How to add bookkeeping

Users can log in to the website of OLSaaS, and operate in"Expense Management - Purchase
Bookkeeping - Supplier Transaction Summary" interface according to the following steps 1-9
There are three ways:

1. In“Expense Management - Supplier Transaction Summary" interface (step 1), click"+Add
Bookkeeping" in the upper left corner (step 2).

2. In“Expense Management - Supplier Transaction Summary" interface,click "Add Bookkeeping"
on the right side of a supplier (step 2'"), and bookkeeping can be added for unbookkept orders of
this supplier in this currency. The specific operation is the same as step 2.

3. Inthe interface of "Expense Management - Bookkeeping History "(step 1'), click "+Add" in the
upper left corner (step 2').
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Bookkeeping Type Remind : Normal bookkeeping indicates that the filing of this amount s correct. You can pay the supplier normally and the supplier
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5. Confirm the amount of this payment and this invoice, modify it directly if necessary, improve other information (Items with *are required),
and finally click "Confirm" to add bookkeeping.
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7. Click to select the supplier and currency

r'd

8. Click "Add Payables® and the right interface will popo up

Add Payables
Supplier: —751%i7 Contact: %77
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9. Fill in the payable information (Items with *are required),
and finally click "Confirm"



