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USER MANUAL

Objectives
User allow to create their new vendor for finance or packing material purpose.
1.0 Getting Started
1.1 Log in to Navision MOI Foods Malaysia Sdn. Bhd.
1.1.1 File > Database > Open
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1.1.2 File > Company > Open
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1.2 Select Finance (Mewaholeo) ( Payables ( Vendors
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2.0 Preparation before create new vendor
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2.1 Select Vendor’s List

2.1.1 Press button [image: image6.png]


 to view data in list.
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2.2 Search Vendor’s Name
2.2.1 Place cursor on column ‘Name’

2.2.2 Press button [image: image8.png]


 to set filter
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2.2.3
Key in the Vendor’s Name and press OK.

3.0 Existing Vendor
3.1 Check Currency
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3.1.1 Foreign Trade
Open Tab ‘Foreign Trade’ to check current currency is same as you want; otherwise you may need to create another new vendor code for this vendor.

3.2 Check Summary
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If all information are match but address is not match, ‘Order Addresses’ need to be fill in instead of create new vendor.

3.2.1 Press button ‘Vendor’ > ‘Order Addresses’ to key in another order address for this vendor.
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4.0New Vendor
Create new vendor by press ‘F3’ key.
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4.1 Tab General
[image: image14.png]&8 untitled

fendor Card

| o e [ i [ o

o  — Search ame —
e T Salance (LCY) [ 000
Name 2 I PostDated Cheaues (. | 000
adress I Provsiona Blnce (1Y) | 000
Address 2 Purchaser e  —

Post CodeCity
StatefCountry Code

Phane Na

Primary Contact No,

Contat.

| ] [responstity center .. [ 31

H |t T )
ot oo todrd . |
—— | —

[ — A

Customer o

‘addtional Vendor Type





4.1.1      Key in general information e.g. Name, Name 2, Address, Address 2, Post Code/City, State/Country Code, Phone No and etc.

4.1.2   Set ‘Responsibility Center’ to ‘PG’

4.1.3   Set ‘Blocked’ to ALL as this vendor will not be used for WP users
4.2 Tab Communication
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4.2.1 Key in communication’s information.

4.3 Tab Invoicing
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4.3.1 Key in posting group information.

4.4 Tab Payments
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4.4.1 Key in payment information

4.5 Tab Receiving

[image: image18.png]8 ¥01138 - Vendor Card _ o] x|

il e e e [ s [ el el

(TN — DL
B |
e ———— |
PN — |
e B

Vendor _v| purchases | Help




4.5.1 For Account Department, ‘Location Code’ should set as ‘PG-TS’
4.5.2 For CPD Department, ‘Location Code’ should set as ‘PG-PM’
4.6 Tab Foreign Trade
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4.6.1 Select Currency Code.

4.7 Tab Commercial Portal
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4.7.1 Select Commercial Portal information.
4.8 Tab Registration
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4.8.1 Key in Registration information.

5.0 Copy Vendor to MOI
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After all information is keyed, press button ‘Copy Vendor to MOI’ to copy the vendor’s data to Mewaholeo PG.

6.0 How to Check Vendor Is Copied

6.1 Log in to Navision – MEWAHOLEO Industries Sdn. Bhd.

6.1.1 File > Database > Open
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6.1.2 File > Company > Open
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6.2 Select Finance (Mewaholeo) ( Payables ( Vendors
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6.3 New Vendor Is Copied
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