Training Document - Job Invoicing

Accredo.

taking care of business

In this lesson you will learn about using the Accredo system.
After completing this lesson you will be able to:

e Create an AR Invoice from a job
e Reverse an Invoice or a credit that has been created through Job Invoicing
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Job Costing

Module Relationship & Transaction Flows
Module Relationship

Purchase
Ordering

Accounts
Payable

Inventory
Control

JOB
COSTING

Payroll

General
Ledger

Transaction Flow

Invoicing

Accounts
Receivable

Estimate/Quotes Actual Costs

Invoice Customer

Purch Order
Shipment

/

Templates

Disbursements

stimates » JOoB » Job Invoicing
AR Module
REPORTING

*Job Sheets
*Job Estimates
*Quotations

*Transaction reports
*WIP and job detail reports
*Analysis reports

*Actual vs estimate

*Detailed job analysis

*Period analysis

*Specific andf/or conselidated grouping
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Creating an Invoice for a Job

Go to Tasks_Job Costing_Job Invoicing

Enter the Job number that you want to invoice out to a customer

You will want to ensure that all costs are on the job before invoicing out completely.

Check for Pending Costs by going to Maintain_Job Costing_Jobs and click on the Documents tab.

In the lower half of the screen you will see the Pending costs. Double Click on costs to go to the

original document
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| SelectJob 1003 - 8|7 V@ T 1.8mWardrobe | = = |
E ] .
| JC Job Invoicing - 1005 - 1.8Bm Wardrobe EIE
L
B 108 | 5 | Select Job 1005 GE~ 1.8m Wardrobe NZD
Lo Customer v B &|= Carson & Sons
4 Cul |5 Date 30/09/2013 Period Sep 2013
f L2 Rate Type SELL Complete Job (]
o Exchange Rate 1.0000 Complete Transactions [ |
Org
% Sal » T.. Code Description Cuantity Unit Sell Price Disc% Group E
tj Ti... LABOUR Labour Charge Hr £40.00 LAB
Pri M... TATOMMLR A70mm Laminated Rimu Mtr £53.00 PART
Dis: @ M... TTOSQR 70mm x 70mm Rimu Mtr £9.20 PART
M... TIMLR 1M sq Laminated Rimu Mtr §75.37 PART
Dat|
— M. T2SMMRF 15mm Rimu Facing Mtr 1.7 PART
Dat =l M... TIBOMMTR 180mm x 48mm Rimu Witr $14.48 PART
Dat| 7 Ti.. ASSEMBLY Workshop Overhead Job 547.51 LAB
Job) M... VIC10BRASS Victorian 10 Brass Handle Ea $5.35 PART
% M... VIC32BRASS55 Victorian 32 Brass Handle 55mm Ea $6.23 PART
i = M... BCORAW 350mm x 340mm Drawer Ea $36.26 PART
No{ 2}
Ina BE.
<
L, | Ext Sell Ext Cost Actuals Cost §506.54 Pending Cost $130.00 Quoted $857.55
Invoiced Pending Invoiced
Job has pending CDSt;i Open Invoice Generate Invoice Invoice as Quoted J Save x GCi
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File Edit View Shortcut Script Window Help

