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Section IV

Invoices
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Invoices Module

Within the Invoices module, you can add a new invoice, edit an existing invoice or
change the status of an order that was previously entered. You can enter a Shortcut
Invoice to create a corresponding order record without details and you can run reports
related to invoices.

's | Imvoices Commissions Quotes Forecasts
. MNew/Change/Order Status  ALT+N
Shortcut Ihvoice
Invoice Reports

Adding or Editing an Invoice
To enter or edit an invoice, click New/Change/Order Status, the first option on the
Invoices menu. This will display the Invoice & Commission form.

) Invoice & Commission: 1 !Eﬂ
Order Number [ i | Order Status |
cust. poz| Customer | Eototslssess [
Ship Date [ 1/ Salesman| Eptataiconms [
PO Date| /1 Del Instr. |

Invoice & Commission Data | Detail Data | Order Status & Notes | Short Pay Notes

[* # " Inv. Diate[** Invaice # [*Invoice § [Comim Date (Comm Amt [Comm Stet |Inwoice Shart [Commiss. Short |+ Add

g |

Delete:

Total Invoices

I Find Grder )| Find invoice Save Procesd woid Close Entered by [Lv

Adding an Invoice

Each standard invoice must be associated with an order. To add a new invoice, click the
Find Order button at the bottom of the form. This will display a Find form just like the
one you use in the Orders module. You can find an order by Order Number or by
Customer P.O. Number.

m‘ 4 Search for Order Number and/or Customer PO:1 _ o] ;Iglil

rcer Mumber Status [
Cust. PO, sales §
]
Ship Date | 7/ ormm. §
PoDate| / Find PCH#
Invaice & Cammic
Findbow | select | Clear | Close | ‘ [¥ Close Window on Select
=2 [ inv. Date E L |
Qrder # PO Date [Custormer |Customer PO [Mill - Exiit |
Defete
Total Invoices
g =T
Findrder |  Findlnveice Save Proceed Void Close Enterec by | L
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Editing an Invoice

To edit an existing invoice, click the Find Invoice button at the bottom of the form. This
will display a form so you can enter the invoice number. You can also use the Find Order
button to find an order that has an existing invoice applied.

: =0l x|
Ordler Number L |_
Cust. PO#: e 3
S| -« Find Inveice & A
PO Date| 1
Inwoice & Cammise
[ # " inv. Date| Findow | Select Clear cose | ‘ I¥ Close Window on Select Add
Edi:
Inwaice # Orcler# |Line Custarmetiny. Date It Annnt Order St~ _I
Delete:
Total Invoices
N
Eind Order [ Findiwoice | Save | Proceed woid Close Entered by [Lw

Once you have selected an existing order or invoice, the Invoice & Commission form
will display the data on file for the order at the top of the form. You cannot enter or
change order data here (as indicated by the gray background of the boxes). If the order is
closed, a warning will appear in red. You will still be allowed to edit the invoice data.

) Invoice & Commission 1: Order #185345 \ Invoice # 238551

Oreer Number I 185345 Mill IGENPAK CORPORATION Crder Status I?
Cust Po#lGPEn a03 Customer IAL‘S ALLIED ASSOCIATED ART AND ALL Exp. iotal sales § 7787 00

Stip Dat= 092503 Salesimian [FRED FRAMKLIN Exp. total camm. 384 00
PO Date [09/1 3103 Del. Instr. [CALL FOR DELY. APPT. 976.948-7276
Invaice & Commission Data | Detail Data | Crder Status & Motes | Short Pay Notes |
= # [ Inw. Date[** Invoice # |+ Invaice ${Comm Date|comm At [Comm Statfamt. Short fram Co.[ from Salesmn|pd. Back | ~ Adkd
1092612003 238551 77965541 02002003 265.09)
et |
Delete

Total Invoices
3779 B4

B order_ | |{ Find vaice | Save Procesd Woid Close Entered by |Lvv

The Invoice & Commission Data Tab

If there are any invoices already entered for the order, they will appear in the grid on the
Invoice and Commission Data tab. The currently selected invoice displays an arrow at the
far left side of the grid. In addition, the invoice number is displayed along with the order
number at the top of the form.

**PLEASE NOTE***
The information you enter on subsequent tabs applies to the currently selected invoice,
e.g. the invoice number displayed at the top of the form.
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) Invoice & Commission 1: Order #1B5642 \ Invoice # 78158

Oreer Number I 185642 Mill IMCNA\RN PACKAGING Crder Stetus I?

