
 

Petty Cash 

Client can use system to record company’s petty cash expense, payment and confirm receive payment by staff.  

 

New payment request at Finance > Payment register > New Request 

 

 

 
 

 

 

 

 

 

 

 

Press <New> to create new item type Press <Details> to create new item details 

 

 

 

 

 

 

 

 

System default staff  as login staff, application date as today, but also allow to change manually. 

Input code and name, select “Display at”, 
press <Submit> to create new item type. 

 

Select item type and details, 
details field also allow input 
content manually. 

Input name, press <Submit> to create new 
item details. 

Input item amount, press 
[Enter] to display next line. 

Summary part, system display payment request 
amount by type. 

Press <Save> to save 
payment request, and the 
status will update to prepared. 

Press <Submit> to submit payment 
request to company for approval. 

Input new sequence 
number, press [Enter] 
to update the sequence. Select date and shop 



 

 

Search payment request at Finance > Payment register > Search  

 

 

 
 
 

 

 
View payment request 
 

 
 

  

Allow Print/Submit/Edit/Delete payment request 

Press <Browse> to select document, 
and then press <Upload> to upload document to related record. 

 

After submit the payment request, staff  with approve access right will be able to approve it.  

Press payment request record to view detail 
and upload document. 

System allow search payment request by request date, 
request number, request staff  and request status. 



 

 

Approve payment request 

 

 

 

 

 

Issue payment after approved payment request 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

With related access right, staff  allow search and approve submitted payment request. 

 

Press <Pay> to record the payment of  approved payment request. 

With related access right, staff  allow undo approve the payment request.  



 

 

After payment issued, staff  can sign to confirm the receipt of  payment on mobile system. 

 

 

 

 

 

 

 

After Signed 

 

Select application date to check the payment record and 
sign to confirm the payment receipt. 

Press <Sign> to sign  
Press <Signature> button after staff  
signed, system will save the payment 
request as PDF. 

Press <PDF> to check signed payment request. 


