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ITEM MAINTENANCE 

Products 

Create Products 
 

 

1. Click Products.  

 

2. Click Create.  

 

 



 
 

 

3. Fill in the relevant information of the item.  

4. Click Create.  

 

5. A message will show the Item created.  



 
 

 

6. Fill in the packing size info in the Dimension box.  

 

7. UOM Setting – click Create. 

 



 
 

 

8. Click on the magnifying glass to choose the UOM.  

9. Tick on the UOM and click OK.  

 

 

 

 

 

 

 

 

10. Fill in the UOM rate. Then, click Create.  

 

11. A message will show the Data saved. Click Cancel.  



 
 

 

12. Division List – assign the item to division.  

13. Click Assign. 

 

14. Tick the division and click Assign.  

 

15. A message will show the Division(s) assigned to item. 



 
 

 

16. Price Settings – click Create.  

 

17. Fill in the unit price, then click Create.  

 

18. A message will show the data saved.  

 



 
 

 

19. Create item price for second UOM.  

20. Click Create.  

 

21. A message will show the data saved. 

22. Click Cancel. 



 
 

 

23. Purchase List – create the item purchase price.  

24. Click Create.  

 

25. Fill in the purchase price, then click Create.  



 
 

 

26. A message will show the data saved. 

 

27. Fill in the purchase price for second UOM.  

28. Click Create.  



 
 

 

29. A message will show the data saved.  

30. Click Cancel once done.  

 

31. Pictures – click Add Image to upload picture for the item.  

 

 



 
 

 

32. Click Choose File.  

 

33. Select the image file to upload.  

34. Click Open.  

 

35. Fill in the Description, then click OK.  



 
 

 

36. A message will show the image added successfully.  

 

37. Scroll down to Image section to view the image uploaded.  

 

38. Click Close.  

 

39. Click the glass to view or click pencil to edit.  

 

 

 

 

 

 

 

 

 

 

 



 
 

Edit Products 

 

1. Click on the pencil to edit a product details.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Import Items (Excel Template) 

Download Item Master List 
  

 

1. Go to ITEMS. 

2. Select Setup. 

3. Click Import Items v2. 

 

4. Click DOWNLOAD. 

 

 

5. A message in red will inform numbers of items already exported. 



 
 

 

 

 

 

6. A file link will appear. 

7. Ensure the date & time of download is correct.  

 

 

 

8. Click on the FILE LINK to download the Item Master List. 

 

 

 

 

 

FILE LINK DATE & TIME OF DOWNLOAD 



 
 

 

9. Open the item master list in excel format. 

 

 

 

10. Edit item details in the excel file. 

 

 

 

 

 

 



 
 
Update Details Of Existing Items 

 

 

 

1. Delete all irrelevant items and keep only the items that need to be updated. 

2. Update the details of item. 

3. Save and close the excel file. 

 

 

4. Click Choose File.  



 
 

 

5. Browse to the Item Master List file location. 

6. Select the Item Master List file. 

7. Click Open. 

 

8. The file name will appear beside the Choose File button. 

 

9. Choose the Update Mode: 

a. Update All 

b. Update Attributes Only – update all except UOM price, costs and UOM rate.  



 
 

 

10. Click UPLOAD. 

 

 

11. Ensure the Date & Time of upload is correct. 

 

 

12. Click IMPORT. 

 

 



 
 

 

 

13. A message in green will show the item code updated.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Update Item Status 
 

 

1. Looks for header field called Active. 

2. Change the item status: 

a. Y = Active 

b. N = Inactive 

c. B = Blocked 

d. D = Deleted 

3. Once done, save and close the file.  

4. Upload the file. (Refer to section Update Details of Existing Items) 

 

 

 

 

 

 

 

 

 



 
 

Add New Item 
 

 

1. Use the Item Master List excel template. 

2. Fill in the details of new item. 

3. Save and close the excel file 

 

4. Click Choose File.  



 
 

 

5. Browse to the file location. 

6. Select the Item master file.  

7. Click Open.  

 

