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Sales Invoices

Where “Lean” principles are considered common sense and are
implemented with a passion!
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Sales Invoices

Automatic Invoicing

Q Invoicing can be completed using the automatic invoicing functions in WinMan.

Q The settings tab in the System Options module has the system default automatic invoicing options.
O Settings can be over-ridden per customer in the customer master.

O Options include creating an invoice for every [S]hipment, [M]onthly, [Weekly] or [N]one.

U Invoices can be created as finalised or un-finalised.
O Un-finalised invoices can have values modified or additional non-inventoried items added to the invoice.
QO Finalised invoices can not have any items or changes completed.

O Invoices can be created using the Generate Invoice action from within the Shipment module.
O Invoices can be created manually in the Sales Invoicing Module.

Q Only 1 Invoice can be generated for a shipment, regardless of where it is created.

Q Invoices are always created for the Billing address.




Default View

% sales Invoices |
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Customer Name [ |

ﬁ&m Inwoice |d Custermerld  Customer Name Inusice ¥ Taw¥ ¥ TaxCodeSe TaeWaue W Curln’  CurTaeValuV Status v
TMPOOODOOS © CO0004 WACCO Systems $400 3000 00000 -$4.00 0.0000 Open

I RO0000012C0 - CODOOT La Trobe Univarsity 411000 $0.00 00000 $0.00 00000 Finaized

I 0000000018 5 oot LaTrobe Universyy $110000 3000 00000 s000 i} l?nnp_“ Findised

I TMPOOODOZ2 £ Coooo3 Crories Holding Compary $000  $000 00000 $0.00 0.0000 Open

[ TPoon0m21 - caooos YACCD Spstems $000 $000 00000 $0.00 0.0000 Open

|} TPOOD0OCS ¢ CODDD4 VACED Systems 4000 3000 00000 $0.00 00000 Open

SYSTEM SETTING:

The first time the sales invoices module is opened, the default tab is Items. This can be changed using the Sales Invoices
system option InitialTab. To change this setting, enable the option and set the value to one the tabs found in the Sales

Invoices module.

Sales Invoice Header

General Tab

[

9 Sales Invoices =]
bisneral LEancil Maien: Aceountipn | Dithely Noles
Irvaice Mumber | TMPOODOODE. |
Customer [
Customer Name | WACCO Spstems
General [nfor
Ivveice Diafe [ amezonefHE
Due Date | a0 apr 2008 |
Salss Oider Numbes [
Shipment |
Source Invoice [E—
Target Invoice [ ]
I
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O Invoice Number — The invoice number that WinMan
automatically generates.

U Customer — The customer for the invoice or credit. Enter
either the customer name or customer number when
selecting a customer.

O Invoice date — The date of the invoice which is from the
shipment, or the day the invoice is created. This is used to
calculate early pay discounts and the due date of the
invoice.

U Due date — When the invoice is due from the customer.
This is automatically calculated using the terms of the
customer.

0 Sales Order number — The sales order number that is
related to the invoice if creating the invoice by shipment.
Otherwise is left blank.

O Shipment — The shipment that the invoice was created
Lolr ifkcreating the invoice by shipment. Otherwise is left
ank.

a fSolurce Invoice & Target Invoice — Internal reference
ields.
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SYSTEM SETTING:

By default, the length of the invoice number is 10 characters. The length of the invoice number can be altered up to a
maximum of 25 characters. Use the Sales Invoices system option Sales Invoices Id Length to amend the sales invoice
length. Enable the option and set the value to the number of characters of the invoice number.

SYSTEM SETTING:

By default, if more than 1 sales order is included on a sales invoice, the sales order field will be left blank. Use the Sales

Invoices system option Populate the Sales Order field with the most popular order in invoice if it's invoicing more than
one sales order to have the sales order field populated with the sales order that has the most line items on the invoice.

Enable the option and set the value to Y. This option is set automatically to “Y”.

SYSTEM SETTING:

By default, if more than 1 shipment is included on a sales invoice, the shipment field will be left blank. Use the Sales
Invoices system option Populate the Shipment field with the most popular shipment in invoice if it's invoicing more than
one shipment to have the shipment field populated with the shipment that has the most line items on the invoice. Enable
the option and set the value to Y. This option is set automatically to “Y”.

Sales Invoice Header

Financial Tab
3 Sales Invoices

 Gereral {financial] Velues Accounting Diher Netes

O Settlement terms — The settlement terms for the invoice. If the
invoice is created from a shipment, the settlement terms are from
the sales order, otherwise it will be from the customer.