Cust Po#l 76821 Customer IBARRY BARNS BOUNTY Exp. total sales § | 4892200

il

Shig Date|1 Q0703 SaIESmEnIDENN\S DRISCOLL Exp. total comm. § 1213.00

PO DE‘EIDBQBIEIS Del. Instr. IMUST RECONFIRM PRESET APPT OR ORDER WILL BE REFUSE

Invoice & Commission Data | Detail Data | Order Status & Motes | Short Pay Notes

@ | I, Date|** Invoice # |** Invaice $/Comm Date|Comim At |Comm Statpamt. Short| from Ca.|- from . Back |« Ak
3855120 14 0.00]
10/07/200: TEXT20 1 0.00] Edit |
Ffor 420035328 216720 1 1 00|

.

Delete

Total Invoices
348545 60

4 3

i Srgr 1| Find fwsice | swe | proceed | wod | gose | Enteredy [

To add an invoice to the order, click the Add button to the right of the grid. Clicking the
Add button will display a form that allows you to enter invoice, commission and/or short

pay data.
- ||
Oriter humber | 1856 Add / Edit Invoice Order Status [B

Cust. POR|76821 |1 ico pata Exp.totel ssles § | 48922.00

Ship Date [ 1007103 icice Dete [N Fregs Exp.tatel comm.$ [ 1215.00
PO Date [ 0912903 Invice Humber Cash Dissount %

0

Invoice & Commissior Gross Invoice Entered by | LW
PN
= #[* inv. Date[* I Date Ful. Back [~ Al
{107 /20037812 Commission Date | / / Commission Amount §
2100720037812 a I Ecit
301412003 7B3Z OMMISSIon Stails j
— petete |
Short Pay Data ] | Total nvoices
Amourt Short Paid Back | $48545 60
Deducted from Company Deducted from Salesman —
; Procesd \oicd =
End Order | FindInvoice | Save | Procesd | Woid [ Close Enteres by L

You are not required to enter all of the data at this time. Enter as much as you know and
click Proceed.

8 Invoice & Commission 1: Ovder #185 —o]x|

Orcler Number [ 185842 Wil [MCNARN PACKAGING Order Status F
e e | - |
Add / Edit Invoice
i 1213.00
Shin Date 100703 = ke Exp. tatal comm. $
PO Date [0ar2903
Invoice Date | HEEIE

Inwoice & Commissior

Freight 3 000

Inwoice humber | 75328 Cash Discourt % | 2.00

Gross Invoice § 2167.20 Erteres by [th

** # [ Inv. Datef** Ine Pd. Back | « Ldd
1100720057512 Commission Data
310/ 4/2003F832 Commission Date | // Commission Amount § 000

Delete

Tatal Invoices
$48545 B0

Commission Status A

Short Pay Data

Amount Short Paid Back
l—

Dedductedd from Company Deducted from Salesman K

Procesd oid

«
i

Entered by |Lv

The Add/Edit Invoice form will close and your new invoice will appear in the list.

To edit an existing invoice, highlight the invoice you want to edit in the list. You can
double click on the invoice number or invoice date or you can click the Edit button to the
right of grid. In each case, the Add/Edit Invoice form will display for the invoice you
selected. You can add additional information or change existing information. Select
Proceed to save your changes or Void to discard changes. If there is more than one
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invoice, remember that your changes will apply to the currently selected invoice. Pay
careful attention to the invoice number displayed in these cases.

The Detail Data Tab
€ Invoice & Commission 1: Order #185642 \ Invoice # 78158 [T
Order Mumber I 185642 il IMCNA\RN PACKAGING Order Status I?
cust, Po#[76021 Customer [BARRY BARNS BOUNTY Exptotal seles § | 4932200
Ship DBtEI1DIﬂ7/ﬂ3 SE\ESmEHIDENN\S DRISCOLL Exp. total comm. § lm

PO DatelUBJQBJ% Del. Instr. IMUST RECONMFIRM PRESET APPT OR ORDER WILL BE REFUSE

Invaice & Cormmission Data  Detail Data | Order Status & Motes | Short Pay Motes | _

& [ Code [Descrigtion [ant OroeredTat this UnifFie PricelUnt | =] giose Al (Shipped
101459 15"¥1000' PEA,CH BLS 20 20| 20} 1260 1260ROLL = Orderec))
2posis 18X1000 408 WHITE 336 336 168 1440 1440ROLL Backarcier Al
3pos1e 15X1000 408 WHITE 168 168 4] 1200 1200ROLL
408113 18" BLMG18 30 BLE 168 168 [ 1290 12g0RCLL | 2
sEsn BL-20 12X12 GRFF G| 1 1 1 29.00]  29.00CASE Edit ftem
6019008 163742437 QUIL GRY 600 00| 400) 2200 22.00CASE
FMETZ 1624 2T# SILICONE 100 100| 100/ 5430 5430CASE Delete tem

[T =p3oooz MHD-5 510 JUNIOR | an a0 arl 3050 3050CASE ‘View Open Only
a[io14s6 EMG-15 1 5:1 000' FR B0 B0 &0} 24200 2420ROLL ey Tvew—
10[101487 EMG-18 18x1000' FRI 112 112 112 3560 3560ROLL | o oW Al Ordored |

Find Order | Findiwoice | swe | Procesd | vod | Goss | Enteredby [Lwv

When you have chosen an order and applied an invoice, the detail data tab will display all
the items on that order.

