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Accounts Payable: your onboarding
guide

Built 2026-11-02 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

Rizal Paper Supply with its TIN, registered name and address,
and 30-day terms

Ben's role with the new screens except approving, releasing and
verifying; the BPI funding account with its opening balance; one
approval rule

Rizal's account added by Ben, verified by Liza

bill RPS-0457, owed and not yet due

Ben's request paying RPS-0457, approved by Liza from Home's
card

the run made by Ben, released by Liza from Home's card; on the
BPI account's balance; matched to the bank line; RPS-0457 Paid

November's supplier side looked over: paid this month; the toner
in Income & expenses; the account's balance against the bank's

Lungsod Fiber Internet's November bill, entered through Guide
me

Ben's advance request rejected with Liza's reason

Rizal's new BDO account added by Ben, verified by Liza; the old
one inactive



Lesson 01 - admin - 2 min - payables—onboard-01.webm

Your suppliers

At the end you will have: Rizal Paper Supply with its TIN, registered name and address, and
30-day terms

Before you start: Bagwis has just added Accounts Payable. You need Rizal Paper Supply's
Certificate of Registration, or one of their invoices. Their TIN is on both.

0 Open Billing, then Bills to pay, o= = R i & 5
then Suppliers. 5 s

s Dcoums O -
mmmmm

nnnnn

o om oo o Onetmngoves © Opensuppler -

Payments made e 11001 suppter

Bags raeepig .

This is Suppliers. It shows everybody you buy from, and what
you owe each one.

Q seschocjump o  Joudeme Wk 0 ¢ 8

Ermes Dcounms &

© otning owes © Opensuppler =

Lungsod Fiber Internet is here already. Ben added it with the
internet bill, in lesson eighteen of the Billing course.

9 Each supplier you pay needs a record
here.

Click Add a supplier.




° Type the supplier's name in
Name.

0 Type their TIN in TIN.

a The BIR lists your purchases under the
supplier's registered name and address.

Choose A company or
partnership in Registered as .

° Type their registered name in
Registered name .

Rogisterod name ©

N
Wy




0 Type their registered address in
Registered address .

Default payment method shows Bank transfer. You pay
Rizal Paper Supply into their bank account.

o Type the person you deal with in
Contact name. - o

Regitered name ©
RizalPaper Supply Co.

° Type their email in Contact
email . :

Rogisterod namo ©

RizalPaper Supply Co.

0 Payment terms is how many days you =
have to pay their bills. —

RizalPaper Supply 204-551-678-000

Registeredas © Regstered name ©

Type 30 in Payment terms ey ol (e
(days) .




0 Click Save.

Here is Rizal Paper Supply in your suppliers.

You added Rizal Paper Supply. On its form, you typed its TIN, its registered name and address, and
its terms. Next, you give Ben the new screens, add the bank account you pay from, and decide who
approves.

Check yourself
Where do you add a supplier?
Which supplier details does the BIR list your purchases under?

Where do you set how many days you have to pay a supplier?



Lesson 02 - admin - 4 min - payables—onboard-02.webm

Your bank account, and who approves

At the end you will have: Ben's role with the new screens except approving, releasing and
verifying; the BPI funding account with its opening balance; one approval rule

Before you start: You need Ben's Billing clerk role from lesson two of the Billing course, and
your bank account's details.

0 Open Administration, then
Roles .

........... o &

Ben has Billing clerk.

0 On Billing clerk, click the row's
menu: the three dots ().




° Click Edit.

° Click Permissions.

° Ben does the supplier work too.

Turn on Billing .

o Four permissions stay with you, the
owner. Ben must not have them.
Find "Approve" in the search
box.

O Adminsiration > Roles Q soatch orjump 0, * cudeme WFeedock O € 8

# Home Roles.
£ o o gperisos

P selectpermissions () 3 Refresh
& Biing

Rolename. Creationtime.

= Administation ~ o Admin stk 1012026, 1:48:41AM (Sun)

Organizaton Units
w User wsuc o Dot 11112028, 11:48:41AM (Sun)

o Biling clork 111212026, 12:09:46 AM (Mor)
Languages

AuditLogs. = Nent portal 111212026, 109:39 AM (Mon)
VisualSettings

Webhook Subscriptons

Totat: 4

Settings

LizaNavarro
W g soomomsing s €

Edit role: Biling clerk

= Only Show Enabled Pe

Approval matrix, Beneficiary bank details and Bills are new
screens. They are off for Ben.

Oy Show Enabled Permissions

Everything under Billing is on now.

Edit role: Biling clerk

Ml B2 S

~ @iy

~ @ Approvsmatie

@ eanapprovai e

~ @ Payment requ

B eprove payment reuisiton




0 Turn off Approve payment
requisition .

° Find "Release" in the search box.

° Turn off Release payment run.

Q Find "Verify" in the search box.

Edit role: Biling clerk

Rolename  Permissions

= Only Show Enabled Permissions

Edit role: Biling clerk

= Only Show Enabled Permissions

Edit role: Biling clerk

= Only Show Enabled Permissions




0 Turn off Verify beneficiary bank
detail .

a Find "Setup” in the search box.

@ Turn off Setup wizard .

@ Clear the search box.

Billing

Edit role: Biling clork

Rolename  Permissions

= Oy Show Enabled Pemissions

Edit role: Biling clork

= Only Show Enabled Permissions

Cﬁwp wizard

changes on your own screen

= Only Show Enabled Permissions

)

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



i > Roles Q soarchor mp o

e Click Save.

P selectpemissions (0) 3 Refresh

Role name Creation time
« Admin o sue 11112026, 14841 AM tSun)
~ User ese oot 10112026, 1:48:41AM (Sun)
-~ Biling clerk 111212026, 12:08:46 AM (Mor)
= Cllntportal 11212026, 109:39 AM (Mon)

Oynamic Properties
Nottcatons

Settings

Q 0pen Bi"ing , then Paying [ S —— T o Josem Hrema 0 ¢ &

A Home [Fundlng accounts \ o

suppliers , then Funding rees

a

& siing

accounts.

Maney out

Bimnce naufcontfundapolcy  Actw
Bstopay.

Paying supplers
No funding accounts yet.

This is Funding accounts. A funding account is a bank
account you pay suppliers from.

# Home Funding accounts
2 Taiing

a Click New funding account. e B e e SR B <~ o < @

& Biing

Getpaia
Money out L Neme Bk Accoumt  Cumney Bulance  nsuficenttundspotey  Acte

Q Seaeh funding accounts. Ehues  Dooms O

Biis topay.

Paying supplers
Payment requisitons
Paymentruns
Reconciiation
payees.
Beneficary bank
detais
Funding accounts
Approval matix

People

Understand

setup.

= Administration

LizaNavarro
W paissoasepns.. €

@ Type a name you will know it by —
in Name. o

BC/SWIFT ©

cureney* ©
op
Openingbalance © rot ©
o oo
Block payment runs that oxceed tha alance ©
@ Actie ©




@ Type BPIl in Bank name.

Q Type the account number in
Account number .

Q Currency already shows PHP.

@ Opening balance is what the account
held on the day you start using it here.

Type 250000 in Opening balance.

New funding account
Name* ©
8Pl operating account

Account number ©

PHp
Opening baance © aset ©
0 10212026

Block payment runs that exceed the balance ©
@ Actve ©

New funding account

Name* ©
8Pl operating account

number ©

aset ©
o 10212028

it runs that excead the balance ©

New funding account

o W w0

0 10212028

Block payment uns that exceed the balance ©
8 Active ©

New funding account

Name* ©

aa71-0388-52
Curency* ©
PHp

Opening baance ©

BC/SWIFT ©




e Pick 1 November in As of.

