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Proprietary Information: 
 
 

The document is the sole proprietary rights reserved by AVISION CO., LTD.  

 

Disclaimer  
 

This material is for informational purposes only. AVision Co., Ltd. disclaims all warranties and 
conditions with regard to use of the material for other purposes. AVision Co., Ltd. shall not, at 
any time, be liable for any special, direct, indirect or consequential damages, whether in an 
action of contract, negligence or other action arising out of or in connection with the use or 
performance of the material. Nothing herein should construed as constituting any kind of 
warranty. 
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Preface 

This material describes the additional functionality added to the Microsoft Dynamics 365 Business 

Central. This material only covers additional localized functionality specifically in the Thai Version and 

should be used in conjunction with the other Microsoft Dynamics 365 Business Central training material. 

 

 

 

  



AVision Thai Localization for Dynamics 365 Business Central  

 
Prepared by AVision Co., Ltd.                                                                                                         Page 5 of 66 

Chapter 1: Withholding Tax 

 

This chapter contains the following sections: 

 Overview 

 Setup 

o WHT Business Posting Groups 

o WHT Production Posting Group 

o WHT Revenue Type 

o WHT Posting Setup 

o Enable WHT in General Ledger Setup 

o WHT Tab in the Purchases & Payables Setup 

 Withholding Tax Order (WHT Order) 

 Print WHT Report 

o Print WHT Certificate 

o Print WHT PND Report 

o Print WHT Cover Page 

 Export PND to Text File 

o Setup 

o Export PND Data 
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1. Withholding Tax 

1.1. Overview 

 Functionality has created to handle Withholding Tax in Thailand. Tax is withheld on certain 

services at different percentages as specified by the tax authorities. Vendor and G/L Accounts can all 

be setup so as have WHT applied to them. 
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1.2. WHT Setup  

 In order to calculate the Withholding Tax (WHT) you must first set these 4 things for 

Withholding Tax which are the following; 

 WHT Business Posting Group : Identify the Type of Tax Payer, this will be 

associated with Vendor Card. 

 WHT Product Posting Group : Identify the Revenue which will be deducted 

Withholding Tax 

 WHT Revenue Types : Identify the Group of Revenue (Effect the sequence of 

showing in Withholding Tax Certificate) 

 WHT Posting Setup: Combination of that 3 above items, Percentage of Withholding 

Tax, and involved Account No. 

 

1.2.1. WHT Business Posting Groups 

 This functions in the same way as the VAT Business Posting Groups. Here you 

state the different categories of Vendors that WHT applies to.  
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  To create new WHT Business Posting Group, click New. 

 

 

 

 

 

 Code  : Fill in Code for WHT Business Posting Group 

 Description : Fill in Description of the Type of Vendor/Tax Payer 
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1.2.2. WHT Product Posting Group 

 This functions in the same way as the VAT Product Posting Groups. Here you 

state the different types of services that WHT applies to. 

  

 

 

 

 

 

 

 

 

 

 

 

  To create new WHT Product Posting Group, click New. 
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 Code  : Fill in Code for WHT Product Posting Group 

 Description : Fill in Description of the Services which will be  

    deducted the Withholding Tax 

 

1.2.3. WHT Revenue Types 

This is where you set up the WHT Revenue Types. The WHT Revenue Types are 

used in the WHT Certificates and in the WHT Reports. You assign a revenue type 

to a WHT code in the WHT Posting Setup table. The number in the sequence field 

determines the order in which each of these codes appear in the WHT Certificate.  
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   To create new WHT Revenue Types, click New. 

 

 

 

 

 

 Code  : Fill in Code for Revenue Type 

 Description : Fill in Description of the Revenue Type 

 Sequence : Fill in Sequence of showing in WHT Certificate 
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Sequence 
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1.2.4. WHT Posting Setup 

This is where you specify the combinations of WHT Business Posting Groups, 

WHT Product Posting Groups and WHT Revenue Type. Each combination will 

yield its own WHT percentage. 

 

You must also specify which accounts the WHT will be posted to. You must also 

specify in WHT Report field which type of WHT Report this combination of WHT 

Business and WHT Product Posting Group belongs to and which WHT Report 

Line No. Series use for report. 

