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Introduction

Overview

The Accounts Receivable Module Reference Guide contains information on the following Accounts Receivable

programs: AR Invoice Entry, Cash Receipts, AR Customer Collection, AR Display, AR Reporter, AR Cross
Reference, and the AR Database Builder.

File Options Wiew Job Status Reports

Administrators

System Maintenance
Administration
Master Files
Purchasing
Job Costing
Postage
Sales Analysis
Accounts Receivable

Accounts

Accounts Payable

Commigsians
GL and Financials
Inventory
Estimating £ Order Entry
Shop Floor
Contract Pricing

Contact Information
EFI Support

US Phone: 855.334.4457 (first select option 3, then press option 8, then press option 1)
US Fax: 415.233.4157
US E-mail: printstream.support@efi.com

Regular Service Desk hours are 8:00 AM to 7:00 PM Central Time, Monday — Friday. Outside of these hours,

you may leave a voice mail message and an on-call support representative will be paged. Response time is
based on the severity of the issue.

Note

For problems involving infrastructure (i.e., computers, networks, operating systems, backup software,

printers, third-party software, etc.), contact the appropriate vendor. EFIl cannot support these types of
issues.

EFI Professional Services

US Phone: 651.365.5321
US Fax: 651.365.5334

E-Mail: ProfessionalServicesOperations@efi.com

EFI Professional Services can help you perform EFI software installations, upgrades, and updates. This group
can also help you implement, customize, and optimize your EFI software plus offer a range of training options.
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Accounts Receivable Invoicing Entry

The AR Invoicing Entry program allows the user to create miscellaneous (non job related) invoices and standard
(job related) invoices. It can further accommodate invoicing for those companies who are running several
companies in PrintStream, which we refer to as Multi-Company. The following documentation for the AR
Invoicing Entry program will refer to those companies who are not operating on a multi-company database.

Creating an AR Invoice Batch

A Batch is a group of transactions. Batching allows PrintStream to post transactions in a group to the General
Ledger with one number instead of each invoice or cash receipt posting individually.
To create a batch of invoices in AR Invoice Entry

1. Select the new batch icon (red book), or select Batch from the task bar along the top of your screen
and then select New Batch.

As an alternative, you can also right-click in the white field under the Active Batches tab and select
New Batch from the menu.

IMPORTANT The date of your batch determines the period the batch of invoices or cash receipts will
post to the General Ledger. It is recommended all invoices or receipts in the batch are
dated within the same period as the batch date to prevent complications when
balancing the AR Aging report to the General Ledger.

New Batch

Caonmpany: |EI1 -Alazka Incarp |

Plant: IEI‘I i} vI
Batch date: I B /24,2008 "I

Description: ||3M5 batch |

Create Mew Batch

Cancel Eirizh

2. Verify the Batch date is correct.

You may also enter a brief Description (up to 20 alpha/numeric characters) identifying the batch being
created to aid in tracking the batch when multiple batches are open.

4. Click Finish.
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X

The batch Date is 6f24/2003
Faor the Fiscal Year 2005
and the Fiscal Period 9

Do wou wank to proceed with the selected Batch Date?

Yes Mo

After clicking Finish, the above confirmation opens. Verify the batch date and the period the batch will
be created in and click Yes if correct.

To begin adding invoices to the batch highlight the batch

1.

2.

Right-click and select New Single Job Invoice or click the paper icon on the tool bar at the top of the
screen.

You can also select Batch on the task bar at the top of your screen, and then select New Single Job
Invoice.

Wi AR Invoicing Entry - Company: 01 - Streamline Solutions --- Plan
File Batch Invoice Options Utlites Help

s| % m
A/R InVOiC|ng Entry Lines | Balance Pl:hstagel

Active Batches | Posted Batches |

EE' Company: 01 - Plant: 0100
2055
2081
2082
2096
2099
212
2114

Mew Batch
Mew Multiple Job Invoice

MNew Single Job Invoice

Mew Postage Invoice

Mew Credit Memo

Create Freight Only Invoice

Change Batch Date

Uninvoice All Jobs

Rework Batch Invoices Expenses

Recondle Postage (Contract Pricing Invoices only)
Invoice Into Finished Goods

Preview Batch Posting
Yiew Posted Allocations
Post Batch

Find Batch Invoices

Batch Allocation Report
View/Edit Batch Description
Print Batch Invoices

 Digplay Regular Batches
Display Material Storage Batches

Visible at the bottom of the screen is the batch number, the batch date, the total number of invoices in
the batch, and the total dollar value of the batch.
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Miscellaneous Invoicing

Use this feature for charges that are not job related, the sale of an asset, permit fees, startup balances, etc. Any
invoice to a customer where there is not a job number present will default to the PrintStream miscellaneous job
number 999999, and it will be recognized as a miscellaneous invoice.

To perform miscellaneous invoicing

1. After selecting the correct batch and the New Single Job Invoice option from the menu, choose
Miscellaneous for the invoice type.

2. Enter the customer account number or use the up/down arrow keys on the keyboard to select the
customer. The job number will automatically default to 999999, the PrintStream miscellaneous job
number. All miscellaneous invoices are Final invoices.

3. Click Finish when done.

reate New Invoice

New Invoice for Batch# 2117

" Standard Invoice (job} {* Miscelaneous
Jobs: [393333 =
Salesﬂep:l Plant Code:
Customer: IUEDEI :I PEE Campany =
Externall Entire Extermal Internal Campamny.

- o [
;l System : Company Part Fart

= Partial Inyoice {* Final Invoice © Adjustment [nvoice

Currency: usa lUze Accourting Period

Job Rate: ] Joh Exchanoe Rate ¥ Exchiange Rete (Postage
Period Rate: 1.00 Biled Separatelyl

[T Automatically generate invoice

* Estimate 7 Use Cliert Language Charge Freiaht from

Shipping
) Aot ™| Add Wodifiers Descrigtion
= Prehil
= Copy Invoice:l vl ﬂl
¥ | tuto-temize = \fith Prices = fithout Prices

Cancel | Finizh

4. Select the Lines tab, right-click in the gray, blank area, and select Add Line.

Fill in the quantity, the description, and the rate, and then select the tax code.

To move from column to column in the grid, press the Enter key or use the left/right arrow keys on the
keyboard. To move from the Services field, press the CTRL key and left/right arrow key.
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6. You can continue to add and format lines within an invoice. Place your cursor on the line, right-click and
a list of options will display.

Ml AR Invoicing Entry - Company: 01 - Streamline Solutions --- Plant Code: 0100
File Batch Invoice Options Utiiies Help

of 5 1]
A/R |ﬂVOiCiﬂg Entry Lines |Balanoe Postage | Bill To/Ship To | Miscelaneous | Dummy invoice | % Deposits | otes | Alocations

Gro| Min

Active Batches | Posted B““’"E‘l Job# aty Hot Key | Services Setup |chargm Rate per

=5 company: 01 - Plant. 0100 |2 99909 1.000 Misc Charge 1000.0000]@ Each
Move Line Up
Move Line Down
Add Line
Add Multiple Lines

& )’ 2117 Insert Line
-3 Inv# 11323 Final Insert Multiple Lines

Duplicate Line

Delete Line

Delete Selected Lines
Delete All Invoice Lines.

Add Freight Line

Insert Freight Line

Aidd | Jaob Shipments

Add Fulfillment Adjustment Line:
View Tax Break Down

Allacate Taxes by Zip

Edit Line Allocations

LINE FORMAT DESCRIPTIONS

Move Line Up — The line selected will move up one line.
Move Line Down — The line selected will move down one line.
Add Line — One line will be added, and it will display as the last line on the invoice.

Add Multiple Lines —After entering the number of lines to add the lines will display below all existing
invoice lines.

Insert Line— A line will be inserted where the cursor is placed.

Insert Multiple Lines — A specified number of lines will be inserted where the cursor is placed.
Duplicate Line — The line selected will copy itself to a line directly below it.

Delete Line — The line selected will be removed.

Delete Selected Lines — Use Ctrl+Shift+click to highlight the lines you want to delete.

Delete All Invoice Lines — All lines on the invoice will be removed.

Add Freight Line — A line allocated to the GL account referenced as Freight Revenue in Control
Accounts will be added as the last line on the invoice.

Insert Freight Line — A line allocated to the GL account referenced as Freight Revenue in Control
Accounts will be inserted where the cursor is placed.

Edit Line Allocations — This option allows you to view and or change the GL allocation displayed. To
change the GL allocation, you can either manually type the correct GL account in the Account # field or,
with the cursor on the Account # field, you may use the +/- keys on the numeric keypad on your
keyboard to select from the GL account numbers available based on the selected branch and
department. Make the changes and select Save and Close.

7.  When you have completed adding and making changes to the invoice, select Save.

Note A Salesrep will not appear on miscellaneous invoices. Sales and Commission reports have the
option to exclude these miscellaneous invoices, because there is no salesrep assigned.

Adding or Inserting a Freight Line will not be included in the net sale total in AR reports.

Each of the tabs listed at the top of the screen allows changes to be made in different areas of the
invoice, which will be further defined in the Job Invoicing section of this document.

Visible at the bottom of the screen is the invoice number of the invoice displayed along with the invoice
date, the invoice dollar amount, the balance of the invoice less any payments applied to it, the
customer’s account number and the miscellaneous job number.
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Job Invoicing

To create a job related invoice

1.

Highlight the batch you want to add the invoice to, right-click the batch number, and select New Single
Job Invoice.

Select the Standard (job) Invoice option and enter the job number to be invoiced.

Click Finish.

New Invoice for Batch# 2117

{+ Standard Invoice (job) i~ Miscelaneous

::ll |Winter mailing |

Plant Code:| 0100

Job#: I1 332
S.aIesRep:l DMM Everything

Customer: IU2UU :I Iﬁ.BE Cormpany =l
| - External Entire Externsl e Internal Campany
System Campany. Fart Bart

" Partial Inveice % Final Invoice ) Eeljustment [nvoice

Currency: USA
Job Rate: 1.00
Period Rate: 1.00

Use Accounting Periad
{* Exchange Rate (Postage
Billed Sepatately]

(% Jok Exchange Rate

[¥ Autematically generate invoice
Charge Freight from

(* Estimate [¥ Use Client Language Shipping
= Actual [~ Add Modifiers Description
= Prehill

= Copy Invoice: Iﬁ ﬂl

¥ Auto-temize (% With Prices (" Without Prices

Cancel | Finizh |

External Entire System: Suggested option for single or multi-company. Invoice generates for all
processes on the job from all companies.

External Company Part: Option for multi-company invoicing. Invoice generates to the external
customer with ONLY that company’s processes.

Internal Company Part: Option for multi company users only. Invoice generates to the internal
customer with ONLY that company’s processes. JobMark cannot be set to External Bill for this job to

have this option available.

Invoice Status Partial/Final: Indicates whether the invoice being created is a partial billing for the job
or if it is a final billing for the job. Partial billing leaves a job “open” in production to further job costs,
inventory pulls, postage usage, etc. When a job has been final invoiced, PrintStream understands the
job has been completed in full and no further production additions/changes can be made to the job.
Therefore, only an Adjustment invoice can be created thereafter.
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Currency, Job Rate and Period Rate: Display for multicurrency users. This grid will reflect the
currency calculated for the job, the currency exchange rate at the job level and the currency exchange
rate for the period the AR invoice batch is created in.

Job Exchange Rate: Option for multicurrency users only. This option will calculate the services using
the exchange rate captured at the job level. Postage is required to be invoiced separately from services.

Use Accounting Period Exchange Rate (Postage Billed Separately): Option for multicurrency users
only. This option will calculate the services using the exchange rate defined for the period the AR
invoice batch is created in. Postage is required to be invoiced separately from services.

Automatically Generate Invoice: You have the option of generating the invoice by Estimate, which will
look to what was selected on the quote/job in the Mail Estimating or Print Estimating program. You can
also generate the invoice based on Actual (actual timesheet/shopfloor entries logged, actual materials
used, etc., which we do not recommend selecting), or generate the invoice based on the Prebill, which
could have been generated by a Salesrep or a CSR prior to creating the invoice.

Copy Invoice: Please refer to the Copy AR Invoice procedure within this handbook for further
instructions on this feature.

Use Client Language: This option will automatically default, however, you can deselect if you choose.
If selected, PrintStream will use the process description designated as client rather than internal
description. Add Modifiers Description: If Modifiers are associated to any processes on the job, the
modifiers will also print on the invoice.

Charge Freight from Shipping: This is an optional feature and requires assistance from your
Accounting Support contact to enable. If activated, the shipping charges captured in the Shipping
module for the job will automatically pull onto the AR invoice generated for the job. Please refer to the
Shipping document for additional information concerning this feature.

Auto-ltemize: Lastly, you can auto-itemize the invoice with prices, which will list the various line items
to be billed on the invoice with their individual line prices, or you can auto-itemize without prices. This
option will list the various line items being billed on the invoice without their individual prices, and
indicate the grand total on the description line of the invoice. If you uncheck the Auto-ltemize box, the
invoice will generate the total dollar amount and 1 line description based on the job title.

To make changes to any line items, right-click for all options. Add as many line items as necessary to
complete the invoice. More detail on changing or adding line items can be found in the Line Item Entry
section of this guide.

To move from column to column in the grid, press the Enter key or use the arrow keys on the keyboard.

To complete the invoice, select the Save button. To add another invoice to the batch, click the batch
number in the Active Batches tab and then right-click and select the New Single Job Invoice option.

Note Using the Billing Worksheet to analyze and approve estimated to actual variances is a great
pre-invoicing tool. We recommend generating the Billing Worksheet prior to billing to ensure all
costs incurred during the completion of the job are being billed accurately when invoicing the
job.



14 @ EFI PrintStream | User Guide

Creating an Invoice

Line Item Entry

You may add, insert, copy, move, or delete lines within an invoice.

To edit any line items

The invoice number in the tree must be selected and not the job number.

Wi AR Invoicing Entry - Company: 01 - Streamline Solutions --- Plant Code: 0100
Fle Batch Invoice Options Utiities Help
o 7
A]R |nv°icing Entry Lines. | Balance Pnstagel Bill Tmsman| Miscallananusl Dummy Invuicel & Depnsnsl Nntesl AHDcatinnsl Pre'wewl Job I
Active Gatches | Posted Batones | Gu'u" Job# aty | Hot Key | Services | Setup Ch:r‘;esl Rate per A‘;ﬂ:g"“ | Subtotal | TaxCode | Tax % |TaxAmt|
Company: 01 - Plant: 0100 1332 0.000 Winter mailing 0.00 0.00 0.0000 Extended Line = 0.00 0.00 0 0.00
= 1332 10000.000 Purchase List 0.00 0.00 1.0000 M Per 1000 L] 1.00 10.00 02 2 0.20
=i 1332 1.000 Convert Disk/\/ia E-Mail 0.00 0.00 50.0000 @ Each - 50.00 50.00 00 0 0.00
OR BBS s
= 1332 10000.000 Barcode Qualify 000 5000 12.0000 M Per 1000 | | 12.00 120.00 02 2 2.40
= 1332 10000.000 Merge/Purge 0.00 75.00 12.0000 M Per 1000 | 12.00 120.00 02 2 2.40
= 1332 10000.000 Qutput to Laser 0.00 S0.00 5.0000 M Per 1000 - 5.00 50.00 00 0 0.00
Tape/Disk i
=i 1332 1.000 Laser Set up 0.00 0.00 50.0000 @ Each 1= 50.00 50.00 02 2 1.00
1 11323 Final =] 1332 10000.000 Laser Print #10 Envelope 000 0.00  22.0000 M Per 1000 =1 2200 22000 02 2 a0
B % InvE 1132¢ Final = 1332 10000.000 Foid 0.00 0.0 7.0000 M Per 1000 - 7.00 7000 00 0 0.00

1. Place your cursor on an invoice line and right-click. A list of options will display.

Adding a line or adding a freight line will insert a line at the bottom of the invoice, whereas inserting a
line or inserting a freight line will insert a line above the line item your cursor is placed.

2. When you have completed adding and making changes to the invoice, select Save.
Adding or inserting a line automatically allocates the line to the default revenue account, as defined in Control
Accounts.
To change this credit entry

1. From the Lines tab place your cursor on the line item and right-click and then select Edit Line
Allocations.

2. You can either manually type the correct GL account in the Account # field or, with the cursor on the
Account # field, you may use the +/- keys on the numeric keypad on your keyboard to select from the
GL account numbers available based on the selected branch and department.

3. Make the changes and select Save and Close.

To move a line

e  Click the line and then right-click and select Move Line Up or Move Line Down.

To delete a line
e Click the line and then right-click and select Delete Line.
Freight Charges: It is important to designate a charge as freight by using the special add/insert options,
because this ensures the freight amount will be broken out separately on reports such as the Invoices By
Date Report and Sales Commission reports.

To add a freight line

¢ Right-click any line and select Add Freight Line. The line will be added after the last line of the bill.
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To insert a freight line

Click any line and then right-click and select Insert Freight Line for Above Job. This will add a freight
line above the line you selected. The special “break out” of freight charges is based on any charge to
the Control Account for Default Freight Revenue — lines added/inserted using this special freight option
automatically credit this account. Any other allocation to this freight revenue control account hidden in a
‘normal’ line will also break out on reports as freight.

Wi AR Invoicing Entry - Company: 01 - Streamline Solutions --- Plant Code: 0100 S[uToTRToT (5
Fie Baich Invoice Options Utiiies Help

| 7| T
AR Invoicing Entry Lines | Balance Postage | Bil To/Ship To | Miscellaneous | Dummy Invoice | # Deposits | Notes | Alocations | Preview | Job |

Active Batches | Posted Batches | (i':l Job# aty Hot Key Services Setup cn:rlges Rate per A"E‘:e"" ‘Subtotal | Tax Code: | Tax % |Tax Amtl Total Amt
=-EJ company: 01 - Plant 0100 = 1332 0.000 ‘Winter maiing 000 000  0.0000 ExtendedLine | [ [ o oo
) 2088 = 1332 10000.000 Purchase List 0.00  0.00  1.0000 M Per 1000 =l 100 100002 2 02 10
2081 & 1332 1.000 Convert DiskViaEMal  0.00 000  50.0000 @Each — 5000 50.00 00 [FY ] 50
2082 ORBES I
2086 = 1332 10000.000 Barcode Qualfy 0.00 50.00  12.0000 M Per 1000 =l 1200 12000 02 2 24 1224
2089 = 1332 10000.000 Merge/Purge 0.00 7500  12.0000 M Per 1000 =l 1200 12000 02 2 240 1224
A 2112 = 1332 10000.000 |nmpuun Laser ] oo s000 50000 M Per 1000 - 500 50.00 00 0 000 50
=2 2114 [[epeDisk Move Line Up —
2-5) BT = 1332 1.000 Laser Set up Vv Line Do ach =l 5000 500002 2 1o 51
T3 v 11323 Final = 1332 10000.000 Laser Print #10 Em r 1000 = 2200 22000 02 2 44 2244
% Inva# 11324 Final 1332 10000.000 Fold AddLine ~ 7.00 7000 00 0.00 0.

Add Multiple Lines
InsertLine

Insert Multiple Lines.
Duplicate Line

Delete Line

Delete Selected Lines.
Delete All Tnvoice Lines.

Add Freight Line

Insert Freight Line

Add Job Shipments
AddFulfflment Adjustment: Line:
View Tax Break Down

Alocate Taxes by Zip

Edit Line Allocations

Note Display columns appear in yellow; entry columns appear in white.

Group: Imploding activities, also known as grouping, allows items that may be detailed for production
purposes to be strung together for invoicing purposes. Iltems to be grouped together should have the
same unit of measure. Overall, grouping will add lines together on one line separating the combined
descriptions with a comma, the GL allocations will remain broken out across the original GL revenue
accounts and sales tax will be calculated based on the sales tax code referenced on the first line
selected in the grouping. This feature is also found in the Sales Prebill program. Additional information
for this feature can be found later in this document.

Job #: Displays the job number the invoice was created for. For multi invoice users, multiple job
numbers will be listed in this column.

Qty: The quantity for each line item will display, which comes from the estimate/job and it can be
changed. This field will accept whole numbers or quantities with decimals. Headings, subtotals and
extended lines will have a zero quantity, which will not print.

Hot Key: Hot keys give the PrintStream user the ability to define a list of service/product descriptions
that can be accessed and filled in quickly from the invoicing and Sales Prebill line items. By use of the
hot keys defined in the master list, the description in the invoice line can be populated saving
keystrokes. Additional information about feature can be found later in this document.

Services: A description of services or a title for the heading. Each description is 150 characters long.

Setup and Minimum Charges: Setups and minimums, as defined in the Mail Estimate, will display and
can be entered, and will not appear in the rate column.

Rate: The cost for the services. Zero will display for Headings, Subtotal and Extended lines.

Per: The Per column has the capability of having the line item priced at one of the following: None, M
per 1000, C per 100 or @each. The Per column can also be a Heading, Extended line or Subtotal. A
Heading line will appear in bold with no line extensions. An Extended line is used for a detailed text
explanation and also appears with no line extensions. A line defined as Subtotal will appear italicized
and will subtotal all lines since the previous Subtotal line.

Avg. Unit Price: An average price of each item, including set up, for each line. This will not print.

Subtotal: A subtotal of the line item.
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Tax Code: Tax code defined in the Master Files Customer & applied if the activity is set to taxable.
Tax Percent: The tax percent defined in the Master Files Customer associated with the tax code.

Tax Amt: The calculation of the tax percent and the line subtotal will display. This amount can be
altered.

Total Amount: The subtotal and tax amount will display.

Activity Code: The activity code associated with the process being billed will display.

Balance Postage

Balancing postage is required for all final invoices with postage earmarked or postage usage.

To balance postage

1.

Click the Balance Postage tab.

The Balance Postage tab will have a red octagon symbol with a line through it indicating postage has
not yet been balanced on this invoice. The postage must be balanced on a final AR invoice in order to
post the batch. The postage does not have to be balanced on a partial AR invoice in order to post the
batch.

‘Lines &) Balance Postage |EliIIT|:u‘Shi|:|Tu| Miscelaneous | Dummy lnvoice | § Ds

Balance Postage for Job#: 1332

—Deposits — Deposits on this Invoice —

Total Deposits for Job: $1,000.00
Prior Biled Deposits: 50.00
Unbilled Deposits for Job: $1,000.00 51,000.00

— Customer Suspens — Customer Suspense
Postage Suspense: $49,661.37
—Usage —Uzage an thiz lnvaoice——
Total Usage for Job: $901.91
Prior Billed Usage: 50.00 e |
Unbilled Usage for Job: 5901.91 m
— Customer Postage Balance ———— Bl or credit on this Invoice

349,661.37 ($1.000.00)

Description for Inveice Postage Lines (Only if not using the postage box)

Postage Recei\red:l | Save |

Postage Used: | |

Reading down the left side of the above screen and then to the right side, an explanation of each field is
described below:

Total Deposits for Job: The total postage deposits received/earmarked to this job.
Prior Billed Deposits: The postage earmarked amount that has been previously billed for this job.
Unbilled Deposits for Job: Postage deposit amount that has not yet been billed.

Postage Suspense: Postage advance or pre-payment money that has not been earmarked to jobs. A
customer maintains a postage suspense balance if their postage deposit exceeded the actual postage
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usage and the overpayment was not credited to the services on an AR invoice or refunded to the
customer.

Total Usage for Job: The total postage usage logged to the job.
Prior Billed Usage: Postage usage that was billed on a partial invoice prior to creating this invoice.
Unbilled Usage for Job: Usage that has not yet been billed.

Deposits on this Invoice: The amount to be applied on this invoice for Unbilled Deposits for Job will be
entered in this field.

Customer Suspense: The amount to be applied on this invoice from the customer’s postage suspense
account will be entered in this field.

Usage on this Invoice: If the job is being partially invoiced, the user will click the Select Usage Trans
button and then select the postage usage transactions to be billed on the invoice by placing a check
mark in the gray box to the far left of each usage transaction. The total amount of the usages selected
will display in the gray field below the Select Usage Trans button. To deselect a postage usage
transaction, remove the check mark by clicking in the gray box provided. If the job is being final AR
invoiced, this button will be grayed out as PrintStream requires all postage to be balanced on a final
invoice.

Bill or credit on this Invoice: The net amount of Deposits on this Invoice plus Customer Suspense
plus/minus usage on this invoice will display in this field. If the postage usage is > deposits plus
suspense, the customer will be invoiced for the difference. If the postage deposits plus postage
suspense is > the postage usage, the user will have the option to apply the difference to services, issue
a customer refund check or return the difference to the customer’s postage suspense account.

On a final AR invoice, all usages are automatically selected when the user balances postage. On a
partial AR invoice, you have the option of selecting which usages you would like to bill for on the
invoice. To do so, select the Select Usage Trans button. The window below will open. Select the
postage usage transactions to be billed on the invoice by placing a check mark in the gray box to the far
left of the line item.

Click OK when finished.

. Select postage transactions to reconcile

Ise

Select the Postage Usage transactions you want to include in the postage reconciliation

Clear All | Select All |
Y
Cmp Seq# Meter Date Pieces U:ﬁe Invoice# —
Lﬁ 01 0 M500 10/28/2009 0 35.22
i_l 01 0 M45578 10/31/2009 0 G54.45
3 1= 01 oM 11/2/2009 0 21223

-
1] | 3
Cancel | oK
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The total amount of the postage usages selected will display in the Usage on this Invoice field.

‘Lines @3 Balance Postage | Bil To/Ship To | Miscellaneous | Dummy Invoice | % D

Balance Postage for Job#: 1332

— Deposits — Deposits on this Invoice —

Total Deposits for Job: $1.000.00
Prior Billed Deposits: £0.00
Unbilled Deposits. for Job: $1,000.00 $1.000.00

— Customer Suspens — Customer Suspense
Postage Suspense: $49,661.37 $0.00
—Usage — Uzage on thiz lnvoice——
Total Uzage for Job: $901.91

Prior Billed Usage: £0.00

Unbilled Usage for Job: 3901

— Customer Postage Balance ——— — Bill or credit on this Invoice
$49,661.37

($964.78),

Description for Invoice Postage Lines (Only if not using the postage box)

Postage Received: Save |

Postage Used:

Click the OK button in the lower right hand corner to balance the postage.

If the deposits plus postage suspense money used in balancing the postage is greater than the postage
usage, you will be asked Apply Postage Credit to Services on Invoice? If Yes is selected, the difference
will be deducted from the services billed on the AR invoice. If No is selected, you will then be asked
Issue refund check to customer? If Yes is selected, a request will automatically be created in the
Postage Entry/Customer Postage Refund program. If No is selected, the difference will automatically be
returned to the customer’s postage suspense account.

Postage Balancing

9

r Apply Postage Credit to Services on Invoice?

Refund Check

\__‘.T‘) Issue refund check to customer

Yes Mo |

Note In the event additional/less postage usage or postage advance money must be logged to the
job after the postage has been balanced on a final AR invoice, you must 1) change the invoice
status to Partial, 2) make the necessary postage adjustment(s) to the job in the applicable
program(s), 3) reopen the AR invoice for the job and rebalance the postage on the invoice.
You may change the invoice status back to Final, if desired, before balancing.
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Bill To/Ship To

The Bill To/Ship To tab will allow alterations to either the Billing or Shipping address by manually keying the
information in the address fields or by clicking the Bill To or Ship To buttons and selecting from the addresses
that display. The addresses that display are setup in the Master Files Customer program in Addresses.
To change the Bill To or Ship To address in the Bill To/Ship To screen

1. Click either the Bill To or Ship to button.

A window displaying the additional addresses defined for the customer in Master File Customer will
display.

2. Double-click the address you want referenced on the invoice.

Addresses

File

Tope | Ma [ Mameofthe Addiess | Contad | | Mo 1 Active Address [V

D 0 ABC Caomparny
MName: |ABC C

8] ABC Compary ams ompany

D 999999 ABC Compary Address]1352 5. 300w,
Zip: 84118
City: |5al Lake City
Eounty:l
State: [UT  County [USA UNITED STATES =l

Aot _ Third Party Biling |

Phone:

Fas:

Ermnail: T="

Contact Title:

Cantact Name:
Date Entered: B/24/2003
Date Edited: G/24/2008

Clone

Add Save Close
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Lines | ¥ Balance Postage  Bill To/Shin To |Mi3ce|lanenus I D)

Bill To And Ship To Addresses:

Bill Tor I|AEIC Companty

Aftention: |Jeanne =nith

|Sa|t Lake City, UT &4117

|
|
Address; |1 23 5. 456 W, |
|
|

ship To: (1352 5. 300w, |

|Salt Lake City, UT 84116 |

Note  To work within this tab, the appropriate invoice number listed under the batch number must be
highlighted.

The Bill To and Ship To address selected when the estimate/job was created will display under this tab.

Miscellaneous Tab

Tax Id: The Miscellaneous tab provides an area for the customer’s tax information, which will pull from the
information stored in Master Files Customer, and print on the invoice.

Add’l Tax: This field is used for states with gross tax calculations.

Cust Order #: The customer’s purchase order number will display in this field if it was inserted at the time of
order entry. Otherwise, the purchase order number can be manually inserted into this field and it will print on the
invoice.

Salesrep: The Salesrep indicated on the estimate/job will pull through to the Salesrep field; however, it can be
changed if needed. The estimate/job may have one salesrep and the invoice may have another salesrep. The
salesrep referenced will print on the invoice.

Customer’s Time Stamped Notes: Customer Time Stamped Notes can be entered at the AR Invoicing level.
These notes will show behind the Notes tab of AR Invoicing as well as in the Master Files Customer
program/Time Stamped Notes button.

Status: The status of the invoice can be changed from Final to Partial and back again if additional costs need to
be added.

You can also change the status of an invoice that has been “Dummy Invoiced” from Final to Partial. All GL
transactions to WIP and the expense will be removed. Additional information on undoing a Dummy Invoice can
be found later in this document.

Transaction Date, Invoice Date: The Transaction date indicates the date of the batch that holds the invoice.
This date determines the period the batch of invoices will get posted to in the General Ledger. The Invoice Date
is the date that will appear on the invoice. The invoice date does not have to be in the same period as the
batch/transaction date. Many reports, such as the Accounts Receivable Aging Report, will offer the option to age
the invoice based on transaction date or invoice date.

Reference: The reference box is for reference only and does not display or print anywhere.

Commission: The commission box in the Miscellaneous tab is used in conjunction with the Commission by
Salesrep Report in AR Reporter as described in the Procedures section of this document. This method allows
commission to be calculated manually offline and then entered in this field.
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Terms: The standard terms, as defined in the Master Files Customer, appear in the Terms field and can be
overridden if necessary. Changing the terms will automatically change the Due Date as well.

Due Date: The invoice due date is calculated based on the terms, but can be changed if needed.

Lines | ¥ | Balance Postage | Bill TorShip To Miscellaneous |Dumm\; Invnice | 4 Deposits | Motes | Ao

Miscellaneous Info

— Tax Information

ekt Tac: | = I |

—Qrder Information

Cust Orclerd: [12323 Invoice Salesrep: IMicheIIe j

Estimate Salesrep: I j

Cuztomer's Time Stamped Motes I

—Invoice Information

Inwoice Type: Status: Farﬁal Change... |
Tranzaction date: I B 242003 'l Reference: | |
Irvoice date: I B 242008 :‘ Commiszion: I:I

Terms: days Due Date: | 7 /2472008 :I

Dummy Invoice

The Dummy Invoice feature is described in further detail in the Procedures section of this handbook. The
following description and illustration will provide an overview only. Each purchase order receipt is dummied
individually.

reate New Invoice

New Invoice for Batch# 1614

{* Standard Invoice (jok) = Miscellaneous
) ==
Job#: |113B —| |Cnpy of Test
SalesRep: |Miche|\e Plant Code: [ 0100
Custamer: IU2UU = }ABE Company =
External  Entite External Irterma! Campany:
;I & Bystem 9 Company Part o Fart
" Partial Invoice & Final Invoice  tdustment Invoice

Currency: usa lise Accounting Perod
Job Rate: 1.00 & Job Exchange Rate " Exchanae Rate (Postage
Period Rate: | 1.00 Biled Separately)

¥ Automatically generate invoice

{* Estimste ¥ Use Cliert Language Charge Freight from

Shipping
 &ctual [ Add Madifiers Description
! Prehil
= Copy \nvolce:l vl M
[V Auto-ttemize % With Prices € wWithaut Prices

Imvoices exist for this job, refer to job tab for details
If wou leave thiz invoice &5 Final, & Dummy Invoice (cost accrual) will be created for outstanding PO's.

Cancel Vieww PO's

Finizh |
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You can access the Dummy Invoice tab from the job level of the invoice. Open the purchase order by clicking
the ‘+’ sign, then double-click the receipt, which will open a display box titled Edit Dummy Invoice as shown

below. The purchase order receipt dollar amount can be changed and then accepted by clicking OK. The vendor
may be called at this point to get an exact dollar amount.

" AR Invoicing Entry - Company: 01 - Alaska Incorp --- Plant Code: 0100
File Batch Inwoice ©Options Utilities

¢ ¥ B
N R |nVOiCi ng Entry Linesl ¥ Balance Postage | Bill TarShip To| Mizcelaneous  DUmmY Invoice

" =1 CQrder: 505 (DP House Inc.) PURCHASE LIST - Status: Final
Active Batches | Pasted Batches | @

[l Delivery: 1 - Dumimy Inv. Amount:150.00 - Date: 6/24/2008

Help

x
If tax was chosen on Purchase Order. this amant will alzo
include tay.

-DK
Amgunt; |150.00
Date; [6/24/2008 Eancel |
Charge Type: INormaI vI

L 1614 - GMS batch

Ireet 10952 Final

Irevi 109573 Partial

Ires#t 10954 Final
2 Job# 1136
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Deposits

If a dollar sign appears on this tab, it indicates the availability of AR Suspense for this customer. An unapplied
Accounts Receivable deposit can be applied to an invoice at the invoicing stage, and it will show as “less
deposit” on the customer’s invoice. This works especially well when a deposit is received on a job before the
work begins.

To apply the unapplied deposit at the invoicing stage
1. Click the Deposits tab and double-click the check number to the unapplied deposit.

An Apply Deposit box opens.

2. Select the payment date based on the following criteria: (THIS IS VERY IMPORTANT FOR YOUR
AGING REPORT.)

o If the receipt is dated earlier than the invoice, apply the money based on the invoice date.
e If the invoice is dated earlier than the receipt date, apply the money based on the receipt date.

PrintStream will default to the later of the two dates; however, if the user attempts to change the date,
the following warning message will display:

| 2 &
NR Invoici ng Entry Lines I ¥ Balance Postage I Bill To/Ship Ta I Miscellaneous | Dumimy Invoice 8 Deposits | Motes I Allocations I Preview | Jok |
TS | Poster Betches | Checkst | Job# | RoptDate | Paymert Date | amt Received | amt Applied | Balsnce | Receiptt
EI--E Company: 01 - Plant. 0100 ---- Unapplied Depasi..
-7 1230
-- 1447 43 BE/2007 §1,000.00 $0.00 $1,000.00 50314
-[E0 1454 - test
- 1470 —--- Applied to this Inv
w0 1478
1454 Hlore:
1547 - Lesh B4 Apply De
1558 ---- Jok Prepaymerts.. PPy Depo il
£ 1562 Payment Date
i Mone |— |
n
B 1 ARInvoicingEntry X |
-
\lj) Changing the default payment date may affect reconciling AR Please call Streamline Suppart if you have any question regarding this issue, Do wou want to proceed?
Yes Ha |
=-
[#-{l) Inv# 10952 Final I | — |

If the wrong option is selected, your Accounts Receivable Aging Report will not balance to your General
Ledger for the period you are working in.

It is not recommended that a deposit be applied for more than the actual invoice, thus creating a credit
invoice. Instead, only apply the total amount of the invoice to net it to zero, and then follow the
instructions in the Procedures section of this handbook on how to issue a refund check. Or, leave the
balance of the unapplied receipt in AR suspense for this customer to be used at a later date.
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Lines | ¥  Balance Postage I Bill TosShip To I hizcelaneous I Dumimy Invoice 3 Deposits |Notes I Allocations I Preview I Jokx I

Check | Job# | ReoptDate | Payment Date | Amt Received | amt Applied | Balance | Receiptd

---- Unapplied Deposi...

43 Bigf2007 $1,000.00 $0.00 $1,000.00 50314

---- &pplied to this Iny..

Nne. B Apply Depo X|

—Payment Date

---- Job Prepayments...
(+ Invoice Date  { Receipt Date  { Other

Payment Date  |5/24/2005

Mane.

Amourt ta Apply 1000.00

Note The Deposits tab will be flagged with a dollar sign if there are any unapplied deposits for the
customer. The date for application defaults to the invoice date.

Notes

Customer Credit Notes can be added through the Master Files Customer program to appear every time an
invoice is prepared for the customer. Billing notes for a specific job can be added at the Sales Prebill Entry stage
to remind the person preparing the invoice of any special circumstances related to this customer or this job. The
Notes tab will be flagged with a notepad if there are any notes to review.

Lines | ¥ Balance Postage | Bill To!Ship To | Miscellaneous | Dumimy Invu:uiu:el $ Deposits @Nmesl
Motes:

| DateimeiCartact

-—- Custamer Credit Mates ——eeeeeeeee -

Please email all invoices to Jeannei@abc.com.

Note  The notes that display are for internal reference only. They will not print on the customer’s invoice.
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Allocations

The General Ledger allocations for this invoice can be reviewed in the Allocations tab. It is good practice to
review this tab with each invoice to make sure the invoice is in balance and that the correct General Ledger
accounts are getting charged. Make any necessary allocation changes through the Lines tab.

Lines | ¥  Balance Postage | Bill Torship To | Miscellaneuusl Dumimy Invoice I t Depu:us'rtsl @ Motes  Allocations

Account Details | Debit | Credit |
01-01-01-4270 dp labor rev F50.00
01-20-10-40010005 DP revenue $290.00
01-01-01-4200 buyout revenue FE0.00
01-01-01-2200 sales tax payakle 531 .3
01-01-01-1500 accounts receivable F431.531
--- Tatalzs

5431 .51 5431 .51

Under the Options menu, a user can select View Detailed Allocations. This is set for the workstation when you
open the AR Invoice Entry program. If checked, it displays EVERY allocation for the batch or invoice. In the
Preview Batch Posting, View Batch Posting and Allocations tab, you can re-sort by account, invoice#, amount,
etc. If the detail is set when posting to the General Ledger, the detail will carry through to the GL. If you prefer to
see this information in summary form in the GL, make sure the option for detailed allocations is not selected prior
to posting the batch.

Lines | ¥ Balance Postage | Bil Ta/Ship To | Miscellaneous | Dummy Invoice | # Ceposts | &2 Notes  Allocations |Preview I Jok
Account Details | Debit | Credit | |
01-01-01-4270 dp labor rew $50.00 Collected Income for line Data Processing Setup
01-20-10-40010003 DP revenue $50.00  Collected Income for line Convert DiskMvia E-Mail...
01-20-10-40010005 DP revenue F120.00 Collected Income for line Barcode Gualify
01-20-10-40010005 DP revenue F120.00 Collected Incame for ling MergePurage
01-01-01-4200 buyout revenue $50.00  Collected Income for line Output to Laser Tape/...
01-01-01-4200 buyout revenue F10.00  Collected Income for line Purchase List
01-01-01-2200 =ales tax payahle $31.51  Credit Tax Account for InvE 10933
01-01-01-1500 accourts receivable F431.21 Debit AR Contral Accourt for Iny 10933
--- Tatals

F431 .51 F431.51
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Preview

The invoice can be viewed using the Preview tab, and the invoice can be printed from the Preview tab as well.
To preview the invoice, the invoice line transaction in the tree must be highlighted. To change the size of the
invoice in the preview window, select the drop-down arrow where the percentage is displayed.