EaBEER| kB

EORBQE | Z£ L& 0ER PE A

avigator &«

— =i JC Job Maintenance - 1005 - 1.8m Wardrobe
Ma|r1tall'1 Tasks . Reports | Setup | Xtracta » Selectlob 11005 ~@vlo @@ 1.8m Wardrobe
g ;_:::T Pjnill:lHE @ Job | Description| Information| Address| Estimate DQCU"TE”t5| Links | Memos | Balances| Graph | Transactions
B Invoicing System B| Invoices
3 Order Entry % Select Documents v
& Accounts Payable Period Selection All Periods v From |Apr2012 To Oct 2013
5 Purchase Orders s Customer Type Date Document ... Print  Post Recovered Cost  Amount
EH Purchase Order List }
E= Order Type (Categories 1) 1= .
E=l Categories 2
EH Memo List =
EH Link List
& Cash Book b Q
59 Fixed Assets T
& General Ledger Ei
=y Job Costing
........ Jobs
B Job List
E3 Job Groups
@ Transactizn Batch List S —
Bl Cost Centres Select Source All Documents v
EH Components Period Selection All Periods v From |Apr2012 To Oct 2013
E=l Job Category (Categories 1) » Source Type Date Creditor Cost  Order No Details
E=l Categories 2 Jc Batch 30/09/2013 520.00 Disbursments - J Smith
EH Memo List % Jc Timesheet 30/09/2013 $110.00 Timesheet ] Smith W/E 30/9/13
EEH Link List PO Order 30/09/2013 CARDWELL $220.00 20136
E Budgets Q‘
& Special Pricing T
=5 Company H'_‘}&

Once all of the Pending costs have been checked/entered go back to Job Invoicing and click on the

Edit Details button & (F11).

Select the items that are to be invoiced out. You can select all or just individual lines. You can

unselect lines individually or revert them all at once

« Minimise Toolbar Esc
|75, Zoom Ctrl+F12
= Move record down Shift+Down
Select F4
4 Select all Shift+F4
o Unselect F3
|=5 Revertall Shift+F3
=] Open details F12
= Print report Ctrl+P
21 Sortlist Ctrl+F2
[l Customise Fields Alt+F5
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=i JC Job Invoicing - 1005 - 1.8m Wardrobe
¥ | Select Job 1005 @ =] | 1.8m Wardrobe
Customer CARSON Carson & Sons
& Date 30/09/2013 Period Sep 2013
Rate Type SELL Complete Job ]
Exchange Rate 1.0000 Complete Transactions [
» Type Code Description Quantity Unit Sell Price
Time LABOUR Labour Charge] Hr $40.00
Material T470MMLR 470rmm Laminated Rimu Mitr $53.00
Material T7050R T0mm x 70mm Rimu Ptr $9.20
Material TIMLR 1M sq Laminated Rimu Mitr §75.37
— | Material T25MMRF 13mm Rimu Facing Mtr n
Material T180MMTR 180mm x 48mm Rimu Mtr 514,48
(i — ——— -
Select all (Shift-F4) iMBLY \'\.forks.hop Overhead Job 547.51
BRASS Victorian 10 Brass Handle Ea 5535
% Material VIC32BRASS55 Victorian 32 Brass Handle 35mm Ea 56.23
& Material BCDRAW 350mm x 340mm Drawer Ea §36.26
él, Material DESIGM Design Fee £40.00
Time LABOUR Labour Charge Hr $40.00
Disbursement Taxi Ea §22.00
HL Ext Sell Ext Cost Actuals Cost $836.54 Pending Cost
Invoiced Pending Invoiced
Open Invoice Generate Invoice Invoice as Quoted

(=] 8 s
NZD
Disc% Group Ext Sell  Cost Price Ext Cost
LAB $22.0000
PART $34.0000
PART $7.0000
PART $58.0000
PART 51.0000
PART 511.0000
LAB 528.0000
PART §3.7500
PART 54,3700
PART £24,5000
Cus §22,0000
LAB §22.0000
SPEC £20.0000
Cuoted $857.55
o Save X Cancel

When the line items are selected the Quantity, Ext Sell and Ext Cost fields are populated. Click on
Save when you are happy that all lines to be invoiced have been selected.

You can also put a tick in the complete job and complete transactions boxes if this is the final

invoice and you would like the job to be closed once invoiced.