@ A payment run is a batch of supplier
payments. This stops one larger than
your balance.

Turn on Block payment runs that
exceed the balance.

@ Click Save.

e Click Balance and movements .

New funding account
Name* ©
8Pl operating account

Account number © B/ SWIFT ©

aa71-0388-52

o) (e 2

that exceed the

Novembor 2026
8 Actve © .

1203 4 s 8 7

[N oo
[ AR IR
ISR

% %

New funding account

Name* ©
8Pl operating account

Accountrumber © BC/SWET O
0wz

cureney* ©
op

Openingbaiance © raot ©

30000 w2028

lock payment runs that exceed the balance ©
ive ©

[ - | . Bilng > Paying supglers > Funding accounts. Q search o jump o, *  /oudeme W Feedback O ¢ 8

# Home Funding accounts

BPI operating account is on the list, with a Balance and
movements button.

Q soxchorjmp o X/ oudeme W Feesbock O C

2 Transter between accounts ([

& siing

Getpaid

Maney out
Biis topay. N From T King
Paying supplers ~ miadyyyy o iy o A v B Dowrioad the istory

Batance over time

Dooms & -

oste - Whatitwas Moneyin  Maneyout  Balanceatier Recordedy Seanonth bank statement
Opaningbamcatet L e sonce s o
o 2026 25000000 25000000
) gpeningboonce 2N 2026, 350 A
i 5 v perpage 1011 mavem

= Administration
LizaNavarro
0 o Sosvases «

Balance now shows two hundred fifty thousand pesos. One
line so far: the opening balance. Every payment from this
account adds a line.



> Aoprovatmates Q Seachorjmp o x foudems Wreemack O € 8

a Now decide who approves. Open [T
Billing, then Paying suppliers, ‘'~ ™" =

then Approval matrix.

ommon setup: up to #5,000, one approva; up o PS0,000, two; above tha, thee.

Ehnes Do O

,,,,,,,,,,,

This is the Approval matrix. Its rules say how many approvals
a payment requisition needs.

@ Ben asks to pay a supplier. You approve it
first. One rule covers every amount.

Click New rule.

Curency (options) ©

@ Type Every supplier payment in
Name.

Minamount* © Roquied oves * ©
o
‘Assign speciic approvers pe evel (sdvanced) ©
8 Actve ©

@ Min amount already shows 0. e

— e O
; :

‘Assign spacific approvers pe evel (sdvanced) ©
8 Active ©

-

Leave Max amount empty. The rule then covers every

amount.



e Required levels already shows
1: each payment requisition

needs one approval.

e Click Save. p—

Here is your rule: every supplier payment needs one
approval.

Ben has the new screens, except four: approving, releasing, verifying, and the Setup wizard. You
added your BPI account, and a rule that every supplier payment needs one approval. Next, Ben
adds a supplier's bank account, and you check it.

Check yourself

Which Accounts Payable permissions does the billing clerk not get?
Where do you add the bank account you pay suppliers from?
Which switch stops a payment run that is larger than your balance?

Where do you see what is in a bank account you pay from?



Lesson 03 - staff + owner - 2 min - payables—onboard-03.webm

A supplier's bank account

| At the end you will have: Rizal's account added by Ben, verified by Liza

Before you start: You need Rizal Paper Supply from lesson one, and Ben's new screens from

lesson two.

Open Billing, then Paying
suppliers , then Beneficiary bank
details .

e Click New bank detail .

a A payee is anybody you pay. Rizal Paper
Supply is one.

Choose Rizal Paper Supply in
Payee.

[ ing > Poyig suplers > Beneficry bank et Asemnjorp e

A Home [Bqneﬂchry bank details

BN bk Cumency  Verston  Actve

No bank detais yet.

LS

s Dooums

This is Beneficiary bank details: the bank accounts of the

people you pay.

[ < it Bing > Paying supplers > Beneficlary bank detalls Q Search or jump to.

# Home Beneficiary bank details

Paves  Accowtname  Accom/BAN  Bank  Cumncy  Verfcaion  Actve

No bank detaisyet

BC/SWIFT ©

Currency ©

P

country ©



0 Copy the details from the supplier's letter.

Type the account name in
Account name.

° Type the account number in o
Account number. -

8 hctive ©

e Type the bank name in Bank
name.

0 Currency already shows PHP. —

0012-3456-78

Routng/ sorcode ©

8 Active ©




° Click Save.

° Now you check it. First, Ben logs out.
Click your picture.

Q Click Logout.

a Type your user name in User
name or email .

[ R a 5 o Pokdeme B ek O
A Home Beneficiary bank details
e
o O Anti-fraud control: any new or
a e || @ o
P Ao AeounUBA Bk Cwwmy i e
e

& o «

It says Pending verification. Nobody can pay into it until a
second person checks it.

Qe spoves » Benaficiarybank dotaks a
# Home Beneficiary bank details
2 Toining e bank accounts you oy each s

A AutoSOA

Run smarter. Sell more.
Operate better.

A AOSOA__ .

Run smarter. Sell more.
Operate better.




Q Type your password in
Password .

A AutoSOA

Run smarter. Sell more.

Operate better.

Click Login. - T G e ¢ < O
& Home |Good morning, Liza \
2 Toiang ZTige reed Ty

Where you stand
P50,960.00 P5,600.00 P58,640.00
Start something
8 Create aninvoice 4 Scowhohasrotpaid 4 Lookupacient |/ AskAwoSOA
Recently

© $6,20000 payment recorded againstinvoica 7

© Adattin

Home greets you by name. You are signed in.

@ Open Billing, then Paying Qe i Qs m e s 0 03
Suppliers , then BeneﬁCiary bank jidnns Lt e o S R

details .

G Check the account number with the T = B v ¢ < O
supplier, by phone, before you verify it. Dy ol et iy b i e

Click the row's menu.




G Click Verify .

The message shows the whole account number. It says to call
Rizal Paper Supply on a number you already have.

g suppters > Benaficiary bank dotas Q Sexrchor jmp to X/ Gudeme ¥ Facdback 2 ¢

a Ask the supplier to confirm this number,
on the phone.

Click Yes.

Beneficiary bank details

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

A message says Rizal Paper Supply can now be paid into this
account.

o suppters > Banefcary bank detale Q searchorjump . 2 /Cudems W Fesaback o ¢

Beneficiary bank details.

Srwes Doowms o -

It says Verified by Liza Navarro. Everybody can see who
checked it.

Ben added Rizal Paper Supply's bank account. You checked it, and verified it. Next, Ben enters a
supplier's bill.

Check yourself
Where does the clerk add a supplier's bank account?
How does the owner verify a new bank account?

Who can verify a bank account?



Common mistakes

The screen says

Pending verification

The menu has Payees as
well as Suppliers.

What to do

Nobody can be paid into the account yet. The owner checks it with the supplier
by phone. Then the owner clicks the row's menu, then Verify.

They show the same records. Payees lists everybody you pay. Suppliers shows
what you owe each supplier. Add a supplier once, on Suppliers.
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Enter a supplier’'s bill

| At the end you will have: bill RPS-0457, owed and not yet due

Before you start: You need Rizal Paper Supply from lesson one, and the Office supplies
category from lesson eighteen of the Billing course.

@ P Qs o . foudeme wreemwsx 0 C 8
A Home |Good morning, Ben )
ropen 7w N

4o e See who has not paid

P50,960.00 P5,600.00 P58,640.00

Start something
B Createanimokce L Seewhohasnotpaid 4 Lookupacient  / AKAUGSOA
Recently

© 620000 payme

G Open Billing, then Bills to pay, Py P——— p— =T P
then Bills .