Lines | “  Balance Postage | Bill TasShigp Ta | Mizcelaneous | Dumimy Invoice | $ Deposits | I@ Motes | Allocations  Preview |
X 4 4 101 y oy e | S & [ ]| Tolws 1o ot 9
AR Capgy
Tax invoice
$0LUTIORE {pag3
4148 Civic Center Drive, Suile 843 + SanRafacl, CA #4013
T 415 490 3355 . F 415 498 1877
W, I (BB BT, C S8 Faga1am
Amzartan deanre Emih Invaleg Dar /242008
Invales Ta ARG Comparg
173 5. 456 I, Inpaler Our 3 oy ome
ZallLake Cliy, UTE+147
Soh Mumber 35
YourOrozr® 1=m23
shjpped To 1352 = 30 1.
Al Lake Cly, UTE+118
Salrsemn Micrelle
Ouanriy Osseriodon Semup Mn Lnir Fros LW Suh Tagl B83T Tarad
Copy o' fmal om
! Daa Accmanpg Talup smm w;m a L1
! Convail DalYviaE Al OF 22T om 50000 ma wm Frn e
000 Bacodm Quldy om snm 2000 Im Imm q24n 1mas
'mogd MeigeiFuips om m™m 2000 Im z.m EE-] = E-
00 Quipul oLz FapeiChak am a.m EE £
o0 Fuichoas Lol om 1mo Im nm o.ra o.ra
Foxags Umd om ris nm s m om ris m
Foalaps Recawsd om ris nm | ras o om | s mm
FERAS-PLEASEMATE D TEFME A FENET 31 DAFS FRING DaTEOF W PO E Sub Tas FHOm
asT
TOTAL [UE 47151

Note  You can set the AR Invoicing Entry program to print the required number of invoice copies in the Master
File Reports program/Master File Reports/Setup Printout Copies by assigning a title to each copy,
defined by the user. The invoice description will print in the upper right hand corner of the invoice (AR

Copy, File Copy, etc.)
You can change the invoice layout by going to Options/Invoice Format in the invoicing program. Select from
using with/without a logo, with/without a postage box and with/without a ship to address. This is a global setting
which affects all invoice printing system-wide.
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Preview Using Postage Box

The Postage Box, defined as report #1600 (defined in Master Files Reports), will display if this option is selected
as the invoice format. This option can be selected by selecting Options on the task bar, Invoice Format and
then selecting the Invoice Format with Postage Box check box. You will also select, in the drop-down box
provided, an invoice format. This box is designed to show the postage calculation for the job being invoiced. It
will list the prepayments plus suspense, minus the usage to yield the postage “total balance” for the job. The
postage box will not provide an overall summary of the customer’s postage account; it will only provide a recap of
the postage transactions for the job being invoiced.

Cluanfify Descrigfion Sefun Mirm Urif Price Ui

Copy ot Test
1 Da@Processhig Setip am
1 CowndertDEEA'E E-MANOR BES s0.000 w3
10000 Barcode Qaalmy om 12.000 /m
10000 Merge P arge T=m 12.000 /m
10000 Gefprtto LaserTapeiDIsk om

10000 Poarchase LEt 1000 /m

Fasztage Earmarked for Jab F4,255.00
Foztage Suspense used Fo.00
Fastage Usage for Jab 554417

Fosztage Balance F3.800.59
Held in Suspense

Notes The eight lines of text required for report #1600 in Master File Reports are as follows:
1. LINES

Postage Earmarked for Job

Postage Suspense used

Postage Usage for job

Postage Balance

Held in Suspense

Applied to Services

Refund Check

The actual wording of these lines is not “hard coded” but the use is. In other words, the program looks
at line #8 when a refund check is selected and prints the text defined in line #8.

© No g s 0w
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Job

The final tab in the AR Invoice Entry program is the Job tab. As previously mentioned in this documentation,
there are several ways to create a new invoice in PrintStream. You can right-click the batch number and select
the type of invoice you want to create or you can click the paper icon on the toolbar located at the top of the
screen or select Batch on the task bar at the top of the screen. You can also create a new invoice from the Job
screen. For more-involved jobs, this tab is helpful because it shows all invoice activity for the job: partials, finals,
amounts and balance due, etc.

Enter the job number you want to invoice or look it up in the field provided. The job description and the customer
for the job will display. The current invoice status of the job will display in the Status field; Partial if the job has
been partially billed, Final if the job has been final billed or the field will be left blank if the job has not yet been
invoiced. If the job has been previously invoiced, the invoice(s) will display in the area provided indicating the
invoice number, the batch the invoice is in, the original invoice total and the current invoice balance. You can
right-click an invoice and select Jump to Invoice to preview that invoice.

]

ezl

*
NR Invoici ng En Lines | ¥ Balance Postagel Bill ToiShip To | Miscelaneous | Dummy Invoice | $ Deposits | @ Motes I A\Iocationsl Preview Job

Active: Batches | Posted Balches |

Job Mumber
E-EJ Company: 01 - Plart: 0100 = Status: [ Fral |
11230 ==l
) 1447 Custormer; (0200 BWS |
I'r:: ::?8 test [Right Click far Options Menu)
|‘" 1478 Comp.| Plart | Active Irvveoiced T. Cwed Invoice Job Balance -~
[ 1494 Code | Code | Batch Cuoted Price Amount Balance nvoiceit | Batchit Tatal Owving
I'ﬁ 1547 - Leah 1] 0100 1614 j $400.00 F431 .51 $431.51
[ 1558 | e L ]
[ 1562 Create Hew Invoice

Jump to Invoice

1614 - GMS batch
I 10952 Final
Irs# 10953 Partial
Irvv# 10984 Final

() ok 1136

=8

To proceed in invoicing the job selected, select an active batch to which you wish to add an invoice, right-click
and select Create New Invoice. You will be prompted to the Create New Invoice screen where you will define
the parameters of the invoice you are about to create. Click Finish when you are done.

— X

File Batch Invoice Options Lkiities Help

of 5|
AIR |nv°icing Entry Lines | ¥ Bialance Postage | Bil Torshi To | Miscelanzous | Dummy invoice | Deposits | 825 notes | Allocations | Preview Job

Active Brtches | Posted Betches | Gt

= B company: 01 - Plart: 0100 Emm=iE s [ ol |
0D 1230 =
01447 Customer. [1200 | s

) 1454 - test
Invoice Job | Belance -
Total Owing

I 1470
10981 1810 $431.51 $431.51

[Right Click for Dptions Menu]

T. Owved
Balance

I 1478 Comp.| Plant | Active Inwniced
D 1404 Code | Code | Batch Amaurt

|'f' 1547 - Leah m oo 1614 - $400.000 143151 $431.51

Bathd

Quoted Price

Ireoices

[ 1558 Create Mew Invoice
:g 1:25 - Jurmp ko Invaice |
1573
) 1583
07 1586
[0 1559
07 1807
1810
=Y 1814 - GMS batch

Inwa¥ 10852 Final
Inw 10983 Partial

=] Inw# 10954 Final

() ok 1136
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You can also view the Billing Worksheet for the specific job by clicking the BWS button located under the Status
field. The selection criteria is based on the BWS defaults defined in the Masterfile Report program.

Lines | ¥ Balance Postage | Bill To/Ship To | Miscellaneous | Dummy Invaice $ Deposzits Motes | Allocations | Previes
I

X 4 4 106 P M o= (S &&= B # Toalzs  100%

Billing W or ksheeat Fage 108

sz Sam ‘s Dog Howge
Copy oTEslbindery. Job's G Ty - 1«00

[owiwe [oummme | hoan Laat i Datn | okn TalmaPmian | Jrmpma = |
[1z6epe | 50028 |wotinwioea [ [ wziion [ [vn [vns]

Coal Canlm 3 Exlrmdn $omance | Labor Canlm jOvmance | Ed.Ha | Ad.Ha

DP Byl DRiPrE -40m oSt
L= Bugpouls Prini AR 1335
Prin Bl Lmr

Hirdery Byl Burzier

Maling Buyouls Bowe

Fudimen! Byrouks Culler
—————————— Folder

Lamiralng
—————————— 3 Hoke Dl
DPIPrearessiCang Roo Ik Jel
Eniekpes Cheshie

Paer Flooy B2

L=y Ml Ireer br

Birdery Maf Eekh reerer
MaArg M Polp Feerl
Fudmeni Ml - Hardwork
__________ Eorirg

Uierrae =l
—————————— Ebkmplng

Freghl Posiage Prep
Postage Fudimenl

Uw Gomlng Press
Inehore
Shinpirg Izher
FAddlire alerd 2MET .13 2ET .13

Famiol Coadl 6,021.40 4,021.40 | Labai Tl 071102 -i0,7 1102
Pharl Sl 2,762.28 1,520.68 | Lueer sl 14, 222.7T EA: bt
Baenkiide ol AR 000 A #3327

Achud Ichdy WWnun o Lukcr
0.0 a 0.00
« AT jom 2 om
§om 2 om
¥0.00 2 0.00
¥22,681.18 . 10,711.02
§0m om
000 a
¥22 601,18 kY
Frokwoms - ¥22 601,18

' Frofiurloa: 1 coculmed m o difa mes bewwem & ounl Tawd Coa Amount md [Acwd Billzd Amouoy plus omow which 1 aull whill=d @ b oawme:
bm=d an = Quovad dmouoy md & whai Conciees) Biildd A mous dos oouiocluds wa o poangs Tacludiog i@ gl billzd @ @ opuoaal 1aueg

1'0g b= 3 Wi i poicdl omouo oz e L Cun mer

Printing an Invoice

An invoice may be printed or re-printed from several different areas in PrintStream. Invoices can be printed/re-
printed whether they have been posted to the GL or not.

From Batch: One method is to go into the actual batch and select the invoice you wish to print. Preview the
invoice to the screen and then click the printer icon displayed across the top of the invoice.

From Find Invoice: Highlight the company code line in the AR Invoicing Entry tree, right-click and select Find
Invoice if the batch number is unknown. The invoice can be previewed and printed by clicking the printer icon
displayed across the top of the invoice.

From Job tab: Select the job number and right-click the existing invoice displayed. If you select Jump To
Invoice, the invoice can then be previewed and printed.

AIR Cross Reference: Enter the invoice number in the field provided, select Invoice from the program’s toolbar
and then select View/Print Invoice. The invoice will display to the screen. Select the printer icon displayed across
the top of the invoice to print it.
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AR Display program: An invoice may also be printed from the AR Display program. Enter the customer’s
account number in the field provided, select Invoices in the tree provided, drill down by the method preferred
(either outstanding invoices, period or all), locate the invoice you want to print, right-click the invoice and select
View Invoice. After the invoice displays to the screen, select the printer icon to print.

Customer Support program: Once a job is displayed, use the Billing part of the tree and right-click the invoice
you wish to print.

Streamline.ARInvoice Printing: Invoices can also be printed from the .Net AR Invoicing Printing program.

An entire batch of invoices can be printed at one time - right-click the batch and select Print Batch Invoices. The
whole batch of invoices can also be printed from A/R Reporter, Jobs/Invs reports, Batch Invoices.

The number of copies and the copies’ titles can be defined in the Master File Report module — report number
915.

Wi AR Invoicing Entry - Company: 01 - Streamline Solutions --- Plant Code:
File Batch Invoice Options Utlites Help

| 7 1
AJ’R Invoicing Entry Li"ﬁld Balance Postage | Bil

Active Batches | Posted Batches |

ompany: 01 - Plant: 0100
2085
2081
2082
2098
2099
Iz
2114

New Batch

New Multiple Job Invoice

New Single Job Invoice

New Postage Invoice

New Credit Memo

Create Freight Only Invoice
Change Batch Date

Uninvoice All Jobs

Rework Batch Invoices Expenses
Recondle Postage (Contract Pricing Invoices only)
Invoice Into Finished Goods

Preview Batch Posting
View Posted Allacations
Post Batch

Find Batch Invoices

Batch Allocation Report
View [Edit Batch Description
Print Batch

v Display Regular Batches
Display Material Storage Batches
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Posting an AR Invoice Batch

To post an AR invoice batch
1. Select the batch by clicking the batch number in the tree.
2. Right-click and select the Post Batch option.

Ml AR Invoicing Entry - Company: 01 - Streamline Solutions --- Plant |
File Batch Invoice Options Utiities Help

s| % 7]
A/R Invoicing Entry JESIMETELEY

Active Batches | Posted Batches |

=5 company: 01 - Plant: 0100

New Batch
New Multiple Job Tnvoice
MNew Single Job Invoice

New Postage Invoice

New Credit Memo

Create Freight Only Invoice

Change Batch Date

Uninvoice All Jobs

Rework Batch Invoices Expenses

Reconcile Postage {(Contract Pricing Invaices only)
Invoice Into Finished Goods

Preview Batch Posting
Wiews Posted | Allocations
Post Batch

Find Batch Invoices

Batch Allocation Report
Wiew Edit Batch Description
Print Batch Invoices

v Display Regular Batches
Display Material Storage Batches

3. A preview to the batch posting will display showing the GL accounts to be affected based on the
invoices contained in the batch. Select Post Batch. A General Ledger Posting Report will display
indicating the batch has been posted to the General Ledger.

HOr AR Bd O e
Batch t: Batch Date: Period: “ear
Account | [ ebits | Credits |
01-01-01-4000 Sales Revenue $1.070.00
01-401-01-2200 Sales Tax Payable $30.40
01-01-01-1500 Accounts Feceivable $1.720.40
01-01-01-4200 Buyout Revenue $R0.00
1-20-10-40010005 DP Revenue $290.00
01-07-07-4400 kailing Revenue $50.00
01-60-071-4010 Finizhing Revenue F220.00

TOTAL $1.720.40 $1.720.40

LClaze Post |
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Invoicing Multiple Customers for One Job

PrintStream provides the ability to create invoices to customers other than the job customer. The only restriction
is postage can only be reconciled on the job customer’s invoice.

Below is a screenshot of Job 1195 created for customer 0200.

Mail Estimating for the Company : {01} Alaska Incorp - {0100} Company 01 Primar

File Window Changes Refresh Master Data  Help

b=l ¥ Bl = 2@ & olE@Edol ¢ s & &  eicvoesor |
EEE— x

+ Eustomer #: [0200 W@ Subhcct |FsCaqute T
Estimating
) Customer: [4EC Cormpany

Data Processing Cantact _I

Componerts ontact:
@ Bound Componerts Address: [123 5, 456w, FPhane:
# Packages Salt Lake City UT 84117 Fisx;

Finizhing Contact Phone:

Drops
® Buote Date:[ /21,2008 5] Deefault Section Size: [0 i [0

Special Instructions
- Review Pricing First Mail Diate:| 7/30/2008
Last Mail Dake: | 7/30/2002

= Qrder Entry
Fie-Contact Date: |8/4/2008

SalesFep:| Michelle [l [ Re-Order Date:
C5R: [ aw[ 1000
Estimatar: j
Flanner: j

Job Type:| Brochures

Job Title: | Test
D ezcription; ;I

Price List; |Default Corporate Price List.

Pty Imveenbon |

Quote Standard S pecifications I

Owerrun %: ID

Underrun : ID
Inxentary | Caﬂcell Save |

0100 - Test

£255 WY (146193 1195 |ABC Company
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Create a new invoice and enter the job number. In the Customer field, change the customer account
number to the other customer to be invoiced and select Partial.

Click Finish when done.

New Invoice for Batch# 1700

% Standard Invaice (jok)

" Miscelaneous

Job [1155

:j”Test

SalesRep |Michelle

Plant Code:| 0100

Customer: IDS-ZE-BZ

ﬂ STREAMLINE SOLUTIONS

LL

[=]

System

IS External Entire

& External
Company Part

Internal Company:
£ Fart

% Partial Invoice

" Final Invaice

= tdjustment Invoice

CUEmEy = Use Accounting Periodd
Job Rate: 1.00 (% Jok Exchange Rate " Exchange Rate (Fostage
Period Rate: 1.00 Billed Separately]
v Automstically generate invoice .
{* Estimate ¥ Use Client Language g:;rpg;;ragm o
i Actual [ Add Modifiers Descrigtion
) Prekil

= Copy Invcuca.l vI Ml

v Auto-temize % With Prices " without Prices

Cancel | Einish

Edit the Lines tab reflecting the services the other customer should get invoiced for. Select Save when
done.

mi AR Invoicing Entry - Company: 01 - Alaska Incorp --- Plant Code: 0100

;IEIAII

File Batch Invoice Options  LUtilities  Help
o ¥ )
AIR Inveoicing Ent

Lines I @ Balance Postage I Bill TaiShip To I Miscellaneous | Dummy \nvoicel Deposits I Notasl Allacations I Previawl Jok I

ictive Batches | pasted Batches | %’” Jokit | Gty Hat ey | Services | Setup Ch';":';es Rete per A‘;’;‘icuem | Subtotal |Tax ot
=& Company: 01 - Plant. 0100 D 1135 oom Test o0 noo 0.0000 Extend: x| 000 .00
i 5 11es 1000 DstaProcessing 5000 50.00 00000 @ Eact_, 5000 50.00 01
[ 1447 Setup |
) 1470 5 1185 10000000 Merge.Purge 00D 7500 12.0000 MPer 17| 1200 12000 01
5 1135 10000000 Purchase List 1.0000 M Per 1= 100 1000 01

[ (8- [
=
=
5
o

[ 1547 - Leah

1674 - 3233
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5.

The Balance Postage tab indicates there is postage recorded on the job, however, because the
postage was created against the original customer on the job, you will not be allowed to balance the

————

postage for this customer invoice.

—Deposits

Lines @@ Balance Postage |Eli|\ ToShip Ta I Mizcellaneous I Dummy Invoice I Deposits |

Balance Postage for Job#: 1195

Total Deposits for Jok:
Prior Billed Deposits:

—Deposits on this Invoice —

0.0y

Unhilled Deposits far Jakb: §0.00

O.00)

$0.00

F:ustomer Suspense

Postage Suspense: f0.00

Customer Suspense
’7 $0.00

—Usage

Total Usage for Jok:
Frior Billed Usage:
Unhilled Usage for Job:

—Uszage on this Invaice——

§2,324.45

§0.00)

Select Usage Trans: |
$0.00

F:ustomer Postage Balance

Bill or credit on this Invoice
$0.00 ’7 $0.00

2|

Description for Invoice Postage Lines (Snly i mot wusing the postage box)

Postage Received:

Save |

Postage Used:

Create a new job invoice to invoice the balance of the services and postage to the original job customer.

Select either Partial or Final, and then click Finish.

Create New Invoice

New Invoice for Batch# 1700

{+ Standard Invoice (jok) " Mizcellaneous

Jokt: [1135

ﬁ|Tes{

SalesRep: |Miche|le

Flant Code: | 0100

Customer: IDZDD

:j’ IABC Company

L

| IS Externall Entire
System

o External

r Intermal Company
Company Part

Part

" Partial Invoice {* Final Invaice = tofjustment Invoice

CUFrEncy:
Job Rate:
Period Rate:

us4 Use Sccounting Period
1.00 {* Jok Exchenge Rete | Exchange Rete (Postane
1.00 Billed Separately]

¥ Automatically generate invoice

(&' Estimate v Use Cliert Language gﬂiaprg:;migm from
i Actual I_ Add hModifiers Description
7 Prebil

i Copy Invo\cel vl Ml

[V Auto-temize

% With Prices £~ Without Prices

Invoices exist for this job, refer to job tab for detsils

Cancel |

Einizh
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6. Edit the Lines tab reflecting the services the job customer should get invoiced for.

Select Save when done.

i AR Invoicing Entry - Company: 01 - Alaska Incorp -—- Plant Code: 0100 N [=[ET

File Batch Inwoice Options LUtiities Help

o 2| )
NR Invoici ng En'try Lines | @ Balance Pnstagel Bill Ta/Ship Ta | Miscellaneous | Durmimey Invnicel $ Depnsﬂsl @ Nntesl Allocations | Preview I Job I

#ctive Batches | Posted Batches | i’:’ Jobd |ty Hot ey Services | Setup Ch’::ges Rate per A;aga”" Subtotal [Tax Cor—
B g Company: 01 - Plant: 0100 EREC Test 000 000 0.0000 Exdencle v | 0.00 0.00
- 1230 5 1185 1000 Corivert Disk/via 000 000 S0.0000 @Eact 5000 5000 01
£ 1947 E-Mail OR BES T
£ 1470 5 1195 10000000 Barcods Quality 000 S000 120000 MPer 1 ¥ 1200 12000 01
[ 1478 5 1195 10000 000| output to Laser 000 5000 50000 M Per 1 _ 500 500001
[ 1494 TapeiDisk

[ 1547 - Lesh

: [0 1674 - 323132

[ 1684 - 2008 test gms

[ 1688 - test
1700

Inedt 11103 Partial
I 11104 Final

Cancel | Save

‘Elalch#. 1700 - Date: 7/21/2008 (2 invoice(s), 625 63) ‘\nvuice#. 11104 7i21/2008 $431 .51 Balence: $431.51 Jobd 1185 Accountd: 0200

8. Select the Balance Postage tab and reconcile the postage.

Lines ¥ Balance Postage |EIiII ToShip Tu:uI Mizcellaneous | Cumimy Invoice | # Depos

Balance Postage for Job#: 1195

—Deposits —Depozits on this Invoice —

Total Deposits for Jok: $0.00
Prior Billed Deposits: 0.00

Unhilled Deposits for Jok | |:|_|:||:||
—Customer Suspensze —Customer Suspense
Postage Suspense: | |:|.|:ID|
—U=age — Uszage an thiz Ihvoice ——

Total Usage for Jok: §2 324 45
Prior Billed Usage: 50,00 elect Usage Trans.

Unkilled Usage for Jok:

—Customer Postage Balance

All AR reports and the AR Display will reflect the correct data.
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Including Shipments on an Invoice

Shipments manually entered to a job or imported into the Shipping program can be added as line items on an AR
invoice. This feature must be activated in your database, therefore please contact your PrintStream Support
contact, as well as if you need additional information regarding the setup of billing shipments on an AR invoice.

The screenshot below reflects a shipment made against job 1353, with a freight cost of $350.00.

-z Job shipments

File Shipping Methods Find Shipment Set Shipping Status

Job Shipping Information
Ol

Customer: | ABC Company | Job' s First Delivery [12/25/2009

Job Descripﬁun:| Spring mailer ‘ Job Qty:| 1,898,649 | job's Last Delivery [1/10/2010
Shipments Status: Flag as Final Shipped Shipment Hold:

Notes Summary | Job Shipping Notes | Customer: Shipping Motes |

Enter Job#: |1 eiax] j

Shipments Summary (Double Click on a Shipment to open the edit window)

. Shipment | Backorder ZIP Freight
Delivery# D ShipmentD Date Total Qty Company Address Cod Stage Cost Batch #
J 93 119 1/6/2010 1858649 ABC Company 415 Adams Street 50441 350.00
HAMPTON, 1&
1. Create an AR invoice and select the option titled Charge Freight from Shipping.
Create New Invoice
New Invoice for Batch# 2236
{+ Standard Invoice (job) " Miscellaneous
Jobs: |1 353 = | Spring mailer
SalesRep:| Chris Kinkaid | Plant Code:| 0100
. - =
Customer: |U2UU j }ABE Cormpany =
| o External Entire o Extermal r Intermal Carmpany:
System Cotmpany Part Part
= Partial Invoice % Final Invoice = Adiustment Invoice
Currency: usa Wse Accounting Period
Job Rate: 1.00 (% Joh Exchange Rete " Exchange Rate (Postage
Period Rate: 1.00 Billed| Separately)
[¥ Automatically generate invoice _
& Estimate [ Use Client Language v g:;{;‘::“"gm from
 Actual [~ Add Modifiers Description
£ Prehil
" Copy Invoice: vl Ml
V¥ Auto-ttemize {* With Prices = Without Prices
The AR invoice will display with a line item for the shipment.
Lines |Balar|oe Postage | Bil Ta/ship To | Miscellaneous | Dummy invoice | #  Deposis | Notes | Alocations | Preview | Job |
Gro Min Avg Unit
up Job# | Qty Hot Key | Services Setup Charges| Rate per Price Subtotal | Tax Code | Tax % |Tax Amt| Total Amt
= 1353 0.000 Spring mailer 000 000  0.0000 ExtendedLine ¥ | 0 0 0. 000 [
=] 1353 1398649.000 Barcode Qualify 000 50.00  6.0000 M Per1000 | 6.00 1139189 02 16 18227 11574.1]
=] 1353 1388649.000 Merge/Purge 000 7500  6.0000 M Per1000 | 600 1139189 02 16 18227 11574.1
[ 1353 1888649.000 Produce Counts Report  0.00  50.00  6.0000 M Per 1000 =] 600 1139189 02 182 21872 1161061
[ 1353 1288649.000 Sort Records 000 0.00 07500 M Per 1000 =] 075 142389 02 32 4557 1459.56
[ 1353 1398649.000 Output to Laser 000 50.00  2.0000 M Per1000 B 200 3797.30 00 0 000 3757.30
Tape/Disk ||
=] 1353 1282649.000 letter 000 000 63500 MPer1000 B2 635 1205542 02 2 24113 12297 59
=] 13853 1.000 Laser Set Up 000 000 500000 @Each =l 50.00 £0.00 02 076 038 £0.39
=] 1353 1898649.000 Laser 81/2x11 Letter 000 000 250000 MPer1000 B2 2500 4746623 02 171 81371 4827954
= 1353 1282649.000 Spring Mailer To: ABC 000 000 350.0000 None 350.00 35000 00 0 000 350.0
Company v
415 Adams Street
HAMPTON 1Ac0441
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2. If the Charge Freight from Shipping option is not selected on the AR Header, right-click from the
Lines tab and select the option Add Job Shipments.

Move Line Up
Move Line Down

Add Line

Add Multiple Lines
Insert Line

Insert Multiple Lines
Duplicate Line

Delete Line

Delete Selected Lines
Delete All Invoice Lines

Add Freight Line
Insert Freight Line
Add Job Shipments

Add Fulfillment Adjustment Line

Edit Line Allocations

3. The shipments for the job will display in the window provided. Click in the gray box in the Select column
for each shipment you want to reflect on the AR invoice and select Add Selected Shipments.

]

. Include . E
Select Shlp;iment Gty Description Flr:igrt F[CE;QSTl Batchit \nvo&ced Address J
93| 1898649 Copy of zales tax zip code 350 ABC Company
11 o i 415 Adams Shieet
HAMPTON, 250441

LCloze Select All Clear all Add Selected Shipments
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Create a Credit Memo

To create a credit memo

1.

In the AR Invoice Entry program, right-click the batch number and select New Credit Memo.

Wi AR Invoicing Entry - Company: 01 - Streamline Solutions — Pla

File Batch Invoice Options

Utlites Help

| 3 T
AIR Invoicing Entry .Lmesl Balance Postage]

Active Batches | Posted Batcnas |

2055
2081
2082
2096
2089
2112
2114
2117

New Batch

Cre

=5 company: 01 - Plant: 0100

[Right Click far Options

Customer:

Comp.| Plant
Code | Code

New Multiple Job Invoice
New Single Job Invoice

MNew Postage Invoice
dit Memo

reight Only Invoice
Change Batch Date
Uninvoice Al Jobs

[ ]

Activel
Batch

Rework Batch Invoices Expenses
Reconcile Postage (Contract Pricing Invoices only)
Invoice Into Finished Goods

Preview Batch Posting
View Posted Allocations
Post Batch

Find Batch Invoices

Batch Allocation Report
View/Edit Batch Description
Print Batch Invoices

w Display Regular Batches

Display Material Storage Batches

2. To locate the invoice or job to credit, you can either enter the Customer’s account number and the
Invoice Date range, you can enter the job number in the field provided, or enter the invoice number to

be credited.
3. Click Load.
m. Create New Credit Memo x
—Search Parameters (Al the entered parameters will be combined to perform the search)
Customers#: I = I = M
Invoice Date From: I'IDJ'I 42009 j Ta I'I'Ia" 4 42009 j Load
{The date range is onty used when searching final invoices for a specific customer)
Job#: [1237 | [peme |
Invoices: I jl |
: Batch | Fiscal | Fiscal Invoice -
Invoice® | Batch# Type |Period| Year Job# | Customers Customer Name Date Status _I
1 11089 1740 DI 5 2009 1237|0200 ABC Company 6/8/2009 Final
b
4] | 3
Cancel oK
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The invoices that match the search will display in the lower portion of the window. Place a check mark
in the gray box provided to the left of the invoice number to indicate the invoice you want to credit. Click
OK.

PrintStream will take the original line items on the invoice number selected. Place them into a new
invoice and automatically change the quantities from positive to negative to yield a credit invoice.

The screen shot below illustrates final invoice 10965 created for job 1124.

Wi AR Invoicing Entry - Company: 01 - Strea
File Batch Invoice Options Utlites Help
¢ 7 3
A]R Invoicing Entry Lines | Balance Puslagel Bil TmSnipTul Mscellanenusl Dummy \nvuicel E Depnsul w5 Nulesl Albucatinnsl Preview | Job |
Active Baiches  Posted Bslots | cj’p“ Job# aty Hot Key Services Setup C"gr';u Rate per A‘;%g;" | Sublotal | TaxCode | Tax % |TaxAmt
=] g Company: 01 - Plant: 0100 1= 1237 0.000 Demo 0.00 0.00 0.0000 Extended Line hd 0.00 0.00 0 0.00
= Financial 1998 |- 1237 50000000 Purchase List 0.00 0.00 1.0000 M Per 1000 hd 1.00 50.00 05 5 250
Financial 1999 |- 1237 1.000 Convert Disk/\Via E-Mail 0.00 0.00 75.0000 @ Each e 75.00 75.00 00 0 0.00
Financial 2000 ORBBS _
Financial 2001 = 1237 50000.000 Barcode Qualify 0.00 50.00 7.0000 M Per 1000 hd 7.00 350.00 05 5 1750
Financial 2002 = 1237 50000.000 Merge/Purge 0.00 7500 7.0000 M Per 1000 hd 7.00 350.00 05 S 17.50
Financial 2003 |- 1237 1.000 Laser Set up 0.00 0.00 50.0000 @ Each hd 50.00 50.00 05 5 2.50
Financial 2004 |- 1237 1.000 Laser Setup 0.00 0.00 50.0000 @ Each hd 50.00 50.00 05 5 250
8D Financial 2005 = 1237 50000000 Laser Print Letter 000 0.00 250000 M Per 1000 =| s resionos 5 6250
-8 Financial 2006 [ 1237 50000.000 Inkjet up to 6x8 Env 000 000 135000 M Per 1000 = zm emswos 5 mE
=3 Financial 2007 = 1237 1.000 Deliver to Post Office 0.00 5000 50.0000 @Each hd 50.00 50.00 00 0 0.00
-85 Financial 2008 = 1237 1.000 Freight 000 0.00 100.0000 @ Each = 10000 1000 se 0 000
.t Financizl 2009 L 1237 1.000 misc 0.00 0.00 _500.0000 @ Each hd 500.00 500.00 05 5 2500

The screen shot below illustrates Adjustment invoice 10985 created for job 1124 by using the New
Credit Memo feature.

i AR Invoicing Entry - Company: 01 - Streamline Solutions - Plant Code: 0100
Fie Batch Invoice Options Utiites Help

of 5/ 7]
AIR |nv°|c|ng Entry Lines. |Baiance Pnstagel Bill ToiShip 'lul Mscellanenusl Dummy \nvmce' 3 Depusiis' o) ND(es' A\iocat»uns' Preview | Job |
Avg Unit

Gro| in

Tax % |TaxAmt

Active Batches | Posted Batches | | o0 aty Hot Key Services Setup Ch:‘gﬁ Rate per o | Subtotal | Tax Code

= company: 01 - plant 0100 [ 1237 0.000 Credit Wemo for 000 000  D0.0000 Heading 0.00 0.00 0 00
) 2088 Invoice#: 11089 -
2081 L] Job#: 1237 ||

S0gz =] 1237 0.000 Demo 0.00 000 00000 ExtendedLine x| 0.00 0.00 0 000

2086 = 1237 -50000.000 Purchase List 0.00 000 1.0000 M Per 1000 =l -1.00°  50.00 05 5 250

- I 1237 -1.000 ConvertDisk/ViaE-Mal ~ 0.00  0.00 750000 @ Each T 75000 -75.00 00 0 000
2112 OREBS _

o11e = 1237 -50000.000 Barcode Qualfy 0.00 5000 7.0000 M Per 1000 =l 700, -350.00 05 5 1750

o7 =] 1237 -50000.000 Werge/Purgs 0.00 7500  7.0000 MPer 1000 =] 7000 -350.00 05 5 1750

=] 1237 -1.000 Laser Setup 0.00 000 50.0000 @Each x| 5000  -s0.0005 5 250

%wmzemjust = 1237 -1.000 Laser Setup 0.00 000 S50.0000 @Each x| -s000 -s0000s 5 250

= 1237 -50000.000 Laser Print Letter 0.00 000 250000 M Per 1000 x| 2500 -125000 05 5 6250

= 1237 -50000.000 Inkjet up to 639 Env 0.00 000 135000 M Per 1000 =] 1350 6750005 5 3375

=] 1237 -1.000 Deliver to Post Office 0.00 5000  50.0000 @ Each =|  -s0o0 500000 0000

=] 1237 -1.000 Freight 0.00 000 100.0000 @ Each x| -1w000  -100.00 %8 0 000

=] 1237 1,000 misc 000 000 5000000 @ Each =] 50000 5000005 5 2500

The first line of the invoice will print Credit Memo with the corresponding invoice and job number it was
created for.

STREAML

SO0 LUTIONS

4040 Civic Center Drive, Suite 543 - SanRafael, CAl
T 415 499 3355 . F 415 499 7677
www.printstream.com

Attention
Invoice To ABC Company
123 Main Street
DRAFER, UT 84020
Shipped To 101 Smith Ranch Rd.
GALLINAS, CA 948903
Salesrep Linda Pollard

Quantity Description

Credit Memo for Invoice#: 11083
Job#: 1237

Demo

-50000 Purchase List
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New Zero Bill Batch

A Zero Bill Batch allows the user to final invoice several jobs all at once at $0.00. Any material expenses and
postage logged to the jobs will still be recorded and posted to the General Ledger.

To create a zero bill batch

1. Right-click the Company Code line at the top of the invoice tree and select New Zero Bill Batch.

2. Define the batch date. You have two options of selecting the jobs to zero bill.

a.

The first method allows you to insert the job numbers you want to zero bill. Enter the job number
into the Job # field and select Add. Continue to enter the job numbers until you have populated the
window with all of the job numbers to zero bill. When done, select the invoice description to use
and then click Finish.

Or you can select the Load All Open Jobs button, click each job number to zero invoice by holding
down the CTRL key on your keyboard while clicking the job numbers with the mouse, select the
invoice description use option and then click Finish when done.

ew Zero Bill Batc

New Zero Bill Batch

Creating a new Zero-Bill Batch allows you to create invoices for a number of unbilled jobz. Any
expenzes for the job will still be recarded and posted to the general ledger.

Caompariy: |D'| Streamling 5 olutions |

Batch date: I‘IDH2E|H2DUS "'I

Job: |1 124 _l; Status.:| Mot Invoiced | p|,3|-|t;| 0100 | Add I
|)(I'|'IL Sample Statement Template |
From the list below, select the jobs you wish to Zera Bill.
Job# | Description | Customer -
1124 ¥ML Sample Statement Te.., 0200
1125 graph expa mailer ALASKA
1128 DC KEL
1128 ¥ML Sample Statement Te.., 0200
1129 ¥ML Sample Statement Te.., 0200
1130 ¥ML Sample Statement Te... 0200
1131 ¥ML Sample Statement Te... 0200 1
1132 POD 2436792
1133 ¥ML Sample Statement Te.., 0200 =

For the invoice description use:
{* The Job Description

 dto-Eilled at $0¢

Cancel |

Clear List | Load All Open Jobs |

Finizh |
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‘= AR Invoicing Entry - Company: 01 - Alaska Inc. -

File Batch Invoice Options  Utilities  Help
o] 7/
AR IIlVOiCiIIg Entry Lines lElaIan-:e Postage | Bill To/Ship 1

Active Betches ] Posted Batches |

=B company: 01 - Plart: 0100

Ea e e = e R R e

Iree# 41464 Final
Iree# 41 465 Final
1,4 Ireest & 466 Final
2 vt 41467 Final

A new batch with the jobs selected will be created.

Note  Zero billed jobs are automatically created as Final invoices; however, you can change them to
Partial under the Miscellaneous tab if needed.

New Bulk Batch

This option allows users to create a batch per customer, and invoice several jobs individually. This feature can
be handy for companies who invoice customers weekly, biweekly, or monthly.
To create a bulk batch

1. Right-click the company code line in the AR Invoice tree and select New Bulk Batch.

2. Define the batch date, select the customer who you will be invoicing in the new batch, and then begin
selecting the jobs you want to invoice by placing a check mark in the far left gray box provided.

o % T
A}'R Invoicing Entry Lines ]Ba\ance Postage] Bill ToisShip Ta I Miscellanzous | Dummy Invoice} E Depostts I Nmes} Allocstions ] Presiewy ] Job

Active Betches | posted Bstches |

s = New Bulk Batch X
New Bulk Batch

Selection-
Batch date: | 328 /2007 «
Customer: [100 == [The Perfect Stom =
| Jobft ] Description E stimate/Prebill Ilemlzel Eﬂng SUI:Ef:rggi‘tjs

21 1265 test Estimate M| Moo Yes B

[ 1270 dfgdfgd Prebil = Mo Mo

#71274  Copy of digdiod E stimate: | No Mo

211293 test postage Estimate ¥ | Mo |[No

(5 1234 Copy of Copy of Copy of 85411 Estimate ¥ | Mo [MNo

¥ 1320t Estimate | ¥ | Ho No

11333 |misc Estimate M | Mo (Mo

#1334 teatl Estimate | ¥/ | Ho No

#1363 Testdateissue Prebill [ Mo Mo

21 1364 test Estimate ¥ | Mo |[No

1382 test Estimate ¥ | Na No A
Invoice Status

¢ Partial [nvaice @ Final Invoice € Adjustment Invoice
Cancel Finish
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The Estimate/Prebill column reflects if the invoice will be created from the estimate or from the Prebill
(if a Prebill was created). If you do not want the invoice to be itemized, remove the check mark in the
gray box provided. If there are any purchase orders that have not yet been AP invoiced (open purchase
orders), a Yes will display in the Open PQO’s column for the job. An open purchase order will result in a
Dummy Invoice. (Please refer to the Dummy Invoice procedure in this handbook for further information.)
If there are any unverified postage statements, a Yes will display in the Unverified Statements column
for the job. Postage statements must be verified or marked as verified before a final invoice can be
created.

Note Invoices created in a bulk batch are marked as a Final invoice; however, you can change them
to Partial under the Miscellaneous tab of the individual invoice.

‘= AR Invoicing Entry - Company: 01 - Alask
File Batch Inwoice Options LWHilities Help
| | 1l

A/R Invoicing Entry Lines | alance Postage | §

Active Batches ] Pasted Batches |

= B Comparwy: 01 - Plant. 0100
+-7 4947 - mo

il
1 5131
9
3

E e B R e e B A s e e

Irw 41470 Final
(13 Inwa 41471 Final
(13 Inwat 41472 Final
L3 I 41473 Fireal

o e e e o e e s e e e

The next available batch number will be created containing an invoice for each of the jobs selected.

You can go into each invoice and make any necessary changes as you would in a regular AR invoice
batch. When you are finished working within the bulk batch, right-click the batch number and select
Post Batch.
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Grouping Lines On An Invoice

Imploding activities, also known as grouping, allows items that may be detailed for production purposes to be
strung together for invoicing purposes. Items to be grouped together should have the same unit of measure.
Overall, grouping will add lines together on one line separating the combined descriptions with a comma, the GL
allocations will remain broken out across the original GL revenue accounts and a sales tax will be calculated
based on the sales tax code referenced on the first line selected in the grouping.

1. Place a check mark in the first column for lines you wish to group or right-click the AR invoice in the tree
and select Group. If you want the items to appear in a different order, move lines up and down before

grouping.