8. The file name will appear beside the Choose File button. 

 

9. Choose the upload mode – Update All. 



 
 

 

 

10. Click UPLOAD. 

 

11. Ensure the date & time of upload is correct.  

 

 

12. Click IMPORT. 

 

 

 



 
 

 

13. A message in green will show the new item added.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Services 

Create Services 
 

 

1. Click Services. 

 

2. Click Create.  



 
 

 

3. Fill in the relevant information of services. 

4. Service Settings: 

a. Blocked in Mobile 

i. Yes – Mobile SSC unable to use this service 

ii. No – Mobile SSC able to use this service 

b. Amount Adjustment 

i. Yes – Able to adjust amount for Discount Amount, Tax Amount, and Net Amount. 

ii. No – normal service item, only able to key in at Order Amount.  

5. Click Create.  

 

6. Division setting – ensure the service item is assigned to relevant division. 

 

 

 

 

 

 



 
 

Edit Services 
 

 

1. Click on the pencil to edit a service details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

CUSTOMER MAINTENANCE 

Create New Customer 
 

 

1. At Menu bar, click Customers->Manage Customers. 

2. Click Create to add new customer. 

 

 

3. Enter the customer’s info. 

  



 
 

 
 

4. Enter the billing address & delivery contact. 

5. Click Create. 

 

 

6. Click  to edit customer. 

7. To edit Customer Details - Salesman 

 

8. Click Assign Salesman to assign the customer to salesman.  

 



 
 

 

9. Type in the salesman’s username then click search. 

 

10. Tick the name, and click Assign.  

 

11. Click the cross if wish to remove the salesman.  

 

 

 

 

 

 

 

 

 



 
 

Edit New Customer 
 

 

1. Click on the pencil to edit a customer details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Import Customer (Excel Template) 

Download Customer Master List 
 

 

1. Go to Customers. 

2. Select Setup. 

3. Click Import Customer v3. 

 

 

4. Click DOWNLOAD. 

 



 
 

 

5. A message in red will shows the number of customers already exported. 

 

 

 

 

  

 

 

6. A file link will appear. 

7. Ensure the date & time of download is correct.  

 

 

FILE LINK DATE & TIME OF DOWNLOAD 



 
 

 

 

8. Click the FILE LINK. 

 

 

9. Click to open the Customer Master List in excel format. 

 

 

 

 

 

 

 



 
 

 

10. Edit the customer details in the excel file. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
Update Details of Existing Customers 

 

 

1. Delete all irrelevant customers and keep only the customers that need to be update. 

2. Update the details of customer. 

3. Save and close the excel file.  

 

4. Click Choose File. 

 



 
 

 

5. Browse to the file location. 

6. Select the Customer Master List file. 

7. Click Open. 

 

8. The file name will appear beside the Choose File button. 



 
 

 

9. UN-TICK the box of “Clear Old Relationship”. 

 

 

10. Click Upload.  

 

 

11. Ensure the date & time of download is correct.  



 
 

 

12. Click IMPORT. 

 

13. A message in red will show the customer code updated. 

 

 

 

 

 

 

 

 

 

 

 



 
 

Update Customer Status 
 

 

1. Looks for header field called ACTIVE. 

2. Change the status: 

a. Y = Active 

b. N = Inactive 

3. Save and close the file. 

4. Upload the file. (Refer to section Update Details of Existing Customers) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Add New Customer 
 

 

14. Fill in the new customer details in the Customer Master List excel file. 

15. Save and close the file. 

 

 

 

16. Click Choose File. 

 



 
 

 

17. Browse to the file location. 

18. Select the file. 

19. Click Open. 

 

 

20. UN-TICK the box of “Clear Old Relationship”. 

 

 

 

 

 

 

 



 
 

 

21. Click UPLOAD. 

 

 

22. Ensure the date & time of upload is correct. 

 

 

 

23. Click Import.  



 
 

 

24. A message in red will show the new customer already added. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

GST MAINTENANCE 

GST Tax Codes  
 

 Create GST Tax Code 
 

 