Nobills yet

o BenCrz

This is Bills: every bill Bagwis has from its suppliers.

0 Rizal Paper Supply delivered toner, and - p=— =T P

Bagwis pays in thirty days. el Newsi N
Click Createbilt. .. = 7m0 -

Subtotal 000
.00




Type Rizal in Supplier.

Choose Rizal Paper Supply in
the list.

Type the bill's number in
Supplier's bill or invoice
number.

Pick the date on the bill in Bill
date.

Qe

# Home
£ Taiing
£ siing
Getpaid
Money out
Biistopay.
Overview
What we owe
B
Poyments made
Supplers
Paying suppiiers
People
Understand
Setup

= Administration

@ mm.

[ < L)

# Home
£ Taining
& siing
Getpaid
Money out
Biistopay.
overview
What we owe
siis
Payments made
Supplers
Paying suppiers
People
Understand
Setup

= Administration

® Mt

[ < L2

# Home
£ Taiing
& siing
Getpaid
Money out
Bistopay.
Overview
What we owe
sins
Poyments made
Supplers
Paying supplers
People
Understand
Setup

= Administration

S Mot

# Home
D Taining
& siing
Getpaid
Money out
Bistopay.
Overview
Bis
Payments made
Supplers
Paying suppiiers
People
Understand
Setup

= Administration

® e~

Whatis it for? (optona)

Unes
1 0 VAT 12% v Nocategory L roco W
+ raon
— v
wr roso
-
- a . s g
New bill
s dotais
sppr FOTPR—
(s e s
Wzaons o oo B s (7o) (Bn) (o) (i
——.
Lines
1 00 VAT 12% v~ Nocategory - roco W
s ey
wr rooo
-
pay > Bis a » 7 Gudeme W Feedback O € &
o cetals
sopr uppars o e
r—— « v [osos N
oveane
Wozraozs 5] oo B | e (T () (o) (i
o
oz
Lnes
, o Wik v || sy B P00 @
s oy
wr v
-
Concel | Saveas drat
- as w Losem ek 0 ¢ @
New bill
i dotis
- OETRPI—
Rizal Paper Supply Xl | FP-oes
anaa o e
s 2

Whatis it for

Lines.

winhsgngtax None
« Adaanote

1210212026 oplrems  7ems o men o

1 00 VATIZE v Nocategory v Po00 ®
Subtotal .00
var .00
Discount

Cancel | Saveas drat

Due date fills in from the supplier's terms: thirty days later.



Type what the bill is for in What
is it for?

On the first line, type the item in
Description .

Type 4 in Qty.

Type 2750 in Unit price.

B sing » B topay » e Q semch oo, W foseme Hremx 0 ¢ @
” one o
. New bill
- Bill details
& Biing = ‘Suppher ‘Supplier's bil or invoice number *
cgn - Rizal Paper Supply o [ iaiased
Mo 8t s
— R T —
- s Oumsae
- oznoze o oz O Tems rem e e s
o whatis o ptons
Payments made Toner for the office printers, deliyi
suppirs
Poynguppters J.“i
ple .
Understand v Ll
o | e o N - —
1 © Wt v Nocategay v 000 ®
Administration v e o g
+ o
suntots roco
wr roc0
oncount o
s Somcus P concel | swessaon | [
B [ Q sowchocpmpre, W posem Wremk 0 ¢ @
# rome i /o
£ Training New bil
— Bill details
& buing * ‘Suppher * ‘Suppliers bl or invoice number *
cetpais .
e Paper Supply « . w0
Money ot o
- R T ——
- s ouedae
i woaraczs o o 0 eme rem e e s
e T —
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= Administration v ot & L
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Oscous
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Rizal Paper Supply S | o
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a Choose Office supplies in
Category .

Q Click Save bill .

@ Now open Bills to pay, then
What we owe .

Q sesrchor mp o, *  foudeme WrReedback O ¢ 8

v #1100000 &

Decont
Totaiowea #12.32000
- X
u
s © slveris s bilpays
_____ s om PRR——
FRpV—
Documents
o

ZEdt @ Dwicate 8 Print © Void

£0.00 £12,320.00

100000

Subtotal 100000

AAAAA VAT at12% 132000
= Administration

Total 1232000

Payments

ooy > Whatwe owe

[What we owe, by age
¥ ST

000 @ > e .
1304058 s1-s0as s1-s0says 90+ aays Tout
#12.32000 . - - . 1232000
1232000 - - - - 1232000

This is What we owe, by age: what Bagwis owes each
supplier, by how late it is.

B Exportcsy
20 ors or0d
1232000 N 1232000
1232000 1232000

Rizal Paper Supply is owed twelve thousand three hundred
twenty pesos, not due yet.



Bagwis knows what it owes Rizal Paper Supply, and when. In the next lesson, Ben asks to pay this
bill, and Liza approves.

Check yourself
Where do you enter a supplier's bill?
Where does a bill's due date come from?

Where do you see what you owe each supplier?



Lesson 05 - staff + owner - 3 min - payables—-onboard-05.webm

Ask to pay a supplier, and approve it

At the end you will have: Ben's request paying RPS-0457, approved by Liza from Home's

card

Before you start: You need the bill from lesson four, and Rizal's bank details from lesson

three.
0 Open Billing, then Paying
suppliers , then Payment
requisitions .

Nobody pays a supplier until a request is
approved.

Click New requisition .

Choose Rizal Paper Supply in
Payee .

Qo P — Q@ senchocunp .

A Home [Payment requisitions

This is Payment requisitions: every request to pay
somebody, and how far each has got.




° Choose the verified account in
Beneficiary bank details .

° Name the bill this pays. When the money

goes out, the bill is marked paid.

Turn on RPS-0457 in Bills this
pays.

o Pick today's date in Requested
date .

0 Type what the payment is for in
Business purpose.

100212026

Bils this pays (optional) &

Lettopay

200c2026 (Weo)
©uwaia

1232000

it total

New requisition

Payee® ©

RizalPaper Supply

110212028 RPs-057

Bits this pays (optional) &

o S0 2D0c 2026 (Weo)
aaaaa 2Nov 2026 (or) ©uwia

Business purpose ©

6L/ cost-center cading (optional)

No coing ines. Add ines to spit he amount cross GL accounts cost canters.

Amount and Invoice number come from the bill: twelve
thousand three hundred twenty pesos.

New requisition

- Method* ©
RizalPaper Supply Bank tansfer
Benaficiary bank detas * © Amount* ©

v

[
Eo—
o

‘ y -
TER 4t 2 Dec 2026 (Wed) 1232000
N e :
N —
et
-

L/ cost-centor coding (optional)

No coing ines. Add e t 5pet the amount across GL accounts | cast ceners.

New requisition

Poyee® ©
RizalPaper Supply
Beneficary bank detas * ©

Rizal Paper Supply Co.— euseeses 678 (Verifid)

Invoice number &
110212026 RPs-0457
Bits this pays (optional) &

o ous

Res-0ds7
O wa 2Now 2026 (o)

2Doc 2026 (o)

Business purpose ©

Toner for the office printers|

L/ cost-center cading (optional)

No coing ines. Add s to 5pt he amount cross GL accounts | cos ceners.




Click Save draft.

A draft goes nowhere until you submit it.

Click the row's menu, then click
Submit.

Click Yes.

Next, Liza approves it. Click your
picture.

[ - [ .