"= AR Invoicing Entry mpany: 01 - Alaska Inc. --- Plant Code: 0100

File Batch Invoice Opfions Utilities Help
o
A/R Invoicing Entry Lines | Balance Postage | 8l Torshin Ta | Miscellencous | Dummy invoice | § Deposts | Notes | atocations | preview [ Jon |
Active Batches | Pasted Batches | Group| Job# | aty :: Services Setup C;‘g‘r”ge Rate per A;flcue”" Subtotal [Tax Code T;" L?r’; Total Amt
=B company: o - Plant: 0100 O 1428 0000 Copy of Welcome to aur 000 D00 0.0000 Exer 000 000 0 oo 0
) 4947 - mdl daycare -]
5088 = 1428 1.000 Data Ertry 000 00D 5000000 @Eiw| 50000 50000 0O 0 oo 50000
5084 ¥ 1425 485167.000 Cliet Language 000 D00 10000 @E: v 1.00 0.00 00 0 oo 000
131 4 1428 485167.000 Genderize Records 000 TS0 BOO00 MPe ¥ | 500 27810000 0 om 2731 00)
5148 4 1428 485167000 Print Cheshire Labels 000 5000 50000 MPe v | 500 232584 00 0 oo 232584
175 : 1425 485167.000 Purchass List 000 000 1.0000MPe | 100 46547 00 0 oo 46517
[ I 41422 Finel E 1425 485167.000 Sort, Tie & Tray - 315 000 000 137500 MPe ¥ | 1375 538605 00 0 oo 63365.05
(1] Ik 41423 Final = 1425 485167.000 Insert 3 Po, Meter & Sort 000 000 335000 MPe ¥ | 3350 183744000 0 oo 1837410
(1] Irv 41424 Fi " I 465167.000 Affix One Clear Tab 000 000 200000 MPe ¥ | 2000 930334 00 0 oo 30534
Ik 41426 g o WOrk Bxpenss Allcations 10000.000 Provide Meterial 000 000 00000 MPe v 000 000 00 0 0.00

L3 Irret 41427 & Create Freight Invoice
Consalidate

JEAREE R
o
I
o
@

] 5258 Run Internal Billing Update
Add Jobs t0 Invoice

Wiew Summary Invoice

2. A confirmation box will appear indicating the effects grouping will have on your AR invoice. By selecting
Yes, you will be prompted to enter the quantity and unit of measure for the grouped line. It will total the
Setup and Minimum and recalculate the rate based on the quantity. Select Proceed.

“& AR Invoicing Entry - Company: 01 - Alaska Inc, -- Plant Code: 0100
Fle Botch Invoice Options Lltities Help
| | 1
A/R Invoicing Fntry Lines | Balance Postage | il TosShin To | Miscellanecus | Dummy inveice | Deposits | Notes | Alocations | preview | job |
o [ a‘ = Group | Job# | Gty [Hotkey| Services [Setup [ Min | Rete | per [AwgUnit Price] Sustotal [Tex Code[ Tax | Tex Amt Total Amt A
osted Hatehes =] 1428 0.000 Copy af Welcome o our 000 000 0.0000 Extench oo 0o 0 000 0
daycare |-
| 1428 1.000 Data Entry 000 000 5000000 @ Eact Y| 50000 500.00 00 [ 00 50000
] 1428 465167.000 Cliert Language 000 000 10000 @EsctY| 100 000 00 [ 00 0
[ 1428 465167.000 Genuerize Records 000 7500 60000 MPer x| 600 2791.00 00 0 000 2791.00
4 1425 465167.000 Print Cheshire Labeis 000 SO0 50000 MPer x| 500 232584 00 0 0.00 232584
] 1428 ssmerom Purchase List 000 000 10000 MPeri¥| 100 46547 00 0 000 46517
5 ) p R RIS S— Soo oot soi7E00 MPer fx 1375 E306.05 00 0 E306.05
v 1422 Final Heoofirm Zsn00 1 pey 3350 183740 00 0 1837410
v 41423 Final
B 2000 530334 00 0 330334
- Group procedure Folows the rules:
I ] L PP 0000 1 Per 1~ 000 0.00 00 0 000
(3 Iru# 41425 Ajust
(L3 I 427 Acjust 1. The lines with a check mark in the first colurmn will be grouped together into one line.
186
9 5268 - Joe's Beten 2. Vou will be prompted for the quantity and unit of measure for the group.

3. The Grouped line willtotal the subrlines’ Setup, Minimum and thereFors Subtotal Amount.,
4, Rate wil be back calculated based on quantity, unit of measure and Subtotsl Amount,
5. The tasx For the arouped ine will b based on the Customer's tax code.

6. Allocations to the GL wil be proportionaly divided

Would you like ko continue?

|| |

[s Growines

Lty I:I Measureanne vI
LCancel | Broceed |
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After grouping:
8| 5 7]
Lines | Balance Postage | Bill TafShip To | Miscellaneous | Durntrey Invaice: | 3 Deposts | Mates | Alocations | Preview | oy |
Group | Job# | Gty |Hut Keyl Services | Setup | hin | Rate: | per | AvaUnt Pncel Sulrtotal |Tax Cadel Tax | Taix Amt Total Amt A
I 1428 0.000 Copy of Welcometoowr -~ 0000 000 0.0000 Extendec v 000 0o 0 000 oo
daycare _
1] 1428 1.000 Data Entry 000 000 500.0000 @ Each ¥ | S0000 500.00 00 0 000 50000
1) 1428 465167.000 Cliert Language 000 000 10000 @Each ¥ | 100 0.00 00 0 000 o0
= 1428 465167 000 Genderize Records, Prirt 000 12500 12,0000 MPer 100 1200 5582.00 00 0 000 588200
Cheshire Labhels, A
Purchese List _
|1 1428 465167 000 Sort, Tie & Tray - 315 000 000 137500 MPer 100 | 1375 £396.05 00 0 oo 635605
(13 Invi 41422 Firal D 1428 465167.000 Insert 3Po Meter 450t 000 0.00 395000 MPer 10~ | 3950 183741000 0 000 1837410
(1] InvE 41423 Final =] 1428 465167 000 Affix, One Clear Taly 000 000 200000 MPer 100 | 2000 930334 00 0 oo 930334
F Irvv# 41424 Final I 1428 10000.000 Provide Material 000 000 0.0000 MPer 100> 0.00 0.00 00 0 000 000
[ I 41426 Acfust
(17 Invé 41427 Adfut
A st
11 5288 - Joe's Betch

Consolidating Lines on an Invoice

Some processes are performed numerous times for multiple components. Consolidating allows you to total those
quantities that share the same activity code and apply the unit price rate of the first line consolidated. The first

line selected in the consolidation

will serve as the replacement line’s Setup, Minimum, Rate and Tax, while the

new line will total all quantities. If an item that you want to consolidate has a different activity code, you can
change the code and it will consolidate along with the other lines, or you can change the activity code of a line if
you do not want to include it in the consolidation.

To consolidate line items on the AR invoice

1. Right-click the invoice in the tree and select Consolidate.

A confirmation box will appear indicating the effects consolidating will have on your invoice.

2. Select Yes to proceed.

The lines with identical activity codes will now be combined onto one line referencing the description for
services that was tied to the first line in the selected series.

Entry - Company: 01 - Alaska Inc. --- Plant Code: 0100

F Ir Help
| 7
A/R Invoicing Entry Lines |" Balance Postage | il Tosship To | Miscelansous | Dummy Invaice | §  Deposis | Hotes | Alocations | Preview | Job |
Active Batches |PU5‘led Elal:hesl Graup| Job# Gty |':: Services Setup |C@ Rate et A\é&icU:rt Subtotal Txa T;x TA?; I Total Amt Agg;?’
= B Company: 01 - Flant: 0100 = 1454 0000 MNew Brochures 000 000 0.0000 Exter v | 000 0.00 0 oo [
17 4947 - mal 5 1454 1000 Data Fracessing Setup S0.00 5000 0.0000 @E:w | 50.00 soooo0n 0 0ol s000 30010
-7 5088 5 1454 1000 Frogramming 000 000 75.0000 @ Ee v | 7500 0o0o 0 om0 000 34005
w7 5094 ¥ 1454 10000000 Print Cheshire Labels 000 5000 12.0000 MPe v | 1200 1200000 0 000 12000 36011
R #1454 10000000  Print Cheshire Labels 000 5000 12.0000 MPe v | 1200 1200000 0 000 12000 38011
w1 5146 ¥ 1454 10000000  Insertd Pc, Seal & Sort 000 000 530000 MPe w §300 8300000 O 0.0 83000 E321M
B J 7S E 1454 10000000 Insert1 Pr, Seal & Sort 000 000 §3.0000 M Pez 8300 63000 00 0 o000 83000 321
& ,,J 5188 5 154 1000 Tak Setup 3500 000 0.0000 @E: v | 3500 30000 0 0o 3E00 88010
= 5b s256 511454 10000000 Provide Blank #10 000 000 $4.4500 MPe 5445 SMS000 O 000 54450 99013
- ) It 41459 Final Envelopes T
- T1,7 vt 41460 Final
110 vt 41481 Final
L0 It 41462 Final
[+ ) 5257 Consolidate procedure follows the rules:
= 5288

1. Only lines with identical activity code and measure can be consolidated,

2. The conzsalidation will be based on the first eligible line and will use
that line's Setup, Min, Rate, Tax Code and Allocation definitions,

3. The Mew Oty will total eligible lines,

Would you like to proceed?

No

‘s
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After consolidating:

& AR Invoicing Entry - Company: 01 - Alaska Incorp --- Plant Code: D100 =& x|
File Batch Inwoice Options Help
| # B
‘A.-"'R IIl"'OiCiIlE Eﬂtl"." Lines | @ Balance Postagel Bill To'Ship To| Mizcellaneous | Dummy \nvou:e' [ Deposlts' @ Motes | A\Iocatmns' Prewewl Job |
Active Betches | Posted Batohes | Group | Jobi# oty |Hot Key| Services | Setup Ch:‘r';es Rete per A;fi;”“ Subtatal CTUE d"e Tax % | Tepe 4
=] g Company: 01 - Plant: 0100 = 940 0.000 Copy of 000 0.00 00000 "Extended | - 000 000 a
3758 - shelly Stt test |
-[7) 3600 - MD Test = 240 1.000 DataErtry 000 000 2250000 @Each | 22500 22500 0D a
[ 3806 - shelly = 240 1.000 DataErtry 000 oon 00000 @Esch | 35000 00000 a
- 3815 1= 240 1.000 Digitize Q.00 0.00 2730000 @ Each - 27300 27300 00 a
3821 Signature |
3802 = 940 BE5765.000 Key Code 000 0.00 02500 M Per 1000 - 025 21644 00 a
[ 3625 - mutt Records I |
S 3850 - Misc invai = 940 BESTES.000 Sont 0.00 000 07500 M Per 1000 _ 075 64932 00 a
I 764 Final Renords ||
Inv# 766 Partial 1= 940 BESTES.000 Cree.de 0.00 £0.00 30000 ¢ Per 1000 300 259730 00 a
© B Invit 787 Partial Bt T
Tape
1 3851 5 —|
940 BE65765.000 Pririt & Q.00 0.00 1.0000 M Per 1000 100 86577 00 a
Praovvice @
Letter |
= 1731530.000 Laser 000 0.0 22,0000 M Per 1000 22.00 3308366 00 1}
Print #10 4
Envelope | |
= 940 1.000 Setup 5000 0.00 00000 @ Each 50.00 50,0000 a
Cheshire b
Label

Zero Value Inventory

The Zero Value Inventory option is located on the job line of the invoice selected (see illustration below). The
purpose of this feature is to take the inventory item(s) purchased or planned for the job and expense their entire
value all at once, rather than expensing the value of the exact quantity used to complete the job. For further
information on this feature, please refer to the Inventory Accounting documentation.

This feature should be used with extreme caution as it will turn the value of the inventory item selected to zero.
1. Go to AR Invoicing Entry and create a final, job related invoice.
2. After the invoice has been created, double-click the invoice line; this will open a Job line for the invoice.
3. Right-click the job line and select the option Zero Value Inventory.

" AR Invoicing Entry - Company: 01 - Alaska Inc. --- Plant Code: 0100

File Batch Inwoice Options Utiities Help
¢ 7| B
A‘{R Invoicing Entry Lines IEla\ance Postage I Bill To/Ship To 1 Miscellaneous ] Dummy Invoice 1 % Deposits I @ hotes 1 Allocations I Preview: 1 Job ]
5o 2 Min Ao Unit Tax o
Active Batches ]Posted Elatches] " Jobs | Gty ‘Hm Key| Services Setup charges Rate | per P%u:e | Subtotal |Tax Code % Ta At |
= g Company: 01 - Plant: 0100 1492 0.000 test 0.00 0.00 0.0000 Extench » | 0.oo 000 a .00
+ \"Iﬁ 5083 = 1492 1.000 Data 5000 5000 0.0000 & Eack 5000 50.00 00 a 000
+- [ 5131 Processing -
[ 517s Setup |
5] ‘fi 5188 = 149210000 000 Cliert 0.00 Q.00 1.0000 & Eact - 1.00 00000 a Q.00
) 5272 Language ||
[P 526 1 1492 1.000 Digtize 0.00 0.00 0.0000 @ Eact - 000 00000 a 0.00
5 ‘Ti 5309 Signature il
T ‘Ti 5320 = 1492 1.000 Convert 0.00 000 500000 @ Eact 5000 50.00 00 a 000
= Disk/via
[ 5334 E-Mal OR -
+ [ 5347 BES
#-[[]) 5352 - brandon = 1492 10000000 Select 000 5000 30000 MPerd_| 500 5000 00 o 0.0
* [ 5368 Recards T
+([]) 5382 - Job 1485 = 1492 10000000 Barcods 000 5000 120000 MPert 1200 12000 00 i 0.00
[ 5354 Gualiy
[+ ‘[ﬁ 5393 = 1492 10000000 LB Split 000 5000 1.0000 MPerd .00 500000 1} 000
+-[[) 5425 Records |
+-[[] 5426 ) 149210000 000 Procuce 0.00 5000 120000 MPer1 1200 120,00 00 a Q.00
=1 o428 Courts -
Invi #1540 Final Repart L |
Inv# 41541 Final ) 1492 1.000 Deliver Your 000 5000 500000 @ Eact - 5000 50.00 00 a 000
Invit 41542 Final Otfice
Inwi 41543 Final
W Zero Value Inventory
Display Job Shipments
Un-Invaice Job

4. A window will display listing the inventory item(s) used on the job. Place a check mark in the box to the
far left for each inventory item you want to zero the value for.
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5. Click OK.

You will receive a confirmation verifying you want to zero bill the tagged items.
6. Select Yes.

This will change the value for the inventory item code to zero and the entire cost of the inventory item
will now appear against this job.

Zero Yalue Inventory [x]

INVENTORY

Part | Inv ID# Inventary Des On Hand Walue
1128 envelopes august 57167.00 14047081 ..

QK LCancel

The screen shot below shows the GL allocations after selecting the zero value option. The DP Material
Expense account reflects the change when using the zero value inventory feature.

Lines | Balance Postage | Bill To/Ship To | Mizcellaneous I Dummy Invoice I % Deposts I @ Motes  Allocations

ccount Details | Debit | Credit |
i01-00-00-4000 Revenue : $:20.00
01-01-01-4011 Labor Sales F570.00
01-01-01-1500 accourts receivable 62000
01-01-01-8097 Manufactured Goods Expense F10E3
01-20-10-6000 DP Material Expenze 14 047 05
01-04 -01 1200 waP $14 057 71
-—- Tatals

14 67771 14 577 .71

7. As afinal step in invoicing, you will need to rework the expense allocations (right-click the invoice line)
prior to posting.
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Unbalance Postage

PrintStream has the ability to unbalance postage on an AR invoice. You can only unbalance the postage on an
unposted AR invoice.

To unbalance postage

1.

Select the unposted invoice from the tree and click the Balance Postage tab. (If the invoice is flagged
as a Final, change it to a Partial status to unbalance the postage.)

Select the Select Usage Trans button and clear the postage usage transactions previously selected by
removing the check mark in the gray box to the far left of each line transaction, or select Clear All to
deselect all transactions at once.

After all usage transactions have been cleared, click the OK button.

Click the OK button on the Balance Postage tab to re-balance the postage. You will notice the green
check mark referenced on the tab will change to a red octagon sign. This symbolizes the postage is
unbalanced.

“au AR Invoicing Entry - Company: 01 - Alaska

File Batch Inwoice Options  Help

¢| ¥ B

AR In‘.voici_ng Elltl'}-' Lines Balance Postage |Eli|| To/Ship Ta | Mizcelaneous | Dummy Invoice | # | Deposits I &35 Nat
Active Batches | Posted Batohes | [Balance Postage for Job#: 940 |
Elg Company: 01 - Plant; 0100 Deposit Depozits on this Invoice
B[] 3758 - shelly ’V Total Deposits for Job: $T5.000.0r] ‘ ’V —‘
3800 - MWD Test - " o
3806 - shelly . Select postage transactions to reconcile
3815
3521
3522 Clear All | Select All |
35825 - mutti <
3650 - Misc invaoi Meter Drste | Pieces Usage &mt | Iy iz e J
: g In# 764 Final 1 |[IwesE78 1200005 0| 1654285 766
;B ety [ 2 | mzoos 142172005 0 -8000.00 766
o dokot 840 [3 | w2005 12172005 o 2314
) et | 4 |- m200s 1/21/2005 0 485 53 766
i 1 W2005 102172005 1] 285736
B |1 mz00s 112172005 a 1552 .44

-
| »
Cancel | Ok
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Undo Dummy Invoice

——

A Dummy Invoice is a cost accrual of a received job related purchase order that has not been AP invoiced. The
creation of a Dummy Invoice applies when a job is final invoiced; it does not apply to a partial invoice.

A Dummy invoice can be reversed after the fact as long as the AR invoice has not yet been posted to the
General Ledger.

Below is an example of the allocations to an AR invoice with a Dummy invoice. You will notice the allocations
to/from WIP as well as the charges to Buyout Expense and AP Without Invoice. These are a result of the Dummy
Invoice.

" AR Invoicing Entry - Company: 01 - Alaska Incorp ——- Plant Code: 0100

File

Batch  Inwoice  Options  Help

|

7 B

A/R Invoicing Entry

Active Batches | Posted Batches |

Linesl @ Bslance Postage | Bill Tosship To I Mizcelaneous I Dumimy Invaice I $ Deposit

E..

Campany: 01 - Plant: 0100

-7 3758 - shelly

3500 - MD Test

3806 - shelly

315

3821

F522

3525 - mutti

3350 - Misc invoi
Inv# 764 Final
Inw# 7EE Partial

-4 X Inw#t 767 Final

= [ 3851

Account Detailz | Dehtt | Cred |
01-01-01-2150 Mewy account F225.00
01-20-10-40010005 DP revenue §1,140.76
01-01-01-4200 buyout revenud F2597.30
01-10-10-4200 Buyout Revenue FEESTT
01-01-01-4400 mail Revenue F26 58872
01-01-01-1500 accourts receivable F31 7785
01-01-01-7200 buyout expense F225.00
01-01-01-1200 wip F225.00
01-01-01-1200 wip F225.00
01 -01-01-2300 ap without invoice F225.00
- Tatals

§32,167 55 32 167 55
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To undo a Dummy Invoice

¢ Simply click the Miscellaneous tab and change the status from Final to Partial. This will reverse the
above GL allocations due to the Dummy invoice, and you will also notice the symbol next to the invoice
number will change back to a standard AR invoice.

“& AR Invoicing Entry - Company: 01 - Alaska Incorp --- Plant Code: 0100
File Batch Invoice Options Help

¢ ¥

L"X-"'R Ill\-'oicillg Ellt.l'\-* Linesl @ Balance Postage | Bill TofShip TDI Miscellaneousl Dummy Invoice | 4 De
. B Accourt Details | Dekit | Credtt |
Active Batches | posted Batch
| Posted Betches | 01-01-01 2150 New accourt $22500
=) Company: 01 - Plart. 0100 01-20-10-4001 0005 DP revenus $1,140 76
-2 3758 - shelly 01-01-01 4200 buyout revenud $2,597 .30
3800 - MD Test 01-10-10-4200 Buyout Revenue F865.77
3806 - shelly 01-01-01 -4400 mail Revenue F26,5858.72
3815 01-01-01 1500 accourts receivable kit e
3521
2822 --- Totalz

3825 - muli F31,717.53 F31 71753

3830 - Misc invai
Inv# 764 Final
Inv# TG Partizl

& Inv# 767 Partial

- 3851

-




50 ® EFI PrintStream | User Guide

- ————

Uninvoice Feature

In the event a job was invoiced by accident, PrintStream has the ability to uninvoice the job as long as the
invoice has not yet been posted to the General Ledger.

If postage has already been balanced on the AR invoice, you must unbalance the postage first. Please refer to
the section in this handbook titled Unbalance Postage.

If a Dummy invoice has been created on the AR invoice, you must undo the Dummy invoice before the uninvoice
feature can be used. Please refer to the section in this handbook titled Undo Dummy invoice.

Uninvoicing a job does not delete the invoice. The invoice number will still be assigned to the customer; however,
the line items will be removed from the invoice, it will change the invoice to $0.00 and it will link the invoice to job
#999999 — the PrintStream miscellaneous job number.
To use the uninvoice feature
1. Double-click the invoice number located in the tree.
This will open the invoice to the job level.
2. Click the job number in the tree to highlight it and then right-click.

Select the Un-Invoice Job option.

“aa AR Invoicing Enkry

=181x]

Fia Batch Invoice Options Help

Lines | @ Balance Postags | Bil To/Ship To | Miscellansous | Dummy Invoice | % Deposts | Motes | allocations | Preview ] Job |

- M | fovg Uit T =
Active Batches | Fosted Balches | Jobl | Oty Services Setup |Eha:nas Rate per Eicem Subtotal |Tax Code: ;“ Tax Amt | Tot:
=& Company Code: 01 303 0.000{Drect Mail Piece | 000 000 00000 “Estended Lir~ | 00.00° 00,0000 0 0.00
i 3037000.000 Merge-Purge 000 000 7RO000 M Per1000 = 7500 7600000 00 i 0.00
[ Batch: 1032 =
2 Batch: 1034 303000.000 lrsert 000 000 01000 @ Each 5 00.10° 1000.0000 00 ] oo 1
. 3032000000 Inkiet 000 000 0.0800 @ Each - 00.08 _800.0000 00 0 0.00

1) Batch: 1035
1 Batch: 1042
[ Batch: 1043
17 Batch: 1043
-HED Batoh: 1050
[ Batch: 1051
{2 Batch: 1052
HE) Batoh: 1053
[ Batch: 1054
) Batch: 1056
[ Batch: 1097
1) Bateh: 1099
) Batch: 1105
[ Batch: 1107
[ Batch: 1108
1) Batch: 1110
[ Batch: 1112
[ Bateh: 1115
B Batch: 1131
R Invi 10581 Final
[

Zero Value Inventory

Un-Invaice Job
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You will receive a confirmation request asking if you want to un-invoice the selected job.

“m AR Invoicing Entry 1= ]
File Batch Inwoice Options Help
Lines I @ Balance Fostage | Bill To/Ship TDI Miscellaneous Dummylnvu\cel 4 Dspus\tsl Nutssl A\Iocaliunsl Previewl Job |
5 [ Ava Unit T 1=
Active Batches I [ - | Jobtt | Oty Services Setup Chil‘;_es Rate per \I;gr\cen‘ Subtatal |Tax Codey § Tasamt | Tot:
= [ Company Code: 01 303 0.000]Dict Mail Fiece | om0 000 00000 “ErendedLinx] 0000 000000 o 0m
B1E2) Batch: 1033 3031000000 Mege-Purge 0.00 000 75.0000 M Per1000 v | 7500 750.0000 00 0 000
Batch 1034 3031000.000 Insert 000 000 07000 @ Each =] 00,10 1000.0000 00 0 000 1
30033000000 Inkjet 000 000 00800 @ Each hd 0008 8000000 00 ] .00

Batch: 1035
Batch: 1042
Batch: 1043
Batch: 1043
Batch: 1050
Batch: 1051
Batch: 1052
Batch: 1053
Batch: 1054
Batch: 1056
Batch: 1097
Batch: 1093
Batch: 1105
Batch 1107 @ Are you sure you wank ko un-invoice the Joba: 303
Batch: 1108
Batch: 1110
Batch: 1112 = LI
Batch: 1115
CF Bateh 1131
G 1w 10581 Final
-3 Jobtt 303

ion Request

4. Select Yes to proceed. You will notice the invoice line items will disappear. The job number will
automatically change to 999999. The GL allocations will automatically be removed.

Copy AR Invoice

Many users spend a great deal of time on the layout and appearance of invoices. The Copy Invoice feature
allows you to create the “look” of an invoice once and then copy all of those lines, prices and allocations to a new
job’s invoice. An invoice may be copied to different customers. This feature is available on job related invoices as
well as miscellaneous invoices.

Note Use caution with job quantities. If the original invoice had pricing at $100 per thousand up to 50,000 and
the new job has a job quantity of 90,000, the new invoice will show a quantity of 50,000 at the $100 per
thousand rate. You may need to edit each quantity and rate on the new invoice.

Sales tax: The tax codes on the lines will copy exactly. If the original invoice was for a non taxable customer and
the new invoice’s customer is taxable, you will have to change the tax code for the lines.

Postage, Job Costs, WIP: All postage, job cost and WIP posting will apply normally for the new job. Dummy
invoices, open shopfloor entries and postage statements will also be for the new job.

You can still un-invoice a new invoice that has been copied. It will not affect the original invoice you copied from.

The invoice you copy can either be posted or unposted at the time of copying. The new invoice is fully editable:
you can move/delete lines, change allocations, add lines, etc.
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reate New lnvoice

New Invoice for Batch# 1622

% Standard Invoice (jok) " Mizcelaneous

Jobit: | =

SalesRep: | Plart Code: I:l

Customer: I :II I =
| r~ External  Ertire o External s Internal Company
System Company Part Part
= Partial Invoice {* Final Invoice = Loljustment Invaice
Currency: IIse Accounting Period
Jok Rate: * ok Exchance Rate (" Exchange Rate (Postace
Period Rate: Biled Separately)

[ automatically generste invaice
Charge Freight from

{+ Estimat i
imiatte: ¥ Use Client Language Shiping

~ Actual [~ Add Modifiers Description

™ Prehil

" Copy Invoice: I vI Ml

V¥ Auto-temize % With Prices " Without Prices

Cancel | Finish |

Below is a screen shot of the final pricing screen of job #814 that has not been AR invoiced.
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Estimating - ing Summai - 5|ﬂ
B3 File Window Changes Help =l |

D=8 2lBle = |8 &

Quote Header . Setup Markup i =
Estimating Process tin. Charge Charge Gty per  |Baok Ratel ™% Otd. Rate Cost Book Price | Markup § |Quoted Price] |

5 Review Pricing | [CATZENTAY Bupou $0.00 $0.00 Teach | $B0DODDD 000 $600.0D00  $15000  $800.00

€ Buyouts DIGITIZE SIGNATURE $0.000 $0.00 1 each $0.0000 0.00 $0.00000 $0.00 $0.00

g PROGRAMMING $0.00 $0.00 1 each $75.0000 000 §75.0000 $E0.00 $76.00

ot Ereakdawn | |COMVERT DISK $0.00 $0.00 Tleach | 4500000 000 4500000 $60.00  $50.00

o Credt Status CONVERT MAG TAPE $0.00 $0.00 Tleach | $50.0000 000 $50.0000  $60.00  $50.00

Aot Letter SELECTION $50.00 $000  100000/AD00 | $0BOO0 OO0 405000 $10000 4000

v KEYCODE $0.00 $0.00 100,000 /1000 $0.2500 0.00 $0.2500 $50.00 $25.00

¥ Order Entry BARCODE QUALIFY $50.00 $0.00 100,000 /1000 $6.0000 0.00 $6.00000 $400.00 $600.00

BARCODE QUALIFY $50.00 $0.00 100,000 4000 $6.0000 0.00 $£.0000 $400.00 $600.00

GEMNDERIZE $75.00 $0.00 100,000 000 $6.0000 0.00 $6.0000 $480.00 $600.00

OUTPUT TO CHESHIRE Lt $50.00 $0.00 100,000 /1000 $5.0000 0.00 45.00000 $600.00 $500.00

OUTPUT TO GALLEY $75.00 $0.00 100,000 /1000 $5.0000 0.00 $5.00000 $600.00 $500.00

PLIRCHASE LIST $0.00 $0.00 100,000 1000 $1.0000 0.00 $1.0000 $0.00 $100.00

o of]

-
3
For all mail processes...
Total @ Book Rate: $3.950.00 " Lock Markup % “

Desired Markup [%): Average Effective Markup (%] 0.00%: " Lock Quoted Rate
Desired Tatal Quoted Total $3.950.00|

PFricing Surnmar Cost Total Difference Huoted Taotal

* Process $2.960.00 $990.00 $3.950.00

" Component: $0.00 $0.00 s0.00 Reset
C Pirt: $0.00 $0.00 e e Reele
$2.960.00| $990.00| $3.950.00)

| Copy of Copy of Copy of Copy of Copy of Copy of [ 0 [8/10/2004 | 100,000
1 i . .

0 [ |
T (104893 | 814 | GRW Agency
i

Below is a screen shot of AR invoice 550 for job #812 to be copied.

_151%|
File Batch Inwoice Options Help
Lines IBaIance Puslagel Bill To/Ship Tul M\sce\laneuusl Dummy Invuicsl 3 Depusilsl 2 Nulesl AHucat\Unsl F'lewewl Job |
G . i Avg Unit T =
Active Batches I Posted Batches | :jou Jobl Oty Services | Setup Ehalmes Rate per \Ié'glicen‘ | Subtatal |Tax Code ;x TasAmt | Total Amt
B--g Company: 0 - Plant 0100 E gz 1.000 Programmi. 0.000  0.00  75.0000 & Each - 75.00 75,0010 10 780 8250
2778 ™ —
= g1z 0.000 TOTAL 000 000 0.0000 Subtatsl 0.00 0.00 0 0.00 0.0C
2681
INHOUSE -
2882
2338 = @12 0.000 MEDIA 000 000 00000 Headng x| 000 0.00 0 0.00 0.0
2500 - G5 batch = 12 100000.000 Digitize 0.00 350.0000 Maone 350.00 350,00 07 7 2450 37450
2949 Signature,
B 2951 Corvert
5 DiskVia
{82 Irvett 550 Adwst e e .
BBS,
Convert
Magnetic
Tape |
= 912 100000.000 Select 0000 5000 05000 MPeri0on 050 50.00.00 0 0.00 50,00
Records
Bl a12 0.000 TOTAL 000 000 00000 Subtotal - 0.00 0.00 ] 0.00 0.0c
MEDIA
= gz 0.000 MISC 000 000 0.0000 Heading = 0.00 0.00 0 0.00 0.0C
Bl 812 100000.000 Key Code . 0.00  75.00 B25.0000 Mone B25.00 B25.00 00 ] 0.00 25,00
Recards, -
Genderize
Records ||
= 12 200000.000 Barcode 000 5000 0000 MFPeri0O0 EO00 120000 07 7 84.00 1284.00
Quialify
= 912 100000.000 Purchase - 0.000  0.000  1.0000 M Per1000 1.00 100.00:00 0 0.00 100,00
List
= gz 0.000 TOTAL 0000 000 0.0000 Subtatal - 0.0o 0.00 0 0.00 0.0c
MISC
|1 g1z 0.000 OUTPUT 000 000 0.0000 Heading =] 0.00 0.00 0 0.00 0.0C
= 12 100000.000 Create 0.00 125.001000.0000 Hone 1000.00 000,00 07 7 70.00 1070.00
Cheshire
Labels. -
Output to
Galley ||
= ;2 0.000 TOTAL 0.oo 000 0.0000 Subtotal - 0.0o 0.00 1} 0.00 o [I[J
OUTPUT =
4 3
LCancel I Save |
Batchi: 2961 - Date: 7/30/2004 (1 invaicels]. $4.427.50) |Invmceﬂ: 550 7/30/2004 $4.466.00 Balance: $4.466.00 Jobl: 812 Account: 100 |
fm L 4 n s n s n s 4 n s e
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Below is the copied AR invoice #551 for job #814.

MEIET
Lines I Balance Postags | Bill To/Ship Ta | Miscellaneous | Dummy Invoice I Deposits | Motes | Allocations I Preview | Job |
Active Batches I Posted Ealchesl G:jou Jobl Oty Services | Setup Ehg:nes Rate | per A\::g'iCUEml | Subtatal |Tax Code T;“ TasAmt | Total Amt :‘
=B Company: 01 - Flart 0100 1 714 0,000 Copy of 000 000 00000 ™EstendedLir|_ 000 000 0 oo [
778 Catalog |
= a14 0.000 INHOUSE:  0.000 000 0.0000 Heading 0.00 0.00 0 0.00 0.0C
2881
SERYICE
2882 5 M
2893 |
2900 - GMS batch |1 a14 1,000 Data Entry 000 0.00 8000000 @& Each = 80000 800,00 10 10 80.00 660.0C
2943 |1 14 1.000 Frogrammi 0.00 0.00 75.0000 & Each - 75.00 75,0010 10 780 8250
3 2961 na —
B = a14 0.000 TOTAL 000 000 0.0000 Subtatsl 0.00 0.00 0 0.00 0.0C
[ vt 6T Findl INHOUSE -
= a14 0.000 MEDIA, 000 000 0.0000 Heading Z 0.00 0.00 0 0.00 0.0C
= 514 100000.000 Digitize: 0.00° 3500000 Mone 350.00 350,00 07 7 2450 37450
Signature.,
Convert
DiskMia
E-Mail OR -
Conwert
Magnetic
Tape ||
= 514 100000.000 Select 0.00 5000 0.5000 M Pert1000 - 050 50.00 00 1} 0.00 50.0C
Fecords |
= 14 0.000 TOTAL 000 000 0.0000 Subtatal - 0.0o 0.00 0 0.00 0.0C
MEDIA
=] a14 0.000 MISC 000 000 0.0000 Heading =1 0.00 0.00 0 0.00 0.0C
= 514 100000.000 Kep Code 000 7500 250000 Mone B25.00 B25.00 00 [t} 0.00 625.0C
Recards, -
Genderize
Pecords |
= 14 200000.000 Barcode 000 5000 B.0000 MPeri0on E00 120000 07 7 84.00 128400
Quialify
|1 514 100000.000 Purchase  0.00 000 1.0000 M Perfoon 1.000 100,00 00 0 0.00 100.00
List
Bl a14 0.000 TOTAL 000 000 00000 Subtotal - 0.00 0.00 ] 0.00 n.oc
MISC
= a14 0.000 OUTPUT 0.00 0.00° 00000 Heading z 0.00 0.00 1} 0.00 000+
el ;IJ
LCancel Save
Batchdl: 2062 - Date: 7/20/2004 1 irveoicels). $4.466.001 [inwoicet: 551 7/30/2004 $4.466 00 Balance: $4.455.00 Joblk: $14 Accountts: 134GRW

Rework Expense Allocations

If the value of a costing transaction changes between the time it was entered to the job and before the final
invoice is posted, you will be prompted to rework the expense allocations on the invoice before it can be posted
to the GL.

The example below shows a purchase of 50,000 pieces of inventory item 1947 in the amount of $3,750.00.

ished Goods Line Ttem
Line#: I 1 Order Date :|1n;30,r2009

Item #: |1 947 ::II m MNew | Reservations
TR B = | Finished Goods Stock Details
Desc: Binders Notes

Quantity  [50000 Price :[75.0000 Per| 1000.00 Desc

Discount %: [100.00 ¢~ Price after Disc: | o000 (o

Cost: |37su.uu
Due Date : |1 0312009 Quote # :

Activity : | ooooz [finished goods inventory

G/L Code : | 1400 IFinished Goods Inventory I

I

Tax Code : |oo :Il | 0% ( non taxable } Cancel

Fifty thousand pieces of inventory item 1947 was issued to job 1330. The final invoice for job 1330 shows $3,750
allocated to finished goods expense for the inventory issue.
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File Batch Invoice Options Utliies Help

o & 1
A/R Invoicing Entry §i

Linesl Balance Postage | Bill To/Ship TDI Miscellaneuusl Dumnmy Invuicel 3 Depus'rtsl

Active Batches | Posted Batches |

Elg Company: 01 - Plant: 0100
| 2055
12031
| 2082
| 2098
| 2099

121z

Account Details | Debit | Credit |
i01-20-10-40010005 DP Revenue | 575.00
01-01-01-2200 Sales Tax Pavable 50.50
01-01-01-1500 Accounts Receivable 7550
01-10-10-5400 Finished goods expense $3,750.00
01-01-01-1200 Work in Process £3,750.00
— Totals

£3,825.50 £3,825.50

-k 2114
#-T13 Inv# 11321 Final

Prior to the AR invoice is posted to the GL, the AP invoice for the purchase of inventory item 1947 is entered into
the AP invoicing program. However, the invoice is entered for more than what the purchase order was created

for.

Irvoice Header ~Invaice Lines |Allocations |

Hew Misc. Line | MHew PO Line | Muli PO Selectionl Edit Line | Mew Job Related Line

Mew From % Template | Copy From Invoice | Add Tranz. to Line | Delete Line |

Unit Price | Sub Total | Tax Code Description

Docketd Dp | Account
Y I A IO I T

When the final AR invoice is posted to the GL, the following error message will display indicating the expenses
captured at the time the final AR invoice no longer match to the costing for the job.

The total of the expense allocations (53,750.00) does not match
the total costing (54,000.00) for the Job#: 1330, Invoice#:
11321

l'x

It's neccesary to rework the allocations by selecting the
invoice in the tree.

Ok |

B
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To rework the expense allocations, you can either right-click the invoice and select Rework Expense
Allocations for this one invoice, or if there are several invoices in the batch that require the expense allocations
reworked, you can right-click the batch and select the option to Rework Batch Invoice Expenses.

Wi AR Invoicing Entry - Company: 01 - Streamline Solutions — P|

Wi AR Invoicing Entry - Company: 01 - Streamline Solut
File Batch Invoice Options Utiities Help File Batch Inveice Options Utiities Help

+| 7| o o]
AR Invoicing Entry ESIES AR Involcing Entry fEitess

Active Batches | Posted Batches |

Active Batches | Posted Batches | :10;;”1"; 3 pany: 01 Plant 0100
=1-E= Company: 01 - Plant: 0100 04-01-01-4 ig::
2055 01-01-01-1 2082
2081 01-10-10-4 2008
2082 (1-01-01-1 2089
2098 + 2112
2099 — Totals - : g—“l‘dew Batch
2112 ! MNew Multiple Job Invoice
2114 — Mew Single Job Invoice
D Mew Postage Invoice

MNew Credit Memo
Create Freight Only Invoice

Rewark Expense Allocations

Create Freight Invaice

Change Batch Date
Consolidate Uninvaice All Job:
Group atch I I

Reconcile Postage (Contract Pricing Invoices only)

Rum Internal Biling Wadste Invoice Into Firished Goods

Add Jobs to Invoice -
. Preview Batch Posting
U RIS Wiew Posted Allocations

LI} Dnst Batrh

The allocation to finished goods expense now reflects the correct costing for the job.

File Batch Invoice Options Utilities Help

| 7 1
NR Invoicing En't"yI .Linesl Balance Postage EliIITl:hfShianI Miscellanenusl Dumrmy Invuicel $ Depos|

i Account Details | Debit | Credit |
fiotive Batches | Fosted Batches I {01-20-10-40010005 DP Revenue : 375.00
E‘El (Eumpﬂny: 01 - Plant: 0100 01-01-01-2200 Sales Tax Payable £0.50

2055 01-01-01-1500 Accounts Receivable $75.50
01-10-10-6400 Finished goods expense £4,000.00
2082 01-01-01-1200 Work in Process $4,000.00
2096
2099 — Totals
2112 $4,075.50 $4,075.50
2114
-1, Invi# 11321 Final

Locked Batch

PrintStream only allows one user at a time to work in an AR invoice batch, a cash receipt batch, an AP invoice
batch and an AP Check batch. If you attempt to open a batch currently in use, PrintStream will display the
following message referencing the user’s login who is currently working in the batch:

AR Cash Receipts il

L]
\E) It could not open the Batch#: 3027 because is open in other workskation by the user LS

04 |

In order for the user to access the batch, the user logged into the batch, LS in the example above, must exit the
batch.
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Using Hot Keys

Hot Keys give the PrintStream user the ability to define a list of service/product descriptions that can be
accessed and filled in quickly from the invoicing and Sales Prebill line items. By use of the hot keys defined in the
master list, the description in the invoice line can be populated saving keystrokes.

