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1. Overview

The Soraso AR module manages all Accounts Receivable operations including contract billing, invoicing,
payment tracking, and aging reports. It provides full support for city ledger transactions, credit management,
and financial document generation. The system ensures accurate tracking of receivables through automated
and manual workflows with audit-ready logs. AR reports can be exported in various formats to support

reconciliation and decision-making.

2.Login Web Soraso

This function allows authorized users to log in to the Soraso web system and access the ARS (Accounts
Receivable System) module by selecting the correct Business Unit (BU).

To perform the task
1. Go to the Soraso login page.
2. Enter your Username, e g, Staff@smartfinder.asia.
3. Enter your Password, e g, Password111.
4. Click the Login button.

)

SORASO

AFFABLE SOFTWARE

Login

5. After logging in, select the Business Unit (BU) from the dropdown list.
6. Choose "ARS" as the system module to proceed.

ARS
2 pcs
PMS L

Note : The module access is permission-based. Only users with ARS access will see the
ARS option.
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3. Contract Information

This section allows users to view and manage contract-related financial configurations such as credit terms,
templates, and deposit & guarantee information.
To perform the task

1. After logging into ARS, select the menu Contract Profile Center.
2. Search for a contract using keyword or filters, or manually select a contract from the list.

nowEmwelk® D

Smartfinder demo hotel —— -
— New Apply Rate Merge
7 Right: Utility Admin = ! D) e o A

Contract Information

@ Contract Profile Center

[ﬁ Tax Invoice Center Company -

&, Account Receivable

Whitelist

v

‘% Document Running Addre: ( try * ty Zip Code Tax ID Tax Locatio

Contact Notice Policy Contract Billr h
Person St Remark tatus ime
Picture First Name Last Name Position Name Department Name Mobile No. Email

No result found

3. Click the desired Contract Number to open the Contract Profile.

Search Contract Profile List

Q_ smart

Contract No.
COR0000011
DIR0000002

)
D
D

OTA0000002

Company Name

SMARTFINDER

Smart Finder Co., Ltd.

Ctrip.com

x @

Telephone  Email

024226789

smartfinder@asia

mail@mail.com

kannika.smartfinder@gmail.com

Total Revenue Re

0.00

86,356.66 Na

0.00
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4. Click on the Account Receivable tab.

5. Input or review the following fields: Credit Term Day, Credit Limit, Contract Status, AR Group,
Remark.

6. Scroll to the Data Template section and set: Invoice Template, Invoice/Tax Receipt Template, Receipt
Template, Tax Receipt Template.

7. View Deposit & Guarantee information if available.

Contact Natice Policy C t Account Billing & Payment Attach
Person . Remark Receivable Condition Dacument
Credit Term (Day] Credit Limit Contract Status AR Group *
Remark
Data Template
Invoice Template Invoice/Tax Reciept Template Reciept Template ax Reciept Template
Deposit & Guarantee
- Deposit Guarantee
Oct 2023 B 000
No Document No. Payment Amount Paid Date & Time Receive By
No result found
Total Amount
0.00
CJ 1CEI

8. Click on the Billing & Payment Condition tab and configure invoice/payment settings.
9. Set Reminding Letter aging periods (e.g. Current, Over 30, Over 60, etc.).

tact Perso Natice Policy Remark Contract Status Account Receivable Billing & Payment Condition Attach Document

Reminding Letter

Aging Day(s) From DayTo

Current 0 30

Ower 30
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10. Click on the Attach Document tab and upload necessary files.

Contact Person Notice Policy Remark Contract Stat. Account Receivable Billing & Payment Conditior Attach Document

X

&

11. Click Save or Cancel as required.

Cance‘

Note: Ensure templates are correctly mapped to avoid errors in document generation.

4. Account Receivable

This menu provides access to key AR tools including AR Dashboard, AR Operation, and contract-level actions.
To perform the task
1. Click on the Account Receivable tab from the main menu.

m Smartfinder demo hotel

= Right: Utility Admin

A
€ Contract Profile Center

Tax Invoice Center

53) Account Receivable
& AR Dashboard
& AR Operation
& AR Config & Policy w

& AR Report

(% Document Running
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2. Navigate to the AR Dashboard tab to view summary data and metrics.