# Home
£ Tainng
& siing
Getpaid
Money out
Bits 0 pay
Paying supplors
Payment roquisitons
Payment uns
Reconciiation
payess.
Beneficary bank
detats
Funaing accounts
Approval matrix
People
Undorstand
Setup

= Administration

Bencruz

[ < it

# Home

2 Tainng

& sing
Getpais
Money out
Bustopoy
Paying supplors

Beneficiary bank
detais

Funding accounts
Approval matix
people
Understand
sotup.

= Administration

Bencruz

[ - [ .

# Home
£ Taining
# siing

Getpaid

Maney out

Biistopay.

Paying supplers
Payment requistons
Paymentruns
Reconciiaion
payeos.

Beneficary bank
detais

Funding accounts
Approval matix

People

Understand

sotup.

«

«

= Administation v

e Bencruz @

Biing 5 Payiog supsiers > Poymentroquisitions Q searchorjmp o «
Payment requisitions
, how much,
Q e gt
Dragcourmn peader a0 grvp by
Hamber paree Amou Nathod  Prorty  Requested Sws Aoprowt

PR2026-000001 oz paper Supgy 1292000545 Bank anser  Nermal

vz s i @D

PR R
Ging > Paing supplers > Payment requistons Q Sexcnorpump o ,.x
Payment requisitions

nber . Amou Method  prarty  Reawesed  Sews  Approvel

PR-2028-000001 Rzt Pape Suply

23200071 Banktranster Normat

pp— @mm,

« B v 0 v pepe

The request shows In approval.

Biing > Payiog supsliers > Paymentrequisitions Q searchor jump to S

Payment requisitions

Metos  prorty  Reqvestad stown

Now, 202 ) act135pved

PR-2025-000001 oz Pape Sy

3200071 Banktrnster Normat

PERE - I e

7 Gudeme W Feedbock O €

© view
s

©ci
=

7 Gudeme W Feedbock O €

s Dcoums o -

110t requsiton

7 Gudeme W Feeabock O C

o Doowsibe
P
® Manage nked accouns

2t Manage sunorty delegations

£ change passwora

= Lognatenpis

8 change prfie peture

= Wy setings

@ vsuasetings

& Downioad collected data

o Logou

N



Click Logout.

eo dyou
A AM‘DS'OA”" st User name or email
Run smarter. Sell more.
Operate better. Password
show
Remember me Forgot password?

1t yet? Create account

Type admin, Liza's user name, in
User name or email .

LIl
Run smarter. Sell more.
Operate better.
show
Remember me Forgot password?

Type her password in Password .

G zee....

Login

name or email and you

A Ay'QS?A‘“' User name or email
Run smarter. Sell more. el
Operate better. Password

) N

Remember me Forgot password?

Don't have an account yet? Create account

Emai activation

Home a w foudems Wreedack O € 8

Click Login.

a [1payment requisi

r your approval [ [T——

o 1dnftreadytoissue

Where you stand

P50,960.00 P5,600.00 P58,640.00
Start something

B Croateaninoce L Seowhohasnotpaid & Lookupacient  / AskAUGSOA
Recently

© $6,20000 payment recorded againstinvoice 7

© Adraftinvoice created for Dalisay Garments Trading — P9160.00

izaNavarro

o 09

u
w

« O P1L00000pay

Home shows one payment requisition waiting for your
approval.



Click Review the requisitions .

Click the row's menu, then click
View.

Type a comment in Comment /
reason.

Click Approve.

[<

# Home
£ Taining

# siing

Bistopay.
Paying suppliers

Payment requisitons

Paymentruns
Reconciiation

payees.

Beneficary bank

detais

Biing 5 Payiog supsiiers > Paymentroquisitons

Payment requisitions

T o sokeme Wremc 0 C 8

Hamber Pareo Aot Mathas  priory

PR2028-000001 Pz PaperSupply  1232000FHF  Bark vanser  Normal

« B v 0 o pepme

Funding accounts

Approval matix
=
Understand
sotup.

= Administration

W e seaasnas

«

PR-2026-000001 QEEZED

s Dcoums O

L -
ow 2,202 o) oot s5pved h

1- 1ol requisiion

x

Payee: Rzal Paper Supply

prioity: Normal

Requested: Nov 2, 2026 (Mon)
Invoice: RPS-0457
Approvat: 0 of 1approved

Purpose.
Toner fortheoffce pintrs, bil RPS-0457
Bilsthis pays.

M oue

— Dec2,2026 Wed)
©uwss

Approval chain
e Decison
1 pending

Comment reason ©

Roquired o refect or retun

Requested by shows Ben Cruz
who is paid, and how much.

[< B

# Home

£ Trining

& siing
Gatpaid
Moneyout
B topay
Paying supplers

Payment requiitons

paymentruns
Reconcilation
payees.
Beneficary bank
s
Funding accounts
Approval matix
People
Understand
sotup.

= Administration

LizaNavarro
0 Gagis Socsasepig .

PR-2026-000001 CEEEED

Payee: Rzsl Paper Supply

Purpose.
Toner forthe offce pintrs, bil RPS-0457
Bilsthis pays.

— Dec2, 2026 (Wed)
@ Unss

Approvalchain

1 pending

Comment reason ©

Erpe— T requisition pays

1232000 pHP. 1232000 0.

. Payee and Amount show

x

Requested: Nov 2, 2026 (Mon)
Invoice: RPS-0457.
Approvat: 0 of 1 approved

Sowednow s rouisition pays

1232000 P 1232000 P

Checked against the delivery and |

P e — Q sencnociump o, w Zoueme Wreme 0 C 8
Payment requisitions
o how e,
[p—
rng  colm b o o
e o Ao Wama oty Reeses Sws A

10 v perpage

T qm -
« <@ -

110t requsiton

«

The request shows Approved.



@ Click the row's menu, then click
View.

SEues Dcoums o

The approval carries Liza's name and her comment.

Ben asked to pay a bill, and Liza approved it. One person asks, another approves. In the next
lesson, Ben puts the payment in a payment run, and Liza releases it.

Check yourself
Where does the clerk ask to pay a supplier's bill?
What sends a draft request to the owner?

How does the owner approve a request?

Common mistakes

The screen says What to do

Bills this pays says "No open bills from Enter the supplier's bill first: open Billing, then Bills to pay, then
this payee." Bills, and click Create bill. Then make the request.

The request shows Draft, and Home A draft goes nowhere until you submit it. Click the row's menu, then
shows the owner nothing waiting. Submit, and click Yes.



Lesson 06 - staff + owner - 4 min - payables—onboard-06.webm

The payment run

At the end you will have: the run made by Ben, released by Liza from Home's card; on the
BPI account's balance; matched to the bank line; RPS-0457 Paid

Before you start: You need the approved request from lesson five, and the BPI account from

lesson two.

° Open Billing, then Paying

suppliers , then Payment runs.

° Ben puts the approved request in a run.

Click New payment run.

..., Home.

A Home [Good morning, Ben \
on

£ Taining ZThings need your

uuuuuuuuuuuuuuu

Ben is signed in for this lesson.

[ ——

This is Payment runs. A payment run is a batch of approved
payments that leave one bank account together.




° Choose BPI operating account
in Funding account.

° Turn on the approved request to
Rizal Paper Supply .

a Type a note in Notes.

o Click Create run.

New payment run

Funding account* ©
8Pl operating account (PHP) —bal 25000000

New payment run

Funding sccount* ©

891 operating account (PHP) —
Eigiblo pproved requisiions.