To setup Hot Keys
1.  Open the AR invoicing program, select File from the taskbar and then select List of Hot Keys.

2. Click in the next available blank cell, define alpha/numeric code to use as the identifier, provide a
description for the code which will reflect as the Services for the invoice line, and as an option you can
reference a Default Activity code for the Hot Key.

Defining a Default Activity Code will reference the Link to GL revenue allocation for that activity code,
and if the activity code was defined with pricing in Masterfile Mail, the pricing will auto default for the line
item. If pricing was not defined for the activity code, $0.00 will display for the line item and the user can
manually key in the rate.

<5 List of the Hot Keys ‘ = | =
Hat Key Description For The Billing | Default Activity Code
1 |a0 &dd'l for authonized overtime 0
2 |A8 Add'l for authors alkerations 0
3 |23 Add| far cover 2 & 3 to print black 0
4 |PG Frogramming 250015100
5 |FT Freight 900050005
B |5Ww Shrinkuwrap b aterialz 500030001
7
g
]
10
11
Erint Clut




58 ® EFI| PrintStream | User Guide

To use the Hot Keys in an invoice
1. Open an AR invoice and go to the Lines tab.

2. Right-click and select either Add a Line or Insert a Line.

File Batch Inwvoice Options Utilities Help
| ¥ 1l
NR I nvoici ng Entry Lines | Balance Postage | Bill To/Ship To I Miscellaneous I Dummy Invoice | Deposits I Notes | Allpcations |
Gro .
Active Batches I Posted Batches | o Job# | Qty | Hot Key | Services | Setup|
[=1-5= Company: 01 - Plant: 00 1082 0.000 Boutigue 0.0
214 = 1082 1.000 Purchase List 0.0
T =] 1082 1.000 Programming 0.0
Inws# 1085 Final = 1082 1.000 Convert Disk 0.0
Inv# 1099 Partial = 1082 25000.000 Keycode 0.0
=] 1082 25000.000 Counts Report 0.0
= 1082 25000.000 Merge/Purge, Stamp 0.0
=] 1.000 Truck Delivery 0.0

Move Line Up

Move Line Down

Add Line

Add Multiple Lines
Insert Line

Insert Multiple Lines
Duplicate Line
Delete Line

Delete Selected Lines

Delete All Invoice Lines

Add Freight Line

Insert Freight Line

Add Job Shipments

Add Fulfillment Adjustment Line

View Tax Break Down

Allocate Taxes by Zip

Edit Line Allocations

3. Insert a quantity. In the Hot Key cell, insert the abbreviated code for the service you want to add to the
invoice. If the Hot Key has an activity code assigned to it, but a rate did not auto populate, this means
the pricing for the activity was not defined in Masterfile Mail. You will have to manually insert a rate to
the invoice.
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Postage Sub Account Feature

The Postage Sub Account (PSA) feature was designed for jobs where the customer referenced on the job is
acting as an Agency between the House and the Agency’s customer (sub customer), and the sub customer is
responsible for the postage portion of the job.

——

Minimal setup is required to effectively use the PSA feature. The customer acting as the Agency must be defined
in Master Files Customer. The sub customer must also be defined in Master Files Customer with the Customer is
the Postage Customer for the Customer option checked referencing the Agency in the Customer # and the

Customer fields.

Agency customer defined in Master Files Customer:

Flace Customner an Credit Hold

Order Entry Motes
FPacking Slip Address
Biling [Customer Credits] Motes

Shipping Mates
Addresses

List of Postage Customers

Account Nc.:ILE.t’-\H Auta | Name: ILeah's Account
Address: 123 Main Contact:  [Contact Mame Here
Fhate: Store 1 phone
Zip: 48146 Fax: Store 2 fax
City: LINCOLM P&RK Manthily sale: [s0.00
County : T E Acct Status: IB - 30 day Account LI
State: gl IS - Payment Da_l,lsl3U Sirce: I?H2U.-’20E|5
. 30d kb
Salesrep:  |Leah Varwynsberghe hd ez S payment iems
CSR: - Remark.s:
M anager: T Tax Code: |01 7.875% Lesh ;_I
. imit; |410,000,000.00 : -
Search: ¥ ByCode © By Group O By Industy Szl |3 By usa -
Cred Ref:
SIC Code: =]
— Internal Customer N Suppress Statements [
| r:up. Service Charge: v Aclive Access v
bry:
MELEE Tawenforced GST [ QST [~ Bypass Credit Check [~
D/B Ref: -
— Shart Remarks | Store/Franchise |
Tax Mumber:
Postage Type: ﬁ
Allowed \WEB -

I' Reporting Grougin? |

I:Malketing Source Code

[~ Customer is the Postage Custamer for the Customer...

Custarmer #:

Custamer:
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Postage Sub Account (PSA) customer defined in Master Files Customer:
The PSA’s Customer Master File record must reference the Agency
Account NG:IPS!’-‘Q Auto | Mame: IF'S.-’-‘-. Account # 2 for Leah
Address: 4534 Beach Daly Contact:
Phaone:
Zip: 48180 Fax:
City: Taylor tonthly sale: |$U.UU
County : Acct Status: IB - 30 day Account ;I
State: |M| LS - Payrnent Da_l,ls|3ﬂ Since: |3a"9.n"2DEI.7"
Salezrem: Houze Account 1 e
CSR- - Remarks:
Manager: T Tax Code: |00 0% non taxable ;_I
— irrit: {4100,000.00 ;
Search: {* ByCode ¢ By Group € By Industry el L. | UG usa =
Cred Ref:
SIC Code: |
I Internal Customer [ Suppress Statements [~
| r:up. Service Charge: [ Active Access [
by
HELEHY Taxenforced GST [~ Q5T [~ Bypass Credt Check [~
D/B Ref: :
— Short Remarks | Store/Franchise |
Tax Mumber:
Poztage Type: ﬁ
Allowed WEB [
Place Custamer on Credit Hold [ Reporting Groupin
Orcer Enty Notss I - I |
tarketing 5 Cod
Billing [Cusgtomer Creditz] Motes )
Er—— [# Customer i the Postage Customer for the Customer. ..
(MY e Cuztomer #: |LEAH
Addresses Cusgtomer: |Leah's Account
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Create a new job in Mail Estimating with the Agency as the customer.

After selecting the Agency as the customer, select the Sub Acct button to the right of the Customer #
field, and select the Postage Sub Account to be associated with the job by placing a check mark in the
gray box provided to the left of the Ac No.

Select Save when done, and complete the balance of the job by selecting processes, components, etc.

v e teoser

Customer #: |LEAH M Mew.. [ Subdect |

Customer: |Leah's Account

Contact: |Contact Name Here

Customer Price List:

-
Standard Price List: [V I Ny Select Sub Accounts il

Contact Phone/FAx:|Store 1 phone | pogtage Sub Account

Re-Contact D ate:|7/11/2003 | Aclo | Mame -
SalesRep:|Leah Vanwiynsl 1 LEAH Leah's Account
CSR: 1 |PSALEAH PSA Account for Leah
. M |PSA2 PS4 Account # 2 for Leah

E stimator:
Planner:

[ b

Job Type:| Brochures 7 _I LIJ

Job Title: |test
Description: = rventany Sub Sceount

Custorner #: [LEAH

Customer: |Leah's Account

Cuantity 1: : Address: |123 Main
2 £ LINCOLM PARK M| 48146
& E
First Mail D ate:
LCancel | Save |
Help | Cancell Mext » | Finish I

The job will be processed as normal by logging time, materials, etc. to it. When postage is logged to the
job, the sub customer’s company name will appear as the owner of the job as PrintStream knows it has
been selected as the Postage Sub Account for the job.

‘$ Postage Inventory Usage 5‘

r Irwentor

Irventanyt: |M1 1M - l LBC Compan
Type: e

@ Enter.Job Postage Usage ' Miscelaneous Usage

Customer: (i urt # 2 for Leah

—Job

Job Postage Jsage
And Deposit Detals

Employes Last Mame First Name
Date:l E /27,2008 j |1 ;I illiarns

Fiate: 0.000[  Apply Rate | Mote: | |

Used | Speiled | Total
Cuantity 1] 0 il
Amount 2.000.000 0.000 2.000.000
Irwentaory Balance: 102,198,210
Usage: 2,000.000
Mew Inventary Balance: 106,198,210

Cloze I Clear DK
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4. |If prepaid postage money is received prior to the job being AR invoiced, the cash receipt MUST be
entered against the Postage Sub Account. The postage advance money can either be earmarked to the

job or left in postage suspense.

Unpaid Invoicesl Paid Invoices  Postage Allocation | Prepapment Allocationsl

Job # | Description | Amount |

h81 Poztage Sub Account Job 0.00
hg2 Postage Sub Account Jab - o, .00
1151 test 0.00

x|
Job# 1151

Total Depaoszits to Date:
Thiz Receipt Amount: 210
Total Postage Usage:

Balance: 2100.00
LCancel | ak

D ezcription | TotaII AR Appl AR Unappl

Pstg App | F'ztg Unapp I

Prepay App

FeceiptH: G0343 210000 0.o0 0.o0 0.00

Flant#: 0700 0.00

<

210000 0.o0

210000

I 2

| Psa2.PSa dccount # 2 for Leah |kt 48545

|4 lloc: $0.00

| Pstg alloc: $2

sh 1E2E 1 rereints $2 100 001 [E2722008 [Total 4B £000

[Total Pt 2

Note

If postage payment is received after the postage invoice is generated to the PSA customer, the

cash receipt will be entered as normal to the PSA customer account as a receipt to Accounts
Receivable and applied to the invoice PrintStream will generate for the postage.

5.  When the job is ready to be AR invoiced, right-click the batch number and select New Postage Invoice.
This will allow you to bill the postage to the sub account rather than to the Agency.

B AR Invoicing Entry - Company: 01 - Alaska Incorp -

ile Batch Inwoice Options Utilities Help
o| ¥ 1)
A/R Invoicing Entry

|a.ctive Batches | onetad Rateec |

New Batch
- g Compan

1123 Mew Mulkiple Job Invoice

Lines | Balancs Pq

Mew Single Job Invaice
Mew Postage Invoice

Mew Credit Mema

Create Freight Only Invaice
Change Batch Date

[7) 154, Uninvoice All Jabs

Invaice Into Finished Goods

Preview Batch Posting
£ 157 Wievs Posted Allocations
1156 Post Bakch

Batch Allocation Report
View/Edit Batch Description
Print Batch Invoices

[[] 181¢ o Display Reqular Batches
[1181€  Display Material Starage Batches

It 10887 Final
I 10953 Final

BE
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6. Enter the PSA’s account number in the Select Customer field and then select the Load Jobs button.

All jobs the postage sub account is associated to that have not been invoiced for postage will display in
the grid.

7. Place a check mark in the gray box provided to the left of the Job # to select the jobs to generate a
postage invoice for.

8. Select whether a Partial or a Final invoice is to be created.
9. Click Finish.

gy )
B AR Invoicing Entry - Company: 01 - Alaska Incorp --- Plant Code: 010

File Batch Invoice Options Utiities Help
o % )
NR Invoici ng Entry Lines |Ela|anc:e Postage I Bill To!Ship To I Mizcellaneous I Dumimy Invoice: I Deposits I Motes I Allocations I Prewi

=+ Comgarty: 01 - Plart: 0100

£ 1230 Create Postage Invoice
[0 1447

[ 1454 - test Select Customer:
) 1470 — = M
a7 IPSAz = IPSA Account # 2 for Leah = Load Jobs

1494 Customer Currency: LisA,

[] 1547 - Leah

[ 1558

D 1562 - Postage Unbilled
1566 Jobtt | Drezcription Statuzs Usage Postage
1573 1 581 Postage Sub Account Job 10.00 10.00
1583 #1151 test 2000.00 2000.00

1610
1614 - GMS batch

Irve# 10957 Final
-5 Inv#t 10985 Final

% & Partial Invaice
Carcel " Final Invaice s

10. Balance the postage as you would with a standard job related invoice. This invoice will be addressed to
the PSA Customer. A separate job invoice for the services will be generated to the Agency.

11. You can generate the services invoice prior to the postage invoice and vice-versa.
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AR Invoice Search Function

AR Invoicing Entry has the ability to search for an invoice regardless if it has been posted or not.

To find an invoice
1. Click the Company Code line at the top of your invoice tree.

2. Right-click and select Find Invoice.

To search for an invoice multiple ways

1. You can select the customer account number and the date range the invoice was created in and click
Load.

Invoices will display based on the parameters selected.

2. Click in the gray box provided at the beginning of the invoice transaction and click OK and PrintStream
will locate the invoice for you and open the invoice to the screen.

3. You can also enter the job number or the invoice number, click load and the invoice(s) will also display.
Again, click in the gray box provided at the beginning of the invoice transaction and click OK.

The program will drill down to the correct batch and open the invoice for review.

4. Ifthe invoice is in a posted batch, you cannot alter the invoice; however, you can view the data behind
the various tabs, and you can also print/preview the invoice.

A/R Invoicing Entry

Active Batches | Posted Batches |
L= Mew Batch

Mew Zero Bill Batch

Mew Bulk Bakch

Find Invoice

Set Invoice Farmak

Unlock Batches

X
—Search Parameters (A&l the entered parameters will be combined to perform the search)
Customer#: j I j M
Invoice Date From: I R /142007 LI To I B /3142007 LI Load
(The date range is only used when searching final invoices for a specific
dok: | =] |
Invoices: | LI | |
Invoice | Batch # iMEsGl | (FEeE] Job# | Customer# Customer Mame B Status =
Period | Year Date _|

-
< | »
Cancel | L8]
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Cash Receipts

Creating a Cash Receipt

The AR Cash Receipt program is used for all customer related receipts as well as miscellaneous cash receipts.

To add a new batch

1. Select the yellow icon or select New Batch from the menu.

2. When creating a new batch, select the date and the bank account the batch of deposits will post to in
the General Ledger.
Remember, the date inserted for the batch date will be the corresponding period the receipts
within this batch will get posted to in the General Ledger.

3.  You may also enter a brief description identifying the batch being created to aid in tracking the batch
when multiple batches are open.

4. Click Finish.
After clicking Finish, a confirmation message will display. Verify the batch date and the period the batch
will be created in, and select Yes if correct.

6. Right-click the batch number and select Add New Receipt.
Fill in the customer number, check number, and the receipt amount. The other information fields are
optional.

8. Fillin the deposit allocation: AR, Postage, or both

9. Click Finish.

E5 A/R Cash Receipts -—- Co
File Batch Allocations  Sear

2| 2 a8 |eal

Cash Receipts

Unpaid Invoices Paidlnvoicesl Postage &llocation

Active Batches | Fosted Batches |

-1
-
£
£
B Create New Receipt for Company: 01
£
- shelly Create New Receipt
- rec date 4/1
- rec date 4/5 Eatch #: 3643
- rec date 4/6 8 T = s _ Iﬁ
- date 474/ Custamer #: I _I; Date: | 4 48 /2005
-4/5 Marne: }QBE Company :Il
447 :
Head Office: | || |
Check #:|3731 Receipt Amount: 12500.00
Paver: [AEC Company .
) Allocation ———————
Postage Deposit: 5000
Unallocated: m
Cancel Eimish |

Note The check number field can accommodate 20 alpha/numeric characters.
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Allocating a Cash Receipt to an Open AR Invoice

Follow the steps from the prior page and create the first part of the cash receipt before continuing.

1.

Select the Unpaid Invoices tab.

The program will list all of the open invoices for the selected customer whether they are posted or
unposted.

However, to display only the invoices that have been posted to the General Ledger, select Options on
the task bar at the top of the screen and then select the Select the Display Posted Invoices Only
option.

‘R Cash Receipts --- Company: 01-Alaska Incorp - Plant: 0100
File Batch Allocations  Search | Cptions  Help
ﬁl ﬁl ‘T!I ilﬂl Display Posted Invoices Only
sh Receipts Offset Negative AR Receipts I Postage Allocation I
: Date [nett [ Detsls | inwamt | Balence|  Appled| Job# [ Po# |
Active Batches | Posted Batches | 575575551 551 TestMlal.. 35556950 26G.010.63 000 409, 447
[+ 34352004 229 Service C... 254847 254847 000 933999
& 343152004 3BB higig 3.500.00 3.500.00 000 BE9
It 34352004 367 higia -3.000.00 -3.000.00 000 BES
B 44142004 kral amnz broch... 2.575.00 2575.00 000 B73
44142004 373 trkyrtyr B50.00 100.72 000 E7GS 104-20...
B 44./2004 37 tyrptrty 50,000.00 50,000.00 000 933999
B 441./2004 376 highj 100.08 100.08 000 Bs1
- shelly 44242004 442 TR 100.00 100.00 ooo 702
- rec date 4.1 4/5/2004 439 WlipiLy 300.00 300.00 ooo ¥
- rec date 4/5 442842004 430 TR 10.00 10.00 ooo 702
- 1ac date 4/6 4/28/2004 431 hhih 4.23 423 noo Vo3
date 4/4/ 4/29/2004 434 lakkk 358.88 335.838 0oo 704
45 4/29/2004 438 uyky Fra3 T3 ooo 708
4/29/2004 437 byt 88.88 8888 ooo 709
- 447 4/29/2004 441 by H00.00 400.00 000 933393 jhighighig
£/21/2004 505 0.0o -2,585.44 0.00 933333
B/22/2004  BO7 Copy of C... 5.010.83 5.010.83 ooo 30
74842004 17 Copy of C... R00.00 50000 000 795
71952004 543 COmputer ... 300.00 300.00 000 933393
742952004 541 800.00 200.00 0.00 803, 304
743142004 BGE Service C... 20.00 20.00 0.00 933333
8/31/2004  BEO0 Service C... 30.00 30.00 000 933999
11415/2004  B37 DIGITIZE ... 291.85 291.85 000 933999 1080854
1141552004 38 DIGITIZE ... 291.85 291.85 000 93339393 1080554
342542005 BEY sdadsa 1.024.25 1.024.25 000 900 RR&BCD
3/29/2005  B61 sfds 111.00 111.00 n0oo 8s7
AsraannE_roe cdd.. AEn 4n acnaa Ann__non
D ezciription I Total I AR App I AR Unapp I Pstg App I Patg Linapp |
Feceipt: BOEE3 12.500.00 0.0 7.500.00 0.00 5.000.00
Flant#: 07100 0.00 5.000.00
- Applied lrvaices. ..
- Applied to Pstg -
| D200:4BC Company |oks 9731 | 4R Alloc: $7.500.00 | Psta Allos: $5,000.00
Bank ar cashd53453: ACCT REY  Batch 3643 (1 receipts, $12,500.00) | 4/8/2005 | Tatal &R: $7 500.00 | Tatal Pstg: $5,000.00
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3. One invoice or multiple invoices can be paid at a time. To pay a single invoice, select the invoice by
clicking the invoice date and then right-click. Select one of the following options:

e Auto Apply — this selection will automatically apply the total dollar amount due.

e Manual Apply — this selection will prompt for the amount to apply to the invoice.

E AR Cash Receipts --- Company: 01-Alaska Incorp - Plant: 0100
File Batch Allocations Search  Options  Help
] | o] § | aal
Cash Receipt_s Unpaid Inwaices | Paid Invoices | Postage Allocation |
= Date | Invit | Details | rwamt | Balance|  applied] Job#t  [PO# |
Active Batches | Pasted Batches | 3232004 321 TestMal . 35558950  268.010.63 000 409,447
=] I/2004 367 higia 200000 300000 000 GE3
B 4412004 371 gms brach... 2575.00 2 575.00 000 673
B /T, Sty £50.00 100,72 000 675 10420,
& 4717201 Auta Apply tity 50.000.00  50,000.00 000 993399
4417200 Manual &pple ki 100.08 100.08 000 661
& 4/2/200——hmmm 100.00 100.00 0o 702
B 4/5/201 Pay in Full Ly 300,00 300,00 000
- shelly 4282008 &30 mmmmm 10.00 10.00 0o 702
- 1ec date 441 4/28/2004 43 hhih 423 423 0o 703
- 18c date 445 4/29/2004 434 kakkk 36888 30688 0o 704
tec date 445 4/29/2004 436 uyky 7733 7.3 0o 708
- date 474/ 4/29/2004 437 yutyut 86,88 ge.98 0o 709
s 4/29/2004 441 tyrr 500.00 400,00 000 939999 jhighighig
: 6/21/2004 505 000 258544 000 993393
6/22/2004 507 Copy of C... 5,010.83 5,010.83 0o 310
7542004 517 Copy of C.. 500.00 500.00 0o 795
7/19/2004 543 computer .. a00.00 300.00 000 993333
7/29/2004 5 800.00 800.00 000 803,804
7/31/2004 558 Service C.. 2000 2000 000 993333
8/71/2004 560 Service C.. an.on an.on 000 993333
11/16/2004  B37 DIGITIZE ... 291.85 291.85 000 999939 1080554
11/16/2004 538 DIGITIZE ... 291.85 291.85 000 999939 1080554
/25/2005  BET sdadsa 1.024.25 1.024.25 000 500 BRARCD
/29/2005 BRI sfds 111.00 111.00 0o 8w
/2005 BEG sdadsa 150,12 160,12 000 500
44142005 5§93 dfsf 1.024.25 1.024.25 0o 907 123456
[Dezcription | Total | AR App | AR Unapp | Pztg &pp | Pstg Unapp |
Rleceiptd: GOEE3 12 600,00 £.048.47 145153 0.00 5 000.00
Plant: 0100 0.00 5,000.00
- Applied Invoices...
It 229 254847
It 366 3 500.00
- Applied ta Pstg -
|0200-4EC Company |Crit: 9731 |4 #lloc: $7.500.00 | Pstg Alloc: $5,000.00
Bank ar cash453453 - ACCT REYV  Batch: 3643 [1 receipts, $12.500.00) | 4/8/2005 [ Total 4F: $7.500.00 [ Total Pstg: $5.000.00

4. After the invoice has been selected and paid by the cash receipt, the invoice will display in the lower
gray section of the screen to show money has been applied to it by the current receipt.
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To pay multiple invoices, hold down the CTRL key while selecting the invoices by clicking with the
mouse. Once the invoices have been selected, right-click and select either the Auto Apply or Manual
Apply option.

E§ A/R Cash Receipts --- Company: 01-Alaska Incorp - Plant: 0100
File Batch Allocations Search  Options  Help
0] | ] & aa
Cash Receipts Unpaid Invoices I Paid Invoicesl Pastage Allocationl
: Date | It | Details | inwamt | Balance|  Appled| Job#t [ FO# |
Active Batches | Posted Batches | 3/23/2004 321 TestMal . 3565508950 26801063 0.00 409,447
IIA2004 367 higig 300000 -3.000.00 000 E69
442004 371 gms broch... 257500 2575.00 000 673
4412004 373 turtyrtyr £50.00 100.72 000 675 104-20...
4412004 374 turyirty 50,000.00  50,000.00 000 939999
376 highi 100.08 100.08 000 EE1
442 M 100.00 100.00 0oo 702
e e iy 300.00 300.00 ooo 7
- shely HED ARRLY rrmm 10.00 10,00 non 7oz
- rec date 4/1 Marual Apply 423 423 000 703
- 1ec date 4/5 4129420 ; kk 368,68 368,68 000 704
1ee date 4/ 429/0_ Pavin Ful Y 77.33 77.33 0oo 708
- date /8 4/29/2004 437 byt 86.98 86.98 0oo 709
Py 4/29/2004 441 ot 500.00 400.00 000 999999 jhighighia
; B/21/2004 505 000 258544 000 939939
- 47 Blzz/z04 507 Capy of C.. 50083 501083 non 30
752004 E17 Copy of C... 500.00 500.00 000 795
7419/2004 543 computer ... 300.00 300.00 000 999999
©. = s0ee3 74237004 541 800.00 800.00 000 803 804
743142004 558 Service .. 20,00 20,00 000 939999
8/31/2004 560 Service C.. an.00 a0.00 000 939999
11/15/2004 637 DIGITIZE ... 291.85 291.85 000 999999 1080554
11/15/2004 638 DIGITIZE ... 291.85 291.85 000 999999 1080554
3ES2005  E6T sdadsa 102425 102425 000 900 554BCD
3429/2005 661 sfds 111.00 111.00 000 297
343172005 E66 sdadsa 150.12 150,12 000 900
4412006 693 dfsdf 102425 102425 000 907 123456
Description | Totall AR Appl AR Unappl Fstg Appl Patg Unapp |
Fieceipt: 50653 1250000  G046.47 145153 000 500000
Planttt: 0100 000 500000
- Applied [nvoices. ..
Invi:229 2548.47
Invi: 366 3500.00
- Applied to Pstg -
| 0200:4BC Company |oks 9731 | 4R Alloc: $7.500.00 | Psta Allos: $5,000.00
Bank ar cash453453 : ACCT REV_ Batch: 3643 (1 receipts, $12,500.00) [ 4/8/2005 [Total AR: $7,500.00 [ Total Pstg: $5,000.00

Any AR money left unapplied will go to the customer’s AR suspense account, which can be applied at a
later date.

Note Visible at the bottom left of the screen is the bank account number, the batch number, the total

number of receipts, the date of the batch, and the total AR dollar value and total postage dollar
value of the batch.

See additional notes on allocating and moving money under the Procedures section of this handbook.

If an allocation to the unposted receipt needs to be changed, click the invoice number in the lower
section of the screen.

Enter the correct amount to be applied in the Change Allocated Receipts box and click OK.

If the allocation was made to the incorrect invoice, change the allocation to zero, select the correct
invoice, and enter the allocation amount.
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E AR Cash Receipts --- Company: 01-aAlaska Incorp - Plant: 0100
File Batch  allacations Search  Options  Help
il S TER
sh Receipts Urpaid Irvoizes | Paid Invoicesl Postage Allocation I
: Date | Invit | Details | lrwamt | Balance| Applied | Jobtt [ PO |
Active Batches | Posted Batches | 32372008 321 TestMal .. 35658950 26801063 000 409, 447
il 3/31/2004 367 higig -300000  -3.000.00 000 GR3
441/2004 3 gms broch.. 2575.00 2575.00 000 673
441/2004 373 tyrtyrtyr £50.00 100,72 000 675 104-20...
441/2004 374 tyrptrty 5000000  50.000.00 000 933333
4/29/2004 434 kokkk. 30588 38588 000 704
4/29/2004 438 upky 7733 7733 000 708
4/29/2004 437 putyut 2888 ga.ee 000 703
- shelly 4/23/2004  aa tyrr 500.00 400.00 000 939993 jhighighia
-rec date 4/1 £/21/2004 505 000 258544 000 933333
-rec date 4/5 £/22/2004 507 Copy of C... 5.010.83 5.010.83 000 30
tec date 445 7/5/2004  B17 Copy of C... 500.00 500.00 000 795
- date 474/ 7/19/2004 543 computer ... 300.00 300.00 000 933333
445 7/23/2004 - 541 Change Allocated Amount 4
7/31/2004 558 Servi
AT 8/31/2004 560 Servi
11/16/2004 637 DIGI 1080554
11/15/2004 638 DIGI ; 1080554
i) 50683 3/25/2005  GE7 sdad Eurrent allacation: BSABLCD
3/29/2005 661 sfds B
S /9005 R edlad Change Allocation To:
4/1/2005 693 dfsdf 123456
4042005 688 edev | Concel
SE/2005 724 Copd 4I—a"°e
4/6/2005 728 ta=l T.0E TOE U0 99999
4/30/2005 673 Service C... 200.00 200.00 000 933333
Degcription | Totall AR App | AR Unapp I Patg App I Pstg Unapp |
Feceipth: GORA3 12.500.00 £.562. 78 937.22 0.00 5,000.00
Plantt: 0100 0.00 £,000.00
- Applied Invoices. .
229 254847
I 366 3500.00
Irve: 376 100.08
It 430 10.00
I 431 423
I 439 300.00
I 442 100.00
| 0200:4BC Company |Cr#: 9731 |#R Alloc: $750000 | Pstg Alloc: $5,000.00
Bank ar cash453453 : ACCT REY  Batch: 3643 [1 receipts, $12.500.00) | 4/2/2005 | Total 4R: $7.500.00 [ Total Pstg: $5,000.00
vty el v o B9 o EA R ol B, e | Goneoon | Eolceeccee e | mtan Iy ciice =
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Allocating a Postage Deposit

Follow the steps from earlier to create the cash receipt header.

To allocate a postage deposit
1. Allocate the receipt to the Postage Deposit field and then click Finish.
2. Select the Postage Allocation tab.
It will list all active jobs for the selected customer.
Highlight the job number(s) to earmark the deposit to.

4. Right-click and select Manual Apply and indicate how much of the postage allocation you want applied
to the job selected.

5.  The money may also be left on account in postage suspense. The money can then be
allocated/earmarked at a later date through the Postage Receipt Allocation program.

B A/R Cash Receipts --- Company: 01-Alaska Incorp - Plant: 0100
File Batch Allocations Search  Options  Help

| 5 ] & [oa]

Cash RECEiptS Unpaid Invoices | Paid Invaices  Postage Allacation I
hctve Balches | PostedBatches | [0 I T BT ! TS !
7] 3454 an4 fatifghF n.o0
459 405 highigh n.o0
53 403 kaighihg n.o0
2404 479 Test for kail Drop S_cheule Iep... 0.00
2491 480 Copy of Test for Mail Dop Sch... 0.00
B30 Copy of retet 0.00
433 B3 Copy of Copy of rtetet 0.00
3501 - shelly EES Copy of Copy of Copy of Copy .. 0.0
3530 - rec date 441 EE3 higig 0.00
95371 - rec date 445 E70 Copy Invaoice |lustration 000
3532 - tec date 4/6 E73 ars brochure Pt e
534 - date 444/ 2;5 Eg"l;ﬁl” atisns
3535 - 445 £az i
3536 - 47 714 Copy of Copy of Copy
3607 773 dfd Total Depogits to Date:

bl i = | Depos _m
(. % 50633 and 2 Thiz Receipt Amount: __
any Copy of Copy of Copy Total Postage Usage: j

a10 Copy of Copy of Copy ) ]

a1 Copy of Copy of Cop Balance: B000.0

a1a dafsf

821 Surnmer B azh Irvitatic

a7 zdazda LCancel |

834 dsfadf

902 dfedf 0.00

Description | Taotal | AR App | AR Unapp I Pstg App I Psta Unapp |
Receipti: 50683 12,500.00 B.562.78 937.22 0.00 5,000.00
Planti: 0700 0.00 5,000.00

- Aipplied Invoices. ..

Iwtt:229 2548.47
It 365 3,500.00
It 376 100.08
It 430 10.00
It 431 423
It 439 300.00
Ir: 442 100.00
| 0200-4BC Campany | ot 73 [4R Ao $750000 ||

Bark ar cash453453 : ACCT REY  Batch: 3643 (1 receipts, $12,500.00] | 4/8/2005 | Tatal 4R $7.500.00 [T4
- il i
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Changing/Editing a Cash Receipt

_ﬁ

Use this technique when the check number, dollar amount, or receipt allocation needs to be changed. The
following procedure cannot be used if the batch has been posted, if a final invoice has been created for the job
(additional postage cannot be earmarked to a final invoiced job), or if the postage has been balanced on an

invoice.

To change/edit a cash receipt

If you are changing the amount of the receipt and it has been allocated to invoices or jobs, you must first

unallocate the receipt.

1. Return to the cash receipts screen and open the batch where the receipt is located.

Changes can be made to the amount applied against any invoice by clicking the invoice number
displayed in the lower gray section of the screen.

2. Change the amount of the allocation and click OK upon completion. If the allocation was made to the
incorrect invoice, change the allocation to zero, click OK and then select the correct invoice and enter

the allocation amount.

3. If the postage allocation needs to be altered, individually click each job listed on the lower portion of the

screen and edit the allocation as needed.

4. To change the amount of the receipt, click in the lower gray section of the screen on the receipt itself
(as opposed to clicking the invoice or job to which it has been allocated). An Edit Receipt box will
display that will allow you to change the dollar amount, Postage vs. A/R allocation, check number, etc.
Make the necessary changes and click Finish upon completion.

Edit Cash Receipt

Batch #: 1360

Receipt #:
Customer #:

Osts: 57507207 ]

Check # [1741

Allocation

| F'a_l,.ler:lChris Botsch*Since 1961 |
Dretails: |iobs and postage | Receipt &mount: [120000.00
AR Sugpenge:(100000.00 Postage:|50000.00
&R Prepayment; Unallocated:

Close | Beset |

Change Receipt Customer I Finish I

Please see Moving Money under the Procedures section of this handbook for instruction on how to edit
receipts after they have been posted to the General Ledger.
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Allocating Postage Escrow

PrintStream has the capability to track postage escrow money, which are funds received from a customer that
are set aside as a reserve. Postage escrow money can be allocated to a unique GL account aside from the
postage liability account, and they are also reported separately from job related postage deposits.

——

This feature must be activated in Feature to Purchase. Please contact your PrintStream Support contact for

further assistance.

To track postage escrow money

1. Once the feature is activated, you must link the Postage Escrow control account in Master Files

Reports>Accounting Structure/GL Plant Controls Accounts.

| FPaostageE scrom

10 Admin Brame 10 Adminigtratior

2255 Postage Escromw "

2. Follow the steps from earlier to create the cash receipt header. Allocate the receipt to the Postage
Escrow field and then click Finish.

Create New Receipt for Company: 01

Create New Receipt

Batch #
Customer #: }chm —= [UsD

Date: |11/ /23 =

M ame: PEE Customer

Head Office: |1 23005, 500E.

Check #: |4654

Fayer: |."-'«BI: Cuztomer

Details: |

Cancel

Receipt Amount 50000.0

Allocation
AR Suspense

AR Jab Prepayment
Postage Deposit

FPostage Escrow B0000.

Unallocated

FEinish

!I!!! I !
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The receipt will show allocated to

———

Escrow Unapplied.

A/R Cash Receipts --- Company: O1-Streamline Solutions 123 - Plant:

File Batch Allocations Search Options Help

|| | o |4l

Cash Receipts Unpaid Invoioes | Paid Inveicss | Postage Allocation | Prepayment Allacstions |
Date [ | Details [ invamt Balance [ Opplied | Jobtt | POR |

setive Batches | Posted Baiches | (75 55— {127 st 1.000.00 900.00 0.00 999959

i 917em3 1B =i 258670 255670 000 1057

924203 1182 5000 5000 000 993999
10/25/2013 1140 Chistmas.. 396860 396860 000 0%
10/250203 1140 festinvite.. 3800 2Me00 000 1100
10/2502013 1142 Course Lis. 554,00 54,00 000 1104
10/2502013 1144 Winter Flper 185580 185580 0o 110
10/25/2013 1145 comm o 108000 109000 000 999999
10/27/2013 1146 Coppof C... 12210 112310 0o 1M
Description [ Total | ARépp| ARUnepp| Pstadpp| PsigUnapp|  Prepaydpp| PrepayUnapp |  EsciowApp | Escrow Unapp |
Fieceipt: 21081 50,000.00 0.00 0 (] 000 000 000 50,000.00

Proceed with adding another receipt to the batch, or post the batch when done.

Postage escrow is tracked in the .net Streamline Postage program. Select Customer Reports on the

task bar and then select Postage

Enter the from/to date range and
for that date range will load to the

Click the + sign for the line item to
range.

My Page Postage Display Custom

Customer Postage Escrow X

Escrow.

click Load Grid. The customers carrying a postage escrow balance
grid.

review the postage escrow transactions that fall within the date

e —
e |

er Reports Receipts Refunds Postage Checks Usage Report Formats Postmaster

| Customer Postage Escrow

i 'Y Load Grid [l Preview Grid

7] Filter Options

Date From: |11/1/2013 = | Date To:

11/1/2013 -

[=] Postage Escrow Detail

Drag a column header here to group by that column

CustomerID Customer #

ABC C

J CustomerPostageAuditSummary_AuditDetail |

Customer Name Opening Balance Ending Balance

ustomer $50,000.00 $100,000.00

Drag a column header here to group by that column

q T’ags:t:ﬁ"” Transaction Type Description ‘ Receipt # ‘ Batch # Amount ‘ Balance ‘
¥ |11/1/2013 Opening $0.00 $50,000.00
11/1/2013 Deposit Checks 4654 21061 319 $50,000.00 $100,000.00
5 ADVO1 Advertising, Inc $10,000.00 £10,000.00
4 ALTGRO1 Alta Graphics §22,000.00 $22,000.00
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7. Postage escrow receipts can be transferred to AR suspense or to postage suspense. You can create a
new batch or work within an existing batch to use this function. Right-click the unposted batch number
in the tree and select either Transfer Postage Escrow to AR Suspense, to move to AR, or Transfer
Postage Escrow to Postage Suspense, to transfer to postage unapplied. This example will illustrate how
to transfer postage escrow to AR suspense.

File Batch Allocations Search Options  Help
D8] 5| A e
Cash Receil]‘l‘_s Unpaid Invaices | Paid Invaices | Post

Active Batches | Posted Batches I
] 313

New Batch

Add New Receipt

Add AR Suspense -> Postage Transfer Receipt
Add Postage -> AR Suspense Transfer Receipt
Add AR Suspense -> Prepayment Transfer Receipt
Add Prepayment-=> AR Suspense Transfer Receipt
Transfer Postage Escrow to AR Suspense

Transfer Postage Escrow to Postage Suspense

Preview Batch Posting

Post Batch

View Batch Posting

View Batch Transaction Report

View/Edit Batch Description

8. Insert the customer’s account number and click Load Receipts. Complete the Reference or Check #
field, click in the gray box next to the receipt to select the receipt to transfer, and enter the dollar amount
to transfer in the Amount To Transfer column.

9. Click Create Transfer Receipt when done.

oo A I =

— Select the Customer Account#
= =
Id.acm = ll'-\ElC Customer =

Load Receipts

— MNew Receipt Details

Date: [11/1/2013 Paper: |ﬁB|: Custorner |
Reference or Checki: Dretails: | |

Receipt# Date Postage Deposit | Postage Balance | Amount to Transfer Batchs#

i 21059 10/8/2013 550,000.00 §50,000.00 1000.00 280

Total Amount to Transfer To AR Suspense: | $1,000.00

Cloze Create Transfer Receipt |
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——

The receipt will now show a negative value in the Escrow Unapplied column and a positive balance to
AR Unapplied.

T —————

File Batch Allocations Search Options Help
|| | ) 8 |as|
Cash Receipts Unpaid Inveices | Paid Inveices | Pastage Allocatian | Prepayment Allocations |
Date It | Detais | inwémt | Balance|  Applied| Job# [ POE |
Active Batches | Posted Batches | A0 1127 test 7,000.00 500.00 000 933339
911772013 1138 i OEEET0  2EERT0 noo 1087
/2472013 1152 5000 5000 noo 839988
10/256/2013 1140 Chiistms JBERED  3ERED noo 1038
10/25/2013 1141 test i it JMA00 3MA00 noo 1100
10/25/2013 1142 Counss Lis 58400 58400 noo 1104
10/25/2013 1144 ‘winksr Flpsr 8RB0 1 BEEED noo 1110
10/25/2013 1145 S il TOENOD 10000 noo 838998
102772013 1148 Copy of T 112310 112310 no 11
Disscription I Total | ARApp[ AR Unapp|  Pstapp| PstgUnapp|  Prepayapp | PrepayUnapp | Escromapp [ Escrow Unapp |
Fieceint: 21052 oo oo 100000 om oo om A.000.00

Allocating a Cash Receipt to Multiple Customers

A cash receipt can be allocated to multiple customers. The customers the receipt can be allocated to can be sub-
customers for the fulfillment customer, or any customer defined in the database.

This feature can work with the Report Grouping function in Masterfile Customer.

1.

Open the Masterfile Customer program, select Modules from the taskbar, and then select Define
Customers Grouping for Reporting. Define the Group and then Save.

Assign this group to each customer where a customer will send payments for other customer accounts
by selecting Modules on the task bar in Masterfile Customer/Customers Assign Salesrep, Assign Active
Flag. When the grid loads, scroll to the right and click in the cell titted Report Grouping for the
customers you want to link together, and select the report code. Select Save when done.

Enter the cash receipt as normal. If the receipt is paying for outstanding invoices for various fulfillment
sub-customers, enter the receipt to the parent customer. Otherwise the receipt can be entered to a
customer you want to show as the primary owner of the receipt. If the receipt is paying outstanding
invoices, allocate the receipt to AR Suspense. If the receipt is prepaid postage, allocate the receipt to
Postage Deposit. Click Finish.

