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In order to update or import a template of the live transaction, you need to extract first the template
from the system by using the |0 Export feature.

1. 10 EXPORT
1.1.Create a sample transaction under the module you opt to update.
e.g. Bill Entries

— -
= Bills
Bils | Supplier
Supplier 301-A001 - ALI MANUFACTURING INC «| DocDate 08/16/2021
From 10F JAFER PLACE 19 EISENHOWER ST. -
Currency PHP COCCMLTLC CAM LIALL Bil # BIL2108/010
rchaser ALVIN -
Rate 1.00000000 Pus Supplier INV # | BIL2108/010
Term 60 DAYS -
Description PURCHASES v - Reference No
v| Tax Inclusive Deferred VAT
Account | Notes ‘ ("] Files { Info
O X v & © O B View Variants~ o @ - 2
Acc Code Acc Desc Descriptio! Reference No Tax Code Amount Tax Rate Tax WTax Code |WTax
» 810-0150 FUEL EXPENSES PURCHASES SR-PNCD 1,000.00 12.00% 107.14
1,000.00 107.14
Taxable Amount g892.85 Tax 107.14 Due Amount 1,000.00

1.2.Click Search for the listing.
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1.3.Right-click the transaction to be exported and go to 10 > Export > To Excel.

W Resave TR+ Shit+S
08/03/2021 BIL2108/003 301-A001 ALVIN BIY
Audit Trail
07/30/2021 BIL2107/001 301-Q001 ;9 el 10C BLl
% Add/R in Favorit
07/30/2021 BIL2107/002 301:0001 | B Add/Remave in Favorites 10C Bl
05/10/2017 BIL1705/001 301ko001 | (G Online Help ALVIN
02/10/2017 BIL1702/004 301-a001 | [ ResetView Settings ALVIN
= :
02/10/2017 BIL1702/005 301-D002 |2 ViewVeriants ’ ALVIN
02/10/2017 BIL1702/006 301-Y001 | [@ PageSetup.. DESMOND
02/10/2017 BIL1702/007 301-T002 | &P Print.. Ctrl+P JANE
02/10/2017 BIL1702/008 301-E001 | [@ Print Preview.. RATION JANE
02/03/2017 BIL1702/003 301-A001 | [§ Exportto > ALVIN
n2/n2/2n17 RN 17n2/nN2 20N1-NNN1 kY: | Al VIN
£ Im| or‘tfn’.;ma
?1 10 2 Export » I"u to Xml
3156)] [Database: SampleDB102_5(2021.1.0.2)] [Country: PH] [L: & Copy Cell Value Ctrl+Shift+C Import » | By to Excel

1.4.Save the Excel file. Open the file, there will be 2 portions/tables of details you need to fill in.

First Table of the Excel file - focuses on the General Document info.

He - Bills - Excel Signin el

Fle  Home Insert Pagelayout Formulas Data Review View Help @ Tell me what you want to do

o - ol = = 1= P o D 1=h AutoSum ~
i & Gt Calibri -1 - AK | T== 2b Wrap Text General - el 4 D €m :3>( i | 2 AT
Byc i R s A ==l i .
- == Copy ~ o - 1] ll™ -
Paste B = = =|== 5 o m Conditional Formatas Cell Insert Delete Format Sort& Find &
- v OvAv| === € B L v | B2y o 5 @ &
~ ¥ Format Painter B I - - | Mere ey w %0 Formatiing > Table ¥ Styles~ v > v Clear v Filter ~ Select ~
Clipboard Ny Font ] Alignment [ Number N Styles Cells. Editing
N6 - f

2 |BIL210/010 08/16/2021 BIL210B/010 ALl MANUFACTURING INC 10F IAFER PLAC 60 DAYS | 10/15/2021 301-AD01 NE 1,000.00 FALSE PURCHASES  ALVIN TRUE FALSE
3 |
N

Basis of the First Table

- .

= Bills

Bils | Supplier

Supplier 301-A001 v AL MANUFACTURING INC *| DocDate 08/16/2021
from 10F JAFER PLACE 19 EISENHOWER 5T. .

CI.IrlEIl(.Y pHp LRCCMUTLEC CAN TIAM Bd * Blumsmlo

rchaser ALVIN .

Rate 1 00000000 ™ Supplier INV # |BIL2108/010
Term 60 DAYS .

Description | PURCHASES v Reference o

+| Tax Inclusive Deferred VAT
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Second Table of the Excel File - pertains to the Specific Details of the document.

