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IMPREST REPORTING MANUAL

IN THE NEW RESERVATIONS & SALES SYSTEM 2023



How do | access the Reports Menu?




1) Enter the system (with our username,
password and Google authenticator), then
click on the "Web Agencies” option
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2) We click on the “"Dashboard” menu
icon, then we click on the “"Reports”
option
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3) After clicking on “Reports” it will show you the 07 types of reports
available.
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Next, we will develop 02 reports from these reports:

A. Accounting movements:This report will show all the movements made by the agency, with all payment methods.

B. Current Account Statement Advances:This report will show the initial balance, movements and final balance in favor
of the agency (advances and credit notes for returns) in the selected search range.




A. ACCOUNTING MOVEMENTS:

1) After clicking on “"Accounting Transactions” you will see this screen where you will see
search filters and you must select the date range (Start and End) and then click on the
“Continue” button.
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2) The system will show you the search results and the options to export to Excel or
PDF. Choose the type of document you prefer to download.
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e Note: If you want to search for specific documents or have quick management of
the information, we recommend using the report in Excel.




B. CURRENT ACCOUNT EXTRACT ADVANCES

1) After clicking on the “"Reports” option and then “Checking Account Statement Advances”,
search filters will appear where you will select the date range (Start and End) and then click on
the “Continue” button.
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2) Click on the “Export Excel” or "Export PDF” option and a pop-up window will appear at
the bottom or top of the screen (depending on your browser type).
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PeruRail S.A. REPORTE EXTRACTO DF CUENTA CORRENTE

e When you click on the Excel
sheet you downloaded, you will

Agencla Fecha Inicio 12/06/2623
Fecha Fin 12/06/2023

[AFAVOR D (A AGENGA RESERVAS — _DOCUMENTO GENERADO o | i
see the report in the format of m.___]____L____M SRS My S—— — R

Saldo inicaal 0 ]
that document: oo

12/06/2027 1240:53% Jimeny Yangui FACTURA ELECTRONKA ANC-E501-00006793 100.00 100.00

Saldo Final 100.00 100.00

12/0a/200 Sy Yangud FALTURA ELECTRONICA ANC-FH01-0000679% 100 100

REPORTE EXTRACTO DE CUENTA CORRIENTE

PeruRail S.A. Fecha Inicio: 12/06/2023

Agencia: Fecha Fin:  12/06/2023

e When you click on the PDF
sheet, it will reflect the report

IMPORTE WPORTE
uss 8/

- Saido Inicial ao00 000
| |
in that format:
Movimiento
12/06/2023 Jimmy FACTURA ANC 10000 10000
124059 Yanaqu! ELECTRONICA F501000067%
3
Saldo Final 100.00 10000
12/06/2023 Jammy FACTURA ANC- 100.00 100.00

Yanqui ELECTRONICA  F501-0000679
3

e Note: If you want to search for specific documents or have quick management of the
information, we recommend using the report in Excel.




Viewing prepayments, payments,
tickets and credit notes in the
“Extract of Current Account Advances” report




Viewing Prepayments
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Viewing the payment of the remaining amount of the reservation




Viewing the issuance of travel invoices




Viewing return credit notes

The return credit note appears in the agency's current account statement as a credit balance, with
an available accounting balance for the payment of reservations.




FAQ




1) How and through which page can you download your accounting documents?

e They can download the accounting documents from the same system (reservation by reservation reprint) and it gives them the option of

obtaining only accounting documents.
e The other option is through the portal:https://portal2.efacturacion.pe/visorBoleta/

2)What is the difference between accounting balance and available balance?

e Available Balance: The balance is reduced only when a reservation is prepaid or paid in full (tickets have not been

issued yet)
e Accounting Balance: The balance is reduced only when the reservation is issued, that is, when the payment receipt is

issued (electronic railway service invoice).

In the end, when the reservation is issued, the available balance and the accounting balance coincide.

= | - = = Note: In the current account statement report, the
- accounting and available balance is seen as the final
- balance.
- This information can be seen in the last or

penultimate record of the report.



https://portal2.efacturacion.pe/visorBoleta/

3) Differences in the use of advance payment as a form of payment between the previous system and the current system

ESQUEMA ANTERIOR ESQUEMA ACTUAL
Vilor IGV Total Vilor IGV Total
Factura 1: Anticipo 100 18 118 Factura 1: Anticipo 100 18 118
Nota de Credito al Anticipo -100 -18 -118
Factura 2: Factura de viaje 100 18 118 Factura 2. Factura de Viaje 100 18 118
Aplicacion de ¥/, De anticipo 100 18 18
Total factura 2 0 0 O

4) How can you view the reversal of a prepayment or payment?

In the current account advances report, agencies can see an information line where the prepayment made to the reservation
appears and also refers to the advance payment that is associated with this prepayment.

Once the prepayment is returned, the prepayment amount will be added to the "Available Balance" column, because accounting
documents were not generated and the reserve will no longer appear in the information line of the report.

An additional information line is not created in the report, indicating the amount returned.

Prepayment reversal is carried out exceptionally with prior management approval.

Prepago de la reserva WEB600385 Reversion del prepago de la reserva WEB600385




5) What invoice is valid for the accounting area of the agencies? All
payment vouchers issued are valid.

6) Why is a credit note not issued to cancel the advance payment used?
Because our system now no longer works that way, advance payments are now applied within electronic invoices for
railway service.

7) Why do the amounts of railway service invoices have a zero value?
PeruRail issues railway service invoices with a “zero” total amount when the total payment for the service has been with
an advance invoice.
The detail of the advance invoice that has made the payment is detailed in the same travel invoice, in the lower section of

the invoice
e e it g — TIIE TS !
o e e PLEASE NOTE:
- oy, —; e The totals of said invoice will correspond to the amount payable,
e, L - T deducting the corresponding advance payment.
oo o VS T 0 * More than one advance payment may be recorded on the same
— _ electronic invoice.
M o S ol e il Ml B — e The advance invoice used for payment will be the oldest.
s i i ¢ Additionally, a line that totals the sum of the advances will be
TR PO displayed.
PG e The totals of the taxed, unaffected or exempt sales value, the total VAT and
SRR the total of the invoice transaction will correspond to the total amount of
:ﬁm-“;-f-" R the invoice deducted from the corresponding advance payment.
o e P 50 : . e The amounts indicated in the previous point may be “zero”, considering
Beocrposn Compocsss | e tmuan | N | SN that the advance payment may be for the entire amount of the electronic
e = invoice.
Ty - e The issuance of a credit note that reduces the balance of the advance
e e e e . invoice will no longer be necessary, but the advance invoice will be applied

1 directly.

wecre Tess LS4




8) Why does the return credit note that refers to a travel invoice with a zero value have a full amount?

The return credit notes have a Total Amount, because the travel invoices they refer to, even though they have a Zero Total
Amount, have a sales price and that is the amount to be returned.

The advance invoice was only the form of payment for the travel invoice.
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