Nmber 2 Requested

hvn—zozwwm Nov 2,2026 (Mon)

New payment run

Notes ©

v [[svovters. o

O Biling > Paying supplers > Paymentruns Q search or jump to. * /Gudeme ¥ Feedback Q
# Home Payment runs

e & =

The run shows Draft. Ben cannot release it himself.

Zrmes Dcoums o



0 Next, Liza releases the run. Click
your picture.

° Click Logout.

° Type admin, Liza's user name, in
User name or email .

° Type her password in Password .

[

# Home Payment runs
£ Taiing b ol

& siing

A AutoSOA

Run smarter. Sell more.

Operate better.

IR

Run smarter. Sell more.

Operate better.

il

A AutoSOA

Run smarter. Sell more.

Operate better.

n32000

Remember me Forgot password?

Remember me Forgot password?

andyo
Password
4 N show
Remember me Forgot password?




. g
Click Login. Qe - e B o - < ©
A Home Good morning, Liza
2 g 3 g nod you st

o © P560000is overdue m
& Biling 1 client has not paic st invoice is 2 days past due.
= Admiisration a (Tpayment run waiting for you to elease it » s
o7 Rl Paper Sy )

o 1dnftreadytoissue
#9160.00 prepared bt not yet bied o anyons.

Where you stand

Start something
B Cresteanimoice L Seewhohasnotpsid i Lookupacient  / AsKAUGSOA R
Recently

© #6,20000 payment recorded againstinvoice 7

Q Click Open the payment runs.

@ Click the row's menu, then click o
View . o

Relsse (dus contrl)
Run 191 12.32000 vs avataie lnce 250,000.00

Amount End-to-and 10

1232000

Made by shows Ben Cruz.

Q Releasing sends the payment to the
bank. The person who made the run

cannot release it.

Click Release run.




e Click Yes. pom————

Released by shows Liza Navarro.

o0 ot > Funding accounts Q searchorjmp to

Funding accounts

Q Open Paying suppliers, then
Funding accounts .

G Click Balance and movements propares =] REERRY
on the BPI operating account's =~
row. I j;::-jm
) 1
The run is Money out: 12,320.00. Balance after it is
237,680.00.
When the BPI statement shows e P

the transfer, open Paying
suppliers , then Reconciliation.

This is Reconciliation. Here you match your bank statement
to what you paid.



@ Copy the statement line in.

Click Import line.

@ Type 12320 in Amount.

a Type 237680 in Balance after this
line.

Balance afte s e (opions) ©
237680

Reforence ©

Descrpton ©

@ Type the bank's reference in
Reference .




e Type the statement's description
in Description.

@ Click Import.

@ The line shows Unmatched. It is not
linked to a payment yet.

Click Match to a payment.

e Click Match .

Matchtoa payment

Payment * O
(o e s

= |

Payment already shows Rizal Paper Supply, for the same
amount.

Q... Biling > Paying suppiers > Reconcilation Q Search or jump to. % foudeme WFedack O € &

# tome Reconciliation
g s

Efmes Dcoums o -

fo— [r—
o, 2078 ar) 122010 02003001 TP iy Co. ey
« @ o o e A 1ot ckine
w
Jre—
' ity - m

The line shows Matched, and the payment is settled.



@ Now open Bills to pay, then

Bills .

e Find "RPS-0457" in the search
box.

......... o

Bill RPS-0457 shows Paid.

Ben made the run, Liza released it, and the bank line settled the bill. In the next lesson, Liza looks

over the month.

Check yourself
Where does the clerk put approved requests into a payment run?
Who releases a payment run, and how?

How do you match a bank statement line to a payment?



Common mistakes
The screen says

Release run is refused: the run
is larger than the account's
balance.

Payment does not show the
supplier's payment.

What to do

Check your bank. If the money is there, open the account's Balance and
movements and add what is missing: a deposit, or a transfer from another
account. Then click Release run again.

Check that the run was released, and that the amount you typed is the
statement's. AutoSOA offers only released payments from the same bank
account, the same amount first.



Lesson 07 - owner - 2 min - payables—onboard-07.webm

Month-end with your suppliers

At the end you will have: November's supplier side looked over: paid this month; the toner in
Income & expenses; the account's balance against the bank's

Before you start: You need the payment run from lesson six. Lesson nineteen of the Billing
course showed the rest of month-end.

[Bills to pay \

0 Open Billing, then Bills to pay,
then Overview.

a
8
P

P
£0.00

Coming up to pay

]
Nothing falls due in the next 30 days

© Wnatweowe,byage Suppliers D Paymenthistory

This is Bills to pay: what Bagwis owes its suppliers, and what
to pay next.

@ paamis L5
P12.320.ooh £0.00

Cash youwillneed

Needs attention

o Alcaughtup
Noting i overdue or due th

"

.......... o

Paid this month shows twelve thousand three hundred twenty
pesos: the toner bill.

G Now open Understand, then o : B < 2 < @
(income &expenses. e ]
Income & expenses . gt i

Income. Expense Netprofit
P52,455.71 P13,400.00 P39,055.71 1

Income / expense  profit trend

P11,000.00

Utites #2,400.00

w e

g8 8 8 §8 8

This is Income & expenses: what came in and what went out,
over the dates you choose.



Pick November first in From.

Pick November thirtieth in To.

Click Refresh.

Bagwis is VAT-registered, so the

amounts leave out VAT. The VAT it bills

goes to the BIR.

P — G
” riome Income & expenses
By R ok oy W e v p o choson
il From © To ®
e -
Gatpaa #
Lt - o 208 istered, 5o the VAT you bill goes to the BIR, and the VAT you pay you claim back.
Bisopay .
Paying suppliers. v Rl 3 4 5 0 7 Expense. Net profit
People v ofN 0w ow oo P13,400.00 P39,055.71
Unaersana N I SRR
ncome s expenes o owosm oo
Summary st (5L57) o
sotw .
om0 /
/
Ppv— g “oom b,
/
s0m0 /
/
20000 /
- e
F A
nzozs o nzoze o ot z0ze v 2028
Logend
B @ @
s
Qe Sang > Undersiond » income & axpacses TG
A Home Income & expenses
sy What camen,what went s, nd wht  f — v aprio you chose
s— From © To ©
£ oo d = B - o
Gatpaa 5
Maney out ¥ @ Amounts without VAT:you are VAT-regisered, s¢ Nevmberane 1o VAT you pay you caim back.
B topay ¢
Pongupts v come 23 as e Net ot
People - P52,455.71 R EEER] 39,055.71
Understana - wow v ow o n
ncome & expenes ncome /expense pofttrend nomoum oo

Summary Lists (SLSP) 2 (30

setup - )
sao0 y
= Adminisuation v o000 /
20000 /
7
20000 /
it v/ A
Vs
/-
w2026 2028 o208 san2026 ocz2s Novaoas
Lo
[ R ] L]
W s, €
[ | - Biing > 130 > Income & expenses Q Search or jump to.
# Home Income & expenses.
e What came n what went out, and wha i ft — over & perad you choose
toowi From © o
i %
i o0z 0wz o
Getpaid %
Vi) 6 = sothe VAT and the VAT
B topay -
Poyigauppiers v ncomo Exponse Nt profit
Peopls - P52,455.71 13,400.00 £39,055.71
Understand -
ncome & expenses income / expens proftrend
Summary s (5159)
setup e
= Adminsaton 2
W sz, €
. [ - Bilng » Understand » Income & expenses Q search or jump to.
” tome Income & expenses
prsiel Whatcame in,whatwent o, whati ft— over 8 pard you chose
biod Fom © 6o
s, = w2026 o oo
Getpaa *
Money o S o wr wr
Bisopay v
Pongupplers ncome Notproit
People - P52,455.71 $39,055.71
Undestand :
ncome 8 expenses Income /expense proft rend
Summary Lt (5159)
s .
soom
= Adminsaton 2 “oom
- -
Legena
I ] (]
T &

Expense includes the toner bill paid by the

X foudeme W Feedback O €

Overdue engagements.
Top expense categories

Office suppies

Uit

X/ cudeme W Feedbock O C

Overdue engagements.
Top expensa categories

Offce supplies

Utites

a foudeme W Feedback O €

Overduo engagements.
Top expense categories

Office supplies

Uites

W /oudeme WFeedbock O €

Overaue engagements
Top expense categories

Oftce supples.