Bills - Excel
ew  Help Q@ Tell me what you want to do
e e ¥ AutoSum ~ A
v b - -: 7] 4 €m oxX Y
7a 22 Wrap Text General " " o Z
© d' I F “[ C‘;I IEEIr‘t DEEI|I F t FiII" Sort & Find &
- — — onditional Formatas Ce nsert Delete Forma 0 in
= 3= Merge & Center ~ | B2 v % 9 €0 O ) v .
— — g o 920 Formatting v Table v Styles v v v v Clear Filter v Select v
Alignment [ Number N Styles Cells Editing
5 Column: O AB AC AD AE AF AG AH A A AK AL AM AN
810-0150  FUEL EXPENSES PURCHASES TRUE SR-PNCD

Basis for the Details Table

Account Nntes‘ﬁﬁles’[nfn
(XG4 B|O 7 B Viewariants+ ) % g (2
Acc Code Acc Desc Description Reference No Tax Code  [Amount Tax Rate Tax WTax Code | WTax

) ESIU'UISU FUEL EXPENSES PURCHASES SR-PNCD 1,000.00 12.00% 107.14

Once the data in excel is complete, you may now use the 10 Importation feature.

2. 10 IMPORTATION
To import Live Transaction template, go to the transaction form where you will upload the data (e.g.
Bills).

2.1.Click Search under Home tab. List of all Bills Document will be displayed. Right click > 10 > Import
> from Excel.

1 05/08/2020 BIL2005/003 301-A001 t® Page Setup.. ALVIN BIL2005/003 PHP
05/07/2020 BIL2005/001 301-A001 . ALVIN BIL2005/001 PHP
o7 ) P Print.. Ctrl+P A

05/07/2020 BIL2005/002 301-A001 . . ALVIN BIL2005/002 PHP

,9 Print Preview...
05/10/2017 BIL1705/001 301001 ALVIN PHP

) |H Exportto ’

02/10/2017 BIL1702/004 301-A001 ALVIN PHP

t Import from...
02/10/2017 BIL1702/005 301-D002 -)j P ALVIN usD

| | Export * |

02/10/2017 BIL1702/006 D1Y001 P DESHOND PHP
v {02/10/2017 BIL1702/007 im0z | B Copy Cell Value Ctrl+Shift+C Import » | &7 from Xml usD
02/10/2017 BIL1702/008 301-£001 E-LINK HARDWARE SUPPLY INCORPORATI 7 from Excel PHP
02/03/2017 BIL1702/003 301-A001 ALT MANUFACTURING INC ALVIN PHP
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A

2.2.Select the filled-out excel file using the 3-dot button. Click OK.

Excel File Chooser — O >

File Data |Bil=.xdsx [-1
Owerwrite existing data

Validate data on saving

Cancel

Note:
- Tick ‘Overwrite existing data’ to replace existing Document No. in the system
- Tick “Validate data on saving’ to know possible error if the uploading is not successful

Uploaded documents will be shown and will be included in the transaction list.

- .
= Bills
Drag 2 column header here to group
ate v Bl # « | supplier From purchase Supplier INV # rency | Ta let Tota
Y = o0c = oflc = o = = =
PPYeY) Shaicciois aimbdo b ELE Li L PYEYTIT oo oo T
SampleBil 301-A001 ALT MANUFACTURING INC ALVIN sampleBil PHP 214.28 2,000.004
—t -
= Bills
Bils | Supplier
Supplier 301-A001 x - ALTMANUFACTURING INC <] Doc Date 08/16/2021
. From 10F JAFER PLACE 19 EISENHOWER ST. .
Currency PHP FoEENLTLC CAl Ui Bil # Samplesil
Purch: ALVIN .
Rate 1.00000000 T Supplier INV # | SampleBil
Term 60 DAYS -
Description PURCHASES - - Reference No
| Tax Inclusive Deferred VAT
Account | Notes | [¥] Files | Info
X v & B © F B View Variants~ Q® @~ B
Acc Code Acc Desc Descriptios Reference No Tax C...| Amount Tax Rate Tax WTax Code NTax
»  810-0150 FUEL EXPENSES PURCHASES SR-P... 1,000.00 12.00% 107.14
830-0040 TRAVELLING EXPEN. PURCHASES SR-P. 1,000.00 12.00% 107.14
2,000.00 214.28
Taxable Amount 1,785.72 Tax 214.28 Due Amount 2,000.00

Reminder:
1. Importation can be done in bulk, just put multiple Line Items in the Excel.
2. Export and Import of data are not included/captured in the Audit Trail.

For further concerns regarding this matter, please contact support to assist you or create
ticket thru this link https://support.qgne.com.ph
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