$. AR Operation

%, AR Config & Policy

$. AR Report

Document Running

10
6 June 2025
Documentation Team

AR

City Ledger Today
1,800,894.02

Invoice Due

1,800,894.02

Channel

11000

This January 2023 invoice

9,089,402.00

@ Total City Ledger 6 i 9
— 1,800,894.02

'+ Over 30 +
G s (@

1st Reminding

1,800,894.02

g

3

1.200.00

110000

12000
13000
14000
150,00
16000

Outstanding Invoice

1,800,894.02

Over 45
1,800,894.02

2nd Reminding

Current

1,800,894.02

Over 60
1,800,894.02

3rd Reminding

1,800,894.02
-]
s 8 § ¢
g g
g 5 -

1,800,894.02
tstanding () This Mo

. 8
g g 8

1

e g &

[

e B ow

This January 2023 invoice

9,089,402.00

"+ Over 15
15 1,800,894.02
+ Over 90
@ 1,800,894.02
Doubtful

oZE
g5 1,800,894.02

210000

g
£

3. Select the AR Operation tab to perform transaction-level operations.

o
M) Smortiing

| Contract Profile Center

%, AR Dashboard

% AR Config & Policy
%, ARReport

ment Running

deme hotel

Contract

YNONONS!

h &

¢

O & d

®

)

NN

@

ah
@

=

)

City Ledger Amount

6700,

000 Auto Invoice
0,00 Auto Invoice

Total City Ledger
266,966.00

Ol 2 m

Bl & D

e
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4. Within AR Operation, select Press Contract to view associated data for city ledger and transactions.

ARS Q6HQYH3%@§E

imoke Oue v Dve Recees kGl PoynentGarce ARiog
City Ledger List €= Contract City Ledger D AR Posting 1-100f 10

Contract: SMARTFINDER / AR Posting

Post Date Property BuCode Check/Folio City Ledger Ref No. Guest Name/Group Code&Name  Voucher No. Room No.  Status Invo
22/09/202310:25  Smartfinder demo hotel ARS 30,000.00 Smart CityLedger
22/09/202310:54  Smartfinder demo hotel ARS FL00035 5,000.00 Smart3 CityLedger
22/0%/202310:54  smartfinder demo hotel ARS H 5 20,000.00 Smart3 CityLedger
22/09/202312:10  Smartfinder dema hotel ARS EL00020 500.00 GuestA CityLedger
22/09/20231210  Smartfinder demo hotel ARS L00020 6,666.00 GuestA Ciiyledger
Smartfinder demo hotel ARS L 1,000.00 ARM CityLedger
27/09/202310:48  Smartfinder demo hotel ARS FL#10 2,500.00 Darineee CityLedger
28/09/202316:40  Smartfinder demo hotel ARS EL1009 6,000.00 Nana lee CityLedger
02/10/202311:52  Smartfinder dema hotel ARS 5,000.00 test1 CityLedger
02/10/20231512  Smartfinder dema hotel ARS FL000 5,500.00 test CityLedger
Total Select Total City Ledger Total Filter
0.00 82,166.00 82,166.00

Note: Ensure correct contract is selected before proceeding.

5.City Ledger

This function enables users to post, edit, confirm, or void City Ledger transactions either manually or via auto
interface from the Soraso PMS/POS system. It also supports invoice generation and deposit/payment handling.

To perform the task
1. Click City Ledger from the AR menu.

City Ledger List ¢ y 2] 160f6

Contract: SMARTFINDER / AR F

Post Date Praperty BuCode CheckiFolio City Ledger Ref No. Guest Name/Group Code&Name  VoucherNo.  RoomMNo.  Status Invoice No. Cashier Check Out Trans.|

Total Select Total City Ledger Total Fiter
0.00 36,666.00 36,666.00

Page |8




Version : 10
Last Updated: 6 June 2025

Author : Documentation Team
2. Click AR Posting.
Doz s e D
rostingar | &
Transactior Qty Unit Price Amount  Post Remark Department

Tax: 0.00
W/ 000 Service Chars
Excisn Tax: 0.00 Vi

Total Amount: 10,180.00

o v kw

7.
8.
9.
10.