Create New Receipt for Company: 01 _

Create New Receipt
Bateh
Customer #: ADVIT == Date:| 3/1/2013
Name: lAdvarlis\ng, Inc =
Head Offics: |2EUU Publisher Row || |
Check #: Receipt Amount [ 10000 01|
Paer dvaiong e .
i Allocation  ————
geen ] AR Suspense 10004
AR Job Prepayment
Postage Deposit
Postage Ezcrow
Unallocated
Cancel Einish
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4. If the receipt is paying any invoices for the customer the receipt was entered to, proceed to allocate it to
the invoices/jobs accordingly. To allocate the receipt to other customers, right-click the receipt in the
tree and select Transfer AR Suspense to Sub-Accounts if this receipt should pay outstanding
invoices. If the receipt is to allocate postage advance funds to other customers, select Transfer
Postage to Sub-Accounts.

pts

File Batch Allocations Search  Options  Help

| @ gl m| el

Cash Receil]ts Unpaid Irwoices | Paid Invoicesl Postage Allocationl Prepayment Allocationsl
- Date | Invtt | Details | Iwamt | Balance | Applied | Jobtt [ PO# |
Active Batches | Posted Batches | 9172012 1026 1382 235000 235000 000 1041 1382
10/26/2012 1039 misc 500,00 500.00 000 939999
10/30/2012 1040 1382 300000 300000 000 1041.1. 1382
2/28/2013 1061 test 1705314 17.05314 0oo 1064

Assign Account for Difference
Edit Prepayment Allocations

Transfer AR Suspense to sub-accounts

Transfer Postage to sub-accounts

5. If the Transfer AR Suspense to Sub-Accounts is selected, a new window will open to allow the
receipt to be transferred. If sub-customers are available via the report grouping method explained
above, they will be listed under the Select Customers tab.

Receipti 21043 Receipt Date: | 312013 Total AR Allocated: | §10,000.00
Customer # [ ADVD1 Unapplied Amount: | $10,000.00
@ Create New Batch: [ 371 2013 vI " Add to Cunent Batch Eind Invoice | Add Customer |

T Select Irvoices for Payment ]
Customers# Customer Name | Apply Amount
2500 KERERU
ALTGRO1 Alta Graphics
BASEDO1 Basic Education Coalation
BEAFUD1 Beach Furniture
BECMO01 Becker Moving
CANPUDT Candlewick Publighing
DRRTE01 Direct Technologies
FIR01 First Graphics
HOUSEACC | Streamling Solutions
Wolf01 ‘Wolf Marketing

$10,000.00

5$10,000.00

Close Create Transfer Receipts |




6.

7.
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—————

To add a customer to allocate the receipt to, select Add Customer and select the customer’s account.

Click OK when done.

ﬁ Transfer AR Suspense to Sub-Accounts

Receipt#: 21043 Receipt Date: 32013 Total AR Allocated: '$10,000.00
Customer #: ADVO1 Unapplied Amount: $10,000.00
@ Cieate New Batch: | 3712012 vI " #ddto Current Batch Eind Invoice | Add Customer |
Select Customers T Select Invoices for Papment ]
Customer# Customer Name | Apply Amount
4500 KERERU
ALTGRO1 Alta Graphics
BASEDO1 Basic Education Coalation By Select Customer
BEAFU01 Beach Furniture
BECMOO1 Becker Moving Select Customer
CANPUOA Candlewick Publishing Customer FEPTm =
DIRTEO1 Direct Technol
mech e R0 gES) Marne: IDepallment of Transportation =
FIRO1 First Graphics. =
HOUSEACC | Streamline Sclutions
Wolf01 Wolf Marketing

Cancel |

Unapplied $10,000.0
Transrer | o]
Balance $10 00

Close

Cieate Transfer Recsipts

Place your cursor on a customer in the grid and click the Select Invoices for Payment tab. A grid
listing the outstanding invoices for all customers listed in the Select Customer tab will display.

Place a check mark in the first column to select the invoice to pay. The Apply Amount column will
default to the balance amount of the invoice. If the amount to allocate to the invoice is less that the
balance, enter the amount to pay against the invoice in the Apply Amount column. See invoice 1034 in
the screenshot below as an example.

e

Receipté: [ 21043 ReceiptDate: [ 3172013 Total AR Allocated: [ $10,000.00
Customer# [ ADV01 Unapplied Amount: | $10,000.00
' Create Mew Batch | 34112013 vI " #4dd to Cunent Batch Eind Invoice | Add Customer |
Select Customers T Select Invoices for Papment ]
Customer # | Customer Name | Date | Invoice# | Order # | Details Inv. Amount | Balance | Apply Amount Pm” -
(¥4 ALTGRO1 Alta Graphics TI5/2012 1034[13222 13222 55,850.00]  52,850.00{1,000.00 =
(51 ALTGRO1 Alta Graphics 8172012 1031|3422 3422 57,950.00  57,850.00 =
5 ALTGRO1 Alta Graphics 9172012 1027|3422 3422 $23750.00)  $23,750.00/0.00 =
(5 ALTGRO1 Alta Graphics 12182012 1045 Flyer 5101000 $1,010.00 =
(44 ALTGRO1 Alta Graphics 1M6/2013 1048 asfsds 5500.00 $500.00]500.00 =
(¥ BASEDO1 Basic Education Coalation 7152012 1035/643312 643312 53,850.00  53,850.00(3,850.00 =
(11 BASEDO1 Basic Education Coalation 8172012 1032|6432 6432 $5250.00  $5250.00 ™
(51 BASEDO1 Basic Education Coalation 9172012 1028|6432 6432 $6750.00  $6,750.00 =
(51 BASEDO1 Basic Education Coalation 201412013 1054 DD test 5942489  59,424.89 =
51 BEAFUQT Beach Furniture 7152012 1036[15138 15135 S6,700.00  56,700.00 =
(01 BEAFUO1 Beach Furniture 8172012 1033(8135 3135 $8,800.00  $8:300.00 o
51 BEAFUO1 Beach Furniture 9/1/2012 1029|8135 3135 $14,700.00)  $14,700.00 =
(¥ BEAFUO1 Beach Furniture 10/30/2012 1041[15135 15135 $625.55 $625.55/625.55 =
(5 BEAFUQY Beach Furniture 119/2013 1058|8135 81385 5100.00 $100.00 [
(51 BEAFUO1 Beach Furniture 201812013 1080|8135 3135 $500.00 $500.00 =
(51 CANFUD1 Candlewick Fublishing 1012312012 1037 WISC 5125.00 $5.00. =
51 FROT First Graphics 121772010 1003 -FWWG - Business $10,319.00)  51,281.50 =
51 FRO1 First Graphics 12/8/2010 1007 -FIWG - Business $16,001.00)  $16,001.00 H .
Close Cieate Transter Receipts |
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10.

1.

12.

13.

14.

——

If the customer takes a discount against an invoice, enter the amount paid against the invoice in the
Apply Amount column, and then click the gray box in the Pay In Full column.

Lastly, if you want PrintStream to create new receipts within the same batch, select the Add to Current
Batch option. To put these new allocation receipts into a new batch, select Create New Batch.

When you have completed allocating the receipt, click Create Transfer Receipts. PrintStream will
either create a new batch for the receipts or add them to the original batch depending on the option
selected. The screenshot below shows batch 157 created with the original receipt and 3 transferred
receipts.

[E AR Cash Receipts - Compat

File Batch Allocations Seard

@ | m| ¢ sl

Cash Receipts

Active Batches l Posted Batches ]
' 134

To transfer a receipt to a customer to leave in AR unapplied, right-click the original receipt and select
Transfer AR Suspense to Sub Accounts.

Locate the customer in the grid you want to transfer to, or add the customer by clicking the Add
Customer button.

Enter the amount to transfer in the Apply Amount column and select Create Transfer Receipt.
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Receipt#: 21043 Receipt Date: 3M/2013 Total AR Allocated: 5402445
Customer # ADVEO1 Unapplied Amount: | 54,024 45
@ CreateNew Batch: [3/1/2013 = I 1~ Add to Current Batch Eind Invoice | Add Customer |
Select Customers T Select Invoices for Pagment ]
Customer# | Customer Name | Apply Amount
4500 KERERU
ALTGRO1 Alta Graphics
BASEDI1 Basic Education Coalation
BEAFUD1 Beach Furniture
BECWOO1 Becker Moving
CANPUO1 Candlewick Publishing
DEPTO1 Department of Transportation
DIRTEMM Direct Technologies
FIR01 First Graphics
HOUSEACC Streamiing Solutions
Wolf1 ‘Wolf Marketing

Unapplied $4,024.45
Transfer $1,000.00

Balance 5

Close | Create Transfer Receipts

15. A new batch and receipt will be created showing the amount transferred to the customer’'s AR
suspense. The same process can be used when transferring to postage unapplied, however select the
Transfer Postage to Sub Account option from the original receipt.

File Batch Allocations Search Options Help
1| @] | | & el
Cash Receipts Unpaid Invoices I Paid Invoices | Postage Allocalionl Prepayment Allocationsl
S Date | Invh | Dietails | Irve At | Balancel Applied | Job# | FO# |
Active Batches | PostedBatches | (s — 03z B4z 525000 525000 0o 1047 E432
134 3M/2mz 1028 E432 E.750.00 E.750.00 ooo 1043 E432
138 214,23 1054 DD test 942489 942489 0oo 10e0
155
157
1158
=] 21047
Description | Total | AR Appl AR Ungppl Pstg App | Fstg Ungppl Frepay Appl Frepay UnaEEI
FReceipt: 21047 1.000.00 0.00 1.000.00 0.00 0.00 0.00 0.00

Note  The original receipt can be transferred if it is posted or unposted, up until the receipt has been
fully allocated. If the original receipt has been posted, you can only make additional AR
transfers to other customers. You cannot use the Transfer Postage to Sub Account option
on a posted receipt that was allocated to AR.
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——

Short Pay an Invoice

If a customer short pays an invoice due to arrangements made based on the terms of the invoice, the Paid In
Full feature in the AR Cash Receipts program allows the user to apply the discount at the same time the cash
receipt is entered.

1. Create a new cash receipt as previously explained in this document.

2. Select the invoice being paid with a click of the mouse, then right-click the invoice and select the
Manual Apply option.

3. Enter the dollar amount the customer is paying toward the invoice, and then click OK.

‘R Cash Receipts --- Company: 01-Alaska

File Batch Allocations Search Help

ol T T KT

(Cash RECEiptS Unpaid Invoices |Paid Invoicesl Postage ﬂllocationl
: Date | Invit | Detals | Inwémt | Balance|  Appled| Jobt  [PO# |
ctive Batches | PostedBatches | (575500 10357 of oo 500.00 500.00 000 208

; 9/24/2002 10404  Copyofioi. 170.05 170.05 000 214
11/3/2002 104%  Philips 66 110003 110003 000 230 1234
11/11/2002 10460 sfgsg 100.00 100.00 000 234
1142/2002 10463 150.00 150.00 0.00 993399
11/18/2002 10423 fgdgfd 100.00 100.00 0.00 933399
11/20/2002 10542 OMInw.13.. 756.00 756.00 000 20193 OMine...
11/20/2002 10543 OMlnw.13.. 756.00 756.00 000 20193 OM13013
11/20/2002 10544 OMInw.13.. 756.00 756.00 000 20133 OM13044
11/20/2002 10570 OMlrw.13.. 756.00 756.00 000 20193 OM13013
11/20/2002 10571 OMlnw.13.. 756.00 756.00 000 20193 OM13044
11/20/2002 10572 OM13077 a5 nn a2 nnn 21083 OMI13077
11/26/2002 10467 Copy of P DR ao 0 s Hp
11/26/2002 10468 Holiday M f
11/26/2002 10470 Holiday M Invi# 10573 P55
12/2/2002 10471 FDSGTAL 3
12/9/2002 10477 dgfd : . E
12/12/2002 10480 Fall Stom Invoice Amoun: 0 1573
1/2/2003 10483 Irwoice 5 Receipts to Date: NN | bqqg
4/15/2003 10517 khikhi This Recsint Amount: 3 541080...
4/15/2003 10518 khihikhk 4,15...
4/15/2003 10534 Khikhi Balance: 5 541080...
4/15/2003 10538 Khikhi 5 541080...
4/16/2003 10522 Khikhi 5 541080..
4/16/2003 10530 khikhi Cancel | 5 541080..
7/15/2003 10573 sidgsfd 933
7/17/2003 10579 spingpost. 2701496 270149 0.00 300
Description | TotaII AR Appl AR UnEppl PstgAppl Pstg Ungppl TotaIUnEppl
Receipt: 50258 124.00 0.00 T24.00 000 0.00 124.00

- Applied Invoices. ..

- Applied ta Patg -

This will leave a balance due which should represent the discount taken. The invoice selected will
display in the lower section of the screen.
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4. After the invoice selected for the short pay has displayed in the lower section of the screen, return to the
list of invoices displayed beneath the Unpaid Invoices tab and re-select the same invoice by clicking
the date. Then, right-click the date and select the Pay in Full option.

5.

6.

'ompany: D1-Alaska Incorp
File Batch Allocations Search  Help
1| 5] | [# ]
Unpaid Invaices | Faid Invulcesl Fostage A\Iucallonl
Date [ Irwett | Details | I it | Balance | Applied [ Job# | Pos ]
9/12/2002 10393 gfdsagfds 500.00 500.00 000 208
9/24/2002 10404 Copy of iai... 170.05 170,05 000 214
11/8/2002 10456 Philips B& 1.100.03 1.100.03 000 230 1234
1141172002 10460 sfgedfg 100.00 100.00 000 234
11/12/2002 10463 150.00 150.00 0.00 993393
11/18/2002 10429 fgdgld 100.00 100.00 0.00 999993
11/20/2002 10542 OMlree 13 756.00 756.00 000 20193 OMlnw.
11/20/2002 10543 Obdlree 13 7HE.00 756,00 000 20193 OM13013
11/20/2002 10544 Otdlree 13 75E.00 7AE.00 000 20133 Ok13044
11420/2002 10570 OMlree 13 756.00 756.00 000 20mas OM13013
11/20/2002 10571 Ol 13 756.00 756.00 000 20193 OM13044
11/20/2002 10572 OM13077 952.00 952.00 000 21093 OM13077
11/26/2002 10467 Copy of P 1.076.00 1.075.00 000 243
11/26/2002 10468 Haliday i 1.076.00 1.075.00 000 244
11/26/2002 10470 Holidayp t...  1.001.075... 1,000,075 000 244 2596
12/2/2002 10471 FDSGTAD 100.00 100.00 000 245
12/9/2002 10477 dgtd 286,80 2686.60 000 166
12/12/2002 10480 Fall Starm BO0EE0ES 79554981 000 241 1873
1/2/2003 10489 Irvoice 555 100.00 100.00 000 9999339
4/15/2003 10517 khikhi 2 BE3.EE 266366 000 253 541080...
4/15/2003 10518 khitikhk 4.134.00 4.134.00 0.00 144,15,
4/15/2003 10534 khikhi 863,66 863.66 000 259 541080...
4/15/2003 10538 khikhi SEZ.EE 863.66 000 259 541080...
4/16/2003 10622 khikhj BE3.ER 86366 000 259 541080,
4/16/2003 10530 khikhi OE3.EE 863.66 000 253 541080...
e sfdgsfd 126.00 1.00 12400 939333
771 Auto fipply spingpost. 270149 2701436 0.00 300
| Manual Apply
| De Tatal | AR App | AR Uneppl Pstg App | Pstg Urnapp | Tatal Unaegl
Fe| ISR T24.00 124,00 0.00 0.00 0.00 0.00
- Applied Invoices...
Inw#:10573 124.00
- &pplied to Pstg —

A box will display referencing the AR Discount Control account previously defined in Master File
Reports, Control Accounts, with the dollar amount of the discount being taken. You may alter this
account number or accept the allocation.

File Batch Alocations Search  Help

0| 5| | ¢ 6]
Unpaid Invoices | Paid Invoices | Postage Allocation |
Date [t [Detals [ Invém Balance | Applied[Job# [ FO# |
9/12/2002 10393 gidsagids 500.00 500.00 0o 208
9/24/2002 10404 Copy ol oi 17005 170.05 oo 214
11/6/2002 10456 Philips 66 110003 110003 0m 230 1234
1A1/2002 10450 sfgsdfa 100.00 100.00 0o 234
11/12/2002 10463 150,00 150.00 000 999999
1AB/2002 10429 fodald 10000 10000 000 933399
11/20/2002 10542 OMInv.13. 756.00 756.00 000 20193 OMinv..
11/20/2002 10543 OMInw13. 756.00 756.00 000 20193 OM13M3
11/20/2002 10544 OMInw.13 756.00 756.00 000 20193 OM13044
/042002 10570 OMInw.13 75600 75E.00 oon 0193 OMI30GE
110020 10571 Vil 5 i e nn fAn o nla0de
11/20/2002 10572 213077
114262002 10467 Select Account
1142642002 10468 ) .
/2672002 10470 Lompany: 11 =] [Aaska Incorp | | kos
12/2/2002 10471 =1 ia
12/3/2002 10477 Branch, [T ] AinBianch ‘
12/12/2002 10480 Depatment [T =] [Main Deparment || pr=
1/2/200 10489 - =
41502008 10517 Account: [F000 == [ar discount | | poso..
4715/2003 10518
4715/2003 10534 1060
4/15/2003 10538 nvaice: 0573 Balance: ‘ H10a0..
4716/2002 10522 AT
4716/2003 10530 1080
7/15/2003 10573 Cancel
717/2003 10579
Description Totsl|  #RApp| ARUnapp|  PsinApp| PsigUnapp [ Totsl Unapp |
Receipth 50258 12400 12400 0
- Applied [nvoices...
Inv# 10673 12400
- Applied to Pstg -

Select the OK button to accept the allocation. The invoice will drop off from the Unpaid Invoices list and
will show in the lower section of the screen as paid in full. The receipt will post along with the other

receipts within this batch.
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Miscellaneous Receipt

A miscellaneous receipt is money received for a non-invoiced transaction. For example: If money was received
for a rebate your company applied for, the receipt can be entered through the AR Cash Receipt program rather
than entering it through the General Ledger in Miscellaneous GL Receipts Entry. Entering a miscellaneous
receipt through the AR Cash Receipt program allows the user to combine non customer related receipts within
the same batch as customer related receipts. The miscellaneous receipt automatically posts to the General
Ledger upon its completion. You will not manually post it along with the other receipts contained in the batch.

To enter a miscellaneous receipt

——

1. Create a cash receipt as normal to your House account. In the details field provided, type in the name of

the party who sent the check. Allocate the cash receipt to AR. Click Finish when done.

"
reate New Receipt for Company: 01

Check #: [6245

Cancel |

Create New Receipt
Batch #: 2021

Customer #: ISD1 _1:3' sa, Date:l 9./30/2009 'l
Iame: IStreamIine Solutions ::II
Head Office: [100 Smith Ranch Road |[Guie 124 |

| R ipt Amount: 1000.00)

Payer: | Streamline Solutions .

) Allocation  —————

Details: AR Suspenze: 1000.00

AR Job Prepayment:

Postage Deposit:

Unallocated:

Finish |

The program will assign the next available receipt number to the receipt, and it will take you into the

Unpaid Invoices tab.

Click the receipt number listed in the tree and then right-click and select the Assign Account for

Difference option.

17 AR Cash Receipts - Cofmpany: 0 -Alaska Incarp - Plants 0100

Fie Batch Adocatiord  Search Optins  Help

=) 3530 - rec date 45
=) 3832 e date 45
=] 3534 - dale 404/
BI5-45

o mxan
== 3607
2 :_]- 543
. 50583
== S0E8

S psscn acoount for Dffererce |

S

AL

7 =] | $|oa]
‘Cash Receipts Urpusd invoicet | Pad Imvcsces | Posbage Alocation |
g Date Il | Detals | vt | Blance Jobit PO
Actis Balches | Podnd Barchen | |5 Copy ol C 3000 172214 000 60
. a 454 T 530 Ace b d WEHN 5541 o0 627
#1- ) 3459
&= 3453
- j_! 3484
]
w7 ) 3499
=) 3501 - shely
=) 3530 - rec date 41
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A window opens referencing the AR Discount Control account previously defined in Master File
Reports. This account number can be changed if needed; however, keep in mind the account number
you select will be credited for the amount referenced. The adjustment amount will automatically default
to the AR unapplied amount of this cash receipt.

Assign Account fo x|

— Select Account:

Compars: ||:|1 j |Streamline Saolutions

Branch: |EI1 j |Main Branch

Department: |EI1 j |Main Departrnent

Accounk: IEEEIEI :II |L|tilit_u Expense

A djustrent &maunt; | 1 E|E|E||

ok | Cancel

Click OK. A preview of the posting displays. Select the Post option to post the transaction to the
general ledger. You will then be asked if you would like to print the posting report. Select either Yes or
No.

If Close is selected, you will be taken back to the Assign Account for Difference window. This feature
does not post with other receipts in the batch and must be posted after confirming the GL account
selected to assign to.

M=IF

Account Details | Reference | Debit | Credit |
i01-01-01-6500 Utility Expense : 50390 §1,000.00
01-01-01-1000 Cash 50390 £1,000,00

Transaction Summary

01-01-01-6500 Utiity Expense §1,000.00
01-01-01-1000 Cash £1,000.00

Close Post | $1,000.UU| | ($1,uuo.uo)|

Note A miscellaneous receipt can also be applied to invoices referenced on the House account as
well. Before selecting the Assign Account for Difference option, first apply the receipt to the
necessary invoices. Any amount left over — rebate money, re-payment of employee advances
or any other non-customer related cash receipts — will be applied using the Assign Account
for Difference option.
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Moving Money from AR Suspense to Postage Suspense

If the customer has unapplied AR money (AR suspense) on account, you can move it to the customer’s postage
suspense account.

To move money from AR Suspense to Postage Suspense

1. Open the AR Cash Receipt program and either create a new batch or use an existing unposted batch.
Verify the date of the batch, as the batch date will determine the period the transfer will take place in.

2. Right-click the batch number highlighted and select Add AR Transfer Receipt. A New Transfer Receipt
window will display. Select the customer the unapplied AR receipt belongs to in the field provided.

Click Load Receipts.

4. The Date field will default to the date of the batch while the Payer will auto fill based on the customer
selected. Enter a check number (most likely it will be the same check number as originally entered,
unless you want to code it with a unique code to indicate it is a transfer), and then place a check mark in
the gray box to the far left of the receipt transaction indicating the receipt you want to transfer. If the
amount you want to transfer is less than what is available under AR Balance, edit the amount displayed
in the Amount to Transfer field.

5. Click Create Transfer Receipt.

E AR Cash Receipts --- Company: 01-aAlaska
File Batch allocations  Search  Options  Help

2| =i a8 (el

{Cash Receipts Urnpaid Irvoizes | Paid lnvoices | Postage Allacation

. New Transfer Receipt - AR - Postage x|
— Select the Customer Account#
= =l
PQDD j F\EIC Company =
Load Receipts |
— Mew Receipt Detail
Date: I 1/E /2005 'l Paper: |[ABC Company
Check #:[50434-1 Dewwilss| |
Recsipt# | Date | AR Deposit | AR Balance | STOUMHO | pk
Transfer
= 20256 SGEr2003 Fan0.00 Fea00.00 1395
= 20310 7H 42003 F1,000.00 Fa14 34 1506
= S0324 §r20/2003 $100.00 $100.00 1554
= S0356 1152004 F1,000.00 FA00.00 1814
= S0427F 21232004 2000 F20.00 2093
I S0434 27232004 ¥4 ,000.00 1 ,000.00 1000.00 2087
=] 50439 34302004 $3,00000  $4,392.04 2131
= 50499 411662004 $0.00  $373634 2429
= 20539 /7 r2004 $300,000.00 F100.00 2592
Total Amount to Transfer To Postage Suspense: | $1 00000

Cloze | Create Transfer Receipt |
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Moving Money from Postage Suspense to AR Suspense

If the customer has unapplied postage money (postage suspense) on account, you can move it to the customer’s
AR suspense account.

To move money from Postage Suspense to AR Suspense

1.

Open the AR Cash Receipt program and either create a new batch or use an existing unposted batch.
Verify the date of the batch, as the batch date will determine the period the transfer will take place in.

Right-click the batch number highlighted and select Add Postage Transfer Receipt. A New Transfer
Receipt window will display. Select the customer the unapplied postage receipt belongs to in the field
provided.

Click Load Receipts.

The Date field will default to the date of the batch while the Payer will auto fill based on the customer
selected. Enter a check number (most likely it will be the same check number as originally entered,
unless you want to code it with a unique code to indicate it was transferred), and then place a check
mark in the gray box to the far left of the receipt transaction indicating the receipt you want to transfer. If
the amount you want to transfer is less than what is available under Postage Balance, edit the amount
displayed in the Amount to Transfer field.

Click Create Transfer Receipt.

E5 A/R Cash Receipts --- Company: 01-alaska Incorp - Plant: 0100
File Batch &llocations Search  Options  Help

ol ) EVER |

Clash Receipts Unpaid Invaices | Paid Invoices I Postage Allocation

Active Batches | Posted Batches I

3643
IR i, New Transfer Receipt - Postage -> AR x|

36ER —Select the Customer Accountd

3718 11 =1 s company
3753 f =P

== |
= |
3754 - shelly Load Receipts |

— MNew Receipt Detail

Date: [ 1/ /2005 -] Payer

Check #: [5063534r Detalss| ]
5 Postage Postage Amourt to
B it Deposit Balance Transter i)
50599 94 3/2004 §2,500.00 F2,500.00 2500.00 3055

Tatal Amount to Transfer To AR Suspense: | $2,500.00

Cloze | Create Transfer Receipt |
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Transferring a Receipt between Customers

If a cash receipt has been entered in error to the wrong customer account, you may transfer it from the wrong
customer to the correct customer as long as the receipt has not been allocated to an invoice or to a job.

To transfer a receipt between customers

1. Select the cash receipt in the posted or unposted batch. If you are unsure of the batch number or period
the receipt was entered into, use the search feature in the cash receipt program to locate the cash

receipt.

2. After the receipt is found, highlight the receipt number in the tree and click the receipt number found
under the Description header.

E5 A/R Cash Receipts --

File Batch Allocations Search  Options  Help

1| 5| | ¢ laal

C:ash Receipts Unpaid Invoices | Faid |nvoices I Postage Allocation I
: Date | Inwt | Details | Inwémt | Balance| Applied | Jobtt [ PO |
Active Batches Posted Batches | |52 m o TestMal.. 35558950 26801063 0.00 409,447
T Financial 1998 &l | 32004 229 Service C.. 254847 254847 000 993939
: i 343142004 366 higig 350000 350000 000 569
343142004 367 higig -3.00000  -3,000.00 000 569
42004 I e hraeh 2 E7R 0 2 R7R NN 1

E¥s Pl Edit Cash Receipt
41420
452420

Edit Cash Receipt

TF Financial 2004 47281
¢ Financial 2005 4728/ . .
Periodtt 1 4729, Batch #: 3859 Date: | 142472005
Periadit 2 ijggi Receipt#: [ 50716
" F‘er?odﬂ 3 5/21 .-"‘ Custorner H: 0200
Bl Period# 4 .
it 51224
70 e Check #: 112233 Payer{ABC Campany
3709 el Details: I:I Receipt Amaunt: |5000.00
eral] 8731/ Alocation
3 e AR S 500000 P
krakP She"_l,l :II 12:::: i usDense' DStage'
714 1 Unallocated:

ATAE - shelly
3747 - shelly
3748 - shelly

Close | Reset | Change Receipt Customer I Eirishi I
3754 - zhelly I

37859 Description Totall AR Appl AR Lﬁppl Pstg Appl Pstg UnEppl
Receipti: 50716 5,000.00 1.250.00 3.750.00 0.00 0.00

3804 - Michelle - Applied Invoices. ..

3824 Irecit: 764 1.250.00

= 3859
() Period § ~|| [020048C Company [ckit: 112233 [4F Aloc: $5,00000 [ Pstg Alloc: $0.00
Bank or cash453453  ACCT REV  Betch: 3859 (1 receipts, $5,000.00) | 1/24/2005 [Total 4R $5,000.00 [Total Pstg: $0.00

The Edit Cash Receipt window opens. Select the Change Receipt Customer button.

4. The Select New Customer for Receipt window opens. Enter the customer the cash receipt should get
moved to and then click OK.

5. Click Finish in the Edit Cash Receipt screen and then close the batch.

Note  You can only transfer the full amount of the original receipt. If the receipt was applied to an
invoice, you must unapply it before changing the changing the customer on the receipt. To
unapply the payment, click the $ icon on the toolbar, select the customer’s account number,
click the receipt number, and unapply the amount allocated to the invoice by entering a
negative dollar amount in the Amount column.
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'dit Cash Rece

Edit Cash Receipt

Date: | 1/24/2005
x|

Batch #: 3888

Select Customer

Customer #: =i :I
]

Mame: I :ll

LCancel | e

Unallocated: (0.00

Close | Beset | |ghange ReceiptCustnmerI Firist |

AR Cash Receipt Search Function

The Cash Receipt program has the ability to search for receipts regardless if the receipt has been posted or not.

To find a receipt
1. Click the binoculars icon located on the task bar.

2. A search window opens allowing you to search for a receipt using several options. You can search for a
receipt by selecting a customer account number, you can then narrow your search by entering a check
number, a specific receipt number or receipts entered for a particular invoice along with a date range of
when the cash receipt was entered. You can also search for receipts transferred for the selected
customer account.

AR Cash Receipt Cross Reference E
n

r— Customer Account / Mame [Leave blank for all]
IZEIEI j Inghthouse Management j

~Find Receipts Date Range

From:| 1+1 /2007 x
Load Transfered Receipts from 8 l:l
C the selected Customer Acct. '® lne Ta: I 742 /2008 j' Find Receipts

Receipts:

CustH | Plant | Check# | Heceipt#l Ealch#l Date | AR Aml.l PslgAml.l Prepayment .. | Total Amll
200 oan hit a0313 1369 E/BS2007 5h5.55 5h5.55
200 o100 34556 50347 1632 6/30/2008 472.00 472.00

Lancel | oK

3. After completing the search criteria, click Find Receipts. The receipts that match the parameters
selected will display. By double-clicking the receipt, PrintStream will open the receipt for you in the Cash
Receipt program.
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Import Cash Receipts

Cash receipts can be imported into PrintStream using a preformatted spreadsheet. Please contact PrintStream
Accounting Support for the template.

The template is compiled of 4 tabs: Header, AR Allocation, Postage Allocation, and Prepayment
Allocations.

Header . AR Allocation Postage Allocation Prepayment Allocations

The Header tab behaves as the header screen when a manual cash receipt is entered into PrintStream. The
following elements must be provided in the Header tab of the template:

e  Customer account number

e  Check number

e  The total amount of the receipt

¢ AR allocation for the check

e Postage allocation for the check

e Prepayment allocation for the check

e Any applicable details

A B G D E: B G H

1 |Customer Number Check Number total amount ar suspense postage allocation prepayment allocation postage escrow  details
2 'DEDD 56 10000 7000 3000 0 o
3

| ]
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
PR Header .~ AR Alocation Postage Allocation Prepayment Allocations 2 [ I
Baady

The example above illustrates we will import a receipt for $10,000, with $7,000 allocated to AR and $3,000
allocated to postage.

To distribute the AR allocation to outstanding invoices, click the AR Allocation tab and define the required
elements:

e  The customer account number
e  The check number
e The invoice number

e The amount to apply to the invoice
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In this example, the receipt will pay 3 invoices. The invoices sum to $5,769.36. The allocation for the receipt is
$10,000, therefore the difference of $4,230.64 will go to the customer’s AR Suspense account.

B C D E E G H
Customer number  Check Number invoice num amount to apply to invoice Pay in Full
‘0200 56 20517 15590.1
'DZDD 56 20524 349.53
'DZDD 56 20525 3829.73
0200 ABC Company Last PaymentDate: 12/11/2014 Contact: Benny Frankiin
0 Suspense 0.00 000 0.00 0.00 000
6/30/2013 20513 6637 Copyof ABC Frimary template 0.00 o.0o0 0.00 000 86,349.00
5/30/2013 20517 6225 disdfsadisa 0.00 0.00 0.00 0.00 1,500.10
5202013 20618 B564 test 000 000 0.00 000 198.50
5E0/2013 20522 7261 Copyof JM shop test 0.00 0.00 0.00 0.00 254
5202013 20524 7349 Copyof Copy of Copy of Ju sched Te 000 000 0.00 000 3490.53
52072013 20525 7370 JM TestCID 23200 0.00 000 0.00 0.00 382073
—— 1
4 » M| Header | AR Allocation Postage Allocation Prepayment Allocations 3 Eﬂi
oo

To earmark the postage allocation for the receipt to a job, click the Postage Allocation tab. Define the following:

Customer account number
Check number
Job number to earmark the funds to

Job allocation amount

A B C
check number

Customer Number
"0200

B+ M| Header

AR Allocation

job number
56

Postage Allocation

9409

D

job allocation

Prepayment Allocations

3000

]

The example above illustrates $3,000 will be earmarked to job 9409 when the receipt is imported. You will see
the allocations to the AR invoices and the allocation to earmark postage to the job all reflect the same customer
account number and the same check number. This is how PrintStream understands all transactions are
associated to the one check.
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To import the receipt

1. Open the PrintStream Cash Receipt Import program.

—ig FrintStream. CashReceiptimport

Select Import File.

[ AR Cash Receipt Tnport | x| |

|AR Cash Receipt Import

|| 2 Load Grid E Sawe Changes x Delete Selacted

4 Import File # Process Cash Receipts

["aR Cash Recsipts |

Drag & colurn header hers to group by that colurin

Process Customer # Check #

Total Amount:

AR Suspense

Fostage
Allocation

Prepayment
Allocation

Postage Escrow
Allocation

Allocation

Details Delete | walidation

Select the file and click Open.

Click the ellipsis button to the right of the Browse File field, and locate the cash receipt file to import.

|_ ! Browse For File

Erowse File {.xls)

Receipts | [ Receipt Alacations | g Excel Fie |

Drag a column header hers to group by

Customer # Check #

Recent

Lok i Iz 3ql_databases an 'pe-sgh03' (w]

T CR Import 01062014

File name:

Files of type:

N A N

Details

GWPMUpdate@TY2

|CR: Import 01082014

IExce\ filss

Ll L
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PrintStream will read the file into the grid provided. The Receipts tab reflects the header tab if a cash
receipt was manually entered.

Note  You may edit the customer account number and allocations on this screen if necessary.
- ol x|
ﬂ -
‘ Import Cash Receipts File ‘
‘ [ Browse For File
Browse File {,x1s) MR Tmport 01062014, xlsx B

ERE(Elpts ]r Receipt Alocations || ] Excel File |

Drag & column header here to group by that column

AR Suspense
Allocation

Postage
Allocation

Cuskomer # heck # Prepayment

Allocation

Postage Escrow
Allocation

Total Amaunt Details

» @ 0200

4. Click the + sign next to the customer’s account number to display the contents of the receipt.

Drag a column header here ko group by that column

AR Suspense
Allacation

Postage
Allacation

Check # Prepayment

Allacation

Customer # Paostage Escrow

Allacation

Total Amount Details

> EJ 0200 7000

10000

f ReceiptImportHdr_ReceiptImportDtl l

Drag a column header here ko group by that column

5.

o | Invoice # Lpicaliasman: Pay In Full Job # Job Allocation Allocation Type
Armount
> 1] 1] 9409 3000 Postage Earmark
20517 1590.1 N [u] 0 Invaoice Payment
20524 34953 N u] 0 Invoice Payment
20525 382973 N u] 0 Invoice Payment

Click the Receipt Allocation tab to display how the receipt will be allocated.

Note

You can edit the invoice and invoice payments on this screen, if necessary.

| Import Cash Receipts File

| Browse For File

Browse File {,xls) W:\CR Impork 01062014, xlsx

[ Receipts ]f Receipt Allocations 1[ @ Excel File |

Drag a column header here ta group by that calumn

etz Check # Invoice # TGl Pay In Full Job Allocation Job # Allocation Type
# Payrnent

» 0200
0z00 56 20317 vl o 0 Invoice Payment
0z00 56 20524 vl o 0 Invoice Payment
0zo0 56 20925 vl

0 0 Invoice Payment
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6. Click the Excel File tab to display the data and the various tabs of the file you imported.

Import Cash Receipts File

[ Browse For File

Browse File {.xls) Wi\CR Import 01062014.xlsx

| Receipts I Receipt Allocations ][ 55| Excel File ]

A | B [ @ [ D [ E |
Customer Number check number job number job allocation
0200 56 9409 3000

I

PCYTCN R [EY [ M G G ) I () ) ) ()

25
26
M 4 » m[, Header /AR Allocation®, Postage Allocation /Prepayment Allocations |<|

7. To import the file into the program, select Save File in the upper left hand corner of the screen.
PrintStream has now imported the file into the program.

AR Cash Receipt Import | |

|AR Cash Receipt Import

| % Load Grid [5 Save Changes 3< Delete Selected  § ImportFile £ Process Cash Receipts = Print Preview

Draq 3 eolumn header hers ko group by that calumn

AR Suspense
allocation

s@ [ ©eoo 56 10,000.00 7,000.00 3,000.00 0,00 0.00 HE]

Fostage
Alocation

Frepayment:
allocation

Process | Customer # Check # Total Amaurt Postage Escrom Detals Delets | Yalidation
Allocation
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To edit the receipt

1.

——

At this point, you have the ability to edit the receipt if needed. By clicking in the Customer # field, you
can change the customer’s account number, you can edit the Check #, and you can also change the

dollar amount of the receipt and the allocations.

TAR Cash Receiptimport

| . Load Grid [ Save Changes 3¢ Delete Selected & ImportFile ¢4 Pro

[ AR Cash Receipts ]

Process Cuskomer # Check # Tokal Armounk el
Alloca
B ] 0200 R ES 10,000, 00
Cuskormer # | Marne 4
Ss03 STREAMLIME SOLUTIOMNSOZ
STEWOL Steve's Place
Strada Strada Cyiles
STREAM Inkernal Customer 01
SUFFOLE SUFFOLE MY
s1san Susan's Company
SlsPO1 Suspense Test |
x| 4

Keep in mind if you change the Customer Account #, you must also change the invoice allocations to
reflect invoices being paid for the customer account selected along with the invoice payment amount.
Otherwise, PrintStream will provide an error indicating there is a mismatch, and the file will not import.
You can edit the invoices selected by clicking the + sign on the line item, and PrintStream will drill down

to the allocations for the receipt.

‘ AR Cash Receipt Import
| 1 Load Grid [= Sawe Changes 3 Cielete Selected 4 ImportFile 1) Process Cash Receipts
AR Cash Receipts
Process Customer # Check # Total Amount A ST oaang RiEES Tl It B S Details
Allocation Allocation #llocation Allocation
»i@ [ 0200 6 10,000.00 7,000.,00 3,000.00 0.00 0.00

Allacations

o | Invaoice # ;r;;nonilc:tPayment Fay In Full Job # Job Allocation Allocation Type Delete walidation

¥ 0.00 (] 9409 3,000,00 Postage Earmark O
20517 1,590.10 =] 0,00 Irvoice Payment O
20524 349,53 O 0.00 Invaice Payment O
20525 3,629.73 =] 0,00 Irvoice Payment O
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3.
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In the event you do not want to import the receipt, click the box in the Delete column for the transaction,
and then click the Delete Selected option.

AR Cash Receipt Import, | X

‘AR Cash Receipt Import

| 20 Load Grid E Save Changes )( Delete Selected 4 Import File t}_} Process Cash Receipts

AR Cash Receipts
Process | Customer # Check # Total Amount VECE o Rostave Rrepa ment posiaoeEs o Detals Delete
Allocation Allocation Allocation Allocation
s [ 56 10,000.00 7,000.00 3,000.00 0.00 0.00 0

To complete the import process, click in the box provided under Process to select the receipts to import.
Next, click the Process Cash Receipts option. As PrintStream reads the file into the system, it will
provide any applicable errors in the Validation column if there is mismatched information. These errors
must be corrected in order to import the file.