 

1. Go to Master. 

2. Click Tax Codes.  

 

 

3. Click CREATE.  

 

 

 

 

 

 

 

  

 

 

 



 
 

 

 

4. Fill in the Code, Description, and select Transaction Type.  

5. Tick inclusive if the GST calculation is inclusive. 

6. Un-tick inclusive if GST calculation is exclusive. 

7. Then, Click CREATE.  

 

 

 

 

8. A message in green will show the tax code is created.  

 

 

 

 

 

 

 

 



 
 

 

 

9. At section – Tax Code Details, click CREATE.  

 

 

 

10. Fill in Code, Description, & Tax Rate.  

11. Then, click Create.  

 

 

 

 

 

 

 

 

 

 



 
 

 

 

12. A message in green will show the tax code details already created.  

13. Click CLOSE.  

 

 

14. Preview of the tax code created.  

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 View Tax Code 
 

 

 

1. To view tax code, click  

 

2. Details of the tax code.  

3. Once done, click CLOSE.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 Edit Tax Code 

 

 

1. To edit the tax code, click  

 

 

 

2. Click   to edit the tax code details.       

 

 

3. Edit the details, then click SAVE. 

 

 

 

 



 
 

 

4. A message in green will show the update saved.  

5. Once done, click CLOSE.  

 

 

 

 

 Delete Tax Code 
 

 

 

1. To delete tax codes, click  

 

 

 

 

 

 

 

 



 
 

Import GST Tax Code & GST Registration Number 
 

 

 

1. Go to Import/Export. 

2. Select Import Tax Code. 

3. Click the following types: 

a) By Customer – to update GST Tax Code & GST Registration Number 

b) By Items 

c) By Item Group 

d) By Vendors – to update GST Tax Code & GST Registration Number 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

a) Import GST Tax Code by Customer 
 

 

 

1. Import Tax Code by customers normally use by the following conditions: 

a. Customer in Designated Area (Langkawi, Labuan, Tioman) which subject to Zero-rated tax.  

b. Customer exempted by Malaysian Government. 

2. Go to Import/Export. 

3. Select Import Tax Code. 

4. Click By Customers. 

 

 

 

5. Select the correct division. 

 

 

 

 

 



 
 

 

6. Click Download.  

 

 

7. A message in red will show number of records exported.  

 

 

 

 

 

8. Ensure the Download date & time is correct.  

 

File Link Download Date & Time 



 
 

 

9. Right click the file link and click “Save Link As….”. 

 

10. Save the file.  

 

 

 

 

 



 
 

 

11. A file will be downloaded, click the file to open.  

 

12. Fill in the GST Registration No., GST Sales Tax Group & GST Purchase Tax Group for each customer. 

 

 

13. Ensure the division is correct. 

14. Click Choose File. 

 



 
 

 

 

15. Browse for the file. Click OPEN. 

 

 

 

16. The file name will appear beside the Choose File button. 

17. Click UPLOAD.  

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

18. Ensure the date and time is correct.  

 

 

 

19. Click IMPORT.  

 

 

20. A message in red will show the number of records updated.  

 

 



 
 

b) Import GST Tax Code by Items 
 

 

 

1. Go to Import/Export. 

2. Select Import Tax Code. 

3. Click By Items. 

 

 

 

4. Select the correct Division. 

 

 

 

 

 

 

 

 



 
 

 

 

5. Click DOWNLOAD. 

 

 

 

6. A message in red will show the number of items downloaded.  

7. Ensure the date & time downloaded.  

 

8. Right click on the File Link, click “Save Link As…” 

 



 
 

 

9. Click SAVE.  

 

 

 

10. Click on the file to open. 

 

 

 

 

 

 



 
 

 

11. Fill in the GST Sales Tax and Purchase Tax for each item. 

 

 

12. Ensure the division is correct. 

13. Click Choose File. 

 

 

 

 

 

 

 

 

 



 
 

 

14. Browse for the file. Click OPEN. 

 

 

 