If this is a simple order where everything shipped as ordered, Click the top button to the
right of the list; Close All (Shipped = Ordered). This will automatically fill the Tot
Shipped field with the amount in the Qnt Ordered field and set each item status to Closed.

The Backorder All button sets the status of all items to B.

Use the Add button to add an item that did not appear on the original order and the Delete
button to remove an item that was dropped from the order.

The Edit button will bring up a separate form to edit the currently selected item, but you
can type directly into the Tot Shipped, Shp this Inv and Status fields. This will probably
be easier and quicker for you. If you enter a number into the Tot Shipped field, the Shp
this Inv field will be filled automatically and vice versa. If the Tot Shipped field is equal
to or greater than the Qnt Ordered field, the status will be changed to “C”. If the Tot
Shipped field is less that the Qnt Ordered field and the Status field is “O”, the status will
be changed to “B”. In some cases, the item will be considered closed, even though fewer
items were actually shipped than were ordered. You can manually change the status to
“C” and the system will not attempt to “fix” it again.
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Sometimes a single order will result in several invoices. When the second invoice arrives,
you may want to hide all the items that were closed on the first invoice and view only

those items that remain open. Use the View Open Only button to filter the list to the items
that are not already marked as closed. You won’t be distracted by items that don’t require

your attention.

T . o N
) Invoice & Commission 1: Order #1B5642 \ Invoice # 78158 9 [s1 Y
Order Number | 185642 Ml [MCHAIRN PACKAGING Order Stafus F
cust. po#[7ee1 Customer [BARRY BARNS BONTY Exp.total sales § | 48922.00
Ship Date [10m703 Salesman [DENNIS DRSCOLL Exp.totalcomm. § | 1213.00
PO Date (0329103 Del Insir. [MUST RECONFIRM PRESET APPT OR ORDER VMLL BE REFUISE
Invoice & Cammission Data  Detail Data |Order9tatu5&Nntes Short Pay Notas | _
= ¢ [ Code [Description [art orderedTot Shipped[Shp this InvStatufPriceinitFile Pricent |« | Close 21l (Shippes!
o 2qF2ER2 BX3/4E. 34 CHICKES 15) 0| oB 2510/ 25 10CASE = Ordered)

Backorder Al
Al tem
Edt tem
Delete ftem
{iew Open Only;
< ¥iew &l Orcered

Eind Order Find fnvaice Save Brocesil oid gase | Enteredty [ow
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The Order Status & Notes Tab

8 Invoice & Commission 1: Order #185642 \ Invoice # 78158

185642

Order Number |

Ml |MCNA\RN PACHAGING

Crder Status F

Cust, POR[ 78821

Customer IBARRY BARNS BOUNTY

Exp. total sales § 4592200

Ship Date|1 0703

Salesman | DENNIS DRISCOLL

Exp. total comm. § | 1213.00

PO Dete [09/28103

Ded. Instr. IMUST RECONMFIRM PRESET APPT OR ORDER WILL BE REFUSE

Invoice & Commissian Data | Detail Data  Order Status & MNotes | Shart Pay Notes

Order Status Backordered — SOME Items Still Open -

PREAPPOINTED FOR PP=n ~ HOTHING Shipped =
CARRIER MUST CAll Closed - ALL Items Complete

ORDERWILL BEREf shipped - Inwoice NOT Yet Recorded
DO NOT SHP V1A Al ey TR
THANK oL BE = o

Items 5till Open

W FLEASE CORRECT PRICES OR 105125 & 107076 DUE TO REVISIONS 1!
e Endl of Comments from the Originl OrderiCrecit ~ene

|

Entered by | L

Finel Order Find Invoice Save Proceed Woid Close

Use the Order Status dropdown list to change the order’s status. You can view all notes
already on file for this order and add additional notes if needed. These notes are stored as
part of the order.