Utitios

payment run.

&



Open Paying suppliers, then
Funding accounts .

Click Balance and movements
on the BPI operating account's
row.

O Biing » Understand > Income & expenses. Q Search or jump to.

# o
e
s o oo - ST
J——
P52,455.71 P13,400.00 P39,055.71
——
-
- "
o~
o

Office supplies is November's biggest expense now: the
toner.

[ < Ft Bling » Paying supplers » Funding accounts. Q Search or jump to.

# Home Funding accounts

 Funding sccounts Q Soarchorjmp to

$237,680.00

From T i
mmiadlyyyy o mmayyy o Akngs . Downioad the istory
Balance overtime.
245000
oo o
..... oste - Moveyin  Meneyout  Balanceafter Recordedby.
Eraoisanton 20ov 2028 o) 123000 2768000
s 25000000 25000000
' s o 20r2me

W e €

= s
ase s ¢ g
# Hom
£ Toining 2 Transfer betwoen accounts
£237,680.00 £237,680.00 £0.00
They mateh.
From o Kina
mmiadlyyyy o ey o Ao v . Downioad the istory
Baiance overtime.
250000
265000
24000
Doowms <
oute - Moveyin  Moneyout  Baince
20ov 2028 e 123000 23768000 v
hov 2026 () 25000000 25000000

B0 s v pepe 1- 2012 movements

O e semaepigs.. €

Balance on the last bank statement is the line from the
payment run. Balance here on the same day is beside it.



Check LB —— as =) B < < @

$237,680.00 $237,680.00 £237,680.00

“““““““

Difference says They match. If it did not, a payment, a
deposit or a bank charge is not entered here yet.

You saw what Bagwis paid its suppliers in November, where it counts as an expense, and that the
bank agrees. Next, Ben enters a supplier's bill with Guide me.

Check yourself
Where do you see what you paid suppliers this month?

How do you check the bank account against the bank's statement?

Common mistakes
The screen says What to do

A supplier's bill you entered is not in Expense. A bill counts on the day a payment run pays it. Until then, it
shows on Bills to pay.

A payment, a deposit or a bank charge is not Find the line on the bank statement that is not here. Enter it
entered here yet, or the bank has not shown where it belongs, or click Add an adjustment for a bank
one yet. charge or interest.



Lesson 08 - staff - 3 min - payables—onboard-08.webm

Enter a supplier's bill with Guide me

| At the end you will have: Lungsod Fiber Internet's November bill, entered through Guide me

Before you start: You need lesson four: how a bill is entered. Lungsod Fiber Internet is a
supplier from lesson eighteen of the Billing course.

[0 Home Q saarchor imp o ® foudeme Wreedock O C &
A Home [Gcod morning, Ben \ )
D Trling TGS need your Ly

- s hs id

P50,960.00 P5,600.00 P58,640.00

Start something

0 Click Guide me, at the top of the o G e o <
page' o iWhatwouId you Iiketodo?{} }
Guide me asks What would you like to do? Each card is one
task.
° Lungsod Fiber Internet's bill for December g« =] a5 < @
came by email. et

Click Enter a supplier's bill .

\Who sent the bill?

9

e Bencruz

It asks one question at a time. First: Who sent the bill?



° Click Choose one.

° Type Lungsod in the search box.

° Choose Lungsod Fiber Internet.

o Click Continue.

Who sent the bill?
N
W

Who sent the bill?

Loave

Who sent the bill?

Star

What is the bill number?

k.g. S1-00123

gt by it

h Back



0 Type the bill's number. ge- T

£ Taiing
XLeave

o ‘ What is the bill number?

aught by it

= Administration The number printed on their bil. A bill entered

‘LF\-zewH

&7

° Click Continue . =
o ) What date is on the bill?
s - 11/02/2026 [=]
-
o Pick the date on the bill. =

# o . What date is on the bill?

F— ——
‘11/02/2025 ﬂ‘
[ November 2026 g
. uh nuowou
D Mo «
. .
Click Continue. Qe T
i
5 g
“ """ i When is it due? You can skip this.

mm/dd/yyyy =]

m il

s pencnr &



When is it due? Left empty, the
supplier's payment terms decide.

Click Skip.

XLeave

What s it for?

e.g. Office rent, October

Q Type what it is for: Office

internet, December. e
What s it for?
‘?Q!\:e internet, | N
W
-
° Click Continue . =

Loavo

What kind of cost is it? You can
skip this.

0 Choose Utilities in the list.

eeeeee

What kind of cost is it? You can
skip this.

Evd



e Click Continue . P g

XLeave

How much is the bill?

Q Type 2688, the total on the bill. @ — SR

xxxxx

{2888 k
W
° Click Continue. e L

Does the bill show 12% VAT?

Most bills from egistered supplier do. The VAT is worked out from the
total

N )
W

s pencus

Yes, VAT is included in the total is already chosen. The bill
shows 12% VAT.

@ Click Continue. - e ywe—T

eeeeee

Save bill LFI-2611-0907 for
2,688.00?

«

o BenCrz

It asks you to confirm: save the bill for two thousand six
hundred eighty-eight pesos.



@ Click Save the bill . e i

& o
AAAAA Bill LFI-2611-0907 is saved.
= Administration > 2,688.00is & 2 December 2026.
Next ling > topay - Bills.
W Showme whers
® s «

[ < EEt Q search orjump to o Rk 0 ¢ 8
” Home

2 Taning

woney v

Bill LFI-2611-0907 is saved.

26.

T

L S

The bill is saved. It is owed to Lungsod Fiber Internet.

@ Click Show me where. Qe g 8110 » e o s w s Arems 0 ¢ @

WSO 2Nov2026 02Dec202 1232000 1232000 000 @ o

O2Novzos O2Dsc206 268800 000 268800 @ Unped @ ve

' =3 '
o080 sp208000

° Find the bill's number in the - e R — < <
search boX. plier has sent you: what it was for, when it s due ar left 10 pay. " Govets b

Zfmes  Dcoums o

Amount - s
WSOUST  02Nov2026 020ec2028 1232000 1232000 000 @ viewns
L261-0007  02Nov2026 020ec2026 268800 000 268800 @ Unpwd @ viown

D4s B1TP1S00800 Sl o 2.688.00




Check ' . |
P FEP— ...

ac Bencnz

Here is Lungsod Fiber Internet's bill: two thousand six
hundred eighty-eight pesos, owed.

Guide me took Ben through the bill, 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 for a supplier's bill?

Common mistakes

The screen says What to do

Enter a supplier's bill is greyed out, with "Add a Add the supplier first: click Add a supplier in Guide me, or
supplier first." see lesson one.



Lesson 09 - staff + owner - 2 min - payables—-onboard-09.webm

S7 - A payment request is turned down

| At the end you will have: Ben's advance request rejected with Liza's reason

Before you start: You need lesson five: how a request is made and approved.

orers > Paymentrequisitons Q searchorjump to X/ Gudeme  ® Feedbock 2 ¢ @®

[Payment requisitions \

‘ Open Billing, then Paying
suppliers , then Payment
requisitions .