15. The file name will appear beside the Choose File button. 

16. Click UPLOAD.  

 

 

 

17. Ensure the date and time is correct.  

 



 
 

 

 

18. Click IMPORT. 

 

 

 

19. A message in red will show number of items updated.  

 

 

 

 

 

 

 

 

 

 

 



 
 

c) Import GST Tax Code by Item Group 
 

 

 

1. Go to Import/Export. 

2. Select Import Tax Code. 

3. Click By Item Group. 

 

 

 

4. Select the correct division. 

 

 

 

 

 

 

 



 
 

 

5. A message in red will show the number of item group exported. 

6. Ensure the date and time is correct.  

 

 

 

7. Right click on the file link, click “Save Link As…” 

 

 

 

 

 

 

 



 
 

 

 

8. Click SAVE.  

 

 

 

9. Click on the file to open.  

 

 

 

 

 

 

 



 
 

 

 

10. Fill in the GST Sales Tax & Purchase Tax for each item group. 

 

 

 

11. Click Choose File. 

 

 

 

 

 

 

 

 



 
 

 

 

12. Click OPEN.  

 

 

 

 

13. The file name will appear beside the Choose File button. 

14. Click UPLOAD.  

 

 

 

 

 

 

 

 



 
 

 

15. Ensure the date and time is correct.  

 

 

 

16. Click IMPORT.  

 

 

 

17. A message in red will show the numbers of item group updated.  

 



 
 
 

d) Import GST Tax Code by Vendors 
 

 

 

1. Go to Import/Export. 

2. Select Import Tax Code. 

3. Click By Vendors. 

 

 

 

4. Select the correct Division. 

 

 

 

 

 

 

 



 
 

 

 

5. Click DOWNLOAD. 

 

 

 

6. A message in red will show the number of records exported.  

 

 

7. Ensure the date and time is correct. 

 

 



 
 

 

8. Right click the File Link.  

 

 

 

9. Click SAVE. 

 

 

 

 

 

 



 
 

 

 

10. Click on the file link to open.  

 

 

 

11. Fill in the GST Registration Number, GST Sales Tax & Purchase Tax for each vendor.  

 

 

 

 

 



 
 

 

 

12. Click Choose File. 

 

 

 

13. Click OPEN. 

 

 

14. The file name will appear beside the Choose File button. 

15. Click UPLOAD.  

 



 
 

 

 

16. Ensure the date & time is correct. 

 

 

 

17. Click Import. 

 

18. A message in red will show number of vendors updated.  

 

 



 
 

ROUTE PLAN 
 

Create Route Plan (Excel Template) 
 

 

1. Click Sales & Delivery. 

 

 

2. Click Route Plan. 

 

 

 

 



 
 

 

3. Click Import. 

 

 

4. Click the magnifying glass to find salesman. 

 



 
 

 

5. Or, tick check box of All Salesman to download all salesman in one template. 

6. Click DOWNLOAD.  

 

7. Salesman route plan in excel format will be downloaded.  

 



 
 

 

8. Only fill in the date of visit (column H to Q) into visit 1-10 column. 

9. Column R – Month – is the month of route plan, example 3 is March. 

10. Column S – Year – is the year of the route plan. 

 

 

11. Example, salesman N88 plan to visit customer Chau Sui Teck (BDC) Sdn Bhd once a week: 

a. Visit 1 – 4th March 2015 

b. Visit 2 – 12th March 2015 

c. Visit 3 – 19th March 2015 

d. Visit 4 – 26th March 2015 

12. Save and close the file.  

 

NOTE:  

1. PLEASE DO NOT CHANGE THE FIELD HEADER.  

2. THE FILE NAME MUST BE SAVE EXACTLY SAME AS DOWNLOADED FROM SSC.  

 

 

 

 

 

 



 
 

Upload Route Plan (Excel Template) 
 

 

1. If the route plan template is uploaded second time to replace the first file (normally it happens 

when you want to amend the route plan), it will duplicate the route plan record. 