=i JC Job Invoicing - 1005 - 1.8m Wardrobe [r= =[]
» | Select Job 1005 & |5|= 1.8m Wardrobe NZD
Customer CARSON Carson & Sons
& Date 30/09/2013 Period Sep 2013
Rate Type SELL Complete Job
Exchange Rate 1.0000 Complete Transactions
» Type Code Description Quantity Unit Sell Price Disc% Group Ext Sell  Cost Price Ext Cost
Time LABOUR Labour Charge 2.00 Hr 540.00 LAB 580,00  522.0000 544.00
Material T4T0MMLR 470mm Laminated Rimu 1.50 Mtr §53.00 PART §79.50  $34.0000 §51.00
Material T70S0QR 70mm x 70mm Rimu 7.50 Mtr §9.20 PART 569.00 §7.0000 §52.50
Material TIMLR 1M sq Laminated Rimu 4.00 Mtr §75.37 PART 5301.48  558.0000 5232.00
— Material T25MMRF 15mm Rimu Facing 3.00 Mtr 517 PART §5.13 §1.0000 53.00
Material T180MMTR 180mm x 48mm Rimu 2.80 Mtr 51448 PART 540,54 §11.0000 $30.80
9 Time ASSEMELY Workshop Overhead 1.00 Job §47.51 LAR 847.51 £28.0000 §28.00
Material VIC10BRASS Victorian 10 Brass Handle 2.00Ea §5.35 PART $10.70 §3.7500 §7.50
% Material VIC32BRASS55 Victorian 32 Brass Handle 55mm 2.00 Ea $6.23 PART §12.46 §4.3700 58.74
= Material BCDRAW 350mm x 340mm Drawer 200 Ea §36.26 PART §72.52  524.5000 548.00
£] Material DESIGM Design Fee 10.00 540.00 Cus §400.00  522.0000 §220.00
Time LABOUR Labour Charge 5.00 Hr 540.00 LAB §200.00  522.0000 §110.00
Disbursement Taxi 1.00 Ea §22.00 SPEC §22.00  520.0000 §20.00
EL Ext Sell $1,340.84 Bt Cost §856.54 Actuals Cost $856.54 Pending Cost CQuoted $857.55
Invoiced Pending Invoiced
Open Invoice Generate Invoice Invoice as Quoted J Save x Cancel
Click on Generate Invoice
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Cimlvigla~  [mwaskebe T (e
CARSOMN

30/09/2013 Period Sep 2013
Rate Type Complete Job

Complete Transactions

Ext Sell  Cost Price Ext Cost

Sell Price Disc% Group

Quantity Unit

» Type Code Description

S oo [ S0 Ao |83 penangcon [ cuees [ 5578
L e |

% Open Invoice

=
g
£

:
B

% Invoice as Quoted

Click on Open Invoice to open/print invoice

MENAMIEE
CARSON

Period
Complete Job
Complete Transactions

Description Quantity Unit ~ Sell Price Disc% Group Ext Sell  Cost Price

Sl P 22 IRy ) o (2 S]] )

Blorser [ e [ acncon [ 505680 peingcon [ e [ 678
macet | penangimaces | S13004

% Generate Invoice % Invoice as Quoted J Save x Cancel
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e mee o |
Coonecoss BN (@al  Cosmass

ﬂeadell Lines | Chargﬁl Links | Memusl
Invoice Date _ Branch NZD | NzZD
OrginationDate | Department periods ||
Delivery Date _ Default Location 2 Periods _
o i s i tperiod [
BichangeRate | 10000 Category2 Coment [
moiceho [N Custom e [
e s ceons ww [
Order Number _ Quotation Ref
speron [ Crettimt [
P/Slip Number _ — Delivery Instructions
Internal Ref _ Delivery Code _
: i BDownsRoad
PiceCode  [NZWSALE | Basis Buclusive |
e | Pekuonga
Comment || huedea
postsatus R i s .
Contact ComonDantl
Emad Contact [ NewZesland

L et

Margin

Created by ACCREDO on 2701206 1

e auge

Weight

|
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ABC Holdings Limited
10 Boston Road

Mt Eden Phone +64 9 373 5963
Auckland 1023 Fax +64 9 373 5961
GST Number 999-999-999
TAX INVOICE
Carson & Sons 43 Downs Road
PO Box 12-327 Pakuranga
Pakuranga Auckland