 

 

 

 

 

 

To create new WHT Posting Setup, click New. 
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 WHT G/L Account  : Fill in the G/L Account No. for recording   

     Withholding Tax when posted to G/L Entry (it’s will 

     be occurred G/L account when    

     completed posted Payment Journal) 

 WHT Business Posting group : Fill in WHT Business Posting Group 

 WHT Product Posting group : Fill in WHT Product Posting Group 

 WHT Calculation Rule : Fill in “Less Than” 

 WHT %   : Fill in the Percentage of Withholding Tax 

 Realized WHT type  : Fill in “Payment” (Withholding Tax 

      will be occurred when do the  

      payment transactions) 

 WHT Report  : Fill in the WHT Report Type 

 WHT Report Line No. : Fill in the WHT Report Line No. which  

     belong to WHT Report 

 Revenue Type  : Fill in the Revenue type of this WHT  

     Posting Setup 
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Note 

You must specify the combination between WHT Business Posting Group and WHT Product Posting 

Group for every transactions. If not, the application will not calculate the WHT amount for the 

transaction. 

You have to fill in WHT Business Posting Group in the Vendor Card  

 

 

 

 

 

 

 

1.2.5. Enable WHT in General Ledger Setup 

 You should be sure to setup the “Enable” field in the Local Functionalities  Tab 

in the General Leger Setup. If this field is checked then a WHT will be calculated and 

generated WHT Entries in WHT Entry Table when you post  Purchase Invoice. 
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1.2.6. WHT Tab in the Purchases & Payables Setup 

You should be sure to in the following fields in WHT Tab in the Purchases & 

Payables Setup; 

 WHT Nos.  :  Fill in the No. Series of WHT Certificate 
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  Sample Case – Purchase and Payment with WHT  

Create Purchase Invoice for Equipment Rental Services, Account 52-01-00-

01, amounting to THB 10,000 from Vendor 10000 London Postmaster.  

Make payment for this Posted Purchase Invoice in the payment journal. On 

making payment by check together with the amount withheld, and print the 

WHT Certificate, to London Postmaster.  

1. Create Purchase Invoice (which has Withholding Tax involved) 
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General Tab 

 No.    : Fill in a number for the Purchase Invoice. 

 Buy-from Vendor No. : Click the drop-down list and select Vendor  

     from Vendor list. 

 Posting Date  : Fill in the Post date  

 Document Date  : Fill in the date of Tax Invoice from vendor. 

 Vendor Invoice No.  : Fill in the number of Tax Invoice form vendor. 

Lines Tab 

 Type   : Click the drop-down list and select Type is   

     G/L Account 

 No.    : Select G/L Account No. 

 WHT Bus. Posting Group : it is automatically inserted when select  

     Vendor. 

 WHT Product Posting Group: Fill in WHT Production Posting Group 

 Quantity   : Fill in the number of the item. 

 Direct Unit Cost   : Fill in the direct unit cost of the item. 

 Line Amount  : Automatically calculates. 

 

2. Process release, then post Purchase Invoice  
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After Post Purchase Invoice, you can see Withholding Tax Amount in Statistic view. 
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3. Create Payment journal 
 

 

 

 

 

 

 

 

 

Fill in Payment Detail 

 Posting Date : Fill in the Date that you want to appear on the  

    posted entries. 

 Document Type : Click the drop-down list and select Payment. 

 Document No. : Automatically run. 

 Account Type :  Click the drop-down list and select Vendor. 

 Account No. : Click the drop-down list and select Vendor from  

    the list. 

 Applies-to Doc Type: Click the drop-down list and select Invoice. 

 Applies-to Doc No. : Click the drop-down list and select the invoice that 

    you want to pay. 

 Amount  : Automatically displayed after selecting the invoice. 
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 Select Invoice to make payment, then process Set Applied-to ID  
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 Go back to Payment Journal, process to Create WHT Order. 

 

 System will automatically create WHT Order, and pop up WHT order for checking 

the correctness. 
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 Process post WHT Order, WHT Order status closed will be show. 
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 Print WHT Slip (WHT Certificate) 
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Note 

If WHT Order was created form Payment Journal, Auto Create WHT and Auto Ref. WHT and No. field 

will automatically insert  
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1.3. Withholding Tax Order (WHT Order) 

 Withholding Tax Order is functionalities that support to create Withholding Tax Certificate 

manually. When you do the payment for Posted Purchase Invoice, which had not specified 

withholding tax but it’s needed to be deducted WHT, so you have to create WHT Order manually. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 General Tab         

 WHT No. : WHT Number will automatically run. (If you setup 

  WHT Nos. at Purchases & Payables Setup) 

 Vendor No. : Enter Vendor Code. 