2. Hence, the “Clear Data After Date” must set, and the system will clear the data to avoid duplicate 

data.  

3. Please take note that the route plan of today and previous days are not amendable.  

4. In example, date now is 12th February, and February route plan need to re-upload again. So the 

“Clear Data After Date” will need to set 13th February. All the old data from 13th February onwards 

will be clear. And the new February route plan will be uploaded.  

 

 

 

5. Click Choose File. 



 
 

 

6. Browse to the file location. 

7. Select the route plan file. 

8. Click OPEN. 

 

 

9. The file name will appeared beside Choose File button. 

 



 
 

 

10. Click Upload.  

 

 

11. A green message will show the route plan imported.  

12. All uploaded files will be remain and pile up at the Upload Files section. 

13. If you wish to delete, you may click the red cross button to remove the file link. 

 

 

 

 

 

 

 

 

 

 



 
 

View Route Plan 
 

 

1. Enter salesman code in search box or click magnifying glass to view.  

 

 

 

2. Click Search. 



 
 

 

 

3. Click the arrow to looks for month wanted to view route plan. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

MOBILE BULLETIN 
 

 

 

1. Click Bulletin. 

 

 

 

2. Click Create. 

 



 
 

 

 

3. Fill in the Subject – Message Header. 

4. Urgent – Tick the box if Urgent Attention required. 

5. Note 01 – Fill in the message. 

6. Photo01 – Click Choose File to select the picture. 

7. Then, click Create. 

 

 

 

8. Click the Red Cross to delete the message if no longer needed. 

 

 

 

 

 

 

 

 

 



 
 

PROMOTION & OFFER 

Go to Promotion Section 
 

 

1. Click Sales & Delivery  

 

 

2. Click Promotion 

 

 

 

 



 
 

Create Promotion 

 

1. Click on the Create button  

2. Select promotion Type from the drop-down menu 

Promotion Types:-  

 

 Price Off – Offer based on price value, eg:  

o Order value hit RM300 get 4% discount 

o Order 10 ctn get 4% discount 

 Qty Disc – Offer based on order quantity, eg:  

o Order 10 ctn FOC 1 ctn 

o Order value hit RM 1,000 FOC 1 ctn 

 Basket Qty – Offer based on fixed quantity set, eg:  

o Order 1 set which included Item A (2 ctn) + Item B (2 ctn), and FOC – Item C (1 ctn) 

o Order 1 set which included Item A (2 ctn)+ Item B (2 ctn), at promotional price of RM 100 

 Basket Value – Offer based on fixed value set, eg:  

o Order 1 set which included Item A (2 ctn) + Item B (2 ctn), at promotional price of RM 66 

o Order 1 set which included Item A (2 ctn) + Item B (2 ctn), discount 30% on each item 

 NPD – Introductory of new product launched 

 Must Sell – Must Sell SKU 

 Flexi Disc – To give maximum discount % and allow the salesman to edit the discount %, eg: 

o Order Item A, get discount 10% + 3%. Meaning the salesman can amend the discount % to any 

figure below 10% and 3%, eg: 8.77% + 2.8% 

 

 

 



 
 

A. Create New Promotion 

 

1. Select Type, enter code, and description.  

2. Valid From, Valid To - Select promotion start date and end date*** 

*** Promotion will be valid only if Invoice Date falls within the validity period.  

3. Select validation by Qty or Value 

 By Qty – if the promotion is validate by Qty 

 By Value – if the promotion is validate by value 

Create New Promotion Validate by Value 

 Item A + Item B + Item C (mixable)= hit RM 1,000 - FOC 1 CTN Item D 

 

1. Choose Validate by Value  

2. Enter Min Amt - 1,060.00 (Amount must be included GST) 

3. Then, click Create Button 

 

 

 

 

 

 

 

c 



 
 
Create New Promotion Validate by QTY 

 Buy 10 cartons Item A - FOC 1 carton Item B 

 

4. Choose Validation by Qty 

5. Enter Min Qty – 10 

6. Click Create Button 

 

7. A successful message will be showed. The New Promo Code is created.  

 

