L J——
wovzozs o206
ol i Due st

eeiiyg

Extrachargos thisperiod + Addacharge

> VAT, credit and note

]

Choose Masagana Rice Dealer. s

Engagament * ©

[[c:0008— asgar nice o

Service period rom* © Serviceperiod 0* &
wovz0z6 3012028

vica date+ © Ovedate® ©
o026 1210112028 o
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poroais ot towed. B Decemberinstead
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Retsne Moty
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Click Bill December instead . p—

Engagement® ©

| c-0008 — masagana ice Deater

Sonicaperio rom * © Senicaperiod 0+ ©
ow2026 3012028

vica date+ © Ouedste® ©
o026 1210112028 o

Your detau, et ninvoic settngs: 30 days afer tne
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8 Once ss0ed, s emadea utomaticaly on Nov
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[
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None. What they pay every priod s added by sl
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a Click Create invoice.

Find "Masagana" in the search
box.

Turn on the box on the draft's
row.

e Click Issue on the bar.

Create an invoice

Engagement* ©
0008 — Masagana ice Deser

Sonicaperio rom * ©
T2/012026

Involca e * ©

121012026

Serviceperiod 0 ©
1213112026

Duedste ©

#500000
#s6000
res120
20000

Pra2220

[ - | . Biing >

et (5041 5 Invocos & statements

Invoices & statements.
Everyihing you have

= Administration

8 Make this monin's invoices.

=frers | D Coumns

st Ematea ousaste

Jon,2027 on)

@ Recorspayment -

The draft carries what October and November still owe, with

interest on October.

B totnumbesdyet Masagens ReoDuser $17.42720 —
Ere—

Masogara R Ouser $5,60000  #560000
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Click Cancel. The invoice stays
a draft.

Masagana gave Ben the right
address on the phone. Click
Clients .

Find
box.
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Click the row's menu.
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Click Edit.

Type the right address in Email .

Turn off Mail to this address

fails .

Click Save.
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The review says nothing about a bounce now.

@ Click Issue 1 invoice. s

When Bagwis adds Accounts Payable or
Receipt Scanning, their courses start
here.

- Invoices 8 and 15 now say On invoice
17. Their money is on December's

invoice, so a payment goes there.

Masagana's December invoice is issued, and goes to the
right address.

The rule to remember: The rule: mark a bouncing address on the client. Every review flags it
until you save the right one.

Ben marked a bouncing address, saw the review flag it, and saved the right one. That is the end of
the course. You set Bagwis up, billed a month, and saw what to do when things go differently.

Check yourself
What do you do when a client's email bounces?

Where does a bouncing address show?



Scenario playbook

S1 - A client pays only part

What if a client pays only part of an invoice? Villanueva Dental Clinic pays five thousand pesos
of eight thousand four hundred.

1. Open Billing, then Statements (SOA), then Invoices & statements.
2. Find "Villanueva" in the search box.

3. Click Record payment on the row.

4. Type 5000 in Amount: what arrived.

5. Type the bank's reference in Reference.

6. ... the rest in the lesson.

The rule to remember: enter what arrived. The rest stays owed until it comes.

Watch lesson 25.

S2 - An issued invoice is wrong

What if an issued invoice is wrong? Bagwis agreed to bill Lakeside Water Refilling Station a
retainer of four thousand pesos for November only. Its November invoice has the usual retainer
of four thousand five hundred, so it shows five thousand forty pesos with VAT.

1. Open Billing, then Statements (SOA), then Invoices & statements.
2. Find "Lakeside" in the search box.

3. Click the row's menu.

4. Click Correct & reissue.

5. Click Yes.

6. ... the rest in the lesson.

The rule to remember: never change an issued invoice. Void it, or correct and reissue it.

Watch lesson 26.



S3 - A client pays late

What if a client pays late? In this lesson, Ben reminds Masagana Rice Dealer about an invoice
that is past due.

1. Open Billing, then Receivables (AR), then Overdue invoices.
2. Click Send reminder.
3. Click Yes.

The rule to remember: interest is charged only on what is still unpaid after its due date and
the grace days. It goes on the client's next invoice, with that balance.