The Short Pay Notes Tab

. o s mmn
Invoice & Commission Data | Detail Data | Order Status & Notes  Shott Pay Notes
Hotes relatec to short-pay invoices can be added here =
Find Order Fird Invaice Save Proceed Vit Close Entered by |LAY

Use this tab to record notes explaining any Short Pay invoices. These notes are stored as
part of the invoice.
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Shortcut Input Form (Invoices)

) shortcut Input Form:1 (Invoice) 9 [ JEY

{Order

Qrler hotes. | Inaice fEommissinn/ Ehort Fay |

| =l Orcer Number
Customer | = Ertered by
Salssman| =l

Company |
Cust. PO#

Al
= : PODate| i/

City: State / Province: -
Zip Coe:

Header Comments: |

Hew Findl Erocesi i Close

Use the Shortcut Input Form for Invoices to record invoices received when no order was
ever entered. A bare-bones record is created in the order data to accompany the invoice
data so you don’t have to enter all the order information details.

T "
€ shortout Input Form:1 (Invoice) #187328 FABRI \ AAAAAA [_[o] =}
Order | Oroler Nates | \nvmcemnmm\ssmnfshnnPay|
Mil| FAERI - FABRI-KAL CORPORATION =l Ordler Number | 187326
Customer [ ALAALA - AL'S ALLIED ASSOCIATED ART MND .~| Entered by [Lw
Selssman[5 — EDUARD ENGLAND =
Company IAL'S ALLIED ASSOCIATED ART AND ALL P.0. Data:

Cust, POR| 55555
Address: |123 MAIN STREET
I PO Date | IEEEIL

City: ANYWHERE State fProvince: [1s +
Tip Gode: [11111-

Header Comments: I"Order Entered with & Summary Invoice on 06/21/04

Proceed oid Close

When you are positioned in the P.O. Date field, you will be reminded that specifying a
P.O. Date will cause the invoice amount you enter on the next tab to be used as the order
amount as well.

After entering the Order data, use the Invoice/Commission/Short Pay tab to add
additional information. You are not required to enter all the data.

€ Shortcut Input Form:1 (Invoice) #187328 FABRI \ AAAAAA =13
Orcer | Qrelzr hotes Invoice J Commission f Short Pay |

Invoice Data Commission Data

Commission Date | / ¢
Invoice Mumber Comimission Amaurt §
Commission Status | Clozed -

Closed
Short Paid
Resalved

Invoice Date [ / /

Met Invoice §

For commission estimate onhy:

Freight §
Cash Discourt %

Save Proceed Void Close
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If you indicate in the Commission Status dropdown that this is a Short Pay invoice,

additional fields will appear so you can add short pay data

if it is available.

7 .
) shortcut Input Form:1 (Invoice) #187328 FABRI \ AAAAAA =]
Crder | Order totes Invoice ] Commission S Short Pay
Invoice Data Commission Data Short Pay Data
Invaice Date | # # Commission Date | / / Amourt Short § -
Invoice Number Commission Amourt § Paicl Back §
Met Invaice § Commission Status | Shart Paid Deducted from Comparty §
Deducted from Salesman §
For commission estimate onhy: Short Pay Hotes
Freight §
Cash Dizcount %
Save Proceed Yoid Close

If you want to edit a previous invoice, click the Find button on the Order tab. You will
enter an order number or customer P.O. number to locate your record. As you can see in
the form below, if an order already exists you will not be able to change any order data
but you can edit invoice, commission and short pay data on the next tab.

£ .
@ shortcut Inpur Form: 1 (Invoice) #186607 MCNAIR \ BEBBBE = o]
iOrder ¢ | Orsier Nstes | \nvnlceanmm\ssmnIShnnPay|
Wil HEHATE — NCNAIRN PACKRGING = Orcer Number | 186807
Customer [EBBEEEE -~ BARRY BARNS BOUNTY = Ertered by |SUZE
Sslesman[3  — DENNIS DRISCOLL =
Company [E2RRY BARIE BOLNTY P.0. Data:
I Cust. POR[ 021185
Address: [ 0.0 BEE
PO Date [ 102502
Iﬁ BOUNDARY AVE
City: BOSTON State fProvince: |14
Zip Cade: [11171-
Hearler Comments: [PLEASE SHF VITH HENT DEL 10 S0R00
Procesd Woid Close

Invoice Reports

Invoice Cutoff List
Invoice Listing
Lete Inwoices

Outout Destination

& Prirt Preyiew
 Sencito Brinter
 Sencito Test File
 Sencito HTML
" Sendto Excel

fun

Close

Select Invoice Reports from the Invoice menu to see a list

of available reports related to

invoices. You may also access Invoice Reports from the Reports menu. See the Reports
section of this document for additional details on how to run reports.
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