Auckland 1056

I\\_Im.rﬂicne Number:

j

Date Delivery Customer Order Number Packing Slip Internal Reference Sales Person Page
30/09/2013 CARSON NW 1
Code Description Quantity  Unit Price Discount Amount
1800 mm x 1200 mm x 600mm Wardrobe
Rimu
light polish
LABOUR Labour Charge 200 Hr 540.00 5B80.00
TATOMMLR 40mm Laminated Rimu 150 Mtr 553.00 579.50
T70SQR 70mmx 70mm Rimu 750 Mt 58.20 569.00
TIMLR 1M sq Laminated Rimu 400 Mtr 575.37 5301 48
T25MMRF 15mm Rimu Fading 3.00 Mrr 5171 55.13
T1BOMMTR 180mm x 48mm Rimu 280 Mrr 514.48 540.54
ASSEMBLY Warkshaop Overhead 1.00 Job 347.51 547.51
WVICIDBRASS Vicorian 10 Brass Handle 200 Ea 55.35 510.70
WIC32BRASSS5 Victorian 32 Brass Handle 55mm 200 Ea 56.23 512.46
BCORAW 350mmx340mm Drawer 200 Ea 536.26 572,52
DESIGN Design Fee 10.00 540.00 5400.00
LABOUR Labour Charge 500 Hr 540.00 5200.00
Taxi 100 Ea 522.00 522.00
Total Net 51,340 84
Your Invoice message to appear here. Simply edit the text file
INIrvoice. bt in your Reports\I Ninvoice folder using Notepad or GST 5201.13
Wordpad. Invoice Total Including GST §1,541.97
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Work in Progress

Below is a Work in Progress (WIP) report for Job 1005

At the moment it shows that there is $856.54 of Actual Costs that have not been invoiced out yet.

T Eile Edit View Shorcut Sgript Window Help

TOGEEE &6

gatol »

Maintain | Tasks | Reports | Setup | Xtracta| o]
= &
=
=]
El Cf
= By
=]
=]
=
=]
=F
=
(=R &
eports =)
Job and Estimates b2l
Job Balances

Job Status
Transaction Sequence

EDEREE Ze &0 58P EA
«

Job Costing - Work In Progress Detail
ABC Holdings Limited

Job Code Job Hame
10035 18m Wardrobe

Type Date Reference
Tims 14082013 Steve IC ASS
Materisl 13/02/2013 I© Ass
Material 13/08/2013 C Ass
Material 13/08/2013 IC Ass
Material 13/08/2013 C Ass
Material 13/08/2013 IC Ass
Time 13/02/2013 C  PRE
Materisl 20002013 IC AsS
Material 20082013 c o Ass
Material 30002013 C Ass
Matarial 30082013 ap

Tims 30002013 © TN
Ditturment 30082013 I

Job From:

1005 -1.8m Wardrobe To:1005 -

Job Status: Active
Period: Sep 2013

ProductCode

LAE  ASSEMBELY
T VICI0BRASS

VICIIBRASSSS

T

DOW  BCDRAW
DESIGN

LAE  LABOUR

GQuantity Unit
200 Hr

1.8m Wardrobe

201082012
Sep 2013
Page 1of1

WP Period

Cost Actual Invoiced Invoiced
Price Cost Sell Progress To 6L
322.0000 344.00
$34.0000 5
37.0000
$38.0000

$1.0000
$11.0600

Work In Transferred Complete

For WIP.

To help explain WIP - In this example we have decided to invoice everything except the Design

Fee, Labour Charges and a Taxi charge as these will be invoiced to the customer at a later date and

so, will remain on the job for now.

As we are not invoicing out all of the costs on this invoice we don’t tick the Complete Job and

Complete Transactions selections.