Vendor Name, Name 2, Address, Address2, Address3, WHT Business Posting Group will 

insert after selected Vendor No. 

 Posting Date : Fill-in the Posting Date  
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 Line Tab 

 WHT Line No. : Line No. is automatically running. 

 WHT Prod. Posting Group : Drop-Down arrow and select Type of  

   Income Tax. 

WHT Revenue Type, WHT Report, and WHT % are automatically appeared from WHT 

Posting Setup. 

 Base : Enter Base Amount for calculates WHT Amount. 

 Amount :  Automatically calculated from Base Amount. 

 Remark : Enter Remark. (If Any) 

 

 After complete input data, then post WHT Order. System will show WHT Order 

(Close) 
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1.4. Print WHT Reports 

1.4.1. WHT Certificate (WHT Slip) 

 WHT Certificate is needed to be printed and give to Vendor who is 

 deducted withholding tax from your payment. 

  

 

 

 

 

 

 

 

 

 

 

 Select WHT No. that you want to print WHT Certificate. 
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Click Preview to preview and print report. 
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1.4.2. WHT PND 

WHT PND Reports are the reports, which show the List and Detail of Withholding 

Tax Certificates, it is used to submit to the Revenue Department. There are 3 WHT 

PND Reports base on the type of Payers and Services. 

 PND3 

 PND53 

 PND2 

 

The method to print these 3 reports is the same as following; 

 

 

 

 

 

 

 

 

 

 

 Select which WHT PND report you want to print. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



AVision Thai Localization for Dynamics 365 Business Central  

 
Prepared by AVision Co., Ltd.                                                                                                         Page 34 of 66 

 

 

 

 

 

 

 

 

 

 Year : Fill in the Year of  WHT Entries that you want to show in report  

 Period : Fill in the Month of  WHT Entries that you want to show in report  

 Show WHT Certificate No. :   if you want to show WHT Certificate No. 

 No. of the Additional WHT submitted : Fill in the No. of the Additional  

      WHT submitted  (if any) 

 Name of Authorized Person : Fill in the Name of Authorized  

      Person that you want to   

      show in the report 

 Position of Authorized Person : Fill in the Position of Authorized  

      Person 

 Date Submit   : Fill in Submit Date which will be  

      shown in report 

 Click Preview  
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1.4.3. WHT PND Cover Page 

 WHT PND Cover Pages are the report which shows the summary of each 

 PND reports (Item No. 1.4.2), it’s also used to submit to the Revenue 

 Department. 

 There are 3 WHT PND Cover Page Reports 

 

 PND3 - Cover Page 

 PND53 - Cover Page 

 PND2 - Cover Page 

 

 

 

 

 

 

 

 

 

 

The method to print these 3 reports is the same as following; 
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 Year : Fill in the Year of  WHT Entries that you want to show in report  

 Period : Fill in the Month of  WHT Entries that you want to show in report  

 Type of Revenue : Fill in the Type of Revenue 

 Type of Submit  : Fill in the Type of this Submit WHT 

 No. of the Additional Submit :  If Type of Submit is Addition, you have to  

    fill in the No. of the Additional Submit WHT  

 No. of WHT : If Type of Submit is Additional, you have to fill in the  

    No. of WHT 

 No. of PND Report : Fill in the No. of PND Report to be submitted  

     with this Cover Page 

 Name of Authorized Person : Fill in Name of Authorized person, who  

      will signed on PND Report. 

 Position of Authorized Person : Fill in the position of Authorized person. 

 Date Submit : Fill in date that you will submit PND report to Revenue  

    Department 
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Summary of the WHT Submitted  

 Total WHT Base Amount : Fill in Total WHT Base Amount  

 Total WHT Amount : Fill in Total WHT Amount 

 Total Additional Amount : Fill in the Additional WHT Amount 

 Click Preview  

 

 

  

 



AVision Thai Localization for Dynamics 365 Business Central  

 
Prepared by AVision Co., Ltd.                                                                                                         Page 39 of 66 

  



AVision Thai Localization for Dynamics 365 Business Central  

 
Prepared by AVision Co., Ltd.                                                                                                         Page 40 of 66 

1.5. Export PND to Text File 

In Thailand, there are 2 ways to submit WHT to the Revenue Department. 