This is Payment requisitions: every request to pay
somebody.

A Home Payment requisitions.

° Click New requisition . [ - i . s Qs n o A 0 ¢ 8

Prorty Reauested Sows  Aoprovat

csostor Nomsl Novz, 20260k @) 1ot spprova

e Choose Rizal Paper Supply in
Payee.




° Choose the verified account in
Beneficiary bank details .

0 Type 5000 in Amount.

o Type what it is for in Business
purpose.

0 Click Save draft.

Bills this

New requisition

Payee* ©
RizalPaper Supply

Bits this pays (optional) &

Business purpose ©

Advance for Decembd

o




Click the row's menu, then click
Submit.

Click Yes.

Now Liza decides. Click your
picture.

Click Logout.

Qe

# Home

£ Taiing

£ siing
Getpaid
Money out
Bils o pay
Paying supplers
Payment requisiions.
Payment rns.

Beneficiary bank
detais

Funing accounts

= Administration

@ Moo «

# Home
2 Taiing
£ siing
Getpaid
Money out
Bl o pay
Paying suppliors
Payment requisions.
Paymont runs
Reconciation
Payees

Beneficiary bank
aetats

Funding accounts

= Administration

@ Moo «

Payment roquisitions

PR2026:000002 s Paper Supply 500000

' 1 v perpage

Payment roquisitions

Payment requisi

PR2026:000002 st Paper Supply 500000

PR2028-000001 s Paper Supply 123200091

Novz, 2028 er)
Nov2, 2006 wer) @)

Bk tanser Narmat

Motos  prionty  Reested staus

Bnktanser Namal  Nov2,2028 0o

Banktanser Narmat

o, 2020 i) @)

1011 sopoved

0ot 1 approvea

Zoudeme Wreedack O ¢ 8

s Dcoums O -

Z0udeme Wk O ¢ 8

+ Now requisiion

Sres oo o

The request shows In approval. It now waits for Liza.

# Home

2 Taiing

Getpaid

Money out

Bils o pay

Paying suppiers
Paymont requisitons.
Reconcitation
Payees

Benericiary bank

Funaing accounts
Approval movix
People

Understand

Setup v

o Bmonz «

A AutoSOA

Payment requisitons.

PR2025-000002  Ras Paper Supply 5000007

PR-2026-000001 s Paper Supply 1232000

Run smarter. Sell more.

Operate better.

Banktanser Narmat

Banktanser  Narmat

B ...

Login
Welcome back. Use your user name or emailand you
password

Norz 2020 i) QD) 01365
o, 2020 i) @)

User name or email

(.

Password

Remember me

7 Gudeme W Feedbock O C t

@ bogwisiben
P- S —

@ Manag bnked accounts
2% Manage suthoty deegations
» Chonge password

= Logn atempts

B Change prfie peture

= My settings

@ VisuorSettngs

& Download collected data

@ Logout

Show

Forgot password?




Q Type admin, Liza's user name, in
User name or email .

A AutoSOA

Run smarter. Sell more.
Operate better.

G Type her password in Password .

i AtceoAT

Run smarter. Sell more.
Operate better.

Click Login. LB - e S < 0
A Home Good morning, Liza
2 Traiing 3 things need your atention.

@ P5:80000is overdue

= b N 7mmmg -
o ‘aatreadytoissue
Whereyustand
P50,960.00 P5,600.00 P58,640.00
A okupacion | 2 Aok Auason (¢
Tadig—ro76000

Home shows one payment requisition waiting for your
approval.

G On Home , click Review the @ FE—— a . | O v o ¢ @

requisitions .




e On the request for five thousand Fepe——
pesos, click the row's menu, then 3
click View.

a An advance with no bill behind it is not e—
how Bagwis pays. o —

by

Type the reason in Comment /
reason. T

Any approver

x

Requested: Nov 2, 2026 (Mon)

Approva: 0ot pprovea

x

Requested: Nov 2, 2026 (Mon)

Approvat: 0 of 1approved

@ Click Reject. T P —

R S P —
o202 i) QD) -
. IR

o s, _

Doy supptiers > Poymentroquisitions Q seachr om0

@ Click the row's menu, then click
View. o s

Humber Pavee Aot Methos  Pronty  Reavested R —

2028000002 P Spsy SO0GOPS Barkiamor Mol Nov, 2026 ko) QDD -
202000001 R Paoe gy 12300056 Gakianser Nomsd Novz, 200k @) 1ot approma
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It shows Rejected, with Liza's name and her reason.
Nothing is paid.

The rule to remember: The rule: a rejected request pays nothing. If the money is still owed,
make a new request.

A request that is turned down pays nothing, and says why. In the last lesson: what if a supplier's
bank account changes?

Check yourself
How does the owner turn down a payment request?

What does the clerk do if a rejected payment is still owed?

Common mistakes

The screen says What to do

Bills this pays says "No open The request pays no bill. If the supplier sent a bill, enter it first: open Bills to
bills from this payee." pay, then Bills, and click Create bill. Then make the request.

The request shows Rejected. It pays nothing. If the money is still owed, make a new request.



Lesson 10 - staff + owner - 3 min - payables—-onboard-10.webm
S8 - A supplier's bank account changes

At the end you will have: Rizal's new BDO account added by Ben, verified by Liza; the old

one inactive

Before you start: You need lesson three: how a bank account is added and verified.

Open Billing, then Paying [y -

A Home [Bqneﬂcllry bank details \

suppliers, then Beneficiary bank -
details .

LS S

o Click New bank detail . [ e S G - — ¢ < §
& Home Beneficiary bank details _

Getpoid =
s Dcoums o -

Payment requiitons

wwwwwwwwwwww

° Choose Rizal Paper Supply in
Payee.




° Type the name from the
supplier's letter in Account

name : Rizal Paper Supply Co.
° Type the new account number in

Account number : 0045-1122-33.

° Type BDO in Bank name.

0 Click Save.

New bank detail

Currency already shows PHP.

[ | . Bilng > Paying suppliers > Beneficiary bank detalls Q Search or jump to. * /Cudeme ¥ Feedback O C

# Home Beneficiary bank details =
Toining A

s Dcoums o -

It shows Pending verification. Nothing can be paid into it yet.



° The old Metrobank account is still active, Qe P
so a payment could still go to it. o e

On the Metrobank account, click
the row's menu, then click Edit.

Erwes Dcowmms o

Lo P

° Turn off Active. B

Saving changes wilreset verication t pending.
Payee® © Accountname ©
RizalPaper Supply Rizal Paper Supply Co.

Account number © BC/SWIFT O
0012-3456-78

Routng sortcode ©

Kﬂw ®

Curency ©  Country ©
3

|

Click Save. Gom e e =T PR
A Home Beneficiary bank details

R PaperSuppy izl Pagar Sy Co.

s PaperSuppy Az Papar Suppy Co. susesees

L v e 12012 bank cetats

B Bt broassgs.. €

The Metrobank account is not active now. Any change sends
an account back to Pending verification.

0 A second person must check the new Qe e B
account. Ben logs out, and Liza logs in. b ety b dets

Q soachor ump o, X /udeme W Feedback O C h

Click your picture. N

Maney out

Biistopay.
paying suppliers

Bk Cumeney  Verfeaton At

R PaperSuppy Az Papar Suply Co. seseee

RisPiperSuppy  RzmPaperSugpy Co. 233 800 P e

T

12012 bankcotae




Click Logout.

