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The Advance Payment feature in BASSnet Procurement allows users to create invoices specifically for
issuing advance payments to suppliers. By selecting the designated checkbox, the invoice is marked as an
advance, and any associated Purchase Orders will be labelled accordingly (Advanced Payment PO).

The advance amount is displayed under the Invoice tab of the Purchase Order, and when a subsequent
is created for the remaining balance, the system will automatically deduct the previously paid
advance. Additionally, users can assign a specific account for advance payments in the Supplier Register

invoice

under the Trades tab, which will then be defaulted in the invoice for accurate processing.

(BASSnet version 2.10 —2.11 SP3)

Create Advance Payment Invoices

When creating a new invoice, select the Advance Payment check box.

B Create New Invoice

Invoice Info. | Detals | Comments [ Documents

Invoice Information

Flease fill up all the invoice information.

*Vessel: |AFFI - MT Asian Feeder 2 vl|[]

PO No: [<None> Y[ O Creditmunl Advance Payment | Finance Account: |:|
shipment MNo: |<Mone > v El Bank Account No: EI

Supplier(Order To): Voucher No:

St o | | [ s X
romet | | [ w |
Cash Discount Term: | | |u

* Invoice No: |413521 | Cash Discount

* Arrival Date: [7/14/2025 |z| = Amount: 1000 Due Date: |[<Mone> |E|

= Invoice Date: [7/1%/2025 |z| * Currency: l:l:l 75| Discount Amount: 0.00
Amount

7714/ 2025 &l R I:l (after discount):

Select the PO No. and enter the Advance Payment amount in the Amount field.

Enter the rest of the fields and click Done.

The Advance Payment check box will be selected in the Invoice.
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| Home | Help
< Back | Next % & Cancel p@ @@@ B  xre Y @; f) o
Elgtio Biladt New Save | [i Delete Find  Prnt  Email Verfy Cancel On  Transfer | Approve ¢ |jndp | Inwoice | Customize | Fitter Fin.
- - Supplier Hold - Year
Navigation Standard Operations Find and Print | Modify Approval ‘ Query | Layout | Tool | Shortcut |
*Vessel: |AFFI - MT Asian Feeder 2 ":‘ Finance Account: ‘LZ]CHCI |
*Suppier{Pay To): [DIVIZ5 [2w DINING. InC =]} Bank Account No: [28565312-02 |_“£[
Payment Tem: | T001 [INvOICE DATE + 45 DAYS [ ]
Cash Discount Term: | | " | Voucher No: ‘2{)]_005 |
* Invoice No: [ADV PMT_23-0011-1 | O3 Final mveice Responsble: | =]
-amvalpate: [[117208 [ = Amount: s |
*Invoice Date: [I/11/2023 [¢]  =*Cumency: [USD [US. DOLLAR || |[X] Status: [Verification |
=Due Date: [1/25/2023 =gate:|  0.0000000000] Approval status: [Rejected |
Journal Entry Date: |1f11f2|]23 EI [ credit Note Advance Payment Cash Discount
Paid Date: I:Nune: |z| Due Date: I(Ncne> Izl
Discount Amount: | 0.00]
Amount
(after discount): | 530-00‘

5.
invoice.

The ‘Advance Payment PO’ label will be displayed in the Purchase Order connected to the

Del. Date: FN“!> v Expperiod:

« X RequiredDate: FW/NN Disc %: 0.00

v

Purchase Order
Help &
= e X Reject | &) OnHold o ; =)
EY e W O v < 1 e Y B @
New Save & Delete Print  Emal eCommerce Find A e 5 Undo o Spit v Revaluate | _ gatch Update v | Purchase | Create | Custom
v = - Order . v
Navigation Standard Operations Print and Find Approval Modify Tools Query | AdHoc | Layout
Version: 1 Requisition No:
Approval Status: Approved Advance Payment PO
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Remaining Balance

If the Advance Payment is underpaid (i.e. the Invoice Amount is higher than the Advance Amount), a new
invoice should be inserted to capture the extra amount.

(If the Advance Payment and Actual Invoice amount are the same, the invoice header amount will be 0.
For example, see line item 2 below (amount 590).)

1. Create a new invoice connected to the same PO with the remaining balance as the Amount.
(In the example below, the Advance Payment is underpaid by 0.14.)

2. Then send the invoice for approval.
;;;;;;;
W . el e
- BB PEROROE v v
Pt e Frd  Prt  Emal on Hoprove Ivoce  Custonze | Fiter Fin
- . e Hekd H Your
MNavgaton . S'rfrl)o«!»o:q _L ‘mw\dﬁpv!t Moddy Aoproval \'kml Layot L«
*Vessel: Finance Accourt.
* Suppler Pay To): (-] Bark Account Mo: x
Payment Tem
Cash Dacount Tem: - Voucher No:
* Invokce No: @ Frs Invoce Responsibie: x
* Arrival Date: ﬁ‘S 2005 I * Amount: D.Xl' (=3
“iwoceDete: G1/62004 v *Curency: EUR EURD x Status: Vericaton 2 0
*Due Dete: [Z178/2008 - *Rate: 10797000000 Approvel St Not Started
Journal Entry Dete: [one> v Caoh Discount Next Approval -
PadDate: [Ty v Oue Date: [cone> B = —
N d k; Discount Amount: 0.00
Actual invoice under paid of e =7,
0.14 cents =
/" Bems | Comments | Documents (1) | Discusson | Payment Tem Detals | Payment History | O hold history | Done By | Asproval Trackng | Dewiation Comments | Debuicn | Emal Log
Comect PO et Aemore Copy Estmate Anourt | Acumdated Anourt: 0.14 | Amount Base: 0.15 (USD)
VAT Batch Update Cooy Actual Recaived Amourt Accumdated VAT: o 000
* Vessel  Descrption * Account No.  Account Descrption | Esamate Amount | PO Currency Amou Amount  Invowoed. Invoice Amount | Advanced Amount | * VAT Vat Amount | Gross Amount /AT Cusrency VAT Amount
e - R T O =
$90.00 ELR 00 $90.00 00 590.00 590.00 NRP 00 00 UsD
. . . .
3. The transaction will be reflected in the Invoice tab of the Purchase Order.
Detals AddDeNsr Iml[u(bms]' Dertva Cor_v_lv:nts]' DRocuments (2) r Dsamon]' Or_\r-bld]' ana‘l’raqu(z)r Goodstmvedhsm’vT Svomcmrhlnry/ lnvo(zr Xnvou::Docu-nenls] Al
Invoiced PO Status:  Fully Invoiced
Invoice No Invoice Status Invoice Date Total Invoice Amount PO Invoice Amount Credit Amount
7
» Transfer to AC 19/6/2024 USD 4,621.47 .00 00
Verification 21/6/2024 usD .15 USD 4,621.62 00
4,621.62 4,621.62 .00
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