 Submit signed hard copy of PND Report & PND Cover Page Report, this way you 

have to submit at the Revenue Department office. 

 Submit via Internet, by upload WHT detail to Revenue Department Website. 

 

This is the function is for export WHT detail text file (same information in PND reports). 

This text file is needed to import into Revenue Department’s WHT Program, to converse 

format support for uploading. 

 

1.5.1. Setup  

There are needed to setup information  

 

Company Information  PND Tab  

 Import Image which will be shown in PND Cover Page 

  

 

 

 

 

 

 

 

 

 

 PND Add : Fill-in company address information 

 Logo   :   Click to Import Image for each PND. 

 Path File PND : Fill in Folder to keep Exported Text File 
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1.5.2. Export PND Data  

 

 

 

 

 

 

 

 

 

 PND Type : Select PND Type 

 Year  : Fill in the Year of  WHT Entries that you want to export  

 Period  : Fill in the Month of  WHT Entries that you want to export  

 No. of Submit : Fill in the No. of Submit WHT 

 Click OK to export, then the text file will be saved to the Path that you setup in 

Company Information. 
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Chapter 2: VAT (Value Added Tax) 

 

This chapter contains the following sections: 

 Overview 

 VAT Setup 

o VAT Business Posting Group 

o VAT Production Posting Group 

o VAT Posting Setup 

 Receipt/Tax Invoice 

o Create Receipt/Tax Invoice 

o Transfer Receipt/Tax Invoice (Finished) to Cash Receipt Journal 

o Post Cash Receipt Journal  

 Update Vendor Invoice No. 

 Print VAT Report 

o Sales VAT Report 

o Sales Pending VAT Report 

o Purchase VAT Report 

o Purchase Pending VAT Report 

o Purchase VAT Reconcile Report 
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2. VAT (Value Added Tax) 

2.1. Overview 

In Thailand VAT is realized at different times depending on the type of item/service. When 

VAT is realized a Tax Invoice must be printed. For Goods, VAT is realized at the time of 

Delivered or Received Goods. For Services VAT is realized at the time of Payment or 

Receipt. The application handles the realization of VAT and associated printing of the Tax 

Invoices. 

2.2. VAT Setup 

In order for the application to calculate Realized/Unrealized VAT, the VAT Posting Setup 

must first be set up. 

2.2.1.  VAT Business Posting Group 

VAT Business Posting Groups identify the Head Office or Branch of the company. 
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    To create new VAT Business Posting group, click New 

 

 

 

 

 

 Code : Fill in VAT Bus. Posting Group Code 

 Description : Fill in VAT Bus. Posting Group Description 

 Default Head Office : Check Mark if this VAT Bus. Is  

    Head Office 

 VAT Address : Fill in the address of this VAT Bus. 

 

Note 

You must specify a VAT Business Posting Group and a VAT Product Posting Group for every 

transaction. If not, the application will not calculate the VAT amount for the transaction. 

You have to fill in VAT Business Posting Group in the Customer Card 
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2.2.2. VAT Product Posting Group 

VAT Product Posting Groups identify the type of VAT such as VAT for Goods or 

VAT for Service, the setup is follow by the Standard Function of NAV. 

 

 

 

 

 

 

 

2.2.3. VAT Posting Setup 

VAT Posting Setup is the combination of VAT Bus. Posting Group and VAT 

Product Posting Group, the setup is follow by the Standard Function of NAV. 
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2.3. Receipt/Tax Invoice  

This functionality is supported to record the detail of Sales Invoices which specified VAT 

Product Posting Group = SVAT (Service VAT, SVAT will be realized VAT when you post 

receiving cash from Customer (post from Cash Receipt Journal). You have to print 

Receipt/Tax Invoice and send to customer to be the evident of the collection. And its’ will be 

shown in Sales VAT Report.  

 

This manual shows you how to create Receipt/Tax Invoice. But for the print out, it is 

depending on your client’s document format which will be included in your implementation 

project. 