Select the Check-Out Date using the calendar.
Enter Guest Name and Folio No.
Click Add +to add transaction details including Qty, Unit Price, and Remark.

Use Edit or Remove if needed.
Save & Gen Invoice

Click Confirm & Deposit - data will move to Invoice page.
Click Confirm & Payment -system redirects to Payment page.
Click Save & Gen Invoice - system generates invoice.

Click Confirm to save transaction, or Cancel to discard.

Confirm & Payment

Page |9
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06 2 & o a&{?}(l.\

Invoic Due & Over D Received Aging Inwoice Cancel Payment Cance AR log
City Ledger List | 4 Contract City Ledger A ArPostr 1120f12
Contract: Ctrip.com / AR Posting
Post Date Property BuCode Check/Folio City Ledger Ref No. Guest Name/Group Code&Mame ~ Voucher No.  RoomMNa.  Status Invoice No
19/09/2023 11:47  Smartfinder dema hotel ARS Chadlingtor CityLedger
13 Smartfinder def AF Ploy
Smartf ARS Ploy
5 smartfinder demo hote AR Play
Smartfindes ARS Depo:
7 Smartfinder demo hotel ARS Ploy
04 Smartfinder dema hotel ARS 100.00 Ploy CityLedger
4 Smartfinder demo hotel ARS 150.00 Ploy Cityledge:
53 Smartfinder demo hotel ARS 2,000.00 Ploy CityLedge:
3 smartfinder de tel AF Ploy
5 Smartfinder dema hotel ARS Pl
24 Smartfinder demo hotel PMS Rakchart Sae 42
Total Select Total City Ledger Total Filter
0.00 80,650.00 80,650.00

6. Auto Billing - Auto Invoice

This function allows users to automatically generate invoices based on City Ledger data from PMS/POS
systems. Users can review, edit, and process invoices with options to split rows, print, send via email, and
handle deposit-related payments.

To perform the task:
1. Select the Gen Invoice button.
1.1 Select the invoice type: Invoice or Invoice/Tax Invoice.
1.2 Select the Invoice Date and Due Date.
1.3 Review and check transaction details:

View detail

Split row

Edit

Remove

1.4 Press Gen & Print to generate a PDF invoice.

1.5 Press Gen & Send to email the invoice to the customer.
1.6 Press Save to save the draft, or Cancel to discard.

O Oood
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Create Invoice X
. Invoice Invoice/Tax Invoice
14-Smartfinder nvoice Na.
Cr. Limic: s . I e
22112/2023 ik 20/04/2024 i 20
Deposi
Credit Terms
Invoice List Remark On Invoice erm and Payment Cond
Detail Quy Unit Price Qriginal Price Amount Vat Service Tax Excise Tax
1 10 103,350.00 v v H
Remark On Invoice
Term and Payment Condition
Net: 87,807.99
Tax: 000 vat: 6,761.21 Total Amount: 103,350.00
Excise Tax: 0.00  Service Charge: 8,780.80

2. Select the Deposit Guarantee button.
2.1 Input payment reference from Receipt or Tax Invoice.
- Options: Paid partial / Paid full amount
2.2 Press Payment and select the appropriate Payment Type.

L ]
Invoice

Total Paid : 9,000.00 Total Amount : 9,000.00
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3. Select the Payment button to open the payment input form again.
4. Select the Split Row button.

4.1 Enter the Amount.
4.2 Enter Remark.

4 3 Press Confirm [ Data will be shown in the City Ledger page.
4.4 Press Cancel to discard the split.

Split Row

Contract : Smartfinder

5. Select the Edit button.

- Edit transaction Quantity or Unit Price
-Add new transaction lines (Qty / Price)
- Press Confirm to save changes

10
6 June 2025
Documentation Team

Posting AR

«

Transaction Qty Unit Price Amount  Post Remark Department

NK TRANSFER DEPOS

Net: 1,699.24
Tax 000 Vat 130.84
Excise Tax: 0.00 Service Charge: 169.92

Nneweg- koD

Total Amount: 2,000.00

Page |12




(Eb SOR&ST —

Version : 10
Last Updated: 6 June 2025
Author : Documentation Team
6. Select the Void button.
-Press Void A confirmation popup will appear
6.1 Click Confirm The data will be moved to void state
6.2 Click Cancel Data will return to City Ledger page
Void X

Do you want to cancel city ledger ?