If the validation process is successful and PrintStream does not find any errors, the Batch Creation
window opens. The current system date will default to the Batch Date field, however this can be
changed to reflect any date for a period that is open in PrintStream. The Bank Account field will default
to the account defined as the default for AR Cash Receipts, but this can be changed if needed. A Batch
Description can be defined if required. Click Create Batch.

=
‘ AR Cash Receipt Import
|| %o Load Grid E Save Changes 3¢ Delete Selected 4 Import File @
Batch Craation x
I/ Create Baich & - [
‘ Process | Customer # Check# | Batch Date 1/6/2015 = |+ 2015 E
b4 L & Bank Account | ar cash453453 || Account #  01-01-1000 Description | ACCT REY cash 453453
Currency  USD
EBatch Description GMS|batch
PrintStream will shade the line items in the grid once it imports the file.
|AR Cash Receipt Import
| (% Load Grid [ Save Ghanges 3¢ Delete Selected § ImportFile #3 Pracess Cash Receipts = Print Preview

AR Cash Receipts

AR Suspense
allocation

Postage
Allacation

Prepayment
allocation

Postage Escrow
allacation

Process | Customer # Check # Total Amourt Details Delete | alidation

5 [EED] 3 10,000.00 7,000.00 3,000.00 0.00 0.00 ] Created Receipt # 52260 in Batch # 9766
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6. You can then open the Cash Receipt program to make any necessary edits to the receipt(s) imported,
and you can then post the batch created.

File Batch Allocations  Search  Options  Help
el m| o s s
Unpaid Invoices | Paid Invaices | Postage Allocation | Frepapment Allacations |
Date [t [Detale [ InwaAmt Balance [ Applied| Job# [ POK |
5072013 20513 Coppofd. 21806108  96.349.90 000 5637
CFETAGEE .| |502M3 20513 test 13850 19850 000 E554
CFF1A0/2014 5/30/2013 20522 Copyal ) 254 264 0o 7261
CFFAD/2014 5/30/2013 20526  TEST3 128420 128420 000 7415
FF 1/10/2014 5/30/2013 20528 Statement.. 1.084449.. 1075072 000 28712, 8776321
Ay B/22/2013 20675 sptest 56300 563,00 000 5246
i 1//2003 21001 disdsa 525000 5.250.00 000 933393
-FF 202172014 NAB2I3 2084 commtesti 113463 113463 000 5403
-FF12/5/2014 11/15/2013 20845 Copyofco.. 186125 186125 0o 840
-FF12/9/2014 1MAB2013 20846 Copyoloo 188005 188005 000 410
-FF12/9/2014 11/15/2013 20847 CopyofC... 187500 167500 0o N
FFz/3/2014 NAB203 21002 disdisa 1050000 10,500.00 000 999399
FF 12710/0014 /182013 21003 adfsad 1050000 10.500.00 000 933399
NAB2013 21004 fgsdisd 1000000 10,000.00 000 993399
11182013 21007 3000000 30.000.00 000 999399
-gms 12182003 21005 sdisda 1000000 10,000.00 000 999399
-FF 121422014 121842013 21006 8000000 60.000.00 000 999399
-FF12415/2014
- AFt and Pastage 5t
-AF dll tw invaice
-AR 2 invoices and
~Payin ful
Desciiption | Total|  ARApp| ARUnapp|  PstgApp[ PstgUnspp|  Prepayspp| PrepayUnapp|  Escowépp | Escrow Unapp
Receipti: 52280 1000000 5.769.35 123064 300000 000 000 000 000 000
-FF 124182014
CFF 1202170014 - Appiied Irwvaices -
20517 159010 3549
i 20524 34353 3550
20525 382973 551
~Batch is mine
FF1/2/2015 Companytt: 01 300000 000
- Appiied to Ptg -
- [ | [ [— S n aacn
<« | » 0200-4BC Company Ckit: 56 AR Allos: $7.00000 | Pstg Allos: $3,000.00 Prepayment: $0.00
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Negative Cash Receipt

Allocating a Negative Cash Receipt to Accounts Receivable

PrintStream has the ability to allow the entry of a negative cash receipt. In the AR Cash Receipt program, create
a new receipt. Select the customer #, enter the check number, and enter a negative amount into the Receipt

Amount field. Entering a negative amount will enable the Allocate Negative Receipt button. Allocate the receipt
to AR Suspense.

If the receipt is allocated to AR Suspense, you can click on the Allocate Negative Receipt option. A new screen
will open and any open credit invoices on the customer’s account will display. Clicking in the gray box for the
credit invoice will select the invoice, it will allocate the negative cash receipt to the credit invoice, and it will flag it
as paid.

Create New Receipt for Company: 01

Create New

Batch # [12154 ]
Customer f: F i

MNegative AR Receipt
amount

Mame: Hasbvo 42

Haad Ofiics: (656 Gosdard Aid

Payer. [Hashbro #2 |
Details: |

Cancel

Check & ||| Receipt Amount | 0000]

Allocate Negative Receipt

Unallocated

EoJobs

Bwish |

‘u

Allocate Negative Cash Receipt to Credit Invoices

Allocate Negative Cash Receipt

SINI01E 25775

(515.00)

Total AR Alocated: (5300.00) Recaipt Dste: [ E72018
Unappled Amount: 'W
Date | Invoice# | Order # Detals Inv. Amourtt | Balance Apply Amount
= 25173 (513.00) (513.00)
i 532018 25774 {$17.00) 151700}
=

{518.00)
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Allocating a Negative Cash Receipt to Postage

A negative cash receipt can also be allocated to postage. Create a new cash receipt and complete all required
fields. Enter a negative amount into the Receipt Amount field and enter the same amount into the Postage
Deposit field. Click Finish when done.

Create New Receipt for Company: 01

Create New Receipt

Batch #: 12571
Customer # JOCOT = Date: [10/24/2018
Name: |J Cash

Head Office: |4854 S. 500 W, ||

Check # [ih |

Receipt Amount 100,01
Payer: |J Lash | Allacation
Details: |

AR Suspenze

AR Job Prepayment
Postage Deposit

Postage Escrow

=
=
o
= = = |‘ |_

Unallocated

™ Apply Postage to Jobs

Cancel Allocate Negative Receipt

Finish

You will not allocate this receipt to a negative invoice, but instead the negative amount will post to the customer’s
postage account.

Date Details Job# InviPay# Batch# Post InstNotes Quantity Rate Debits Credits Balance
JOCO1 - J Cash

10012018 Opening Balance $0.00

10/24/201 Received 52068 12567 Chigt 4534 500.00 $500.00

10/24/201 Received 52970 12568 Chk# jh (100.00) $400.00

Customer Total ... 50.00 $400.00 $400.00

$0.00 5400.00 5400.00

Grand Total ...
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Accounts Receivable Customer Collection Overview

The Accounts Receivable Customer Collection program was designed as a tool to use when performing
collections on customers. It allows the user to see which customer accounts are past due, it provides an area to
enter follow-up notes for future reference, it facilitates the generation of past due letters and it can also calculate
finance charges.

List Customers

To open a list of customers

1.
2.

Select the AR Customer Collection program from the menu.
Click the List Customers button located on the toolbar shown at the top of the screen.

Based on the parameters selected, a listing of those customers who have outstanding invoices will
display.

Insert the date you would like the program to pull the information through, select the aging bracket you
would like the program to sort the information for (0 days, 30 days, 60 days, etc.), and then choose if
you want the report to age by the transaction date, the invoice date, or by the due date, along with aging
it by either the period or by the date.

Click the binoculars to display.

#2 AR Customer Collections for the Company : 01 Alaska Incorp - Plant Code: 0100 Company 01 Primary Location
Elle Wew Customer Charges Window Help

A A 3 & <

List Customers Custamer Motes Follow Up Notes Customer Histary Follow Up Letters | Customer Conkact Info Finance Charges

#2 List Customers

~ Form Selection:

Effective Date: | 3 #E/2007  =| Period .
E % Transaction date " Period
Only show customers with invoices older than; I " Invoice date * Date

" Due Date
_#

Oldest
Irvaice

Aging B

Accounti Custarmer Mame g Days Outstanding | Awvailable Credit

=

1

3

=

o

L

»

Cloze Print Grid

This information can be useful when performing collections on a customer, account reviews or when
providing account information when contacted as a credit reference.

J

Based on the criteria entered, a screen will appear listing the customer’s account number, the
customer’s name, the average days past due the customer’s outstanding invoices are, the date of the
customer’s oldest unpaid invoice, the total outstanding invoiced amount on the customer’s account
(including postage, freight and tax), and the credit currently available for the customer (credit limit less
total amount outstanding on the account; excluding WIP). You will notice under the column labeled Avg
Days, some customer accounts are colored while some are not. The color-coding indicates the five
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aging brackets setup within PrintStream. (Current = white, 31-60 = blue, 61-90 = peach, 91-120 =pink,
120 + days past due = red.)

#5 AR. Customer Collections for the Company : 01 Alaska Incorp - Plant Code: 0100 Company 01 Primary Location
Eile Yew Customer Charges ‘Window Help

A = S

List Customers Customer Motes Follow Up Motes Customer Historv Follow Up Letters | Customer Contact Info

— Form Selection:
Aging By
E flective D at :I 3/29/2007 vl Period .

meive e = * Transaction date " Period

Only show customers with invoices older thar: ID Days 'I = Invoice date ¥ Date

= Due Date

Oldest - . )

Accountd Customer Mame Awg Days i Outstanding | Awaillable Credit
1 JO2-15-44 Boulder Outdoor Center 9/23/2005 200000 9,997 .933.00
2 |ozo0 BABC Comparmy A242003 22 BR8.32 V34168
3 |03-26E2 STREAMLIME SOLUTIONS 0.aa 8.000.00
4 |0B-10-64 STREAMLIMNE [Ruli] 8.000.00
5 |100 The Perfect Starm 2415/2002 2067 1241 7.932.386.55
E |10003 Etrati kgt 34852002 9,340.55 E59.45
L lce Breakerz 14272002 8.570.597 991.,028.02
g & Company, [nc. 1/6/2006 5.500.00 9,994,499.00
9 12H Flowers A'Us 5/21/2004 -11.536.61 122 647 &1
10 12345 1234RE7391 234067591 2346739 nan naa
11 |12345673 Pallard Canzulting 8/6/2003 25307925 99.746.919.75
12 125 Tree's and More 2.450.00 337 543.00
13 [150 lce Breakers Elue [IBB) 000 93,993.00
14 |200 Lighthouze t anagerment £4,935.86 935.063.14

15 |2002 Fizcal vear -3,933.00 109,932.00 -
i | 3
LCloze | Print Grid |

Note  You also have the option of printing the grid that displays. Select the Print Grid option.
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Customer Notes

Collection notes can be entered at the customer level by clicking the Customer Notes option. These notes can
be tracked by the date the note was created or by the date indicated as the follow up date, as well as if the note
has been completed or remains open. You can also generate a report based on these parameters as well.

To enter a note

1.
2.

Click the Customer Notes button and select the customer account you want to add the note to.
Click the Add New Customer Note button in the lower right hand corner of the screen.
Enter the note and select a follow up date and press OK.

The note will display in the grid provided.

¢ AR Customer Collections for the Company : 01 Alaska Incorp - Plant Code: 0100 Company 01 Primary Location

File Wew Customer Charges MWindow Help
: ‘
E

A a

List Customers Customer Mokes Follows Up Mokes Customer History Follows Up Letters | Customer Contack Info
& Customer Follow Up Notes x|
—Select Custatner - Leave hlank far all
200 =1 sBC Compar =1
O i P —= IA pany — Shaovy Customer
O Collector | ;I @ Motes
—Date Range Fiter Status Fiter
O ezl i From Dste ; |11r29r2005 = |ToDate: | 3202007 + | & Open O Completed O Bath
O Falliowy Up Date
Mote # CicElan || [Fellon U Account# Customer Mame Mate Callectar Status
Date Date
1 3/20/2007 200 ABC Company entact Jil Sherman on 4/3/07 Open
regarding past dues invoices
) . Al Mewy
@ Preview O Print & Print Repart E Print Gricl Customer Mote lose

As notes are entered in this program, you can generate a listing or a report for a specific customer or for
all customers for a specified date range based on the Created Date or Follow-up date option selected,
and for a specific status type. Once a note has been completed, you can select the Completed option
in the control note and the note will display when the Status filter for completed is selected. You can
also print a report of the Customer Follow Up Notes or print the grid they display in.
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Customer History

This feature is handy for anyone who performs collections on customer accounts, because you can insert notes
for each client at the invoice level and create follow up updates.

To view customer history

1.
2.

Click the Customer History button located on the toolbar shown at the top of the screen.

Select the customer by either entering the customer account number or the customer name in the fields
provided. You can also use the up/down arrow keys located on your keyboard to scroll through the
selection of customers available.

You have the option to display paid invoices, open invoices or all invoices for the customer selected. If
the From Invoice Date field is left empty, the program will list all outstanding invoices for the customer
selected. However, you can insert a date into this field if you only want to see a listing of those invoices
after the date specified.

Click the binoculars to search.

#_ AR Customer Collections for the Company : 01 Alaska Incorp - Plant Code: 0100 Company 01 Primary Location - [Cu
A | 4 !
Lisk Cuskorners Customer Notes Fallaw Up Mokes Custorner History Follow Up Letters Custorner Conkad
—Credit Histary Summary
Acct Customer Mame @
—Display
" Paid Invoices % Open Invoices Al I From Invoice Date: I 111 £2006 'I
Irrygice: ; Irrygice: ; Fallasy L -
Date Invoices | Job# Tatal Balance |Days| Date Paid Date Mote Description

1 |142/2003 10480 1] -50.00 -50.00 1547

2 |&em/2005 10580 o 999.00 9599.00 B&1 22007 Customer disagrees with amourt hilled.

3 [7Har2005 10608 459 635.00 65500 B18 4P S200F 5 Customer disputes charges on this invoice.

4 |7i22/2005 10807 457 182500 182500 B15 41562007 Customer will send payment by 353107

5 |7r25/2005 10611 465 225.00 22500 12

E |9M572005 10853 483 128.33 128.33 5EB0

¥ |9523/2005 10897 0 999011 999011 552

8 |7/5/2006 10722 530 850.00 5000 267

9 1202772006 10724 459 200.00 20000 92 Ml

10 |12/27/2006 10725 539 BE5.00 gE5.00 82 *Mlry

11 |12027/2006 10726 539 455.00 4g5.00 92

12 |12/27/2006 10727 540 150.00 18000 82

13 |1A0/2007 1073 455 BS05.85 ES05.45 T Ml

The follow up date will display in red if the follow up date is in the past, yellow if the follow up date is the
current date, green if the follow up date is in the future and no color will display if the note has been
marked as completed.

Right-click a particular invoice transaction within the grid to receive a list of options. You can either print
or preview the invoice or you may edit the collection note previously entered.

Note  You may click the icon illustrating a rolodex card to view the customer’s account information.
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Credit Control Note

To add a credit control note to an invoice

1.

Double-click a line.
A pop-up display window titled Credit Control Notes will appear where you can insert notes.
Click the line within Credit Control Notes where you want to enter your note.

You may also insert a date in the Follow Up Date field, which will tie into the Follow-Up Notes section
located in this module. This will remind you when you need to contact the customer again.

If a note is inserted which does not require you to follow-up with the customer, you may select the
Completed check box.

Each credit control note may have up to 70 characters per line with a maximum of 50 lines of text.
Approximately the first 40 characters of the note will display in the grid when printed.

#_ AR Customer Collections for the Company : 01 Alaska Incorp - Plant Code: 0100 Company 01 Primary Location - [Cu

A & : <y
o E =1
Lisk Custormers Customer Notes Fallow Up Motes Custorner History Fallows Up Letters Cuskamer Conkac

—Credit Histary Summary

Acctd Customer Mame @
IZI2DD ﬁ }AEIC Company ﬁ
—Display edit Control Notes X

{ Paid Invoices % Open Invoice . R
e orent Invoice Credit Control Notes

Ing;ge Invoiced | Jobd InT' Invoice #:
[~ Completed Falloywy Up Date: I 312852007 'I
| 1 [1/22003 10490 1]
| 2 |6/E2005 10380 1] Custamer paid this invaice on check #53546 3107 =
| 3 |7r852005 10608 459 .
| 4 [Fr2202005 10807 457 1
| 5 |7f25/2005 10611 465
| B |9n1552005 10653 483
| 7 |9/2302005 10897 o g
| & |7/5£2008 10722 530
| 9 [12/2772006 10724 459
| 10 [12/27/2005 10725 539
|11 |12/2702006 10726 539 i
L | D?? QK Delete Cloze

Note  Once marked as completed, you will no longer view the note in the Follow Up Note screen.
Completed notes will only display in the Customer History screen. If you delete a note, it will
not appear anywhere. To edit a note, double-click the note line.
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Follow Up Notes
Another feature that aids in performing customer collections is Follow Up Notes. This screen displays notes by
date.
To view follow up notes
1. Click the Follow Up Note button located on the toolbar shown at the top of the screen.

2. Insert the date range you would like the program to search for notes previously entered through
Customer History.

If you would like to view the notes for only one specific customer, insert the customer’s account number
or the customer’s name and then click the binoculars. However, if you would like to view the notes for all
customers, insert the desired date range and leave the customer account number and customer name
field blank.

3. Click the binoculars icon to search.

¢_ AR Custometr Collections for the Company : 01 Alaska Incorp - Plant Code: 0100 Company 01 Primary Location

File Wiew ©Customer Charges Window Help

A 8 S Y

List Custaormers Custarmer MNotes Follow Up Motes Custorner Historv Fallow Up Letters | Customer Contact Info

: Follow Up Motes

—Followe U hotes Date Range

From Date: I 301 2007 vl Ta Date:l 4 12052007 v|

—Select Customer - Leave hlank far all
Sort Customers by AC NO

= h for Inwoi
| r T

il Uz Accounts Customer Matme Imvoices [l Mote Callectar
Diate Date

1 ABC Company 10380 682005 |Customer disagrees with
amornit billed.

5 ABC Company 10607 | 7/22/2005 Customer will send payment
by 353107

5 ABC Company 10608 719/2005 Customer disputes charges on
this invoice.

4 J02952007 (0200 ABC Company 10731 1M 02007 Customer paid this inwoice on
check #53546 3107

(& Preview ) Prirt

& Print Report E Print Gricl
Include Open Customer Motes

4. Click a line item to open the note in full display. You may also edit the notes to add additional
comments, mark the line item as completed, or insert a new follow-up date. You can also print a report
of the Follow Up Notes or print the grid they display in.
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Follow Up Letters

The Customer Collection program has the ability to generate a collection letter to send to your customers informing
them of the current status of their account. You can create a custom letter or use the provided form letters provided.
The form letters differ slightly in severity depending on the aging bracket the letter is generated for.

To use the provided form letters

1.

Click the Follow Up Letters button located on the toolbar at the top of the screen.

The current date will default in the date field; however, it can be changed. The date entered will
determine the aging and it is also the date that will print on the past due letter generated.

Your company name will default to the Name field located under Collector, but it can be changed to
represent an individual’'s name.

This name along with the company phone number, located under Collector, will display underneath the
signature line on the past due letter.

Select the type of letter you wish to generate based on the aging brackets provided:

e Auto: Standard statement of account letter indicating the total amount due for each aging bracket
as well as providing a grand total.
e 30-60 Days: First reminder letter informing the customer of the past due balance.

e 60-90 Days: Second reminder letter indicating the amount outstanding as well as consequences
involved if payment is not submitted.

e 90 + Days: Final reminder letter informing the customer the account will be placed on hold.

A list of customers with an outstanding invoice within the bracket selected will display on the right.
Select the customers you want to generate a letter for by clicking within the box located to the left of
each customer’s name or click the Select All button to select all customers.

If you want to add a comment line to the letter, enter the notation in the Additional Text field provided.
This line will display underneath where your company phone number is printed.

Click the Preview button to process the form letters.

A &

List Custormars Customer Mokes

Fallow Up Letters

Follow Up Motes Customer History (i}

£ Follow Up Letters

Drate: I 3 /29,2007 'l Period

r— Collector

Beport Format | Load Customer List: Ml

[ “
Marne: |Alaska Incomp | [[]John's Contract Customer
[1kat-Man-Du
Phorst: (B01)555 0133 || & Larmy's
[ Leah's Account
r— Format [] Leah's test 7422
 futo F 30+ Daps T B0+ Daps 7 90+ Daps ccount 7425
. O ailshop, Ihc.
- Additional Test [ Max Out Customer Name Field for Testing
|Have a great dayl Miami HS
Piper HS —

[] Megative Cash Receipt Customer #2
WICKCO
[ Pacific: Crezt Mills -

|

| | [[] Megative Caszh Receipt Cuzstomer #1
|
|

Select All

Prewview | LCloze

Note  The letter will fit in most standard window envelopes.
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To use a custom letter

1.

Create the collection letters in Microsoft Word.

Each collection letter created must be saved in the Reports folder of the PrintStream database used.
The collection letter must also be saved with the title CollLetters followed by the remaining description
you assign to the document. For example, CollLetters30.rpt would represent the customized letter
created for my 30 day age bracket, CollLetters60.rpt would represent the customized letter created for
my 60 day age bracket, etc.

After customizing the collection letters, open the Customer Collection program, select and complete
the parameters and fields provided, and then select the customers to generate a letter to.

Click Report Format. The password is formats.

X
Paszword: 0K |
_Carcel |

Cancel

|f|:|rmats

A window opens listing the custom collection letters created.

Custom Report Formats pd |

[Hone] ‘
CollLetters B0

Select the format from the drop-down list and click OK.
Click Preview from the Follow Up Letters window.
The collection letters will preview to the screen in the customized format.

Click the printer icon to print them.
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Customer Contact Info
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A convenient lookup tool to view a customer’s account information is located within the AR Customer
Collection program. Rather than having to minimize the program and open the Master Files Customer program,
you can remain in the Collections program to look up the customer’s phone number, contact name, etc.

File Wiew Customer Charges  window Help

g

Cuskamer Motes

A

Lisk Customers Follow Up Motes

Custome-r History

g

Fallaw 1

~ Customer Contact Info E I

Acct# Custamer Mame

—‘I
F1 064 = ISTREAMLINE SOLUTIONS

=1
—=l1

Acct Status: El

Payment Days: [
Started: |

Internal Cust

Service Charge?|

Crecit Limit: 00

Credit Ref:

Contact: Kathy DiPaulo

Phone: 515-855-9535

Fanck: l:l Collector:
Salesrep: b Taxd:
SIC Code: Tax Code:

SIC Groug: Fate:
Incustry: | Dist: |5
& B Ref#: Postage Type:

Cloze

Note
documentation to change data to a customer’s file.

This information cannot be edited from this program. Please refer to the Master Files Customer
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Finance Charges

To use the finance charge feature in AR Customer Collection
1. Complete these setup items:
a. Define those customer accounts who you want to assess finance charges to.

This is done in the Master Files Customer program. Please refer to the Master Files Customer
documentation for further instruction.

b. The Calculation for finance charges will begin at a set # of days entered after the due date of an
invoice. For example: If your customer’s invoice is due October 1st and the grace days are defined
as 30, finance charges may be assessed beginning November 1st. To define the global default
grace days, further assistance will be required by your PrintStream Accounting Support contact.

c. Option to include/exclude previous finance charge invoices from current calculation.

2. Click the Finance Charges button in AR Customer Collections. A finance charge calculation screen will
display where you will define the parameters of the finance charges to be calculated.

%2 AR Customer Collections for the Company : 01 Alaska Incorp - Plant Code: 0100 Company 01 Primary Location

File Wiew Customer Charges ‘Window Help
A : oy <
List Customers Follow Up Motes Customer History Follows Up Lekters | Customer Contact Info Finance Charges Exit
Finance Charge Calculation |
Mote: Usually, Finance charges are calculated before statements are printed. |
—Period Minimuim
Date : | 1 43142005 vl Grace Days |30 Balance : |1 Reset |
Year: | 2008 Period: [ 4 | Charge : |1
Al R EED: I.12 % [ Include: v Exclude Previous Finance Charge Invoices Caleulste Charges |
) Suspense from Calculation
—&gging By
{* Tranzaction date " Invoice date " Due Date | = Period {* Date Cloze |
Custamers | Customer MName | Outstanding I Crverdue Balance | Finance Charge |
Acct # Hame Current 30 + 60+ 90 + Suspense Total

The date field will automatically default to the last date of your fiscal year. This date field can be
changed to the ending date of the period the finance charges will be calculated for; however, the date
selected must be in a period that is open in Master Files Reports.

The number of grace days will default to the global setting defined above; however, this number can be
overridden if needed. The number inserted into the Grace Days field will be added to the date of the
transaction for extra grace time before an invoice is considered overdue.

3. Insert in the Balance field under Minimum, in the form of dollars, the minimum balance you want the
program to calculate finance charges for.
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4. In the Charge field, enter in the form of dollars the minimum finance charge that should be assessed.
Enter the annual interest rate you want the program to charge in the Annual Int Rate field.

6. If you want the program to account for AR suspense money on the customer’s account in the finance
charge calculation (total dollars past due less AR suspense money), select the Include Suspense
check box. If you do not want the program to deduct AR suspense money from the past due balance,
clear this check box.

7. If you do not want the program to factor unpaid finance charges into the calculation of the overdue
amount, select the Exclude Previous Finance Charge Invoices from Calculation check box.

8. Select how you would like the program to age the outstanding invoices by: transaction date, invoice
date, or by due date, and then indicate if you want the program to sort the invoices by the period or by

date.
9. Click the Calculate Charges button to calculate the finance charges.
¥_ AR Customer Collections for the Company : 01 Alaska Incorp - Plant Code: 0100 Company 01 Primary Location
File Wiew Customer Charges window Help
A & : ey
Lisk Customers Customer Maktes Follows Up Motes Cuskamer History Follow Up Letters Customer Conkac
Finance Charge Calculation
Mote: Uzually, Finance charges are calculsted before statements are printed: |
—Period rinimLm
Date : | g 13142007 vl Grace Days |30 Balance : |1 Reset
Year Period Charge : |1
Annual It Rate - |1 % v Include 7 Exclude Previous Finance Charge Invoices Lalculate Charges
’ Suspense from Calculation
—Aging By
{* Transaction date " Invoice date " Due Date | " Period (v Date Cloge
Customerd | Clstamer hame | Ciutatanding | Crverdue Balance | Finance Charoe
111 A Company, Inc. §,500.00 5,500.00 455
9576543 Boulder Outdoor Center 12,106,591 10 11,988 747 06 9,990 62
ABBAT Ahba Inc. 10,058,851 47 10,025 637 61 §,354 .70
ALASKA Alaska Inc. 253,071.82 276 785.14 232.32
BABAT Babbs Inc. 523,731.34 463 627 16 386.36
HAWAI Hawegii Inc. 9,730.45 9,450.45 7.0
IMTO1 Internal Customer 1,000.00 1,000.00 1.00
JOHMCOM John's Contract Customer 300,815.50 300,818.50 250 65
LEAH Leah's Account 30,396 .66 30,396 .66 2533
MAILSHOP Mailshop, Inc. 242 65 24285 1.00
PaYE0 Prepayment 50050 Customer E5Y .50 B57.50 1.00
SLOC Salt lake aly committes 806,570.70 806 563.74 E72.14
|m:c‘t # |Name | Current | 30+ | 60 + | 90 + | Suspense | Total
[ Status |

The customers whose customer master file record is marked for service charges will display in the
window provided as shown above. By highlighting a customer’s account number, PrintStream will
provide an aging summary below.
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To edit a finance charge for a customer

1. Highlight the customer’s account number, right-click, and select Edit to enter a new finance charge.

2. When all changes have been made, you can preview or print a finance charge report before posting the
finance charges.

_ﬁ

#2 AR Customer Collections for the Company : 01 Alaska Incorp - Plant Code: 0100 Company 01 Primary Location

Eile View Customer

Charges

“indow  Help

A

List Cusktomers

_ustomer Motes

4

Fallow Up MNokes

@

Custome}' History

Follow Up Letkers

Customer Contad

inance Charge Calculation

Maote: Usually, Finance charges are calculated before statement s are printed.

tinirnLm

—Period

Date : IBJ‘31J‘20EI? 'I

Wear :

Period :

Grace Days : ISD

Balance : |1
Charge : |-1

—Aging By

. I Include Exclude Previous Finance Charge Invoices
A | Int Rate: |1 W
fnua s ¥ Suspense ¥ from Calculation
¥ Tranzaction date ™ Iroice date " Due Date |  Period {+ Date

Reset

Calculate Charges

ik

Close

Customerd I Customer hame | Cutstanding | Cverdue Balance | Finance Charge |
A Company, Inc. 6,500.00 5,500.00 4.58

o [Edit COutednor Certer 12,106,589 10 11,338,747 06 9,990 52

AE [#Preview C. 10,055,551 47 10,025,637 61 5,354 .70

AL EPrint Inc. 283,071.52 276,788.14 232.32

BA cuCreate FCBatch  [nc. 523,731 .34 463,627 16 386.36

H. Inc. 973048 9,480 458 T.a0

IMTON Internal Customer 1,000.00 1,000.00 1.00

JOHMNCON John's Cortract Custamer 300,818.50 300,518.50 25068

LEAH Leah's Sccourt 30,396 66 30,396 66 2533

MAILSHOP Mailshop, Inc. 242 65 242 65 1.00

PaNAD Prepayment 50450 Customer E87 .50 BE7 .50 1.00

SLOC Salt lake oly committee 806,570.70 806,563.74 672.14
|Acc‘l # |I~Iame | Current | 30 + | 60 + | 90 + | Suspense | Total
111 | Compary, e | 0| 0| i 8500 | 1000 | B500

To generate finance charge invoices

1. Right-click a customer account number and select.

A message will display confirming you want to create finance charge invoices.

2. Select Yes if you want to proceed.

Finance Charge

@ Are you sure you wish to Finance charge invaices? This will create a DI Batch with an Inveice for each charge, Once the posting report displays, you will have an option ko post ko the &L, Select 'Close" to preview Finance charges invaices and past o the 4

|

Yes

A summary display will appear providing a listing of those accounts that will be charged in the posting.
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3. Click Post to complete the posting process.

Post AR Batch B
Batch #: Batch Date; |
Account | [rehits | Credits | -
Pasting for Intermal Batch: 0
01-01-01-4600 zervice charge revenue $4.58
01-01-01-1500 accounts receivable $4.58
01-01-01-4600 zervice charge revenue $9,990.62
01-01-01-1500 accounts receivable $9.990.62
01-01-01-4600 zervice charge revenue $8,354.70
01-01-01-1500 accounts receivable $8.354.70
01-01-01-4600 zervice charge revenue F23232  —
01-01-01-1500 accounts receivable F232.32
01-01-01-4600 zervice charge revenue $386.36
01-01-01-1500 accounts receivable $386.36
01-01-01-4600 zervice charge revenue $7.90
01-01-01-1500 accounts receivable $7.90
01-01-01-4600 zervice charge revenue $1.00
01-01-01-1500 accounts receivable $1.00 LI

A posted batch of AR invoices will be created for the customers for whom PrintStream calculated
finance charges.

" AR Invoicing Entry - Company: 01 - Alaska Incorp --- Plant Code: 0100

Elle Batch Inwoice Options Uklities Help

| ¥ B

A/R Inveicing Entry

Lines: IBaIance Postage | Bill To!Ship To I Miscellaneous | Dummy Invoice I s Depostts | Motes | Allocations I Preview | Jok I

Active Bstches  Posted Batches | i;” Job# | aty | Services Setup Ch:r‘;as Rate per A;ﬂ;’:" Subtotal [Tax Cade T;x | Tax At | Total Amt
558 Financial 2004 ]| [ oesass 1,000 Service Charge 000 000 45633 @ Eact x| 456 4.5 00 0 000 458
+- 5 Financial 2005 = 9agagg 0.000 Inv#10723 Inv 000 000 00000 Extends 0.00 0.00 0 000 0
Finanicial 2005 Amt:4,000.00 Due .
= Finanicial 2007 12152005 Worthly
- Period# 1 Charge:2.52 ||
-l Periodt 2 99933 000010735 Inv 0.0000 Extende
o (@ Poriod 5 | amt:2,500.00 Due; .
i ! 30972007 Morithly
Poriodé 4
Periodt 5 - -
Period 6
Periodt 7
Periods &
Periodt 9
- (i Period# 10
- Period 11
L1203
Irvv# 10742 Final
: Iree 10743 Final
Ll o 40744 Finsl

4. If you choose not to post, PrintStream will create an unposted AR invoice batch containing invoices to
the customers finance charges were calculated for. You can manually post the batch when ready.
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AR Database Builder

The AR Database Builder and Job Costing Database Builder create Access databases in the PSEXTERN folder
of the database server. Reports can then be created using the exported information. Both database builders
work the same way. The difference is Job Costing extracts information from Jobs, while AR extracts posted
batch information from Accounts Receivable. The screen shots in this documentation will be of the AR Database
Builder.

The export programs were written to assist users who wanted greater flexibility in reporting. Current PrintStream
reports may be exported via Crystal Reports to various common file formats for resorting, totaling or combining.
However, some users want the ability to access stored data that does not appear in reports. Rather than
assisting users in their understanding of the PrintStream database structure, with its redundancy and sometimes
confusing field names, EFI PrintStream provides these export tools which extracts PrintStream data into more
concise tables using more standard file and field names. This also provides a level of safety due to the fact that
data can be repetitively exported without harming the original source data.

The intention of the AR Database Builder is that users will close their month in AR and then prepare an export of
the closed month’s batches. This Access database might be saved with a name like “Oct02Ardatabase.mdb” and
then combined or compared with other month’s exports.

8 5ales Reports x|

File Export Opkions

— Dezcription

|t exports the zelected batches from the list to a Microzoft Access
database lozated at | Stream/PSE stermdAR D atabaze. mdb

— Select

&) Mon espoted Batches O Batches alieady exported

[[] Batch$t 3370 - Date: 11/30/2004
[[] Batch# 3384 - Date: 11/22/2004

[[] Batch# 3334 - Date: 11/22/2004 Select Al
[[] Batch# 3396 - Date: 11/22/2004
[ Batch# 3397 - Date: 10/5/2004 Clear

[] Batch$t 3398 - Date: 9/30/2004

[] Batchit 3399 - Date: 11.15/2004

[] Batch$t 3400 - Date: 11.15/2004

[[] Batchit 3415 - Date: 3/22/2005

[[] Batchit 3424 - Date: 3/25/2005

[] Batchit 3465 - Date: 3/30/2005 j

Cloze | Expart

Nnne
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Extracting PrintStream Data To An Access Database

To extract data

1.

3.

Select from the list of posted batches available to export by clicking in the box next to the batch.

Selecting All will select all batches in the list and add a check mark next to them.

De-select a batch in the selection by clicking twice on the batch.

Refresh and Clear will deselect all selected batches; however,

after clearing the selection.

Refresh will move to the top of the list

Non exported Batches will list posted batches that have not been exported. View the list of exported

batches by marking Batches already exported.

Sales Reports

File Export Opkions

|

— Description

[t exparts the zelected batches from the lizt to a Microzoft Access
databaze lozated at . Stream/PSEsterndaR D atabaze. mdb

—Select

=} Mon expoted Batches O Batches alieady exported

Batchit 3370 - Date: 11./30/2004 ;| Fefresh
Batchit 3384 - Date: 11/22/2004 —
Batchit 3354 - Date: 11/22/2004 Select Al
B atchit 3396 - :

[]Batch#t 3397 - Date: 10/5/2004 Clear
[ Batch# 3398 - Dake: 94302004

[ Batch#t 3399 - Date: 11/15/2004

[ Bateh#t 3400 - Dake: 11/15/2004

[ Batchit 3415 - Date: 3/22/2005

[ Batchtt 3424 - Date: 3/25,/2005 —
[ Batch#t 3428 - Date: 4/6/2005 LI
LCloze Export
Done

When the selection is complete, click Export. The information will export into an Access database file
titled /stream/livedata/psextern/ARDatabase.mdb. (You may want to rename and/or move this file

after each export.)
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4. The status bar at the bottom and the Export button indicate the database is being built. When the
export is complete, the message Extraction Completed will display. Click OK and then Close. The
extracted information is now ready to be linked with a report database.

]

File Expaort  Opkions

— Descriptian

It exportz the selected batches from the list to a Microzoft Access
datsbaze located at | Stream/PSE sterndARD atabasze mdb

—Select

&} Mon expoted Batches O Batches alieady exported

m . Refrezh

[(1Batchi# 31 - D :

] Batchit 13- D @ Exctraction Completed! Select Al
[[1Batchit 34 - D

[JBatch# 35-D Clear
[ Batch#t 36 - D

[[]Batchit 37 - Dlerem—errerr

[[]Batchit 44 - Date: 8/24/19599

[[1Batchit 51 - Date: 8/28/19599

[[]Batch#t B2 - Date: 74642000
[[]Batch#t 65 - Date: 74742000 ;I

Cloze Export

Done
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Linking Microsoft Access to Create Reports from PrintStream

PSEXTERN Database vs. Report Database

The PrintStream Database builders create MSAccess databases in the PSEXTERN folder of the database server
path used in your office (for most this will be the P:\stream\livedata\PSEXTERN\ folder). In this folder are files
called ARDatabase.mdb for the AR Database Builder and Jobcost.mdb for the Job Cost Database Builder. You
should not create reports or queries within these databases. Instead you should create a report database on your
local computer that will link to the database. By using this method all customized work will be saved in the event
of future changes and it provides a facility for sharing your reports with other PrintStream users while not sharing
your data.

WARNING [f you create reports in the Access database located in the PSEXTERN folder, your programming
will likely be lost during a PrintStream upgrade.

Linking Tables to the Access Report Database

To link your report database to the PSEXTERN Database
1. Create a new Access database and select New from the Tables Selection.

2. Highlight the Link Table option and click OK.

gEH Aarons AR DB Reports : Database
Open & Design | “ g Mew | * | 3,

Objects 2/x

Datasheet Yiew
Design Yiew
Table Wizard

ImEDrt Table

QUEries

Farms

Reparts This wizard creates tables in
the current database that are
linked to tables in an external
File,

Macros

Maodules

Ik I Zancel

Groups

B3 Favorites
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Follow the path to the PSEXTERN folder in the server location that manages the PrintStream Database.

(For most this will be P:\stream\livedata\PSEXTERN\ folder.) Double-click the desired database.

ok B 21x|
| 1 PSEXTERN x| |@ ¥ 5 Ed - Toos -

| @PustalCnt.mdh

2] DonaTA. mob @F‘DstalRatesb‘DD.mdb
EEI D DATADZ1201 1029, mdb @PostalRates\-‘g?.mdb
2| FinRep, MDE [ PriceList.mdb

EEI FinRepold, MDE @PrintPerGen.MDB
EEI FRTree.MCE @PrintScripts.MDB

!EI FRTres4test MDE @PSScripts.MDB

[#]] 10bCost MOE []PULLLIST MDB

]| ListScheduler, mdb [Z]RATES. MDE

[£) ] ailE st MDE (2] 5ALES MDB

£ MailListScheduler mdb @Schedule.MDB

!EI MailListschedulerMew, mdb

[£) ] 15PCSRMatri. mdb

EEI MewInventaryMatrix:,mdb

2] PHYSTCAL. MDE

Loak in:

File name: IP.RDataI:uase.MDB

-

Files af type: IMicrusuFt &ccess (. mdb;*, adp;*. mdw; *.mda; * mde; *.atﬂ

= Link I
Cancel |

After double-clicking the database, a list of all available tables within the database display. Click the
Select All button and click OK.

Tables |
(8]4 |
Cancel |
Select Al I
Deselect Al |
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All of the Databases that are linked to your database will show up in your local database. All linked
tables in Access show up in the table list with an arrow next to them.

gE2 Aarons AR DB Reports : Database
B open B Design ‘g hew | P | Bn - inc EE

Create table in Design view o[  ProduckGroups
Create kable by using wizard ] ProductTypes
Create table by entering data  #E#  Salesrep

#(E  aRalocations ] SICCodes
FEE B  ARInvoiceBatches Bl
Reports B ARInvoiceLines

Ohjects

kempZusTokals

Pages wiiE  ARInvoices
+E R

* Cuskormer
HBEHIES * GLACcounts
#E  Jobalocations
B Jobs

w(E LogFile

Macros

Linked tables in Access work in the same way as a normal table except that the table definition cannot
be modified. The data does not actually reside on your local computer; it is simply brought locally when
connected to. Notice tempCusTotals does not have a row. This means it is a table that resides in the
local mdb.