Watch lesson 27.

S4 - The proof does not match

What if a client's proof of payment does not match? In this lesson, Ben turns one back, with the
reason.

1. Open Billing, then Receivables (AR), then Payments to match.
2. Click the row's menu.

3. Click Reject.

4. Type the reason in Review note.

5. Click Reject.

6. ... the restin the lesson.

The rule to remember: reject it with a reason. The client sees the reason, and can send the
right proof.

Watch lesson 28.



S5 - A client pays too much

What if a client pays too much? Dalisay Garments Trading sends eleven thousand pesos for an
invoice of ten thousand eighty.

1. Open Billing, then Statements (SOA), then Invoices & statements.
2. Find "Dalisay" in the search box.

3. Click Record payment on the row.

4. Type 11000 in Amount: what arrived.

5. Take it off their next invoice is already chosen. Leave that as it is.
6. ... the rest in the lesson.

The rule to remember: the extra is the client's credit, taken off their next invoice, unless they
say to keep it.

Watch lesson 29.

S6 - A client leaves

What if a client stops being a client? Himig Music Studio leaves after November. Liza is signed
in, and ends its engagement.

1. Open Billing, then Statements (SOA), then Engagements.
2. Find "Himig" in the search box.

3. Click the row's menu.

4. Click End engagement.

5. Pick November thirtieth in Last day billed.

6. ... the rest in the lesson.

The rule to remember: end the engagement, and keep the client and their history.

Watch lesson 30.



S7 - A client's email bounces

What if a client's email bounces? In this lesson, Ben stops the invoices going to an address that
does not work.

1. Open Billing, then Statements (SOA), then Clients.
2. Find "Masagana" in the search box.

3. Click the row's menu.

4. Click Edit.

5. Turn on Mail to this address fails.

6. ... the rest in the lesson.

The rule to remember: mark a bouncing address on the client. Every review flags it until you
save the right one.

Watch lesson 31.



Cheat sheet

When

Every day

Every day

Every day

When you pay a
cost for a client

Every month, on
billing day

Once, then when
your billing day
changes

Once, then when
your rules change

When a client
asks where they
stand

Every month, at
the end

Every quarter

A new client

Not sure of the
steps

A client pays only
part

An issued invoice
is wrong

Aclient is late

A proof does not
match

A client pays too
much

Task

Match a client's proof of payment

Record a payment that came
without the portal

Type in a bill or receipt you paid

Put it on their next invoice

Make, issue and send everyone's
invoices

Let AutoSOA email issued invoices
at a set time

Move due dates off weekends and
holidays, set grace days, read the
holiday list

Send their account summary

Look over what is paid, and what
came in and went out

Clear what blocks the Summary
Lists, make the DAT files, mark the
quarter filed

Add them, then invite them to the
portal

Let AutoSOA walk you through it

Record what arrived; the rest stays

owed

Correct and reissue it

Send a reminder

Reject it, with the reason

Record what arrived; the extra
comes off the next invoice, or keep
it as a tip if they say so

Where

Billing » Receivables (AR) » Payments to
match

Statements (SOA) > Invoices &
statements > Record payment on the
row, or Guide me » Record a payment

Expenses > Expenses » New expense

New expense > Bill this to a client

Statements (SOA)» Invoices &
statements » Make this month's invoices

Statements (SOA) » Sending schedule

Statements (SOA) » Due dates and late
fees

Statements (SOA) > Clients » Open >
Account summary

Receivables (AR) > Paid & unpaid by
period; Reports » Income & expenses

Tax & compliance » Summary Lists
(SLSP)