Note: Once voided, the transaction is no longer editable and moved to a separate voided state. Always verify
invoice and payment details before confirming actions.

7.Invoice

This function allows users to view, generate, send, print, split, and cancel invoices and tax documents related
to AR contracts.

To perform the task

1. Click Invoice tab to view all invoice/tax invoice records.

nNewBg«eslik e o0
[ ) I oq
Invoice List € Contract Inve ¥ Flter 1170f17
Contract: SMARTFINDER / AR Posting
Property Bu Cade 3;;‘; I':‘: No. Inv. Date Due Date Terms  RefMo, Invoice Amount  Payment Amount  Outstanding  Billing No
artfinder dema ho..  ARS 10/01/2023 10:27 33084 1000 08
artfinder demo ho. ARS 120 0o 10,000.
artfinder dema ho ARS 120 0o 4,000.
artfinder dema ho..  ARS 0.00
smartfinder dema ho..  ARS FL2309001 0,18 0 10,180
finder demo ho..  PMS 1 FLZ: oo
artfinder demo ho..  PMS 120 oo
Smantfinder demo ho. PMS 00
finder demo ho..  ARS FLOG09 .00
= finder demo ho..  ARS 1 FLOO099 oo
finder dema ho..  ARS 120
nartfinder demo ho. PM 00
pus
E4 PMS 120 0.00 300.00
antfinder dema ho..  ARS 0510/ 120 FLIOG 25
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2. Select one item by checkbox to activate action buttons.
3. Click Print to generate PDF.

luudvkt
Invoice
Original / Guauu

SMARTFINDER (Head Office) / SMARTFINDER (Head Office)

9924 Moo 9
Tns./Tel. : 033004999
uUsshdAFemE/Tax No. 0205553005742

Company: SMARTFINDER (Head Office)
Address : 99/24 Rajchapreuk Road,
TaxID No.: 0000000142224

No. Detail

AR001 25/12/2023 25/12/2023
BVC2300265 Smartfinder

USD 0.00
WON 0.00
YEN 0.00

ftundounusooiSaduiwindou

Remark :
Term and Payment Condition :

msths:Hu / Payment
Name Of Bank :
Branch of Bank :

Name of Account :

BANK OF AYUDHYA PLC.
Soi Khaotalo Pattaya

Amazon Falls Co., Ltd.

Number of Saving Account : 616-1-18672-8

Service Charge 4,364.91

Houwd / Approved by

Doc No: 123120000000074
Ref No: BVC2300265
Date: 25/12/2023
Due Date : 23/04/2024

QrYy Unit Price Amount

1.00 51,375.00 51,375.00
Net 43,649.10

Vat 3,360.98 Tax0.00

Excise Tax 0.00

GRAND TOTAL

51,375.00

wsulunoda / Recipient

251122023 2511272023
5ufi / Date Suft / Date

4. Click Send to email invoice to Contract/Agent.

10
6 June 2025
Documentation Team

5. Click Credit/Debit Note, select type, enter data, then choose Gen & Print, Gen & Send, Save, or

Cancel.

