Setup and Master Data
Maintenance

Chart of Accounts

The Chart of Accounts is like the backbone of your accounting system. It's a list of all the accounts
where money in your business is tracked what you earn, what you spend, and what you own. Every
sale, purchase, or expense gets recorded into these accounts, so at any time, you can review how
much money you have, how much you owe, and how much you've earned.

1. Click "Accounting"

X

2. Click "Chart of Accounts"

X

3. Click "List View"

X

4. Click "Tree View"

X

5. Click "Expand All" and review Chart of Accounts Structure

X

6. Click desired Parent Account to create an account



X

7. Click "Add Child"

X

8. Enter "Account Name" and "Account Number"

X

9. Check 'ls Group' only if its a Parent Account and Select appropriate "Account Type"

X

10. Click "Create New" to create Chart of Accounts

X

11. Verify account tree that newly created account is updated accordingly

X

Tax Category

Tax Categories are used to define different tax scenarios and can be assigned to specific
Customers, Suppliers, or ltems.

1. Click "Accounting"

2. Click "Tax Category"



X

3. Click "Add Tax Category"

X

4. Enter Tax Category.

X

5. Click "Save" and Tax Category is created.

X

ltem Tax Template

Iltem Tax Templates are used to define the applicable tax rate for a specific tax account and can be
assigned to individual items.

1. Click "Accounting"

2. Click "ltem Tax Template"

3. Click "Add Item Tax Template"

4. Enter Item Tax Template title.



X

5. Select "LHDN Tax Type"

X

6. Verify that LHDN Tax Code is populated.

X

7. Select Chart of Accounts associated with Iltem Tax Template.

X

8. Enter Tax Rate in %

X

9. Click "Save"

X

10. Verify that Item Tax Template ID is created.

X

Sales Taxes and Charges Template

A Sales Taxes and Charges Template defines the taxes or extra charges that are applied
automatically on a sales invoice. It ensures the right tax is added to each sale and posts it to the
correct account for accurate accounting and reporting.

1. Click "Accounting"
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X

N

. Click Sales Taxes and Charges Template.

X

. Click "Add Sales Taxes and Charges Template"

w

X

B

. Enter Sales Taxes and Charges Template "Title"

X

S,

. Select "Tax Category"

X

(o)}

. Click "Add Row"

X

~

. Select "Type".

e On Net Total Tax on total of items

On Previous Row Total Tax on cumulative total up to another row
e Actual Fixed amount instead of percentage

On Item Quantity Tax per unit quantity

. Select the appropriate "Account Head" that is linked to the payment Chart of Accounts.

(o]
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9. Verify that "Tax Rate" is fetched accordingly based on Item Tax Template.

10. Click "Save"

Note: If the user enables "Is this Tax included in Basic Rate?" in the row, the tax amount will be
included directly in the Rate, and the system will not display a separate tax component since it is
already combined into the rate.

11. Verify that Sales Taxes and Charges Template ID is created correctly.

Purchase Taxes and Charges Template

A Purchase Taxes and Charges Template defines the taxes or extra charges that are applied
automatically on purchase invoices. It ensures that the correct taxes are calculated, applied, and
posted to the right accounts when buying from suppliers.

1. Click "Accounting"

2. Click "Purchase Taxes and Charges Template"

3. Click "Add Purchase Taxes and Charges Template"
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4. Enter "Title"

5. Select Tax Category.

6. Select "Type" appropriate "Account Head" based on Chart of Accounts.

e On Net Total - Tax on total of items

e On Previous Row Total - Tax on cumulative total up to another row
e Actual - Fixed amount instead of percentage

e On Item Quantity - Tax per unit quantity

7. Click "Add Row".

8. Click "Save"

Note: If the user enables "Is this Tax included in Basic Rate?" in the row, the tax amount will be
included directly in the Rate, and the system will not display a separate tax component since it is
already combined into the rate.

9. Verify that Purchase Taxes and Charges Template ID is created
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Tax Rule

A Tax Rule tells the system when and how to apply a tax based on conditions like item, customer,
supplier, or location. This is applicable for both Sales and Purchase

1. Click "Accounting"

X

N

. Click "Tax Rule"

X

w

. Click "Add Tax Rule"

X

SN

. Select "Tax Type" either Sales or Purchase

X

Ul

. Select appropriate Sales Taxes and Charges

X

(o)}

. Update the ‘Filters’ that determine where the Sales Tax Template applies.

X

~

. OPTIONAL: Click "From Date" if applicable
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X

8. OPTIONAL: Click "To Date" if applicable

X

9. Click "Save"

X

10. Verify that Tax Rule ID is created

X

Item Master Data

Users should update the Item Master Data with the correct Tax Category and Item Tax Template so
the system can automatically apply and calculate the right taxes on every sale or purchase.

1. Click "Stock"

2. Click "ltem"

3. Select "ltem"

4. Click "Tax" tab



X

5. Click "Add Row"

X

6. Select the ltem Tax Template.

X

7. Select Tax Category that is associate with ltem Tax Template

X

8. OPTIONAL Set the "Valid From" field for system to implement the "ltem Tax Template"

X

9. Click "Save"

X

Customer Master Data

Users should update each Customer with the correct Tax Category so the system knows which
taxes to apply when selling to them.

1. Click "Selling"

2. Click "Customer"
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X

3. Select "Customer" to update.

X

4. Click "Tax" tab.

X

5. Select the appropriate Tax Category.

X

6. Click "Save"

X

Supplier Master Data

Users should update each Supplier with the correct Tax Category so system can automatically
apply the right taxes on purchases.

1. Click "Buying"

2. Click "Supplier"

3. Click "Supplier"
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X

4. Click "Tax" tab

X

5. Click on "Tax Category".

X

6. Select "Tax Catergory"

X

7. Click "Save"

X

Revision #26
Created 2026-02-03 01:47:04 UTC by Admin
Updated 2026-02-04 10:33:41 UTC by Admin