Statements (SOA) » Clients > Quick add;
row menu > Invite to the portal

Guide me, at the top of every page
Record payment on the row

row menu > Correct & reissue
Receivables (AR) » Overdue invoices »
Send reminder

Payments to match > row menu > Reject

Record payment on the row

Lesson

18, 24

19

20

13

14

07

21

22

23

09, 15

24

25

26

27

28

29



When

A client leaves

A client's email
bounces

Task

End the engagement

Mark it on the client; every review
flags it until the right address is
saved

Where

Statements (SOA) » Engagements > row
menu > End engagement

Clients > row menu > Edit » Mail to this
address fails

Lesson

30

31



Glossary

Term

Sign in (Log in)
Home

Notice, the bell

Guide me

Settings

Timezone
Time format

Logo, icon

Primary color

User
Role

Permission
Billing clerk

Setup wizard

Kind of business

(the pack)

Client

Engagement

What it means for your business

Open your account with your user name and
password. The button says Log in.

The first page after you sign in. Its cards say what
needs your attention.

A message from AutoSOA to you. The bell at the
top shows a yellow number while one is new; Set
as read clears it.

Walks you through a task, one question at a time.

The settings for your whole business.

The time zone every date and time in AutoSOA
uses: Asia/Manila.

How a time shows: 12-hour (5:30 PM) or 24-hour
(17:30).

Your logo shows at the top of every page and on
the sign-in page; the icon shows when the menu is
folded.

Your business's color on buttons, links and
highlighted text. Save for everyone in this business
keeps it.

A person who can sign in to your business.
A list of things a person can do.

One thing a role can do.

The role of the person who does the billing work: all
of Billing except Setup wizard.

Three steps that set billing up: your name and
address, your kind of business, your amounts.

What you tell the setup wizard you are: Accounting /
bookkeeping firm. It decides what things are called
and what you charge for.

A business or person you bill. Other kinds of
business call them customers.

The account you bill a client on. It holds what they
pay every period.

Where you see it

The sign-in page: User name or
email, Password, Log in (01, 11)

Home: "Set up billing first" (01)

The bell, top right (01, 11)

Guide me, at the top of every page
(01, 24)

Administration » Settings (01)

Administration » Settings »
Timezone (01)

Administration » Settings » Time
format (01)

Administration » Settings »
Appearance: Application Light
Logo, Application Light Icon, Login
Page Light Logo (01)

Administration » Visual Settings »
Primary color (01)

Administration » Users (02)
Administration » Roles (02)

Roles » Create new role »
Permissions (02)

Administration » Roles (02)

Billing » Statements (SOA) » Setup
wizard, or Home's "Set up billing
first" card (03)

Setup wizard, second step, Kind of
business: "Pick the closest match."
(03)

Billing » Statements (SOA) »
Clients (03, 09)

Billing » Statements (SOA) »
Engagements; Engagement in
Create an invoice (03, 09, 12, 30)



Term

Retainer

TIN

Certificate of
Registration (BIR
Form 2303)

Branch code

RDO code

Registered as

VAT-registered

Registered name,
registered address

Setup incomplete,
Ready to file

VAT on invoices

Payment terms

Interest on late
balances

How to pay you

Save

Signatory

Always copy

What it means for your business

The fixed fee a client pays every month.

The tax identification number: yours, each client's
and each supplier's. It prints on invoices and the
Summary Lists.

The BIR paper you copy your registration from.

The branch on your Certificate of Registration. The
head office is 0000.

The Revenue District Office you file with.

How the BIR has you listed: Non-individual
(company or partnership), or Individual (sole
proprietor).

You add VAT to your invoices, and claim back the
VAT you pay.

The name and address as the BIR has them. The
BIR lists sales and purchases under them.

Whether your BIR registration has every detail the
Summary Lists need.

The VAT rate added to your invoices: 12 for a VAT-
registered business.

The words printed on your invoices. They say by
the due date, so they stay true when a due date
changes.

Added to the next invoice: this percent of what is
still unpaid after its due date and the grace days
(07). Simple interest, never charged on earlier
interest; billed every month, 10 means 10% a
month. Interest is says whether it carries VAT.

Your bank details and the payee name for cheques.

They print under PAYMENT METHOD on every
invoice.

One Save for Invoice settings, in the bar at the foot
of the screen. Document images save when you
pick them.

The person whose name and title print on your
invoices.