Make Credit/Debit

@  Debit Credit

Ref Invoice No.: 12312

Smartfinder

Invoice List

Code Transaction

Qty Unit Price

Amount Vat Service Tax
Net: 0.00
Tax: 0.00 Vat 0.00

Excise Tax: 0.00 Service Charge: 0.00

Excise Tax

AR AC & Company/Agent

Amount: 51,375.00

Total Amount: 0.00
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6. Click Payment to open payment page.Select type, add reference, and click Pay /Pay & Send /Pay &
Print.
Contract City ledger Due & Over Due Received Aging Invoice Cancel Payment Cance ARlag
Invoice Payment « woice Lis
178 Bulk Vouche
Cr. Limit: 500,000.00 Guarantees: 0.00 P006 : Bank Tarnfer SCB 984-7
Deposit: 0.0 ;
Invoice @ FReceint Tax Invoice 75 =)
Invoice No. Invoice Date Outstanding Paid T » x — (o ]
123120 25122023 14:5
Add {9y Upload Slip 1/4 )
Payment Type Remark(s) Paid Amount
Net: 119796  Total Remaining 1,410.00
Tax 000 Vat 9224 Remains Unpaid 1410.00
Excise Tax: 0.00 Service Charge: 119.79 Total Paid 0
Change
Total Paid : 1,410.00 Total Amount : 1,410.00

7. Click Cancel Invoice, add remark, and Confirm or Cancel.

Cancel Invoice X

®

Are you sure do you want to cancel Invoice 1231200

Remark*

I
|
1
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8. Click AR Statement, add remark, Confirm or Cancel.
AR Statement b 4
Billing No
Billing Date
9. Click Split Invoice, enter amounts, Confirm or Cancel.
Split Invoice X
123120000000079: 1,600.00
No Of Invoice Amount per Invoice
2

10. Edit invoice date or credit term, then Gen & Print /Gen & Send /Save / Cancel.

Edit Invoice X

@ Invoice Invoice/Tax Invoice

14-Smartfinder nvoice No. Tax / Invoice Dat Due Dat

Cr. Limit

QOriginal Invoice : 1,600.00

Invoice List

Detail Qty Unit Price Original Price Amount Vat Service Ta

No Of Invoice : 1 800.00

80000 8O0 v v
800.00
FL 0000 0 BOD.O V4 v
Net: 1,359.39
Tax: 000 Vat 104.67 Total Amount: 1,600.00

Excise Tax: 0.00 Service Charge: 135.94

ek s

Note: Splitting invoices will cancel the original invoice. Credit/Debit Notes must align with audit policy.
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8.Due & Over Due
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This function allows users to manage overdue invoices by generating reminder letters or marking accounts as

doubtful debts.
To perform the task:
1. Select the Due & Overdue tab.
2. Select the checkbox of the data item(s) you wish to process.

Contract: Smartfinder / AR Pasting
v Property BuCode Invoice No, Invoice Date Due Date Overdue Ref No.
v Amazon Falls Co, Ltd (Head .. POS 23120000000074 25/12/2023 2310472024 BVE2300265

Amount

51,375.00 0.00

Payment Amount Qut:

3. The system will display the following action buttons:

@)

@)

Create Letter
Doubtful Debt

Due & Over Due

& Contract Over Due K]  Create Letter @ Doubtful Debt

4. Press the Create Letter button.

o 4.1 The system will show the Letter Overdue screen.

o 4.2 Press Confirm. The system will display a symbol to indicate successful confirmation.

o 4.3 Press Confirm & Send. The system will display a symbol indicating the letter has been
sent.

o 4.4 Press Cancel to cancel the operation.

Create Letter

t of all the outstanding

Over Due

Due Date Amount Paid Balance

51,375.00 0.00 51,375.00

23/04/2024

Remark :

4 29 AN

Confirm

Confirm & Send Cancel
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5. Press the Doubtful Debt button.
o Select the item you want to mark as doubtful debt.
o The system will display a symbol to indicate the status of the selected item.

b=
‘
‘_
|
‘_

Note: The confirmation symbol acts as a visual indicator of successful status change.

9.Received

This section provides tools for managing received payments. Users can print payment records, send them via
email, or cancel payments if necessary.

To perform the task

1. Click Received tab.
2. Select one payment by checkbox.

Smartfinder demo hotel

Recoedtist | € Conthicaes 1sors
Contract: SMARTFINDER / AR Posting
Receipt No. p .
Property Bu Code Tax Inv. No. Received Date Ref No. Tax (W/O) Bank Fee Vat Fee Commission Fee Received Amount  Payment Type Cashier
© & soraeremon o : , P
© &
=

© 2 ot

© & soontriersemen

©s

Total Received
25,850.00
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3. Click Print to preview payment PDF.
4. Click Send to email payment slip.
5. Click Cancel Payment to move it to the Payment Cancel page.