JC Job Invoicing - 1005 - 1.8m Wardrobe

# | Select Job 1005 @ 2|= 1.8m Wardrobe
Customer CARSON Carson & Sons
Q Date 30/08/2013 Period Sep 2013
Rate Type SELL Complete Job 1
Exchange Rate 1.0000 Complete Transactions [
» T.. Code Description
M... T470MMLR 470mm Laminated Rimu
@ M... TT0SQR 70mm x 70mm Rimu
M... TIMLR 1M sq Laminated Rimu
M... T2SMMRF 13mm Rimu Facm.g
— M. TIS80MMTR 180mm x 48mm Rimu
= Ti... ASSEMBLY Workshop Overhead
9 M... VICI0BRASS Victorian 10 Brass Handle
M... VIC3ZBRASS555 Victorian 32 Brass Handle 33mm
% M... BCDRAW 350mm x 340mm Drawer
Q M... DESIGN Design Fee
él, Ti... LABOUR Labeour Charge
EL Ti... LABOUR Labeour Charge
Di... Taxi
<
[, | Exct Sell $638.84 Ext Cost §462.54 Actuals Cost
Invoiced Pending Invoiced
Open Invoice

Generate Invoice

§856.54 Pending Cost

Invoice as Quoted

NZD
Quantity Unit Sell Price Disc% Group Ext Sell C
1.50 Mtr $53.00 PART §79.50
7.50 Mtr 59.20 PART 569.00
4,00 Mtr §75.37 PART §301.48
3.00 Mtr 17 PART 85.13
2.80 Mtr §14.43 PART S40.34
1.00 Job $47.51 LAB £47.51
2.00Ea §5.35 PART §10.70
2.00 Ea 56.23 PART 512,46
2.00 Ea $36.26 PART §72.52
$40.00 Ccus
Hr $40.00 LAB
Hr $40.00 LAB
Ea §22.00 SPEC
>
Quoted §857.55
o save K Cancel
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If you rerun the WIP detail report you will see that the balance left in WIP is $394 being the un-

invoiced transact

ions.

WIP is a holding bucket for Job transactions that are waiting to be invoiced.

EaBEER| £ B

Navigator «

Maintain Tasks

Reparts

B3 Purchase Orders
B3 Purchase Analys
B CashBook
B9 Fixed Assets
B General Ledger
Job

sting
Job Reports

Job and Estimates
Job Balances

Work In Progress Summary

y
5 Transaction Reports

jf\le Edit View Shortcut Sgript Window Help

BEORBRCHE|ZE&H @508 - P EA

]

Job Costing - Work In Progress Detail

ABC Holdings Limited

Job Code Job Name
1005 1.8m Wardrobs

Reference
3 Steve

515
200092013 515
30092013
30092013
Time 30092013
30092013
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Job From: 1005 -1.8m Wardrobe To:1005 - 1.8m Wardrobe
Job Status: Active
Period: Sep 2013

Cost

ASS
ASS
ASS

ASS
A5

ASS
A3
A5

FIN

ProductCode

LAEOUR
T4TOMMLE.
TT0SQR
TIMLR
T25MAMRF
TIB0MMTR
ASSEMELY
VICL0BRASS
VIC32BRASS3S
BCDRAW
DESIGN
LABOUR

Actual  Invoiced
Cost Cost

344.00

$51.00 551.00

$52.50 $52.50

513200 323200
$3.00 53.00

330.80 330.80

318.00 328.00
37.50 57.50
3874 38.74

$40.00 $40.00

5220.00

5110.00

520

585654 346254

Invoiced
Sell

578.50
530148
$5.13
347.51
S10.70
51246
§72.52

wIP

0022012
Sep 2013
Fage 1of 1

Period

Work In Transferred Complete

Progress.
4400

To GL

Eorwip
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Contact

For further information or for assistance with Accredo please do get in touch with us.

Offices

New Zealand (+64)

TAUraNGA..cceviiieiiiiieeieeeeeeeeeeeeeeeeeeeeeeeeeeeee 07 544 4488

Wellington.......cccce e, 04 282 1534

Email..cooniiiiiiiene Helpdesk@ZealSystems.co.nz

Australia (+61)

Melbourne......ccooveeeinenecercreceee e 03 9016 3410
SYANEY ..ttt s 02 9098 0996
Brisbane......ccooovveininececece e 07 3088 4989
Email..ccoociiiiiiee Helpdesk@ZealSystems.com.au
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