Ll

O Credit Terms — The credit terms for the invoice. If the invoice is

Invoice Mumber

Customer

Customer Name | VACCO Systems

Finarcial Information

[ I 1.4

created from a shipment, the credit terms are from the sales
order, otherwise it will be from the customer.

O Currency — The currency of the customer.

Seltlement Tems K [~ ]

Credi Terms ETG [~ ]| | _ ™

T s O Exchange rate — The exchange rate of the invoice. This will default
ST  m from the sales order if an invoice is created for a shipment,

i ™ otherwise it will be the standard rate from the customer.

Tas Code EI}

Tax Code Secondary Q Printed - If the sales invoice print has been printed, marked

automatically by WinMan.

O Tax code — The tax code for the invoice. The default tax code for
sales invoice lines.

O Tax code secondary — The secondary tax code for the invoice. The
default secondary tax code for added line items.
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Values Tab T o

sbienzl Einangials Lislves! ihceaunting; Qthet lotesd

Irvvoice Humber | THPDOOO0OG |
Custamer 004-0001
Customer Name | VA0 Systems

The original value of the invoice Value ‘
Valus Dutstanding |

and the value of the invoice still
outstanding from the customer.

I 14
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Sales Invoice Header

-
Accounting Tab
9 Sales Invoices E@

General Finsncial  alues Asoourling} Qther Notes

Irrvgice Number | TMPQQOO0DG |

Customer | Cooons 0000 | . ..

Eiiare VLoD Syt QThe AR account for the transaction. This is

! fomat the division and account from the customer

6L Account (01121000 master.

GL ‘Year Period [ 200803

W The GL Year Period is the period that the
invoice/credit will post to. This is determined
by the effective date selected.

[ I 1 4




Sales Invoice Header
Note Tab

" Sales Invoices

(General Financial | Yalues 4ccounting Qtter. [Hoies
[ TMPODOO0DE

B[] <]

Irvaice Humber

Customer

Customer Name [ ¥ACCO Systems ]

I 1A

U Notes are for the invoice used for
internal reference only.

O Messages are used for the sales invoice
print and are a communication tool to
the customer.

Sales Invoice Header
New Credit Note

Q Credits can be related to an invoice or have no relationship to an
invoice.

O Credits that are related to an invoice will automatically match to
the related invoice when the credit note is finalised. Line items on
a credit must be a free text item or an item from the invoice.

O Credit that are created with no relationship to an invoice will post
to the customer’s account and can be matched to an invoice in the
Customer Review function. Only free-text items can be added to
credit that is not related to an invoice.

Sales Invoices

Invoice Humber

Select the invoice you want this credit note to relate to

(=

Irveaice Mumber

Leave blank if you don't wish to relate this to a specific invoice

SYSTEM SETTING:

Credit line items that relate to an invoice will use the GL account from the selected invoice line item. To use an alternate
account, use the Sales Invoices option Returns account for credits and enable the option. The value must be the database
number for the chart of account that is required (i.e. glchartofaccounts.glchartofaccount).




r--- /]
Sales Invoice Item

Sales Invoice Item
Adding an item

2 Sales Invoices

¥ @]
€

Item Type

Select the type of invoice item to be added

) Shipped ltem
() Sales Order tem
) Sundry Iem

() Fres Test Item
) Freight Item
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Oshipped Item — All open shipments from the customer can be selected. To include shipped items for invoicing,
expand or collapse the shipment details, click on the include check box to include/exclude any shipment. This
option should be selected for any products being invoiced.

» Shipped items assume that the price the item was shipped at is the same as the invoice value. If a value needs to be
changed, the line must be created, and then modified.

O sales Order Item — All open sales order items that are not required to be shipped into the system can be
selected. All sales order items that have a quantity outstanding greater than zero can be selected. Make sure
that items that are selected are not to be shipped.

» To include sales order items for invoicing, expand or collapse the sales order details, click on the include check box to
include/exclude any sales orders items. This will reduce the quantity outstanding on the sales order as if the items were
shipped.

NOTE: Stock items can not be used with the sales order item selection

Sales Invoice Item

O Sundry Item — A list of all sundries can be selected from.
» After choosing a sundry, click Next and enter the quantity and price.
» Continue to click Next until you enter a valid GL Account for the sundry revenue.

O Free Text Item — A item and description must be manually entered by the user.
» After entering a free text item, click Next and enter the quantity and price.
» Continue to click Next until you enter a valid GL Account for the free text revenue.