The address that gets a copy of every invoice you
email.

Where you see it

Setup wizard; What you charge for
(03, 08)

BIR registration; a client's form; a
supplier's form (04, 09, 19, 23)

Not on screen; have it beside you
(04)

BIR registration » Branch code (04)

BIR registration » RDO code (04)

BIR registration » Registered as
(04); a client's form (09)

BIR registration » VAT-registered
(04); the note on Income &
expenses (22)

BIR registration; a client's form; a
supplier's (04, 09, 23)

BIR registration, at the top (04)

Invoice settings » VAT on invoices
(%) (05)

Due dates and late fees » Payment
terms (07)

Due dates and late fees » Interest
on late balances (%), Interest is
(05, 27)

Invoice settings » How to pay you
(05)

Invoice settings (05, 06, 20)

Invoice settings » Signatory name,
Signatory title (05)

Invoice settings » Always copy (cc)
on emailed documents (05)



Term

Invoice design

Email template
preview

Charge

VATable

Suggest for new

clients

Quick add

What they pay every
period

Service, Business

type

Import clients

Invoice

Service period

Draft

Issue, Issued

Due date

What it means for your business

How your invoice looks on the page: Current (as
today), or Classic, Modern, Minimal, Elegant, Bold,
Compact, with your Accent colour, Font, Logo
position, Logo size and the parts Show on the
document lists. Save design keeps it.

The email your client gets; with invoices sent as a
PDF, The email and The attached PDF tabs.

Something you bill a client for: a retainer, a filing, a
fee. The dialog calls it a charge item.

VAT is added to this line, or is in this purchase.

The charge is offered on a new client. It bills
nothing by itself. Turned off, you add it only when
you do the work.

Makes a client, their engagement and what they
pay every period, in one form. The form is headed
Quick add: client and engagement.

The charges on every invoice for an engagement.
Each charge has its own Save.

Your kind of business's own client fields: the work
you do for the client (Books and Tax, Taxation,
Payroll), and how the client is organised.

Adds many clients at once from rows pasted from
your spreadsheet. Preview shows How your
columns were read.

What you send a client for one engagement and
one period. Your client may call it an SOA.

The dates an invoice covers. Both invoice dialogs
open on this month.

An invoice you can still change. It has no number
yet.

Fixes the invoice and gives it its number. An issued
invoice is never changed.

The day an invoice must be paid by.

Where you see it

Invoice settings » Invoice design
(06, 12)

Invoice settings » Email template
preview (05, 06)

Billing > Statements (SOA) > What
you charge for; New charge item
(03, 08)

What you charge for » VAT on this
charge (08); New expense » Tax
treatment (19)

What you charge for » Suggest for
new clients (08)

Billing » Statements (SOA) »
Clients » Quick add (09)

Quick add (09); Engagements »
the row's menu » What they pay
every period, which also opens
after Save on New engagement

A client's form (09)

Billing » Statements (SOA) » Import
clients (10)

Billing » Statements (SOA) »
Invoices & statements (12)

Create an invoice and Make this
month's invoices » Service period
from, to (12, 13, 29); Paid &
unpaid by period » Service period
from, to (22)

Invoices & statements (12, 13)

Invoices & statements > the row's
menu > Issue; Issue on the
selection bar (12, 13)

Create an invoice (12)



Term

Emailed, Scheduled

Send, Send again

Make this month's
invoices

Sending schedule

Different for this
engagement

Client portal

Portal sign-in

Proof of payment

Proof pending
review

Payments to match

Record payment

Still owed

Part paid

Paid

Expense

What it means for your business

Whether the invoice went to the client: Sent, or
Scheduled with the day and time the sending
schedule will email it.

Send is on the row of an issued invoice not emailed
yet. Once it is sent, Send again is in the row's
menu.

Makes a draft invoice for every engagement at
once.

When AutoSOA makes your invoices (Make
invoices on day ...) and emails the issued ones:
"Email each invoice [when it is issued / days before
it is due / on this day each month] at [time] Manila
time". Coming up shows what goes out next, or the
next sending time when nothing is ready; What it
has done, each run.