 

 

 

 

 

 

 

 

 



 
 

B. Create Promotion Lines 

 

1. Go to Promotion Lines section, click Create to create promotion line 

 

1. Item – search the item by clicking on the magnifying glass or key in the item code directly 

2. UOM – select UOM 

3. Qty – default as 0 

4. Then, click Create.   

5. Create the 2nd, 3rd and so forth promotion lines by repeat same steps.  



 
 

 

6. Create promotion line for FOC item, enter FOC QTY,  

7. Tick the F.O.C box. Price will be 0.000 

8. Then, click Create button.  

 

9. Create promotion line for discount % 

10. Discount box – key in discount percentage 

11. Then, click Create button.  



 
 

 

12. Once done, click Cancel button to return to the page of the Promotion. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

C. Update Promotion Details 

 

1. Go to Promotion Details section, edit the promotion details at different tabs 

 

Pictures 

 

1. Upload the promotion picture by clicking Add Image 

 

 

 

Customers 

 

1. Click Assign Customers  



 
 

 

2. Search the customer by division, category, or area that you wish to assign 

3. Then click Search button 

 

4. The list of customer will be appear at the bottom of the page 

5. Tick the customer by line or tick the header box to select all customers that fall under the search 

criteria 

6. Then, click Assign button 

 

7. Once successfully assigned, a successful message will be showed.  

 

 

 

 



 
 
Categories 

 

1. Assign promotion by customer category. Click Assign Categories 

 

2. Tick on the customer category that you wish to assign the promotion. 

3. Then, click Assign button  

4. Once successfully assigned, a successful message will be showed 

 

 

 

 



 
 
Save Promotion 

 

1. Once assign done, click Save to update this promotion code 

 

 

 

2. Once details updated, a successful message will be showed.  

3. Then, click Close button.  



 
 

 

4. Promotion code “Testpromo5” was created.  

5. You may edit this promotion package by clicking Update 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Update 



 
 

D. Grouping Promotion Lines 

Example 1:  

 Buy 10 Carton Item A 

 FOC 1 pack choose from Item B or Item C 

 To enable the flexibility to choose 1 FOC item either Item B or Item C (meaning 2 choose 1) 

1. Create 2 promotion lines for FOC item 

 

2. Tick selection box of both FOC items. 

3. Then click Group 

 

4. No. of items to choose – Choose 1 

5. Then, click Confirm button 

 

6. The items confirmed being grouped will be displayed in Green tagging.  



 
 
Example 2: 

 Buy 10 cartons Item A 

 FOC 2 pack choose from Item B or Item C 

 To enable the flexibility to choose 2 FOC items from Item B or Item C (meaning 2 choose 2) 

 (KLG Corn Flakes 150gm x 1 Box) + (KLG Rice Krispies 130gm x 1 Box); or 

 KLG Corn Flakes 150gm x 2 Boxes; or 

 KLG Rice Krispies 130gm x 2 Boxes 

 

1. Tick selection box of both FOC items. 

2. Then click Group 

 

3. No. of items to choose – Select Qty of this group – Choose 2 

4. Then, click Confirm button 

 

 

 

5. The items confirmed being grouped will be displayed in Green tagging.  



 
 

Basket 

Example: 

 Buy 1 set Basket = 2 cartons Item A + 2 cartons Item B + FOC 1 pack Item C 

 

1. Choose Validation by Qty 

2. Enter Min Qty 4 

3. Create promotion lines 

 

4. #1 - Qty – enter 2 CTN. The Basket will fix the Qty for this item as 2 CTN.  

 



 
 

 

5. # 2 - Qty – enter 2 CTN. The Basket will fix the Qty for this item as 2 CTN. 

 

6. # 3 – create FOC promotion line.  