O Freight Item — A list of all freight items can be selected from.
» After choosing a freight method, click Next and enter the quantity and price.
» Continue to click Next until you enter a valid GL Account for the freight revenue.

NOTE: When adding a line item for a credit, the value should be negative.

SYSTEM SETTING:

By default when tax is added to a sales invoice it is added as a free text item. The item description for a tax line is “Tax”.
This can be altered using the Sales Invoices system option Sets the text for the generated tax item. Enable the option and
set the value to what the tax line should be called.




Sales Invoice Items
Modifying a line
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Sales Invoice Items
General Tab

O Quantity Required — The quantity of the item sold.

O Shipment — the shipment that the invoice line was created from.

Q Sales order —

» The sales order that the invoice line was created from.

» For sales order items and shipped items, the quantity and value will default from the transaction. To change
either quantity or value, modify the line item.

» If a quantity is decreased for a sales order item, the quantity not invoiced will remain outstanding.

>

If a quantity is decreased for a shipped item, the remaining value to be invoiced will remain outstanding on
the line item of the shipment.




r /1
Sales Invoice Item

Values Tab

U Price — The price of the item. If the item has come from a shipment it will be the value from the sales
order. Manually items will be keyed in by the user.

O Extended Price — The price X the quantity.

O Discount — The discount from the sales order if a shipment item. Manual items will default to the
discount from the customer. The discount value as determined by the discount selected.

O Value — The extended value minus the discount value.
U Tax code — The primary taxing authority for the line.

U Tax — The tax value. The value multiplied by they percent as found in the tax code. The user can not
override this value.

Sales Invoice Item
Values Tab

O Distribution Account — The account that the item is expensed to. When products are used this will be the GRNI

account.
O For non-inventoried items that are received or are from a purchase order the expense account will default from the purchase
order line, but can be changed.
O It non-inventoried items are to be accrued, the NRNI account will be used.

O Variance Account — The variance account will be used when a difference in value exists between the value of
the receipt and the value on the invoice. The variance account is from the system set-up and can not be

amended by the user.

O Variance Value — The difference in value from the receipt and the invoice. This can not be changed by the user
and is calculated automatically from the value entered on the invoice.

O Description — The description for the line item. This can be amended by the user if required.

10
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Sales Invoice Items

Accounting Tab
QGL account — The revenue account for the item.
QGL year Period — The period that the accounting transaction will take

place in. The effective date will determine the accounting period from
the accounting calendar.

Sales Invoice Actions
Finalise

OThe finalise action will set the sales invoice ready to post to the GL.
U No amendments can be made once the invoice has been finalised.

OThe action to Apply Credits will automatically come up if selected on the finalise dialog.

SYSTEM SETTING:

The ability to apply credits is a system setting that can be turned off. Use the Sales Invoices system option Show
unallocated receipts when finalising a sales invoice, enable the option and set the value to N to remove this functionality.
Note that the check box to apply credits will still appear, however if the option is enabled and set to N no action will occur.

SYSTEM SETTING:

By default, when finalising a sales invoice/credit a wizard will display a dashboard with invoice information. This dashboard
can be removed using the Sales Invoices system option Hide the sales invoice report on the finalise wizard. Enable the
profile and set the value to Y to remove the dashboard being displayed.

11



Sales Invoice Actions
Add Message

[Z] Standar d Messages

ﬁSTDMSG

[ srore T essage o s Standard messages can be
added to the sales invoice.
These will print on the sales
invoice print for the customer

Sales Invoice Actions

Apply Credits . _ _
QUnapplied cash or applied credits can be
& Sates Invoices = applied to an invoice using Apply Credits.
Unallocated Receipts i}j
I Select the unallocated receipts to be matched against this sales invaice DA” open Cash and Credlts WI” d|sp|ay and
Invaice to be matched ‘UUUUUUUUW | Yalue To Be Matched ‘ $7UE= can be Se|eCted for matChIng tO the
ok o | i CuslvoiceValeAl Y| Datercyld | Dutoncy Disp|5ol i selected invoice.

000000000
RO0000000 $0.00] USD

$0.00 UsD $:

OSpecify the value to be matched in the
CurlnvoiceValueAllocated column. Values
cannot exceed the value outstanding for
the credit or cash receipt.

RODO0OO00 - -200.00 -$180.00

QApply credits can also be done using the
Customer Review module.

12



Sales Invoice Headers

Relations Tab
5 WinMan Standard Demo . R
b m— QThe relations tab displays sales orders

S r] — a=l and shipments that have been created
e for the sales invoice.