Recoealist | & Comscisecens @) b A s O crcerame 12012

Contract:  Bulk Voucher / AR Posting
° Property Bu Code _';:;E]:f‘}ft;"[: No Received Date Ref No. Tax (W/O) Bank Fee Vat Fee Commission Fee Receivet
v ° g SMARTFINDER (Head Office)  ARS RC2312000000013 25/12/2023 00:00
Property Bu Code Invoice No. Paid Amount  Remark
SMARTFINDER {Head Office) ~ ARS 7 40,0

Remark On Invoice

Property Bu Code Invoice No. Paid Amount  Remark

SMARTFINDER (Head Office} ~ ARS 123120000000076 5,900.00

Note: Only one item can be selected per action. Cancelled payments are keptin a
separate tab for tracking.

10.Aging
This function provides a summary or detailed view of outstanding accounts receivable categorized by aging
periods.
To perform the task
1. Click Aging tab.
2. Choose Summary or Detail report.
3. Click Print to preview PDF report.

"
‘_
.
.
= e

Note: Use aging reports for financial analysis and collection planning. Ensure contracts
have updated aging settings for accurate reports.
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11.Invoice Cancel
This function allows users to manage cancelled invoices and generate reports in PDF or Excel.
To perform the task

1. Click Invoice Cancel tab.
2. Select invoice(s) using checkbox.

[~ owB ko
¢y ledige i
Invoice Cancel List ¢ ey | D) Y e 130f3
Contract: SMARTFINDER / AR
Property BuCode  Cancel Invoice No Inv. No Cancel Invoice Date  Due Date Terms  Ref No. Invoice Amount  Payment Amount Outstanding  Billing No
v 11 28/05/202313:55  25/09/2023 120  4po0o0 000
0000002 12 !
o
Amount Payment Amt Outstanding
19,666.00 0.00 19,666.00

3. Click Print to preview PDF.
4. Click Export and choose This Page or All Pages for Excel export.

E>j Export
This Page

All Pages

Note: Use export functions for reconciliation and financial review.

12. Payment Cancel

This function handles the management of cancelled payments, allowing printing and email sending.

To perform the task
1. Click Payment Cancel tab.
2. Select one item using checkbox.
3. Click Print to generate PDF preview.
4. Click Send to email the record to customer.

New2«sis 0A
Payment CancelList € " Y cier 1-40f4
Contract: SMARTFINDER / AR Posting
Property Receipt No. ?;:'T:[J:i[:’c': Received Date Credit Note Date Ref No. Payment Cancel Amount  PaymentType  Cashier
v ‘g m
g " 3,000.00  CASH,CREDIT CA
Sma V23040028
Total Payment Cancel
18,750.00
Note: Only one item can be selected per action. Cancelled payments are archived
separately from received payments.
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13.AR Log
This function displays logs of actions performed in the AR module for audit and traceability.

To perform the task

1. Click AR Log tab.
2. Select one item using checkbox.

T 2ol o oA
tos 2 etz '
vt i i tekrin vmisy | igom | mam | rmete fomeinur a8

3. Click Print to preview PDF log entry.
4. Click Export and choose This Page or All Pages to export Excel log.

l:i)] Export
This Page

All Pages

Note: Logs are critical for auditing and tracking changes.
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14 AR Report

This function allows users to generate various AR reports in PDF or Excel format.
To perform the task

1. Click AR Report tab.

2. Select one report type.

3. Click View to preview PDF.

4. Click Export and choose This Page or All Pages to export Excel report.

o nNeokweg- ke D
SMARTFINDER (Head Office)
el rRight: System
o e B
{2] contract Profile Center
Q

E} Tax Invoice Center

% ARTFINE
Report Name -

% Account Receivable

ansaction Transfer/Posting Report » »
& AR Operation :
" Sort By
& AR Config & Policy _ L
& AR Report Folio Report ®
. Data Type
& System Admin
- Field Check

Note: Always verify preview before exporting reports. Report visibility depends on user
access level.
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