 

2.3.1. Create Receipt/Tax Invoice  

 

 

 

 

 

 

 To create new Receipt/Tax Invoice, click New. 
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Fill in Receipt/Tax Invoice : General Tab 

 No. :    Document Number will automatically run.  

 Bill-to-Customer No. : Fill in the Customer Code. 

 Receipt Date : Receipt Date will automatically appear from  

  working date, but you can change it. 

 Remark : Fill in the additional description for create  

  Receipt/Tax Invoice. 

 VAT Registration No. & Customer Branch No.  

 : System will show after you select Customer 

 VAT Bus. Posting Group : Specify what your  location  (Head office or 

    Branches) for submit VAT to Revenue  

    Department 
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Fill in Receipt/Tax Invoice Lines 

 Type :    Drop-Down arrow and select Type. 

 Document No. : Select Document No. or Account No.  

For select Document No. : Actions  เลอืก Invoice/ CN ทลีะหลายใบ 

For select Account No. : Fill in G/L Account No., If your select type G/L Account,  

   you have to fill in Amount Exclude and Amount manually. 

 

Amount Exclude. VAT, VAT%, VAT Amount, and Amount are automatically 

shown after select Document No.  

 

Fill in Details for Cash Receipt (If Any) 

 Cash : Mark  If type of payment is “Cash” 

 Transfer : Mark  If type of payment is “Transfer” 

 Cheque : Mark  If type of payment is “Cheque” 

 Cheque No. : Fill in Cheque No. (If Any) 

 Cheque Date : Fill in Cheque Date (If Any) 

 Cheque Bank : Fill in Bank (If Any) 

 Cheque Branch : Fill in Bank Branch (If Any) 
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When you completed, click Action Menu and click Functions  Finish 

 

Print Receipt/Tax Invoice 
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  Sample Case – Sales Invoice, Receipt/Tax Invoice and Cash Receipt 

   Journal with SVAT  

Create Sales Invoice for Consulting Fees, Account 6710, amounting to THB 

10,000 to The Cannon Group PLC.  

Make Receipt/Tax Invoice for this Posted Sales Invoice, then transfer to Cash 

Receipt Journal for posting.  

1. Create Sales Invoice for Consulting Fees, Account 6710, amounting to 

THB 10,000, specified VAT Product Posting Group SVAT. 
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After complete fill in data, process Release and Post Sales Invoice. 
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2. Create Receipt/Tax Invoice to The Cannon Group PLC., apply with 

Posted Sales Invoice that you got from Item No. 1 above. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



AVision Thai Localization for Dynamics 365 Business Central  

 
Prepared by AVision Co., Ltd.                                                                                                         Page 54 of 66 

3. Process Finish and Print Receipt/Tax Invoice 
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Note 

After post Cash Receipt Journal, you should print Sales VAT Report to make sure that this 

Receipt/Tax Invoice is show in Sales VAT Report. 
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2.4. Update Vendor Invoice No.  

When you posted Payment Journal which applied Purchase Invoice Service VAT (SVAT),  

if user didn’t fill in Vendor Invoice No. in External Document No. field, system still generate 

VAT Entries but it’s will not be shown in Purchase VAT Report. You have to fill in Vendor 

Invoice No. in Update Vendor Invoice No. Page to make this VAT Entries are show in 

Purchase VAT Report. 

 

 

 

 

 

 

 

  Find the entries that you want to update information; you can search by  

 Payment Journal No. or Posting Date. Then input the detail of Vendor Tax  

 Invoice No.  

 Document Date :    Fill in the Tax Invoice Date. 

 Year Submit : Fill in the Year that you want to submit this  

  VAT,  such as 2018 

 Period Submit : Fill in the Month that you want to submit this  

  VAT, such as 10 (for October) 

 Vendor Invoice No. : Fill in the Tax Invoice No. 

 Bill-to/Pay-to No. : Fill in the Vendor Code (in case you have Vendor 

  Code in system) 

 Description : Fill in Vendor Name of Tax Invoice (in case you 

  don’t have Vendor Code in system, such as One 

  Time Vendor) 

 

 

Note 

After finished update, you should print Purchase VAT Report to make sure that this Vendor Tax 

Invoice is shown in Purchase VAT Report. 
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2.5. Print VAT Reports 

2.5.1. Sales VAT Report 

Sales VAT Report is the report which show the Lists and Detail of your company’s 

Tax Invoices. The summary of this report is support to fill-in Phor Phor 30 which 

will be submitted to the Revenue Department. 