Invoice Number [ooovooooos | Finalised
Gt [comnsooen | fay - =
Sl | e ‘ QThe relations tab also shows cash

allocations for the sales invoice. This
includes any receipts for the invoice or
credits that were matched to the
invoice.

V| Effective Date: "
18/08/2007 E . . < 1 p
QRight click on line item to drill down to
related transaction.

Progress Payments

|5 WinMan Standard Demo

Tasks Mavigation Toos Windows Help

Baf LR |

) WinMan Central " 5 Salles Orders |
| Oiderlems | General | Einencial | Addiional | Shipping | Vekies | Customer | Delivery Motes | Other | Relaions | History | Regtitements | Commisions
U Progress Payments are used as a way to set
[somonz: |
- ﬁ”;”;”f?ﬁ”:' b up a billing cycle for items that have long lead
times or that have large prices.

Custoner PO [PerBin

O Progress Payments are generated in the sales
order module. They can be viewed on the
Commissions Tab.

O The progress payment invoices that are
generated are then viewed in the sales
invoice module.

o [PamentokeT | Pament ¥|PaymeniDate [Paymert |5 fotus
[ somoooio v 5300000 D 03/03/2008 0 4000 Open
sooomio v s000000 D L7 — $0.00 Open Valae Date
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Progress Paym ents O Adding a progress payment can be completed by using the

Add Progress Payment action in the Sales Order Module.

Adding a Progress Payment

O A progress payment can be set up to be a percentage of the

& Sales Orders CEE order or a fixed value. The value used for the percentage
\Goedl Qe calculation is the value of the sales order when the progress
Sales Order | soonoo1032 Open payments are processed_

Progress Papment Information
Walue Type
® Parceniage O The date of the invoice can be a fixed date or when the order
OVE“EW is firmed. Fixed dates can be used when an agreed payment
= plan has been set-up before items are shipped.
Date Type:
) On Order
0 O Multiple progress payments can be set up for the same order.
e )
O To modify existing progress payment invoices right click and
= = -
ot T - select modify on the progress payment found on the
Cur Value Outstanding 000 55 Valie Outstanding 000 L
e commissions tab of the sales order module.
QO Select the action Process Progress Payments when invoice are

to be generated. Automatic invoicing will generate invoices
required on future dates.

U Once progress payments have been processed, right click on the line in sales orders to drill down to the invoice.
O Invoices will be created with free text items called Progress Payment with the sales order specified in the description.

QA default revenue account should be set-up in the system set-up for the revenue account used in progress payment
line items. This may or may not be treated as deferred revenue

O When the sales order has shipped, it will determine the outstanding value by subtracting any progress payment
invoices to determine the value outstanding.

SYSTEM SETTING:

By default, when a progress payment invoice is created, it is created as a finalised invoice. Progress payment invoices can
be created as un-finalised invoices using the Sales Invoices system option Determines whether the progress payment gets
finalised or not. If un-finalised invoices are required, enable the option and set the value to N.

SYSTEM SETTING:

By default, when a progress payment credit is created, it is created as a finalised credit. Progress payment credits can be
created as un-finalised credits using the Sales Invoices system option Determines whether the credit generated is
finalised. If un-finalised credits are required, enable the option and set the value to N.
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Progress Payments

SYSTEM SETTING:

By default, when a progress payment invoice is created, a free text item is added to the invoice with the item specified as
Progress Payment. The item can be changed using the General system option Determines what text will get written into the
free text item on the sales invoice item for progress payments. Enable the option and set the value to what the item will be
called.

SYSTEM SETTING:

By default, when a progress payment invoice is created, a free text item is added to the invoice with the item description
specified as Progress Payment for Sales Invoice. The item can be changed using the General system option Determines what
text will get written in the free text description field on the sales invoice item for progress payments. Enable the option
and set the value to what the item will be called.

Progress Payments

SYSTEM SETTING:

By default, when a progress payment invoice is created, a free text item is added to the sales order with the item specified
as Progress Payment. The item can be changed using the General system option Determines what text will get written
into the free text item on the sales order item for progress payments. Enable the option and set the value to what the
item will be called.

SYSTEM SETTING:

By default, when a progress payment invoice is created, a free text item is added to the sales order with the item
description specified as Progress Payment for Sales Order. The item can be changed using the General system option
Determines what text will get written in the free text description field on the sales invoice item for progress payments.
Enable the option and set the value to what the item will be called.