An engagement emailed on a schedule of its own,
while the business sends automatically.

The website where a client sees their invoices and
sends proof of payment.

A client's own sign-in to the portal: their email
address.

A photo or PDF of a transfer or deposit. It tells you
who paid, how much and when.

The client sent proof, and you have not checked it
yet.

Every proof your clients sent, waiting for you to
approve or reject it.

Enter a payment that arrived without the portal.
Proof of payment is optional: attach it when you
have it.

What is left to pay on an issued invoice.

An issued invoice with a payment against it and
money still owed.

Nothing is owed on the invoice.

Money your business spends.

Where you see it

Invoices & statements » Emailed,
right after Status (12, 13, 14)

Invoices & statements (12, 26)

Invoices & statements (13)

Billing » Statements (SOA) »
Sending schedule (03, 14)

Engagements » Edit > Due date
and sending (14)

Your client's browser (15, 16, 17,
28)

Clients » the row's menu > Invite to
the portal; the Portal sign-in
column (15)

Portal: Upload proof of payment
(17); Billing » Receivables (AR) »
Payments to match (18, 28)

Portal: My invoices (17)

Billing » Receivables (AR)»
Payments to match (18, 28)

Invoices & statements » Record
payment on the row (18, 25, 29);
Guide me » Record a payment (24)

Invoices & statements » Still owed
(18, 25); Paid & unpaid by period
(22)

Invoices & statements » Status,
and its group Status: Part paid
(25); Paid & unpaid by period (22)

Invoices & statements; Paid &
unpaid by period (18, 22)

Billing » Expenses » Expenses (19,
23)



Term

Expense category

BIR purchase
classification

Supplier

Line items

Tax treatment,
Receipt total

Income, Expense,
Net profit

Paid, Not paid,
Overdue

Summary List of
Sales, Summary
List of Purchases

Supplier has no TIN,
Open expense

DAT file

Mark as filed

Part payment

Void, Voided,
Correct & reissue

Subtotal, before
VAT

Overdue invoices

Send reminder,
Reminder sent

Reject (a proof),
Review note

What it means for your business

The group an expense goes into, such as Office
supplies or Utilities.

How the BIR lists a purchase: Goods other than
capital goods, or Services.

A business you buy from. Without Accounts
Payable, you add one from an expense: New
supplier, Edit supplier. Paid to shows only while no
supplier is chosen.

What a bill or receipt lists, line by line. Optional;
Lines add up to shows their total.

Whether a purchase carries VAT; AutoSOA works
out the VAT in the total.

What came in, what went out and what is left;
without VAT for a VAT-registered business.

How many of a period's invoices are paid, not paid,
or past due.

The quarter's lists of your sales and purchases that
you file with the BIR.

A finding that stops a filing; Open expense opens
the purchase so you can add the TIN.

The file the BIR takes.

Tells AutoSOA you filed the quarter with the BIR.

A payment smaller than the invoice. The rest stays
owed.

An issued invoice is never changed. Correct &
reissue voids it, and it shows Voided; the corrected
copy is issued with a new number.

The draft editor's total before VAT is added.

Invoices past their due date, longest overdue first,
with Total overdue above them. Invoices not yet due
are on Invoices & statements.

Emails the invoice again, with what is still owed.

Turns back a proof that does not match, with a
reason. The client reads it on the portal as
Reviewer's note.

Where you see it

Billing » Expenses » Expense
categories (19)

An expense category's form; an
expense's form (19)

New expense » Supplier (19, 23)

New expense > Line items (19)

New expense » Amount and VAT,
above Bill this to a client and Line
items (19, 20)

Billing » Reports » Income &
expenses (22)

Billing » Receivables (AR)» Paid &
unpaid by period (22)

Billing » Tax & compliance »
Summary Lists (SLSP) (23)

Summary Lists (SLSP) (23)

Summary Lists (SLSP) > Filing »
Format, Generate (23)

Summary Lists (SLSP) > Filing (23)