 

 

 

 

 

 

 

 

 

 



 
 

NPD 

Example: 

 Launched of new product 

 

1. Enter Min Qty / Value – set as 0 

2. Click create 

 

3. Create promotion line.  

4. Select the new product 

5. Then click Create 



 
 

Flexi Discount 

 

1. Choose promotion type – FLEXI DISC. 

 

Example: 
 

 Buy Item A – Discount Maximum 5% + 2% 

 

1. Fill in relevant field and click CREATE. 

 

 

 



 
 

 

2. Create Item and enter the flexible discount percentage. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Search Promotion 
 

 

 

1. Search Promotion by below criterias: 

a. Division 

b. Brand – product brand (category level 0) 

c. Type – promotion type 

d. Discount by – promotion is discount by item brand/item category/item agency (category level 

0 / level 1 / level 2) 

e. Code – promotion code 

f. Description – promotion description 

g. Remark – promotion remark 

h. Item – item code or item description 

i. Customer – customer name 

j. Customer Channel (category level 2) 

k. Customer chain (category level 0) 

l. Validity Date – promotion validity date 

m. Check Valid – check promo validity status  

 

 

 

 

 

 



 
 
 

 

 

 

Upload Promotion 
 

 

1. Click Import Excel 2007 button. 

 

2. Select brand, valid until 

3. Then click Download.  

 



 
 

 

 

4. Check the downloaded date and time 

5. Click on the excel file link to download the excel file. 

 

6. Open the excel file. 



 
 

 

7. Fill up the excel file.  

 

 

8. Click Choose File. 



 
 

 

9. Select the file that you wish to upload. 

10. Click Open.  

 

11. Click Upload. 

12. You will see the date and time showing the current upload time.  

13. Once the file uploaded, click Verify to check for the file problem.  

11 
13 

12 



 
 

 

14. A message will show the promotion code is going to update.  

 

15. If there are problems found, you need to amend on the Ms Excel and upload for verify again.  

 

 

 

 

 



 
 

16. Once verification done, click Import.   

 

 

17. A message will show the promotion code record updated.  

 

 

 
18. Once Import done, click Close.  



 
 

 
19. You will see the promotion code imported.  

20. Click on the pencil if you wish to edit or update the promotion.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Download Promotion 
 

 

1. Fill in the search criteria to view promotion.  

 

2. Click Download.  

 

 

 

 



 
 

 

 

3. An excel file will be downloaded.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

DOCUMENT NUMBER RESET BY MONTH OR YEAR 
 

 

1. Go to Master > Division 

 

 

 

 

 

 

 

 

2. Choose the division, and click on the pencil to UPDATE. 

 

 

 

 

 

 

 

 

 

**Document number is limit to 30 characters in total** 

**Please check with your accounting system about the document number limit else setting too long will not be 

able to post the document to accounting system.  

3. Each document number can set alpha-numeric prefix at the front and back of the document number. 

For example:  

 
 

Result: 

PG-00001-A01 

PG-00002-A01 

PG-00003-A01 

PG-00004-A01………… 

 

 

Prefix (alpha-

numeric) 

Prefix (alpha-

numeric) 

Running number 

(numeric only) 



 
 

4. To set the prefix reset by Month or Year 

-  Set the month format or year format 

- Example date = February 2017 

- {yy} = 17 

- {yyyy} = 2017 

- {m} = 02 

- {mm} = FEB 

 

5. Once you set the month or year format in the prefix box, a calendar icon will appear at the 

back.  

 

 

 

6. Click the calendar box, you can set the running number (numeric only) for each month.  

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
Case Scenario: Current Date is January 2017 

Example 1: 

 

 Result:  

PG1701001-A01 

PG1701002-A01……… 

 

Example 2:  

 

Result:  

1701PG-00003-A01 

1701PG-00004-A01……… 

 

Example 3:  

 

Result:  

PG2017-000002-A01-JAN 

PG2017-000003-A01-JAN….. 

 

Example 4:  

 

Result:  

201701-10-PG-A01 

201701-11-PG-A01…… 

 

 

 

 

PG{yy}{m} 001 -A01 

{yy}{m}PG- 00003 -A01 

PG{yyyy}- 000002 -A01-{mm} 

{yyyy}{m}- 10 -PG-A01 