Sharing Your Reports

To share your reports with others simply make a copy of the report database. If the user that created the report
database has the same path to Access database then you will not need to make any changes when the
database is accessed. If the database had different links to the Access database tables then you will need to
delete all of the linked tables (the tables with arrows) and recreate the links using the steps above.

Note None of the data in your system will be transferred when you give your report database to another
person. Only the “programs” to produce the report are being transferred.
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Microsoft Access Housekeeping

Using the linked table method will create file fragments within a Microsoft Access database. To keep the

D ——

database at a minimal size and running efficiently, Microsoft has provided a utility to Compact and Repair the
Database. (See below for the location of this utility.) It is recommended you run this utility before copying your

database, for another user to minimize disk space while transferring.

Microsoft Access

JEiIe Edit Wiew Insert | Tools ‘Window Help

D= E‘%& ¥ speling. . F7

Cnline Collaboration k

2.

55 Relationships. ..

Analyze

ki

Open [uf

Convert Database

v |

Chijects Securlty

Startup.

»E
+E
+E
1=
+E
»E
»E
»E
»E
+E

opkions.

Customize. ..

e
=

ARInvoices
SR

Custamer

GLACCoUnts

Joballocations

Jobs
LogFile

Produckiaroups

ProductTvpes

Salesrep

Compact and Repair Dakabase. ..

Linked Table Manager
Switchboard Manager

28 Make MDE File. .,

¥
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AR Cross Reference Search

Use this program to display information about a customer’s account as well as a search device for job and AR
transactions.

You can view all outstanding invoices on a customer’s account, view a customer’s postage balance or any
inventory items assigned to a customer’s account by selecting these items in the Customer menu.

To find jobs or invoices by customer
1. Select the Select Customer check box and insert the customer’s account in the appropriate field.

2. Click Customer on the toolbar and select Outstanding Invoices. The invoices that display are specific
to the customer account selected.

If you know the job or invoice number, enter that number into the corresponding field.

4. Select Job on the tool bar and choose to view a summary of that particular job, view the multiple
invoices created for that job, view the multiple deliveries made for that job, or display the postage
transactions for that job.

5. In the Invoice drop-down menu, you can view/print the invoice, view the allocations to the invoice
specified, or view any payments applied to the invoice selected.

6. You may also use the AR Cross Reference as a tool to search for a cash receipt.

: v AR Cross Reference A

Customer  Job  Inwvoice Receipks

AR Cross Reference %

Compary (01) Alaska Incorp - Plant Code: 0100 Company 01 Primary Location

L] Select Custamer

[ =
. Find Invoice for "

Customer Order# I iy | Iv Find Exact Match

Invaices

mwa: [ = * Double Click Job 1o select Job. | Job #
Batch #: _ Plant:-

Cust Orolers: _
—Jobs

Job # I vl * Double Click Invit to select Invoice. Invoice #

Close |
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To locate an invoice by the customer’s order or purchase order number

1.

Select the Select Customer check box and enter the customer’s purchase order number into the

Customer Orderi# field.

To narrow your search for a specific customer, enter the customer’s account number in the field

provided.

To find the exact match of the customer order number entered, select the Find Exact Match check box

and click Find Invoice for the Order #.

1 Cross Reference

Customer  Job Invoice  Receipts

I

AR Cross Reference

Company (011 Alasks Incorp - Plant Code: 0100 Company 01 Primary Location

Select Customer

¥ Find Exact Matzh

Custamer Ordlerd : |1 23

the Croer #
rInvoices
I #: I vl * Dioulble Click Jok# to select Job. Joh #
rJobE
Job #: I vl * Double Click Invd to select Invoice. Invoice #

Cloze |

All exact matches of the customer order number will display.

my Customer PO Cross Reference

Ix

- Custamer

Customer Orderd : |123 ¥ Find Exact Match

[ s |
Find Invaoice |

Found Invoices [Double click a invoice to select it and bring it ta the main screen]:

Cloze

Invoicett | Customer # | Flant | Date | Details | Totall Hecejjtsl Balance | F'Dﬂl Statuz |
10388 0200 0100 E/27/2008 Copy of Copy... 431.51 0.00 43151 123 Final
10967 100 0100 E/18/2008  asdfgla 8.458.38 0.00 8.458.38 Final
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4. To see all invoices containing the first few characters of the customer order number, complete the
Customer Order# field and select Find Invoice for the Order #.

v AR Cross Reference _>

Customer  Job  Inwoice Receipts

AR Cross Reference i

Company (011 Alaska Incorp - Plart Code: 0100 Company 01 Primary Location

Select Customer
| =/ I

Customer Orderd : |1 23 Eitn:;no\‘ﬂzf ::'r | [ Find Exact Match

All invoices containing the information provided will display.

m Customer PO Cross Reference _X
r Customer
Customer Crderst: [123 [ Find Exact Match Find Invioice: |
Found Invoices [Double click a invoice to select it and bring it to the main screen]:
Irnvoicet | Customer # | Plant | Date | Details | TotaII Hecgi:utsl Balance | F‘Dﬂl Statuz | AI
10724 0200 0100 12/27/2006 test 200.00 0.0 200.00 123abc Final
10731 0200 0100 110/2007  enwenw £.505.88 oo E£.505.828 123abc Final
10983 0z00 0100 E/24/2008 Copy of Test 43151 0o 43151 12323 Partial
10954 0z00 0100 E/24/2008 Copy of Test 431.51 0o 431.51 12323 Final
10388 0z00 o100 E/27/2008 Copy of Copy.. 431.51 n.oo 43151 123 Final —
10456 100 010o 11/8/2002  Phillips BB 1.100.03 0.00 1.100.03 1234 Partial
10517 100 010o 1/13/2004 Copy of Copy... 19.326.24 0.00 19.326.24 1234 Final
10967 100 010o E/18/2008  asdfala 8.458.38 0.00 8.458.38 Final
10324 200 0100 FA7/2002  flyers far tarch E7273 n.oa E72.73 123456 Final
1037R nn ninn FHATENN?  Fners for bareh nnnn nnn nnnn 12URE Adinstm LI
Cloze
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AR Reporting

The AR Reporting programs consist of a display program and several reports capturing various AR transactions.
An overview of the display program will be provided while a description of each report will be included in the A/R
reports section of this handbook.

AR Display

In the AR display program, you can view all AR transactions in detail for a customer’s account. After selecting the
customer number or name, the following options are available:

1. Display an overview, which shows the main information in the customer’s master file.
2. View an aged balance by period (shown below), by transaction date, or invoice date.

3. View the customer’s invoice history by viewing all outstanding invoices, invoices by date, or all invoices
on the customer’s account.

4. Cash receipt transactions can be viewed by selecting either By Period or Transactions. Right-click any
transaction to drill down for more detail including to which invoices or jobs the receipt was allocated.

5. Drill down by right-clicking the invoice date to view/print the invoice itself, view the lines, allocations,
payments, etc.

1 AR Inquiry (01) Alaska Incorp - Plant Code: 0100 Company 01 Primary Location Data is filtered =7 5[
File Help
AR .- Customer
- Il'lqllll'} ’V|UZUU j }AEC Company j
[:I Overview
=14 Aged Balance Aging Data |
=Gy By Transaction Date | [Tron Date | Invoicet: | Detals | Cunent | 3050 Days | 60-90Days| 90+ Days | 120+ Days | Jobit [ FoO#t [ irvdmt] HEcEiplsHI
-ﬂ 2003 11/15/2004 38 DIGITIZE .. i 0 0 291.85 0 539533 1080554, 291.85 0.00
- 2004 1116/2004  B37 DIGITIZE i i i 291 85 0 999399 100558 291 85 nnn
B 2005 2/31/2004 50 Service C. i i i i 30 999999 30.00 000
] Perind 1 7004 8 Service C. i i i i 20 99993 2000 non
Fariod 2 FTNY04 543 computer ... i i i i 00 939393 300.00 000
Boriod 3 F2004 54 i i i i 800 0 800.00 000
: 7/5/2004 517 Copy af © i i i i 500 795 50000 non
= Period 4 B/22/2004  EO7 Copy of C.. 0 i i 0 03 30 501083 0.00
=] Period 5 £/21/2004 505 i i i 0 253544 39393 000 258644
Period G 4/2/2004 447 mmmmm i i i i nn 72 10000 nnn
Pariod 7 2292004 44 yir i i i i 400 939393 jhighighigi 500.00 100.00
Period @ 4/5/2004 439 i i i i i o0 711 300.00 non
Fariod 3 4292004 437 iyt i i i i a388 703 89.88 000
Perind 10 4/29/2004 436 kg i i i i FrIE 708 77 000
: 4292004 434 kakkk i i i i aERER 704 3mA AR non
Period 11 o 43 hhih 0 i i i 423 703 123 0.00
] Period 12 4/28/2004 430 M i i i i 10 702 10.00 0.00
-5y By Inveice Date 4172004 76 highi i i i i 10008 61 100.08 000
1 C7 Irwoices 4/1/2004 74 ity i i i i 50000 939399 50,000.00 0.00
(-0 Cash Receipts 4/1/2004 73 tyrbyrtyr i i i i 172 675 104-2M2 5000 54928
0] Transactions 4,172 D —— i i i i 2575 673 2575.00 000
343172 Recepts Detal i i i i 3000 EE3 -2.000.00 000
3/3/20 Wiew Invaice 0 1] 1] 1] 3500 BES 3.500.00 0.00
323/ Wiew Payments i i i 0 2BE010E3 O IFEEAIE0  ETETEET
W2 i Tvoice Lines i i i i 64347 393999 254847 0.00
‘iew Revenue Allocation
‘igw Expense Allocation
[ Cunent | 30+ days | 60+ days | 90+ days | Suspense | Total | WIP | Net Total
[ 0o 0o 000 329EELH 12EE272 [ 42067690 000 | 72059
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AR Reports

There are 6 categories of reports within A/R Reporter:
e Transaction reports
e  Customer reports
e  Month End reports
e  Master File reports
e Jobs/Invs reports
e Sales reports
A summary is provided below for each report.
Transaction Reports:

A/R Batch Transaction — can be sorted by batch number or by period/year along with generating by
customer invoice or by cash receipt. Provides a listing of transactions, either Customer Invoices or Cash
Receipts, by batch number.

Invoices By Date — provides a listing of invoices by date and by customer. Breaks totals out by net sale,
postage, freight, tax and invoice total. You can also list 5 invoices for a specific reporting group. Control
document for month end balancing.

Cash Receipts By Date — provides a listing of cash receipts by date and by customer. Breaks out receipt
allocation — AR applied/unapplied, postage applied/unapplied. Control document for month end balancing.

A/R Bank Deposit Slip — system generated deposit slip capturing all receipts by the batch number or by
batch number range.

Invoice Allocation — this report provides a listing of the GL allocations for each invoice within the batch
number or batch number range indicated. This report will also reference the job number to each invoice
reported on. A batch summary of all GL accounts affected by the invoices within the batch(s) reported will
appear at the end of each batch listed on the report.

Cash Receipts by Bank Account — provides a listing of cash receipts by bank account for the date range
specified.

A/R Transactions by Date — this report will show all invoices and cash receipts logged in PrintStream for
the customer(s) indicated for the date range provided.

Detailed Invoices By Sales Rep - provides a listing of invoiced sales by date range and salesrep selected.
This report will calculate the value added as Estimated Value Added or Net Invoice (no sales tax, freight or
postage), minus actual materials at cost. It includes the ability to sort by customer grouping, and provides a
total by customer.

Invoices by Salesrep — provides a listing of invoices by salesrep based on the date range and salesreps
indicated.

Detail AR Batch Invoice Allocation — breaks down the batch referencing the invoice, customer and the GL
allocations to each invoice within the batch. This report will further provide a summary of all GL accounts
affected by the batches reported on. Can be sorted by batch number or by period.

Detail Invoice/Job Allocation — shows the invoice GL allocation based on an invoice number or a job
number.

Customer Reports:

Customer Credit Report — this report will print a customer list reflecting a summary of the customer(s)
credit history including available credit, suspense, the balance of outstanding invoices and the total dollars of
jobs in process.

Customer Statement — a statement that will show outstanding invoices and an aging summary for a
customer’s account.
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Customer Sales Volume — generated by customer with further breakdown by customer and by product
type. This will show, based on the filter criteria, sales invoiced by period.

Customer Credit Type — this report will provide a listing of customers, based on parameters defined,
indicating the account terms, the salesrep assigned to the account as well as the customer’s account
balance.

Inactive Customer — provides a listing of customer accounts that have not had activity on their account
from the date entered.

Month End Reports:

A/R Aging — the A/R aging report will provide a recap of the outstanding invoices as well as the customer’s
AR suspense on a customer’s account based on the parameters defined. Control document for month end
balancing.

Sales Tax — will print a report of sales tax billed for a range of periods, for one or all tax codes defined.

A/R Detailed Suspense — will provide a detailed listing for one customer or for a range of those customers
who have unapplied A/R money available on their account.

Gross Sales Tax — this report summarizes the gross tax for each tax code for the selected date range.
Custom report for one PrintStream customer only.

A/R Reconciliation - this report aids in the reconciliation of the A/R aging report. It will calculate any out of
balance accounts, by customer, by factoring in a customer’s beginning aging balance, all posted invoices
and posted cash receipts for the period or date range indicated. The difference between the calculation and
what is recorded on the A/R aging report will be reflected as the Net Amount.

AR Account Status Report — this report can be generated by customer and will provide a credit overview of
the account. It will provide totals for outstanding invoices, open orders, available credit, current month and
year to date totals for receipts and invoices as well as total dollars of credits issued.

AR Prepayment Summary Report — this report works with the AR Prepayment feature available in the
Cash Receipt program. The report provides a summarized listing of AR Prepayments entered to a
customer’s account. Used to reconcile to the GL Prepayments account.

AR Prepayment Detail Report - this report works with the AR Prepayment feature available in the Cash
Receipt program. The report provides a detailed listing of receipts allocated as an AR Prepayment, how the
prepaid receipt was applied, by customer account. Used to reconcile to the GL Prepayments account.

Master File Reports:

Customer Listing — provides a summary of a customer’s master file account. Can be generated based on
customer, salesrep and type.

Customer Labels — labels can be printed for a customer or a customer range. Three label sizes available.
Jobs/Invs Reports:

Billing Worksheet — provides an overall look of the costs incurred to complete a job. The worksheet breaks
out the costs based on buyouts, materials and labor, and it gives the difference in cost for the centers
reported on based on estimated costs vs. actual costs. The profitability/loss for a job is also reflected on the
billing worksheet after the job has been A/R invoiced.

Job Bookings Period - this report provides a summary of all jobs booked during the selected date range.

Unbilled Delivered Jobs — indicates all jobs delivered, but not yet invoiced. This report must be used in
conjunction with the Shipping module.

Batch Invoices - invoices for the batch selected will first print to the screen and then the entire batch can
be printed by selecting the printer icon displayed above the invoice.

Job Summary Report by Customer — provides a summary of the jobs created for the customer(s)
indicated.

Sales Invoices Not Closed — provides a listing, by customer or for all customers, of AR invoices that have
been dummy invoiced using the Bypass option. This report indicates invoices that can not to be posted until
the AP invoice is entered into PrintStream first.
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Job Booking (Multi Plant) — this report provides a summary of all jobs booked during the selected date by
plant.

Sales Reports:

Sales Summary by SIC Code — generates a report indicating sales generated by SIC code, for the period
and year range selected, for those customers who have an SIC code referenced in their customer master
file.

Commission By Salesrep - generates a report showing the commissions earned based on the parameters
defined — in particular invoice paid status. This report pulls from the Commission field found in AR Invoicing
Entry Miscellaneous tab.

AR Invoicing Procedures

AR Invoicing - Sales Tax Dollar Entry Rather Than Using Sales Tax
Code

A/R has the ability to enter a flat sales tax amount rather than having the system calculate the tax based on the
tax code at the line item level. The best example of this occurs in states where sales tax is charged for only a
percentage of the pieces mailed in state on a job. In this case, the 7% tax rate gets applied to only 64% of the
pieces. Rather than trying to maintain thirty or forty different tax codes, the user can manually calculate the tax
dollars and enter the dollars rather than using the codes.

Double-click the tax line that requires changes in the Tax Amount column, change the dollar amount and press
Enter. The Tax % reflects the changes made to the dollar amount.

“& AR Invoicing Entry - Company: 01 - Alaska Incorp —- Plant Code: 0100 ] =[] x|
File Batch Invoice Options Help
of | )

A/R Invoicing Entry Lines | ¢4 Belance Postage | Bill TofShip To | Miscellaneous | Dummy invaice | §  Deposits | Notes | Allcations | Preview | Job |
Active Betches | Posted Batches | Services Setup Ch’:r'SES Rate | per A;%CU;“ Subtatal (:T:;e Tax % | T At Total At
= Company: 01 - Flart: 0100 April 2005 Mailer 0.00 0.00 0.0000 "Extended | v | 0ol oon [ 000

3414 - monikas Guarterly mailer o.on 0.00 0.0000 " Extended | | 0.00 0.00 a o.on
3428 - shelly apr Data Processing Setup 50.00 5000 0.0000 & Each | 50.00 5000 07 o 000
43 Dt Entry 000 000 25000000 @Each v | 250000 2500.00 07 i 0.00
3451 Adress Standardization oo 5000 120000 MPer 1000 v | 1200 12000 00 0 000
3455 Frogramming 0.00 0.00 750000 @Each x| 7500 750000 ] 0.00
3457 Key Code Records 0.00 00 2.0000 M Per 1000 ¥ | 200 200000 0 0.00
3460 - PEA invoic Create Ektajet Tape 0.00 5000 50000 M Per 1000+ | 500 500007 il 0.00
3462 - monika's b Hand Sort non 000 220000 M Per 1000 2200 22000 07 7 15 40
% Invi# 654 Final Insert 1 Pc, Seal & Sort 0.00 0.00 53.0000 MPer 1000 v | 5300 630.00 00 i 0.00
I Defiver to Fost Office ooo 5000 S00000 @Each  w| 5000 50.00 07 7 428
- 3964 April 2005 hsiler 000 00n 0.0000 "Exended (v | oo oo i 000
Quarterly mailer nnn nm 0.0000 "Extended ¥ | ool non n nnn

Dt Processing Setup 000 5000 00000 @Each | 5000 50.00 00 i 000

Datar Entry 000 000 25000000 @Each v | 250000 250000 00 il 000

Adress Standardization 0on0 5000 120000 MPer1000 | 1200 12000 00 i 000

Programming 000 00n 750000 @Each v | 7500 750000 i 000

Key Code Records 000 noo 20000 M Per 1000 ¥ | 200 200000 i 000

Creste Ekdajet Tape nnn oo 50000 M Per 1000 7 | 500 snO0 o0 n nnn

Hand Sort 000 [iYi] 220000 MPer1000 | 2200 22000 00 il 000

Insert 1 Pe, Seal & Sort 000 0o 830000 MPer1000 | 8300 83000 00 il 000

Deiiver to Post Office 0on0 5000 500000 @Each  w| 5000 500000 i 000

000 000 1000000 @Each =] 10000 10000 00 0 000

The sales tax code originally selected determines where this item will appear on the sales tax report.
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Dummy Invoice Feature

When creating a Final AR Invoice in PrintStream, the user will be notified with a warning message if the job being
AR invoiced has any open purchase orders against the job (dummy invoicing), if there are any unverified postal
statements or if there are any active shop floor transactions. We will first take a look at dummy invoicing.

A dummy invoice is a cost accrual that can be accomplished through the AR module of PrintStream. If there is an
outstanding job related purchase order for a job ready to be final AR invoiced where the vendor’s invoice has not
yet been entered, PrintStream will detect it. The AR Invoice Entry program will require either the vendor invoice
is entered through the Accounts Payable module first, or that a dummy invoice (accrual) is created to account for
the costs of that outside purchase during the same period the revenue is booked.

reate New Invoice

New Invoice for Batch# 1614

{+ Standard Invoice (jok) = Miscellansous
Jo: [T136 = [Copy of Test
SalesRap:|Michelle Plart Code: | 0100
Customer: |U2UU ::1 P«BC Compary j
| IS Extermal Entire o External - Internal Company,
System Company Part Part
" Partial Invoice {* Final Invoice = Adiustment Invaice

Currency: us4 lse Aecounting Petind
Job Rate: 1.00 % Joh Exchange Rate " Exchenoe Rate (Postage
Period Rate: 1.00 Billed Separately]

¥ Automstically generste invoice

{+ Estimate [V Use Cliert Langusage Charge Freight from

Shipping
i Actual [ &dd Modifiers Description
€ Preil
i Copy Involce:l vl Ml
v Auto-temize {* Afith Prices " without Prices

Invoices exist for this job, refer to job tab for details

There are un-received or partialy received purchase orders on this job. If vou leave this invoice as Final, Job Costing
tranzactions will not be correct and you will not be able to enter an AP Invoice against the un-received purchase order(s) for
this jok. *ou should cancel this entry and make sure all purchase orders for this job have been received before continuing.

Cancel | Wiewe PO's | Finizh

If outstanding PQO’s are encountered for the job when creating a final AR invoice, use the View PQO's button to
display the PQO's and their receipts. A listing of all purchase orders created for the job, whether the purchase
order has been received or not received, will display. If a purchase order item has not been received in full or not
received at all, cancel this invoice creation.

l!.' Dummy Invoice ll

= Jobit 1136
- 9 Order: 05 [DP Houge Inc.] Status <Mot Received:

| Ordered: 10000 units for $150.00 on 6/24/2008
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A/P Accrual/Dummy Option 1

The first dummy option will mark the job as Final invoiced, completed and ready to post. This option
automatically creates an “AP dummy” accrual invoice for the amount of the receipt for that line item of the PO.

reate Mew Invoice
New Invoice for Batch# 1614

{+ Stancard Invoice (jok)

" Miscellaneous

. =
Job#: |1138 = | Copy of Test
SalesRep: |Mic:he||e Plant Code; | 0100
Customer: |U2UU ::II }ABE Compaty j
| IS Externall Entire o External Intermal CarmpsEn:
. System Company Part Part

Dummy Inveice Options 5[

fecliustment Invoice

Prepare dummy invoices by the amount of the receipt(z] and . X
% prevent further costs being added to the job, so | can post this [=e Accaurting Beriod
AR Irwoice Batch to the General Ledger Frohange Rate (Fostage
Hilled Separately)
Bypass dummy invoices zo | can add further costs ta the Job, but
" | can not post the AR Invoice Batch until dummy invoices are
finished

Charge Freight from

Shipping
Ok Lancel |
£ Prekil
~ Copy Invoice:l vl Ml
¥ Auto-temize {+ With Prices = Without Prices

Invoices exist for this job, refer to job tab for details
If wou lesve this invoice as Final,  Dummy Invoice (cost accrual) will be crested for outstanding PO's.

Cancel | Wiewy PO's | Finizh

Note  The first option should almost always be selected.

This AR invoice will post a debit to the buyout expense account and a credit to the AP accrual account
designated as AP Without Invoice. When the actual AP invoice is entered to reverse the accrual invoice, the
program knows there was an “A/P dummy”, and it will debit the AP Without Invoice account and credit AP. (If the
AP invoice amount is different, that difference debits or credits the AP Without Invoice difference account.)

Note = When the AP invoice is entered after the dummy invoice is created, PrintStream has the ability to
charge the same expense account charged during the AR invoice process instead of the AP Without
Invoice Difference account. The expense account charged would be the expense account linked to the
buyout activity in Link to GL. Activation is required for this functionality. Please contact your Accounting
Support contact.

In this scenario, the AR invoice batch must be posted before the AP invoice is entered. The job cost will get
logged as the accrual invoice amount, not the reversal of the accrual amount. An invoice created with Option 1
will have a yellow exclamation icon next to it in AR, designating it as an invoice with a dummy accrual. This batch
may be posted.

You can also generate a billing worksheet for the job you are invoicing to see the purchase orders created for it.
Then, cross reference the billing worksheet to the data that appears behind the View PO’s button shown above.

Because an invoice with an accrual must be posted before you can post the reversing AP accrual entry, you will
want to post this AR batch as soon as possible. For this reason, it's best to place an invoice with a “dummy” item
in its own batch — apart from all other AR invoices.

To continue processing the dummy invoice transaction, double-click the invoice number in the tree so that the job
level appears. Highlight the job number by clicking it. Then, select the Dummy Invoice tab on the invoice. The
purchase orders created for the job being invoiced will display.
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The dollar amount referenced for the deliveries is based on the amount entered on the PrintStream purchase
order; thus the amount to be “dummied.” At this point, if you know the vendor will be charging you more than/less
than what the purchase order was created for, you should correct the dummy invoice amount. To edit the dollar
amount to be “dummied,” double-click the delivery line of the purchase order. An Edit Dummy Invoice window will
display. Enter the correct amount, and then click OK.

Lines | @ Balance Postage | Bil TaiShip To | Miscelaneous  Dummy nvoice | § o
E--@v Order: 505 (DP House Inc ) PURCHASE LIST - Status: Final

----- @ Delivery: 1 - Dumimy Inv. Amount: 15000 - Date: B/2452008

Edit Dummy I |

If tax waz chozen on Purchase Order, thiz amount will also
include tax.

Armount; |150.00
Date: |B/24/2008 Cancel |
Charge Type: INnrmaI 'I

Lines I @ Baslance Postage | Bill To/Ship To I hiscellaneous I Dummey Invoice I $ Deposits

Account Details | Debit | Credit |
01-01-01-4270 dp labar rey Fa0.00
01-20-10-40010005 DR revenue F280.00
01-01-01-4200 buyout revenue F60.00
01-01-01-2200 sales tax payable 53151
01-01-01-1300 accounts receivable $431.51

01-01-01-7200 buyout expense $150.00

01-01-01 1200 wig 15000
01-01-01-1200 wig $150.00

01-01-01-2300 ap without invaice F150.00

--- Totals

731 .51 73 .51
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A/P Accrual/Dummy Option 2: (Bypass)

The Bypass option, the second on this list, also marks the job as a Final invoice, but it leaves it as uncompleted
and not ready to post until the A/P invoice has been entered.

Create New Invoice

New Invoice for Batch# 1614

+ Standard Invoice (jok)

" Mizcellaneous

. ==
Job: I‘I 136 = | Copy of Test |
SalezRep: |Michelle Plant Code: [ 0100
Customer: ID2DD j }QBC Cormpary j
2 L External Entire External Intermal Campanty
. - () o ()
! - _l System = Company Part Part
i _‘IIIBB Dummy Invoice Options ﬂ
I3 ':lE' : e cliustment Invoice
ab - :
.'-,l ¥ Frepare dummy invoices by the amount of the receipt(s] and . .
o 3 present further costs being added to the job, ol can post this Pse Aceounting Period

AR |nvoice Batch to the General Ledger Exchiange Rate (Postage
Hilled Separately])

Bypass dummy invoices so | can add further costs to the Job, but
& | can not post the A Invoice Batch unbil dummy invoices are
finizhed

Charge Freight from
Shipping

ak. Lancel |

€ Frebil

™ Copy Invoice: I vI Ml

v Auto-temize % With Prices £ without Prices

Invoices exist for this job, refer to jakb tab for details
If you lesrve this invoice sz Final, 3 Dummy Inyoice (cost accrual) will ke crested for outstanding PO's.

Cancel ey PO's Finish

If this option is selected, material costs may still be logged to the job using the Job Material Entry program.
However postage, timesheet, shop floor and inventory transactions are prohibited. PO receipts can also be
logged; however, new PO’s cannot be created for the job.

An invoice created with Option 2, the Bypass option, will appear with a red slash icon next to it in AR,
designating it as an uncompleted invoice. It has neither been dummied nor AP invoiced. This batch will not be
able to be posted until the vendor invoice is entered into PrintStream.

When the AP invoice is entered into PrintStream and associated with the PO and posted, WIP will be debited
and AP will be credited. Upon later selection of the unposted AR invoice batch, it will change the icon to a normal
invoice icon, and confirm the posting to debit the buyout expense and credit WIP for the amount of the A/P
invoice. Selecting the AR batch changes the completed flag to yes.

Prior to completing the AR invoice, the AP invoice amount may be changed. After the AR invoice is completed,
AP can see that there was no AP dummy (meaning that the AR posted to WIP rather than to the AP without Inv
account), and PrintStream will not allow the AP invoice amount be changed. In this case, a warning message will
appear, which means that the AR transaction has been set up to debit the buyout expense and credit WIP.
Changing the AP amount would leave an out-of-balance condition in WIP. The only work-around is to log a
regular AP invoice against that vendor (use invoice number 123A?) and when you pay the AP invoice, select
both AP invoices.

If the Bypass option is selected, but an AP invoice is not entered, the Dummy Invoice tab can be selected in
AR Invoicing to create an AP accrual/dummy invoice (option 1).
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To continue processing the dummy invoice transaction using option 1, double-click the invoice number in the tree
so that the job level appears. Highlight the job number by clicking it. Then, select the Dummy Invoice tab on the
invoice. The purchase orders created for the job being invoiced will display.

The dollar amount referenced for the deliveries is based on the amount entered on the PrintStream purchase
order; thus the amount to be “dummied”. At this point, if you know the vendor will be charging you more than/less
than what the purchase order was created for, you should correct the dummy invoice amount. To edit the dollar
amount to be “dummied”, double-click the delivery line of the purchase order. An Edit Dummy Invoice window will
display. Enter the correct amount, and then click OK.

AIR |nVOiCing Entry Lines | @ Balance Postage | Bil TasShip To | Miscellansous  Dummy Invoice | i

. E--@’ Order: 505 (DP House Inc.) PURCHASE LIST - Status: Final
Active Batches | : )
Posted Batches | @ Delivery: 1 - Dummy Ny, Amount:0.00

=&
..

- test
Edit Dummy I x|
If tax waz chosen on Purchasze Order, this amount will also

- Leah include tax.

ok

Amount; (150.00 -
Date: |B/24/2008 Cancel |

Charge Type: Im

b 1614 - GMS batch

-3 Invit 10982 Final
-l Invit 10353 Partial
I Ireet 10984 Final
v Imedt 10985 Acjust

i

I 10939 Final
- Irve 109390 Final
L ok 1138

E.

Note Remember, a dummy invoice can be changed from Final to Partial at any point prior to the invoice being
posted to the GL. Changing the Dummy Invoice to Partial will remove the WIP and expense allocation
created when it was in a final invoice state.

To suppress the second dummy invoice option so that PrintStream will ALWAYS use the first dummy invoice

option, select Options from the toolbar in AR Invoice Entry, and select the Suppress Dummy Bypass Option.

Wi AR Invoicing Entry - Company: 01 - Streamline Solutions --- Plant Code:
File Batch Invoice | Options Utlities Help

Invoice Format

View Detailed Allocations ance Postage | Bil To/

Also, a dummy invoice can be un-invoiced at any time prior to the invoice being posted to the GL. Un-invoicing a
Dummy Invoice will remove the line items from the invoice, it changes the invoice to $0.00, the invoice number
will still be assigned to the customer and it will link the invoice to job #999999 — the PrintStream miscellaneous
job number.
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Unverified Postage Statements

If a final AR invoice is created for a job that has unverified postage statements against it, the user will receive a
warning message “There are Unverified Postage Statements for this Job.” Leaving the job as a Final invoice with
unverified postage statements will prevent the user from verifying the postage statement in the future. It is
recommended the user either partially invoice the job or cancel the billing and wait until the postage statement(s)
has been verified before creating a final AR invoice.

reate New Invoice

New Invoice for Batch# 1614

* Standard Invoice jok) = Miscellaneous
Jobat: |1 136 :‘ |Copy of Test
SalesRep: |Michelle Plant Code: | 0100
Customer: ID2DD ﬁ }dBE Company j
| 5 External Ertire 'l External I Irtermal Company
Syatem Cotmpany Part Part
" Partial Invoice * Final Invoice ) Adjustment Inyvoize
Currency: US4, Wze Accounting Period
Joh Rate: 1.00 = Joh Exchanoe Rate {* | Exchange Rate (Postage
Period Rate: 1.00 Billed Separately

¥ Automatically generste invoice

* Estimate ¥ Use Clisrt Language Charge Freight from

Shipping
i Actual [ Add Modifiers Description
= Bregil
™ Copy Invoice:l vI Ml
v Auto-ttemize % With Prices " Without Prices

Invioices exist for thiz job, refer to job tab for details
There are unvetified Postage Statements for this Job. If you leave the invoice a3 Final you will not ke able to verify the
statements. it is recommended that you Cancel, verifty and then final invoice.

Cancel | Finish |
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Active ShopFloor

If you are creating a final AR invoice for a job that has active labor activities in the MRShopFloor program, you
will receive a warning message indicating such. It is recommended that the user either partially invoice the job or
cancel the billing and wait until all users have logged out of the job in MRShopFloor before creating a final AR
invoice. Final AR invoicing a job with active labor activities in the MRShopFloor program not only prevents the
user from logging out of the job, but it will also provide inaccurate job costing.

Imvaices exist for this job, refer to job tab for detail=
There are active shopfloor transactions.

reate Mew Invoice

New Invoice for Batch# 1614

* Standard Invoice (job) = Miscellaneous
; =
Jabi: |1135 = Copy of Test |
SalezRep: | Michelle Plant Cocde: | 0100
| |
. | [—|
Customet: IU2UD = |ABE Company =
| o External Emntire I External e Intermal Campany:
= Zystem Compary Part Fart
(= Partial Invoice {* Final Invoice = Adjustment Invoice
Currency:| US4 Wze Sceounting Periad
Jok Rate: 1.00 ¥ | Joly Exchenge Rate (| Exchiange Rate (Postage
Petiod Rate: 1.00 Billed Separately)

[v Automstically generate invaoice

{* Estinate  |v Uise Client Language TR (A e

Shipping
" sctual I_ Add Modifiers Description
) Pregil
= Copy Invoice:l vI M|
v Auto-temize ¥ ith Prices " ithout Prices

Cancel | Eritr |

Correcting Cost Transactions After Invoicing

Costs should be corrected before a job is invoiced. If billing cannot be delayed to correct the costs, follow this
workaround:

1.

2
3
4.
5

Create a Standard, Partial invoice.

Print the invoice in the normal manner and mail it to the customer. Do not post it yet!
Correct the costs. Corrections are permitted because the invoice is a Partial.

Print a new Billing Worksheet to verify the costs.

Go back into the batch, click the Miscellaneous tab of the invoice and change the Partial to a Final
Invoice.
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Partial Invoicing

A partial invoice is created when a job extends over a period of time and multiple deliveries and invoices are
required while the entire job’s costs continue to accumulate. Partial invoices will continue to be reported on the
Work in Progress reports. However, a dummy invoice is not required for non-vendor invoiced PO’s. The job may
be billed as partial many times, but the job must eventually be billed as Final to close the costs and Work in
Progress. Balancing postage on a partial invoice is not required.

Billing Based On the Estimate Price Or Actual Job Costs

1. Compare the Standard Price field (calculated by the estimating program) to the Quoted Price field
(entered by the estimator or salesperson). Print a Billing Worksheet to verify the costs. The Billing
Worksheet shows the actual job costs logged against the job.

2. Decide upon the final price for the job.
Create the invoice using the following options for line item creation.

4. Automatically generate invoice from Estimate / Actual / Prebill. The price for the invoice can be based
on the estimated items or from the actual job costs.

5. ltemize With or Without Prices or don’t itemize. ltemize with Prices creates an invoice where each detail
line prints its price. Itemize Without Prices creates an invoice with detail, but only the first line item has a
price (which is the total of all the detail lines). Don’t ltemize creates a summary invoice with only the first
line item having a price, which is the total of all the detail lines.

Assuming there is detail from the estimated or actual parts of the job, there will be three choices for the
appearance of the invoice. Each method creates the same price and posting for the invoice.

Billing from actual job costs is not recommended. This means that the invoice will be based on the Shopfloor,
Timesheet, Inventory issues, etc. created by your production employees. Each and every transaction will have a
separate line on the invoice you created from actual — necessitating lots of grouping and/or consolidating on the
Prebill.

Adding Text Only Line(s) To an Invoice
Extended lines for text can be added to invoices, each with 150 characters.
1. Open the invoice and go to the Lines tab.
2. Right-click the body of the invoice to add a new line.
3. Select Extended line from the unit of measure drop-down bar.
4

Add text — up to 150 characters per extended line. If 150 characters are not enough, add as many line
items as needed.

Printing an Invoice or Batch of Invoices

Printing or re-printing a single invoice can occur in several areas in PrintStream. One option is to go into the
actual batch and select the invoice to print. It can be previewed or select the printer icon on the task bar to print.
An invoice can also be printed from the AR Cross-Reference search screen described under the A/R Display
section of this document or from AR Display.

To print an entire batch of invoices, right-click the batch and select Print Batch Invoices. The entire batch can
also be printed from AR Reporter, Jobs/Invs Reports and Batch Invoices.

Note  The number of copies to be printed and titles for each copy can be defined in the Master Files Report
module, Master File Reports, SetUp Printout Copies.
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Creating a Credit Memo

Once an invoice has been sent to the customer or the invoice batch has been posted, the invoice cannot be
edited. Use the following procedure when an adjustment needs to be made to an invoice or refer to the Credit
Memo procedure referenced earlier in this document.

1.
2.

5.
6.

Create a new AR invoice batch.

Create a new, Standard invoice using the same job number as was used on the invoice that needs to
be adjusted. This insures accurate sales report totals. If the job has been final invoiced, the credit
invoice must be an Adjustment invoice.

To credit the entire job, generate the invoice from the estimate, but do not itemize it.

Use a negative quantity for the line item and enter the unit price as a positive number. Allocate the
adjustment to the correct GL account and use the same tax codes as the original invoice.

Use a description that identifies the invoice as a credit memo.

Print the A/R Detailed Aging Report to check the customer’s accounts receivable balance.

Create a zero cash receipt to apply the credit memo to the original invoice. Please follow the Applying a Credit
Memo to an Invoice procedure described in this handbook.

Postage Credit Invoice

To credit an invoice with postage billed on it

1.
2.
3.

Create a new AR invoice batch.
Select the New Credit Memo option.

Add a negative line item for the amount of postage usage — allocate to postage liability (dr-pstg liability,
cr-AR).

IF you used suspense money or deposit, add a line item for the dollar amount of deposit/suspense.
Allocate to cash (dr-AR, cr-cash).

If step 4 was done, enter a cash receipt to put the money back into the customer’s account. (dr-cash, cr-
pstg liability).

Clearing & Balancing:

6.

8.

Apply the original invoice and the adjustment invoice (credit invoice) to each other to clear the AR
aging.

Log negative usage to job 999999 using the same postage inventory used to for the original invoice to
bring inventory back in balance (dr - inventory, cr-spoilage).

Create a journal entry to offset the G/L effect of steps 3 and 7 (dr-spoilage, cr-postage liability).

To re-invoice the job

1.

2.

If it was a final invoice, a new job should be created using Quick Job Entry or by copying the original job
in estimate. Reference that the new job is to reinvoice the original job.

Log usage to the new job and invoice (dr-postage liability, cr-inventory).
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Applying Postage Suspense Money on a Miscellaneous Invoice

If a customer has postage suspense money on account and a miscellaneous invoice is generated for the
customer, the user has the ability to apply postage suspense money to the invoice at the time the invoice is
created.

1. After the line items have been added and saved to the invoice, select the Balance Postage tab.

2. The postage suspense amount available on the customer’s account will be referenced in the Postage
Suspense field. This field cannot be edited. Directly to the right of this field is a field titled Customer
Suspense. Enter the dollar amount you want to pull from postage suspense and applied to the current
invoice.

3.  When finished, click OK to pull the postage suspense money onto the invoice. When prompted with the
message “Apply Postage Credit to Services on Invoice”, select Yes. The postage suspense amount
entered will now be deducted from the invoice.

Redoing an Invoice That Has Not Been Mailed

Until the invoice has been mailed and posted, it can be altered and reprinted as many times as necessary.