Record payment: "A part payment
— ... would still be owed." (25)

Invoices & statements > the row's
menu > Correct & reissue (26)

Edit invoice (draft) (26)

Billing » Receivables (AR) »
Overdue invoices (27)

Overdue invoices (27)

Payments to match » the row's
menu > Reject; Portal (28)



Term

Credit

Tip

End engagement

Payment QR code

Business day,
holiday

Move a due date on
a weekend or
holiday to the next
business day

Grace days

Also send to,
contact

Review (Before you
issue, Before you
send)

The invoices still
unpaid

Bill this to a client,
Reimbursable
expense

Expenses billed
back are

Account summary,
Only what is unpaid

Mail to this address
bounces

What it means for your business

Money a client paid over an invoice. It comes off
their next invoice.

Money a client paid over an invoice and meant you
to keep. It counts as income, is not owed back, and
comes off no invoice.

Stops billing a client after a last day. The client and
their history stay.

The QR your bank or e-wallet gives you. It prints as
Scan to pay on every invoice and in the email.

A day your client's bank is open; the national
holidays are on your list, with room for your own.

When on, an invoice due on a Saturday, Sunday or
holiday falls due on the next business day.

Days after the due date before interest on a late
balance, or a late penalty, starts. Bagwis gives 3.

Other people at a client who get its bills: a CC
contact is copied.

A last look before a run of invoices goes: how many,
how much, and anything to check first. Turn off
Include to leave one out.

Sent with each automatic email, so the client sees
everything they owe.

A cost you paid for a client, put on their next invoice
once, with its receipt, as a Reimbursable expense
line.

Whether a cost you pass on to a client carries VAT:
a question for your accountant.

Every invoice and payment with a client for the
dates chosen, with the balance after each; or only
the bills still unpaid. Emailed as a PDF.

Marks a client's email address that does not work:
every review flags it until the right one is saved.

Where you see it

Record payment: "... more than
this invoice owes. What should
happen to it?" » Take it off their
next invoice; the next invoice's line
Paid more than the previous
invoice owed (29)

Record payment » Keep it as a tip
(29)

Engagements » the row's menu »
End engagement » Last day billed;
the status Ends (30)

Invoice settings » Payment QR
code (06)

Due dates and late fees »
Weekends, holidays and grace
days » Holidays (07)

Due dates and late fees (07, 20)

Due dates and late fees » Grace
days before late charges (07, 27)

A client's form » Also send to » Add
a contact, Gets it as (09); the
Email dialog: "Also goes to" (12)

Opens after Make this month's
invoices, and on Issue and Send
on the selection bar (13, 31)

Sending schedule » With each
automatic email, also send (14)

New expense > Bill this to a client,
Bill to (20); the invoice (20)

Invoice settings (20)

A client's page » Account summary
(21)

A client's form (31)



Go-live checklist

Step

Create the client's account on the server with the modules they bought (Billing
& SOA; Accounts Payable and Receipt Scanning have their own checklists)

Run the production grants the release notes list for the fixes in this course
(none are database grants unless the release says so)

Check the server's email sending address and file storage are set (host
settings, not the client's)

Check Training lists these lessons

Check the first sign-in: Home shows "Set up billing first", and the bell one new
notice

Return the questionnaire, with the client file

Set up the company profile, the team, the BIR registration and the invoices'
look, design and due dates (lessons 01-07)

Set up charges and clients (lessons 08-10); the clerk signs in (11)

Run the first month with the implementer watching: bill, schedule sending,
invite, match, enter expenses (lessons 12—-20)

Sign-off: the first month's invoices are out and its first payments matched

Who

AutoSOA
(implementer)

AutoSOA (the owner
runs these)

AutoSOA
(implementer)

AutoSOA
(implementer)

AutoSOA
(implementer)

Client (owner)

Client (owner)

Client (owner, with the
clerk)

Client (clerk and
owner)

Client and AutoSOA



Getting help

« Email admin@autosoa.com with your business name, the screen you were on and what it
said.
» Guide me, at the top of every page, walks you through the everyday tasks.