 

 

 

 

 

    

      

    

      

   

      

Check mark on Submit Report (All VAT Entry in specified Year and Months) 

 Year : Fill in the Year of VAT Entries that you want to show in report 

 Period : Fill in the Month of VAT Entries that you want to show in report 

 

Check mark on Daily Post Checking (VAT Entry during specified From – To Date) 

 Form Date : Fill in the start date of post checking. 

 To Date  : Fill in the end date of post checking. 

 VAT Bus. Posting Group :  Fill in the VAT Business Posting Group   

     of VAT Entries that you want to show in report 

 VAT Prod. Posting Group : Fill in the VAT Product Posting Group of   

     VAT Entries that you want to show in report 

 Click Preview 
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2.5.2. Sales Pending Report 

Sales Pending VAT Report is the report which shows the Lists and Detail of your 

company’s Posted Sales Invoices. The Posted Sales Invoice which was specified 

VAT Production Posting Group SVAT and they have not yet applied with Cash 

Receipt Journal. You can cross check the summary of this report with the balance 

in Unrealized Sales VAT Account, they should be the same. 

 

 

 

 

 

 

 

 

 

 

 

 

 VAT Bus. Posting Group : Fill in VAT Business Posting Group of  

    VAT entries that you want to show  

    in report. 

 As of Date  : Fill in the date of VAT entries that you want  

   to show in report. 

 Click Preview 
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2.5.3. Purchase VAT Report 

Purchase VAT Report is the report which shows the Lists and Detail of Vendor’s Tax 

Invoices. The summary of this report is supported to fill-in Phor Phor 30 which will 

be submitted to the Revenue Department. 

 

 

 

 

 

 

 

 

 

 

Check mark on Submit Report (All VAT Entry in specified Year and Months) 

 Year : Enter the Year of VAT Entries that you want to show in report 

 Period : Enter the Month of VAT Entries that you want to show in repot 

 

Check mark on Daily Post Checking (VAT Entry during specified From – To Date) 

 Form Date: Enter the start date of post checking. 

 To Date : Enter the end date of post checking. 

 VAT Bus. Posting Group :  Enter the VAT Business Posting Group of VAT  

    Entries that you want to show in repot 

 Click Preview  
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2.5.4. Purchase Pending VAT Report 

Purchase Pending VAT Report is the report which show the Lists and Detail of 

Vendor’s Invoices (Associated with Posted Purchase Invoice which specified VAT 

Production Posting Group SVAT) and they have not yet applied with Payment 

Journal. You can cross check the summary of this report with the balance in 

Unrealized Purchase VAT Account, they should be the same. 

 

 

 

 

 

 

 

 

 VAT Bus. Posting Group : Fill in VAT Business Posting Group of  

    VAT entries that you want to show  

    in report. 

 As of Date  : Fill in the date of VAT entries that you want  

   to show in report. 

 Click Preview 
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2.5.5. Purchase VAT Reconcile Report 

Purchase VAT Reconcile Report is the report which show the list of VAT Entries 

are pending to update Vendor’s Tax Invoice No. 

 

 

 

 

 

 

 

 

 VAT Bus. Posting Group : Fill in VAT Business Posting Group of  

    VAT entries that you want to show  

    in report. 

 As of Date   : Fill in the date of VAT entries that you 

want     to show in report. 

 Click Preview 
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Chapter 3: Stock Card Report 

 

This chapter contains the following sections: 

 Overview 

 Print Stock Card Report 
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3. Stock Card Report 

3.1. Overview 

 Stock Card Report is the report which shows an opening balance, a detailed list of all 

 inflows and outflows of stock and an ending balance (both Quantity and Cost). This report 

 is usually run on a monthly basis. 

   

3.2. Print Stock Card Report 

  

 

 

 

 

 

 

 

 

 Start Date : Fill in Starting Date of Item entries that you want  

   to show in report 

 End Date  : Fill in Ending Date of Item entries that you want to show 

   in report 

 Item Filter  :  Fill in Item Code of Item entries that you want to show  

   in report 

 Location Filter : Fill in Location of Item entries that you want to show  

   in report 

 Click Preview 
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