Run smarter. Sell more.
Operate better.

Biling and statement untin

Type admin in User name or
email . It is Liza's user name.

A AutoSOA

Run smarter. Sell more.
Operate better.

Biling and statements, accountin

Type Liza's password in
Password .

A AutoSOA

Run smarter. Sell more.
Operate better.

Biling and statements, accounting and B

Click

Login.

v B dieaiiiauoiin
P50,960.00 P5,600.00

B Creato aninvoice

Recently

© $6,20000 payment recorded againstinvoice 7

2 500 who has not pad

2 Lookupa clont

© Adraftinvoice create or Dalisay Garments Trading — $9160.00

© P11,000.00 payment recorded against invoice S

© invoice 16 emaied o Sampaguit Bakery
0 LsaNavarro %

Liza is signed in now.

[« T

Login
w back. Use your user name or emai and you
User name or emal
Password
Show
Remember me Forgot password?

Emai activation

se your user name or email and your

User name or email

admin|
Password
Show
Remember me Forgot password?

Don'thave an account yet? Create account

Emai activation

O ze....

Login

back. Use your user name or email and your

User name or email

admin
password

Remember me Forgot password?

Don'thave yet? Create account

Email activation

a =

P58,640.00

7 Aok Autoson

7 Gudeme  WFeedbock O C



G Open Billing, then Paying (-

H . . A Home [Beneficiary bank details
suppliers , then Beneficiary bank == r
details .

Biing > Payiog supsiers > Baneficary bank dotads

Ermen Dcoums O

p—

12012 bankdetas

> Benaficiory bank detas

. X/ Gudeme  ® Fecdback
Beneficiary bank details
£ Tainng

Ermes Dcoums o -
Accaunt/18AN

Rz Paper Suppy

R Papar Suppl Co. 678

R PaperSuppy RzaPaparSuppy Co. ssesss233

<« % 0 v perpage "
Fundingsccouts

Here is the new BDO account, waiting for Liza.

G Liza calls Rizal Paper Supply on the
number she already has, to check the

new account.

Click the row's menu, then click
Verify .

The full account number shows here. Liza reads it back on the
phone before she verifies it.

@ Click Yes. .

Biing > Payiog supgiers > Benefcary bank detals Q seschor

3 X foudeme W Fecdhack O €
Beneficiary bank details

Ermes Dcoumms O




Check

0 At fraud controt:any new o dited bark detsi must b veifed by a difernt

uuuuuuuuuuuu

It shows Verified by Liza Navarro.

The rule to remember: The rule: nobody is paid into an account until a second person checks
it.

The new account was added by one person, and checked by another. The old one can no longer be
paid into. That is the end of the Accounts Payable course. Bagwis pays its suppliers with two people
on every payment.

Check yourself
Who adds a supplier's new bank account, and who verifies it?
What do you do with the supplier's old bank account?

What does the new account show until it is verified?
Common mistakes

The screen says What to do

Pending Nothing can be paid into it yet. The owner calls the supplier on a number already on file.
verification Then the owner clicks the row's menu, then Verify.



Cheat sheet

When

When a supplier's
bill comes

Before a bill is
due

On payment days

Every month, at
the end

A request should
not be paid

A supplier's bank
account changes

Task

Enter it

Ask to pay it (the owner
approves from Home)

Make the run (clerk), release it
from Home (owner), match the
bank line

Look over what you paid, and
the bank account's balance
against the bank's

Reject it, with the reason
(owner)

Add the new one (clerk), verify
it (owner), turn the old one off

Where

Bills to pay » Bills » Create bill, or Guide me »
Enter a supplier's bill

Paying suppliers » Payment requisitions »
New requisition

Paying suppliers » Payment runs, then
Reconciliation

Bills to pay » Overview; Understand » Income
& expenses; the funding account's Balance
and movements

Payment requisitions > View » Reject

Paying suppliers » Beneficiary bank details

Lesson

04, 08

05

06

07

09

10



Glossary

Term

Supplier

Payment terms
(days)

Funding account

Opening balance,
As of

Balance and
movements

Balance after this
line

Payment run

Approval rule

Payee

Beneficiary bank
details

Pending
verification, Verify,
Verified by

Bill
What we owe

Payment
requisition
(payment request)

Submit, In approval

Approve, Reject (a
request)

What it means for your business

A business you buy from.

How many days you have to pay a supplier's bills.

A bank account you pay suppliers from.

What the account held on the day you start using it here.

A funding account's page: Balance now, every movement
in and out (Payment run released, Money out, Balance
after), and the Balance on the last bank statement against
the Balance here on the same day, with the Difference.

The balance the bank statement prints after a line, typed in
with the line; the account compares its own balance with it.

A batch of approved payments that leave one bank
account together.

How many approvals a payment requisition needs. The
page is called Approval matrix.

Anybody you pay: a supplier, a member of staff, a tax
office.

The bank accounts of the people you pay.

Nobody can be paid into a new bank account until a
second person reads the whole number back to the
supplier and clicks Verify.

A supplier's bill: what you owe them, and by when.

What you owe each supplier, by how late it is. The page
heading is What we owe, by age.

A request to pay somebody. Nobody is paid until it is
approved.

A draft request goes for approval only once it is submitted.

The owner's decision, with a comment or a reason. A
rejected request pays nothing.

Where you see it

Billing » Bills to pay »
Suppliers (01)

A supplier's form (01)

Billing » Paying suppliers »
Funding accounts (02)

A funding account's form
(02)

Funding accounts » Balance
and movements, on the
account's row (02, 06, 07)

Reconciliation » Import line
(086)

Billing » Paying suppliers »
Payment runs (02, 06)

Billing » Paying suppliers »
Approval matrix » New rule
(02)

Payee on Beneficiary bank
details and on Payment
requisitions (03, 05)

Billing » Paying suppliers »
Beneficiary bank details (03,
10)

Beneficiary bank details (03,
10)

Billing » Bills to pay » Bills
(04, 06, 08)

Billing » Bills to pay » What
we owe (04)

Billing » Paying suppliers »
Payment requisitions; Home
(05, 09)

Payment requisitions » the
row's menu > Submit (05, 09)

Payment requisitions » View
» Comment / reason (05, 09)



Term

Release

Reconciliation

Bills to pay, Paid
this month

Guide me

What it means for your business

Sends a payment run to the bank. The person who made
the run cannot release it.

Matching your bank statement to what you paid.

The overview of what you owe and what you paid this
month.

Walks you through a task, one question at a time.

Where you see it

Home's card, then Payment
runs > View » Release run
(06)

Billing » Paying suppliers »
Reconciliation: Import line,
Match to a payment (06)

Billing » Bills to pay »
Overview (07)

Guide me, at the top of
every page (08)



Go-live checklist

Step

Turn on Accounts Payable for the client's account (Host » Tenants »
Modules), then restart the API

Run the production grants the release notes list for Accounts Payable

Return the questionnaire, with the supplier file and the bank account

Give the clerk the new screens, add the bank account and the approval rule
(lessons 01-02)

Add the suppliers' bank accounts; a second person verifies each (lesson
03)

Pay the first bills with the implementer watching: bill, request, run, release,
reconcile (lessons 04-06)

Sign-off: the first payment run is released and matched to the bank

Who

AutoSOA (implementer)
AutoSOA (the user runs
these)

Client (owner)

Client (owner)

Client (clerk and owner)

Client (clerk and owner)

Client and AutoSOA

Done

o o 0O Oog0g O



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 entering a bill and asking to pay a

supplier.