1. Select the batch number for the invoice to adjust. If the batch is displayed in the Posted Batches tab,
the invoice cannot be adjusted.

2. Select the invoice to adjust.

3. Open the Lines tab. Right-click to add the new line item, or double-click the line item to edit/adjust.
4. Reprint the invoice to see the new line item(s).
5

Post the batch using the normal procedure.

Redoing an Invoice That Has Been Mailed

An invoice that has been posted and sent to the customer has financial and accounting consequences and can
no longer be altered. Use the following procedure to “back out” these financial and accounting entries and begin
again.

1. Use the new Credit Memo procedure to create a credit memo for the mailed invoice.
2. Print and post the credit memo invoice, and then mail the credit memo to the customer if desired.

3. Create a new batch and a new invoice using the original job number, making the invoice a standard,
adjustment invoice. Create this new invoice with the changes dictated by the customer or your
management.

4. Print the invoice and post the batch.
Send the new invoice to the customer.

6. Use the Consolidating Invoices and Credit Memos procedure to mark both invoices as paid.

Clearing an Unbillable Job from Work in Progress

Non-billable jobs distort Work in Progress and monthly net income. Clear an unbillable job from Work in Progress
by creating a zero dollar final invoice for the job.

1. Create a Standard Final invoice.

2. Add line item(s) to make the unit price equal to zero.

3. Print and post the zero dollar invoice. Do not send the invoice to the customer.
OR...For clearing numerous unbillable jobs, use the Zero Bill Batch procedure.

Note Dummy invoices will be created and postage will need to be balanced properly when using the Zero Bill
Batch procedure against jobs with purchase orders and/or postage usage.
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Applying a Credit Memo To An Invoice

Use this procedure to apply credit memos to the invoices they are crediting to consolidate a customer’s A/R. Go
to AR Cash Receipts and create a new batch.

1. Create a customer receipt for zero dollars. For the check number, use a description like ‘clear’ or ‘adjust.’

2. After entering the receipt amount as zero, a prompt will appear: “Will this receipt clear negative/positive
invoices?” Answer Yes.

3. As with normal cash receipts, select the invoices and credit memos that offset each other. Select the
credit amount first and then apply it to the invoice (debit) amount. At the bottom of the screen, the
Unallocated and Allocated amounts should both stay at zero.

Use of Prospect / New Customer in Mail Estimating Or Print Estimating

There is a feature in PrintStream that allows the user to create a prospect customer during the estimating
process. Typically, only accounting personnel have access to the Master Files Customer program. Instead of the
estimator stopping to request that a customer be created, the estimator can create a prospect in the Estimating
module, and then have it converted to an actual customer number later. Also, there are cases where an estimate
is created, but it is never converted to an actual job; therefore, you would not want to convert it to an actual
customer number. Prospect customers can be maintained separately, so the customer base will only reflect
actual customers. To insure better consistency with the Customer Number format, only allow certain people
access to the Customer Master Files. This will lessen the chance for duplication of customer account files,
control the tax codes, payment terms and other accounting items. The following paragraphs describe some
suggested practices for the management of this process.

Suggested technique:

First, contact PrintStream Accounting Support personnel to set the next prospect customer number to a number
either much greater than or much less than your normal numbering sequence for customer account numbers;
e.g., in the 50,000 range or the 1,000’s; the concept being that any prospects added to the system are
automatically assigned a number in this series, which differs vastly from your conventional range of numbers
used for customers. For existing sites, please check the existing account numbers for both prospects and
customers to insure that any number entered in the Next Prospect Customer Number field will not cause
duplicate assignment over existing accounts.

Actual scenario for use:

An estimate is created and a new prospect customer is added. This customer will be assigned the next
sequential number in the numbering series defined (e.g., 50001). The account status of this customer will be set
to New Entry or Prospect with no sales tax or credit limit available. The system will not allow any jobs be created
until this prospect has credit information added and their status modified. If and when it is time for this estimate to
be converted to a job, someone in Accounting (or the person responsible for maintaining Master Files Customer),
should use the Master Files Customer to change the prospect into an active customer by doing the following:

Changing a Prospect to an Active Customer:

Use the Master Files Customer program to open the customer record. The binocular icon performs a customer
search by Account number; e.g., 50001.

Required Steps:
1. Change the Acct. Status to A, B, C or D and enter the payment days.
2. Select a Tax Code.
3. Create a Credit Limit.

Suggested Steps:

1. Change the Account Number from 50001 to one that will match the normal sequence of customer
account numbers e.g., 25001, or alternatively alpha characters if preferred.

2. Confirm the Name, Address, Phone, Fax, and Contacts, etc.
3. Change to upper/lower case if preferred; select a tax code, add addresses, notes, etc.
4. The next prospect created will be assigned number 50002.
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What If The Customer Is Over Their Credit Limit?

PrintStream has several programs that check a customer’s A/R balance and WIP amount against their credit limit
before allowing further credit to be extended. Use this procedure if you wish to extend the credit further than
currently defined.

1. Open the customer’s account by using the Master Files Customer program.
2. Increase the credit limit.
3. Save your changes.

If you do not wish to change the credit limit, you can select the Bypass Credit check box in the Customer Master
Files record for the customer. This will allow the estimators to create one job for the customer (regardless of the
credit situation). Creating this job sets the Bypass flag back to No so that no new jobs may be created.

How to Change a Batch Date

The batch date to an AR Invoice batch can be changed prior to posting the batch. The criteria required to change
the batch date is as follows:

1. If payment has been applied to the invoice, i.e., cash application, credit memo applied, etc., the batch
date cannot be changed to a future date.

2.  WIP, GL and the AR period must be open in Masterfile Reports>System Maintenance>Accounts Start
Periods.

3. Changing the batch date will change the transaction date, due date and invoice dates for all of the
invoices within the batch.

To change the batch date, right-click the batch and select Change Batch Date. Enter the new date and click OK.

Unpost an AR Invoice or Cash Receipt Batch

Printstream allows the unposting of an AR Invoice or Cash Receipt batch. The standalone
Printstream.UnpostBatch program allows AR Invoice, AR Cash Receipt and AP Invoice batches to be unposted.
It will place the batch back to the original status allowing edits to be made to the invoice or to the receipt.

Open the PrintStream.UnpostBatch program.

";ﬁ PrintStream UnpostBatch

Select the type of batch to unpost in the Batch Type field. This will load all posted batches within the current
open accounting period. If you do not see the batch you want to unpost, please confirm the period, the batch
was created in, is open in Masterfile Reports/System Maintenance/Account Start Periods.
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Description:
This utility will allow you to select any Batch Type and reverse the GL Allocations on the original posting date.
The Accounting Period must be opened for the Batch date.

Sd.ecl.:aBatchTypetol.oad,-“"‘"" on op d ting period:
Batch Type: Refresh
Posted Batches Selected Batch
17 by that cokin - Batch #: | 12195 |@ Un-Post Batch ‘
Batch # babe ! Descrip‘i:ion
3 12195 6/1/2018 =

12136 &/1/2018
12187 &/1/2018

12199 6/4/2018
12205 6/13/2018
12209 6/15/2018
12210 6/15/2018
12219 6/19/2018
12220 6/13/2018
12436 7/3/2018
12447 7/9/2018
12450 7/11/2018
12452 7/11/2018

We can preview the current GL allocations by right clicking on a batch and selecting View GL Posting Report.

This utility will allow you to select any Batch Type and reverse the GL Allocations on the original posting date.
The Accounting Period must be opened for the Batch date.

Select a Batch Type to load posted Batches on opened accounting periods

Batch Type: | AR Cash Receipts ~|| Refresh
Posted Batches Selected Batch
1p by that cokim o Batch #: 12205 |@ Un-Post Batch |
Batch # Date Description
12195 6/1/2018 -
12196 6/1/2018
12197 6/1/2018

12199 6/4/2018

Un-Post Batch

View GL Posting Report

BEE

19 6/19/2018
12220 6/19/2018
12436 7/3/2018
12447 7/9/2018
12450 7/11/2018
12452 7/11/2018
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i) Un-Post Batch. Company: 01 --- Plant: 0100 --- User: LS

}i‘} Un-Post Batch

Description:

m [& Preview

File View Background

seld | EE M = H &

G Ly Bl @ & & %

Bal
Po:
= Streamline Solutons
General Ledger Posting Report Page 1011
Baich# 12205 Printed 10/11/2018 8:1920 AM
Batch Type DR For LS
Account Account Description Debit Credit
3 01-01-01-5000 ardiscount $75.00
01-01-01-1000 Cash §75.00
Batch Total §75.00 §75.00

To un-post the batch, right click on the line item in the grid and either right click with the mouse and select the
Un-Post Batch option, or select the option on the right hand of the screen to un-post the batch. After un-posting
the batch, the batch will be removed from the grid and it will appear un-posted in the corresponding module.

' Un-Post Batch. Company: 01 --- Plant: 0100 --- User: LS el & =

A Un-Post Batch

&8
Description:
This utility will allow you to select any Batch Type and reverse the GL Allocations on the original pesting date.
The Accounting Period must be opened for the Batch date.

Select a Batch Type to load posted Batches on opened accounting periods
Batch Type: " - Refresh
Posted Batches Selected Batch

P
Description

Batch # bate
b 12195 §/1f:

12196 6/1/2
12197 &/1/2

Un-Post Batch

View GL Posting Report \

12199 &/4f2018
12219 5/13/2018
12220 5/19/2018
12436 7/3/2018
12447 7/9/2018
12450 7/11/2018
12452 7/11/2018
12455 7/11/2018
12457 7/11/2013
12463 7/11/2018
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[E] A/R Cash Receipts -~ Company: 01-Streamline Solutions - Plant: 0100 =N ECR (|

File Edleh Allocations Search Options Help

i) | o8|

Cas. Receipts

Unpaid Invoices | Paid Invoices | Postage Allocation | Prepayment Alacations |

) Date [ Irett | Details | inwémt | Balance|  Appiied| Jobtt [ POH |
cive Batches | Posted Baiches | (3t gem— pomnasT 50000 500.00 0.00 933339
EAD/20NE 25779 neginv 400000 1,00000 000 993999
EA/2018 25788 test 500,00 500,00 000 993939
Description Total AR App | AR Unapp Pstg App | PstgUnapp Prepay App | Prepay Unapp Escrow &pp | Esc
Fleceipth: 52934 -1.000.00 0o -1.00000 o0 oo .00 oo i

Move Unposted AR Invoice To An Open Batch

PrintStream allows an unposted AR invoice to be moved to a different unposted AR invoice batch. From the
Miscellaneous tab of the unposted AR invoice select the Change Batch # button located within the Invoice
Information section.

pin} AR Invoicing Entry - Company: 01 - Streamline Solutions --- Plant Code: 0100
File Batch Invoice Options Utilities Help

| 7 3
Active Batches | posted Batches | Miscellaneous Info

=B company: 01 - Piant: 0100 Tax Information

i 'j 12679 Tax Id: [121234567
] 12695 - FF 211202019
m- ) 1269 AddTax: | =] I |
=) 12699 n
-] 12701 - FF 612812018
] 12702 - FF 711812019 Order Information

i) 1zraz i inkai

i Invoice Salesrep: |Chris Kinkaid -
7] 12733 cwtomers[ | g ]
7] 12762 - FF 652020 Estimate Salesrep: | =l
-] 12763 - FF 6812020 ;
S SR — Customer's Time Stamped Hotes |
i ‘J 12765 - FF 81312020 Invoice Information
7] 12786 - Dave - MFG Batch )

B g Invoice Typs: [Standard Status: [Final Change... |

=k 12773 - (671020
E Transaction date: | §/1/2020 = £
- T3 Inva# 26195 Final Reference: | |
=[] company: 02 - Plant: 0200 Invoice date: [ 6/ 1 /2020 ——
Due Date: [ 771 2020 — Terms: days

-MET Invaice Formats

Default Customer |
Invoice Format:

=l
=l

Invoice Format: |[None]

Batch#: 12773 - Date: 6/15/2020 (1 invoice(s), $1.03) Invoice# 26195 6/1/2020 $1.03 Balance: $1.03 Job# 102034 Accounti 0200
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When the Change Batch window opens, enter unposted batch number you want to move the invoice to and click
on Change Invoice to Selected Batch.

NR Invou:ing Entry Linas] Balance Pustage} Bil To/Ship To  Miscellaneous l Dumny Invuice] # Depusns] Nntes} Alloca

Active Batches 1 Posted Batcnas]

= El Company: 01 - Plant: 0100
+ J 12879

12655 - FF 212/2018

12696

12699

) 12701 - FF 612812019

1 12702 - FF 711812019

71 13732

71 12733

"] 12762 - FF 6/5/2020

12763 - FF 6/9/2020

12784 - FF 6/9/2020

12785 - FF /92020

H [ [

- -

12772
b 12773
=1-T1,] Invé 26195 Final
=& company: 02 - Plant: 0200

12786 - Dave - WFG Batch

Tax Information

Miscellaneous Info

Add’| Tax:

Order Information

Invoice Salesrep: |Chris Kinkaid

Estimate Salesrep: |

=

| SelectBatch #t |12772 -

| Change Invoice to Selected Batch |

Change Batch

==

Select the active Batch where you want to move this invoice

LCancel

Lol L«

lamped Motes

Change...

‘ Chanoe Batch #

Commigsion: |0

The invoice will now appear in the unposted AR Invoice batch selected.

A
File Batch Inwvoice

8| ¥ T

AR Invoicing Entry - t

Options  Utilities  Help

A/R Invoicing Entry JESE

Active Batches l Postad Batches]

12679

M 12808
™ 12899

[ [ ][] [

) 12732
1 12733

F]- [ - [~ [

) 12773

] 5 E_‘._umpany: 01 - Plant: 0100
12695 - FF 2M12/201%

_J 12701 - FF 6/28/201%
J 12702 - FF 716/201%

12762 - FF 6/5/2020
12763 - FF 6/9/2020
12764 - FF 6/2/2020
12765 - FF 6/3/2020
12788 - Dave -

+ Inw# 26195 Final

+ EI Company: 02 - Plant: 0200

MFG Batch

<

Cash Receipt Procedures

Receiving Cash for an Invoice

Record cash and checks from customers in AR Cash Receipts. When the batch is posted, it will create a debit to
the General Ledger account specified as the AR Bank Account and a credit to the control account specified as
the AR Control account.

1.

Create a batch of receipts for the day.
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2. Enter each customer’s payment separately. AR payments and postage deposits can be entered into the
same batch, even in the same receipt as long as they are both being deposited to the same bank
account.

3. Select the customer’s open, unpaid invoice(s). If the amount of the receipt matches exactly to the
amount of an invoice, select that invoice. Repeat for additional invoices paid by this cash receipt. Any
deposit money unapplied will go to AR Suspense. If the invoice does not appear or if the payment is
greater than that owed, you can leave the payment in suspense and apply it at a future date.

4. Repeat this procedure for each customer who has sent a cash or a check payment.

Review the batch totals. If the batch total matches to the total of receipts and deposit amount, you are in
balance. If not, review each customer’s receipt.

6. Once the deposit has been taken to the bank, the cash receipt batch should be posted. PrintStream can
print a deposit slip by using the AR Bank Deposit Slip found in AR Reports.

Any miscellaneous deposits received that are not AR or postage related can be entered as a miscellaneous
receipt as previously explained in this document, or you can enter it in the General Ledger module in
Miscellaneous GL Receipts Entry. (See the GL documentation for instructions.)

Receiving Cash for Postage

Record cash and checks received from customers in AR Cash Receipts. When the batch is posted, it will create
a debit to the general ledger account specified as the AR Bank account and a credit to the control account
specified as the Postage Deposits account.

1. Create a batch of receipts for the day.

2. Enter each customer’s payments separately. AR payments and Postage deposits can be received in the
same batch, even in the same receipt as long as they are both being deposited to the same bank
account.

3. Use the Postage Allocation tab to select from a list of active jobs for this customer. Applying postage
deposits to jobs in this way is called Earmarking. Any deposit money unapplied will go to postage
suspense. If the job does not appear or if the deposit is for future work, leave the deposit in suspense.

4. Repeat this procedure for each customer who has sent a cash or a check payment.

Review the batch totals. If the batch total matches to the total of receipts and deposit amount, you are in
balance. If not, review each customer’s receipt.

6. Once the deposit has been taken to the bank, the cash receipt batch should be posted.

PrintStream can print a deposit slip by using the AR Bank Deposit Slip, found in AR Reports.

Cash Receipt Entered to Incorrect Bank Account

If a batch of cash receipts has been created to the wrong bank account, however the cash receipt batch has
NOT been posted to the general ledger, you must zero the value of each receipt so that the batch value reflects
$0.00, and create a new batch while selecting the correct bank account.

To zero the value of each receipt, you must first unselect the AR invoices paid by the receipt. Click on the invoice
number in the lower section of the screen and change the Applied in the Change Allocated Receipts box to
$0.00. Click OK.

If the receipt has a postage deposit earmarked to a job, click on the job number the postage deposit is allocated
to in the lower section of the scree and change the allocation to $0.00. Click OK.

If the receipt is allocate to AR Job Prepayment, click on the Prepayment Allocations tab, locate the job number in
the grid in the upper portion of the screen, and enter a negative dollar amount into the Apply Amount column to
remove the prepayment from the job.
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When the receipt has been fully un-allocated, edit the receipt by clicking on the Receipt # line in the lower gray
section of the screen, and the Edit Receipt box will display. Edit the Receipt Amount field to $0.00, along with the
allocations entered to AR Suspense, Postage, AR Prepayment and Postage Escrow Click Finish upon

completion.

Edit Cash Receipt

Edit Cash Receipt

Batch #: 12EEB3

Receipt #: 53024
Customer #:

Date 571572013 |

Check #: [1 | Payer| Customer | |
Details: | | Receipt Amount:

Allocation
AR Suspense: Unallacated:

Postage:

AR Prepayment:

Postage Escrow:

Close ‘ Beset

Change Receipt Customer | Finish |

If the cash receipt batch HAS been posted, you can either 1) Unpost the batch using the Unpost Batch program
documented earlier in this document, or 2) you must manually unapply all allocations made to this receipt.

To manually unapply the allocations:

1. Open the AR Cash Receipt program.

2. Select Allocations from the taskbar, then select Allocated Cash Receipts, or select the dollar sign
icon on the toolbar at the top of the Cash Receipt program.

3. Enter the customer account number, select the AR Receipts option, and to help narrow your search,
you can enter a date for PrintStream to begin listing cash receipts from. Select Load Receipts.

4. Locate the receipt in the grid and click on the receipt #.

When the new window opens, select the Allocated from this Receipt Only option and click on Load
Invoices. Enter a negative dollar amount in the Apply Amount cell for the invoices the receipt paid,
and press the Enter key.

6. Follow the procedure Moving AR Suspense to Postage Suspense.

If the AR Cash Receipt has a postage deposit earmarked to a job, first confirm the job has not been partial or
final invoiced. If it has, please contact EFI PrintStream for assistance.

If the job has not been invoiced:

1. Open the Streamline.Postage program. Select Receipts from the taskbar, and then select Postage
Receipt Allocations.

2. Select the customer’s account number in the drop down, select the customer’s name in the available drop
down or begin typing either in the fields provided to locate the customer.

o s w

Select the All Receipts option and click on Load Receipts.
Locate the receipt number in the grid and click on the receipt number hyperlink.
When the Edit Receipt grid loads, locate the job number the receipt was allocated to and enter a negative

amount in the Apply Amount column for the job. Press the Enter key.
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When the postage deposit money has been unearmarked from the job, create a Customer Postage Refund
Check to the customer using the bank account the original cash receipt was entered to, and you can use the
Mark as Printed option as we will not send this check to the customer. The goal is to remove the funds from the
customer’s postage account and it will remove the funds from the bank account. You can now create a new
cash receipt to the correct bank account.

How to Apply an Unapplied Deposit or AR Suspense to an
Outstanding Invoice

Use this procedure in the event you want to apply AR suspense money or an unapplied cash receipt to a posted
outstanding customer invoice.

1. Open the AR Cash Receipt program.

2. Select Allocations from the taskbar, then select Allocated Cash Receipts, or select the dollar sign
icon on the toolbar at the top of the Cash Receipt program.

3. Enter the customer account number, select the AR Unapplied Only option, and to help narrow your
search, you can enter a date for PrintStream to begin listing cash receipts from. Select Load Receipts.

4. Select the unapplied receipt by clicking the line transaction under Receipt #. An Apply Cash Receipts
window opens, listing the open AR invoices belonging to the customer.

5. Select the Unpaid Invoice option, and to help narrow your search, enter a date for PrintStream to begin
pulling open invoices from. Select Load Customer Invoices.

6. In the Apply Amount column, enter the dollar amount you wish to take from the unapplied receipt and
apply to the invoice. Press the Enter key when finished.

7. Continue to partially or fully allocate the receipt. Close the program when completed.

Handling a Customer’s Bounced Check

There is no way to delete or void a cash receipt record. If a customer’s payment doesn't actually produce
cash, use this procedure to re-create the Accounts Receivable for the customer and properly balance the
receipts. Do not attempt to create a negative cash receipt.

1. Create an AR invoice batch dated the same as the invoices the bad check paid, if possible.

2. Enter a Miscellaneous invoice or an Adjustment invoice to the customer with the bad check. Make a
positive line item for the amount of the invoice the bad check was issued to pay. Adjust the Allocation of
the line item to credit the cash account. This will debit AR and credit the cash account.

In the event the bounced check was a prepayment for postage, simply un-earmark the postage money from the
job and issue a customer postage refund check against the customer’s account. The check will not be sent to the
customer; it was generated for the purpose of removing the money from the customer’s account and to remove it
from your cash account.

Creating a Refund Check For A Customer

Use this procedure when a customer needs to be sent a check to clear a credit memo in Accounts Receivable or
when a customer overpays an AR invoice and requests a refund.

If using the postage module in PrintStream, move the AR suspense to Postage suspense and issue the refund
check through the Postage module. If you are not using the postage module, use the following steps:

1. Create an AR invoice batch with a Miscellaneous invoice for the customer who requires a refund
check.

2. Enter the quantity as a positive number and allocate the line item to the General Ledger Wash Account.
Enter the unit price as the amount of the refund check. Do not apply tax to the line item.
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Post the AR batch.

Open a new cash receipt batch with a receipt amount of zero. Answer Y to the prompt Will this receipt
clear negative/positive invoices? Select the original credit memo (which has a negative invoice
amount). Select the positive invoice. The two should completely offset each other.

Post the zero cash receipt batch.

Use the AP Invoice Entry program to create an invoice, using the same General Ledger Wash Account
as mentioned above. Set up the customer as a vendor or use your House Vendor Account. If using the
House vendor, write a manual check with the customer as the Payee and enter it into PrintStream
through the House Vendor number. Follow the instructions in the AP documentation as to how to enter
an invoice and write a check.

Post the AP batch.

Verification - Because the existing credit memo and the new invoice offset each other, the customer’s AR
balance increases to zero. Because the AP invoice and the manual check offset each other, the Vendor’s
(customer’s) AP balance should be zero. By using the wash account in the AR and AP invoices, neither the sales
nor the expense general ledger accounts should be affected by this procedure.

How to Convert A Credit Memo To A Refund Check For A Customer

This procedure can be used if you have a customer who has a credit memo on their account; however, the
customer would rather have you send them a refund check instead of applying it to an outstanding invoice. In this
scenario, we will use a credit memo of $100.00 to be converted to a refund check.

1.

Create a Miscellaneous invoice for $100.00 and change the line allocation to credit the postage cash
account. This will credit postage cash and debit AR.

Create a cash receipt to the postage cash account for $100.00. This will debit cash and credit the
postage liability account.

Create a postage refund check for the customer in Postage Entry. This will debit the postage liability
account and credit the cash account.

Post the batch the postage refund check is in.

In AR Cash Receipts, apply the credit invoice to the positive dollar invoice to clear them out of AR.

Postage Check Allocated To Incorrect Job

1.

If the batch has not been posted: From the Postage Allocation screen in AR Cash Receipts, click the
incorrect job number and enter zero to un-allocate the money. Press Enter. Select the correct job
number and enter the dollar amount to be allocated.

If the batch has been posted: From Postage Receipt Allocations, click Allocate Postage Receipt,
select the customer, and then load receipts. Click the receipt and when the new screen appears, select
Load Jobs. Unearmark by entering a negative dollar amount to the incorrect job and a positive amount
to the correct job.

This procedure can only occur on jobs where postage has not been balanced and invoiced.

AR Related Postage Procedures

Billing Your Customer for All Services, Including Postage on One Line

Item

1.
2.

Set up an activity code called Hidden Postage and make it a Material type rather than Postage.

Create two new General Ledger accounts called Special Postage Expense and Special Postage
Revenue.



V21.1.0200 Accounts Receivable ® 145

_ﬁ

3. Create a dissection code for the new expense account.
4. Enter alink to purchasing as the control account for postage spoilage.
5. Enter alink to general ledger as the special postage expense account and the special postage revenue.

Set up a material code in the Job Material Entry screen and link it to the new activity code created in step 1. Log
the hidden postage usage through the Job Material Entry Screen against the job using your new activity code.

This entry will:
DR CR
WIP Postage Spoilage

Create actual postage usage to maintain the balance of postage inventory items by logging usage to job 999999.
(If creating a postage statement it should be marked as verified and usage should be entered manually to
999999.) Logging usage to job 999999 will:

DR CR

Postage Spoilage Postage Inventory

Invoice the job. (Print the Billing Worksheet to analyze actual postage usage) At the invoicing stage the following
will happen:

DR CR

Accounts Rec. Special Postage Revenue

Special Postage Exp. WIP

Postage Usage Put On Partial Invoice, But Should Not Have Been
Billed Yet

If the invoice has not been posted, select the Select Usage Trans button in the Balance Postage tab and
unselect the postage usage transaction. Then, click OK on the Balance Postage tab to rebalance the postage.

If the partial invoice has been posted to the GL, please contact EFI Printstream Accounting Support for further
assistance.
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Recording Freight Charges as Postage Usage

This procedure will lump UPS, Fed EX, etc., together with meter/stamp/permit usage on the AR invoice to the
customer. This procedure assumes there will be prepayments for freight as with postage prepayments, i.e.,
through the Postage liability account. This procedure also assumes that payment for UPS, Fed Ex bill can be
made through the Postage Module, rather than AP.

Setup:
Create a new activity code, type Postage, chargeable.

Create a new GL account, type Asset, named something similar to ‘Freight as postage inventory’.

1.

2.

3. Create an AP dissection code for the new GL account.

4. Create a new postmaster vendor for UPS or Fed EX, use Mail Entry Type = NONE.
5

In Link to Purchasing, link the new activity code to the new GL account.
6. Create a new Postage Inventory, code = FREIGHT, type House Permit, and use the new activity code.
Procedure:
Log a receipt of postage/freight prepayment as normal in AR Cash Receipts.

When the shipping report is received from UPS, log it as Postage Usage to the FREIGHT inventory using the
customer’s job number. If there’s a difference between the UPS charge to the customer and the actual UPS
charge (volume discount), log the usage for the higher amount to the customer’s job.

Log the AR invoice to the customer as normal. When balancing postage, the freight amount logged will appear
with the other postage usage. Use postage deposits or suspense as normal. Edit the line description to be
Postage/Freight Usage or Postage/Freight Received— BUT it is important that ‘Postage’ be the first word.

When the UPS bill is received for the shipping, log it as a Postage Check request to the Postmaster Vendor
UPS, and print/post/update the postage check as normal.

CAUTION Because there may be a difference between what the customer is charged for freight (now logged
as postage usage) and what the vendor charges for freight (now logged as postage check), the
Postage Inventory detail will tend to go negative. On a monthly basis, use the Postage Inventory
Adjustment program to adjust the instrument to zero while crediting an account such as ‘freight
markup’. Further instructions on the use of the Postage Inventory Adjustment program can be
found in the Postage and Procedures documentation.

WARNING When balancing postage inventory to the GL, you should account for the freight inventory being in
a different GL account than other than postage inventory.
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Un-Allocating or Moving Money To Or From Postage Suspense

1. From the postage menu, select Postage Receipt Allocations.

2. Fillin the customer number and select Load Receipts. If the customer has several receipts, narrow the
search by selecting Postage Unapplied Only. This will bring up a list of receipts where either a portion
or all of a receipt is in suspense. If the dollars have been earmarked to a job, use the Postage by Job
Display and Postage Display and Reports to find the receipt number for the earmarking.

Select the receipt to apply or un-apply by clicking the receipt number.

4. Select Load Jobs. The amount showing as Postage Unapplied is the portion available to apply to a
job.

5. Click in the Apply Amount column on the line corresponding to the job number to allocate the money
to, fill in the dollar amount and press Tab. This will move the money from being unapplied, or in
suspense, to being earmarked to that job. Please note that only active, or jobs that have not been final
invoiced, will appear in this screen.

This same technique may be used in reverse. If money is earmarked to a job that needs to be transferred to
suspense, you should complete steps 1, 2, 3, & 4 from above.

Click the Apply Amount column on the line corresponding to the job number to un-allocate the money from, fill
in the dollar amount as a negative and press Tab. This will move the money from earmarked to suspense.
Please note that only active job, or jobs that have not been final invoiced, will appear in this screen.

Posting and Month End Procedures
Unlocking a Batch

If a message is received that an AR Cash Receipt or an AR invoice batch is locked, it can be easily unlocked.
For a locked AR invoice batch, click the line referencing the company code in the Active Batch tab and then
right-click and select Unlock Batches.

If you have a locked cash receipt batch, select File from the toolbar at the top of the screen and then Unlock
Batches.

CAUTION Use this option if you are sure nobody is currently working in the batch(s) you are trying to unlock.

Posting an AR Batch

The General Ledger will not agree with subsidiary accounts for sales, cost of sales, accounts receivable and
other working accounts until all batches for the period are posted.

The timing of posting is entirely up to the user. Most customers choose to post cash receipt batches daily so that
they have an accurate number in the General Ledger for their cash account. Invoice batches can be posted daily,
weekly or even monthly, although it is recommended to post them more often.

To post a batch of invoices or cash receipts, right-click the batch to be posted. The program will prompt to
preview before posting. You will then be notified posting has been completed. It will then offer the opportunity to
print a batch posting report.

Once posted, the batch disappears from the Active tab, but it can be viewed in the Posted tab.
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Writing Off a Bad Debt

Use the normal procedure for determining if an AR balance is a bad debt. Once an item is a bad debt, follow this
procedure.

1. Create an AR Invoice batch. The batch date should be the same as the invoice date for the
miscellaneous invoice created in the next step.

2. Select New Invoice, Miscellaneous Invoice. The job number defaults to 999999. Enter the customer
account number.

3.  When entering the line items, enter a negative quantity (usually) and allocate the line item to your
company’s special write-off account.

4. Create a zero dollar cash receipt. Select the credit invoice first and then select the positive invoice. The
two invoices will offset each other and net to zero.

You may also use the Short Pay An Invoice procedure previously explained in this handbook if the customer
makes a partial payment against an invoice, while the balance of the invoice will be recognized as a bad debt.

Assessing Interest / Service Charges To A Customer’s Account

Please refer to the AR Customer Collection Procedures section of this document.



V21.1.0200 Accounts Receivable ® 149

Balancing AR to Itself and GL

Post all AR Invoice batches and AR Cash Receipt batches (DI & DR types).

As an optional step, confirm the batch status for AR Receipts (DR), and AR Invoices (DI) show as posted in the

General Ledger>Display Programs> Batch Display.

——

To confirm the Accounts Receivable control balance ties to the AR aging report, you can generate an optional
report titted AR Month End Calculation located in the General Ledger>GL Reports.

7% Balance AR

Frior period &/F Summary

+ Current Period |hvoices

- Discount Taken:

Current period AR Summary

Difference

—&ccounts Receivable Month End Clozing Report

X

Far the Year : IZUU8 Period: I‘I 2

PHL0842 62

2978 15

- Current Month Cash Receipts I

1220060

71500

PYITEOR 75 wﬁg

PRI T8 TG

a0

Produce 4R Clozing Report

This report provides a reconciliation by period and indicates an out of balance within the AR Module and/or a
difference to the AR Control Account. The formula used in this report is as follows:

Prior period AR summary balance + Current Period Invoices — Current Period Receipts — Discounts Taken. The
total arrived at will then get compared to the balance obtained from the current period AR Aging report. If there is
a difference between the two, this amount will display in the Difference field. The report will then look at the
ending balance in the AR control account, and if there is a difference between the ending AR aging balance vs.
the General Ledger balance, the report will display this variance.
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Accounts Receivable Month End Closing Report

Caleulated for the Fear 2009

Calculated for the Period 12

Started From Date 9/1/2009

Ending Dats 9/30/2009

Prior period A/R Summary 52.440.342.62

+ Current Period Invoices 5907913

- Current Month Cash Receipts 51320000

- Discounts/Short pay From Current Month Cash Receipts 5115.00

Caleulated Total §2.437.506.73

Current period A/R Summary 52.437.506.73

Difference (unbalanced) 50.00
AR Control Account Balance : §2.437306.73

Difference Betw een Current

Period A/R Summary and GL

AR Control Account Balance

If PrintStream detects an out of balance in AR, locate the AR Reconciliation report in AR Reporter>Month End
Reports and generate the report for the same period. A difference in the AR Module and the AR Control Account
can occur if AR batches have not been posted to the General Ledger or if entries have been made directly to the
AR Control account instead of in the subsidiary ledger. This variance will be reported in the Net column of the
report for each customer.

Streamline Solnons
A/R Reconciliation Report Frnted | 114R00  42735EM
For:LS
Aging Beg. Date 8/31/2009 Inwoice Date Range ©  From 9/1/2009 To 9/30/2009
Aging Ending Date S/30/2009 Receipe Date Range: From 9/1/2008 To 9/30/2009
Customer Range AN Cuszfom ers
Beg. Pre Payt Amt End
Cust# Customer Name Inv#  Aging Amt Inv. Amt Rec. Amt Disc. Amt Applied Susp Amt Gross Amt Aging Amt Net Amt
01-001 XYZ COMPANY
Ei) am wm an 1.000.00
Tolsl:  XxvZ COMPANY {50073} o (1] am am 1.000.00 {13007} {1.500.7%) (1
0200 ABC Company
50381 am 100000 (11500 wm
1207 2982 a0 an am am
11208 10200 wm an wm wm
11210 10388 a0 an am am
217 112250 a0 an am am
1218 103800 wm an wm wm
1220 (1.03043) a0 an am am
1222 23380 am am am am
17 30500 a0 an am am
1z 133540 a0 an am am
30584 am 20000 am 0000
50585 an (200.00) am am
1278 143408 am am am am
1200 19740 a0 an am am
Tolsl:  ABC Company 137501052 511500 1,000.00 (11500 o 300.00 [EELE I T am
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If the AR Reconciliation report does not detect a variance, other areas to look for the cause of the out of balance
in Accounts Receivable are:

1. Generate a trial balance for the period. If out of balance, proceed to step 2.

2.  Were there any journal entries created to the AR control account? If yes, these will not write back to the
AR aging report.

3. Generate the Batch Display Report for all DI and DR batch types for the period. Advance to the last
page of the report and confirm he total debits match the total credits. If they do not, begin to review
each batch total until you have located the batch(s) debit and credit total does not balance. Provide this
information to your EFI PrintStream Support contact and they will correct the batch posting.

4. Confirm the ending balance for the AR Control account for the previous period is the same beginning
balance for the current period. If it doesn’t match, please contact EFI PrintStream Support for
assistance.

5. Generate the Transaction by Account report, located in the General Ledger program, for the AR control
account for the period. Select the option to Display Summary by Batch Type for Account.

Selecting the option to display summary by batch type for the account will provide a summary the debits and
credits that posted to the account by batch type. The batches that typically impact the AR control account are
cash receipts (DR type) and AR invoices (Dl type).

Journal# Details Description Debit Credit Y_T_D Running Balance
Balance 11,309.56 (14,645.43)
Het Change (3,335.87) 2,437,506.75

Debit Credit Debit Credit
ClBatches GA Batches
CF Batches G.J Batches
DR Batches 200.00 12,615.00 GP Batches
Ol Batches 11,009.56 102042 GR Batches
FPM Batches MS Batches
PX Batches Ql Batches
FC Batches QF Batches
FT Batches Other transactions

IP Batches

The sum of the DR batch types should tie back to the Cash Receipts by Date report. The columns to sum for
Accounts Receivable are:

e Accounts Receivable
e Difference column for receipts with discounts taken against an invoice

e Accounts Receivable Suspense

Cash Receipts by Date Report

Description : Listing includes Gash, Checks and Postage Deposits. Printed : 11/4/2009 4:58:95PM
Dste Rangs © 3/1/2009 To $/30/2005 For LS
Payt. Method Applied to -————-Buspense—-———-
Receipt  Customer Receipt  Accounts Postage Pre  Accounts  Postage
Date Account# Customer Name Batch# Receipt # Check#  Cash Amount  Receivable  Difference Deposit Paymnt Receivable Deposit
The Ferict Stom 1547 50230 1348 15,500.00 1,300.00 0.00 ATz 450000 6.200.00 755278
ABC Company 1560 50381 3585 1,000.00 1,000.00 (115.00) 0.00 0.00 0.00 0.00
ABC Company 1974 50383 5484 £,300.00 0.00 0.00 £,300.00 0.00 0.00 0.00
ABC Company 2008 50384 3234 1,000.00 200.00 0.00 0.00 0.00 £00.00 0.00
ABC Company 2010 50385 111111 0.00 -200.00 0.00 0.00 0.00 0.00 200.00
S/2B/Z008  03-001 AYZ COMFANY 2011 50387 111 -100.00 -100.00 0.00 D00 100.00 0.00 0.00
9/30/2008  01-001 AYZ COMFANY 2020 50283 24 3,000.00 0.00 0.00 0.00 0.00 1,000.00 2,000.00
5/30/2008  SD1 Streamline Solutions 2021 50380 6245 1,000.00 0.00 1,000.00 0.00 0.00 0.00 0.00
5/30/2008  SD1 line Solutions 2022 50381 2445 £00.00 0.00 500.00 0.00 0.00 0.00 0.00
S/30/2008  FANOI g0 2022 sgasz 323 3,000.00 0.00 0.00 0.00 0.00 3,000.00 0.00
/302008 0200 ABC Company 2021 50386 BE5E4 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Grand Total 21,200.00 220000  1,286.00 670722 460000 11,000.00  9,79278

Note: Suspense totals are current
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The sum of the DI batch types should tied back to the Invoices by Date report for the Grand Total reflected in
the Invoice Total column.

T e ' -
Qutstanding Amount: 8.979.12
Total : USA 8,303.13 1,250.46 0.00 32222 0.00 103.32 9,97*3.131
Qutstanding Am ount 9,979.13
Grand Total: Totalwvoices : 31 Credit Invoices © 1 Zero Invoices : 10 8,303.13 1,250.46 0.00 32222 0.00 10332 9979.13

If the Cash Receipts by Date report or the Invoices by Date report does not match the batch posting totals for the
AR control account, you can look for the specific transaction(s) on either report based on the out of balance
amount. You can also contact EFI PrintStream Support for additional assistance.

If the AR control account is in balance with the AR aging, you can proceed to close the period. This is done
through the Masterfile Reports program>System Maintenance>Account Start Periods. It is very important to
close all accounting periods once the month is complete to eliminate the possibility of a transaction posted into
the incorrect period.



V21.1.0200 Accounts Receivable ® 153

Monthly Check List for Accounts Receivable

Month End Date

Period/Year

_ﬁ

Collection calls*

Finance charges*

Print Customer Statements*
Dummy invoice clean up

Clear unbilled AR suspense

AR balancing

Post cash receipt and AR invoices
GL balancing

Journals to AR*

Month closing

Change periods in Master File Reports
Compare period sales*

AR Database Builder*

Commissions*

*Optional
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Job Prepayment

Overview

This document will aid in the set up and use of prepayments within The PrintStream System.

Set Up

e This feature must be enabled by PrintStream support, therefore please contact your Accounting Support
representative.

e A control account for the prepayments must also be established in plant control accounts. This account
can be a liability account (preferred for PrintStream), or an asset account.

e Prepayments are recorded in the same manner as AR cash receipts or postage receipts. In a new or
existing cash receipts batch, select Add new receipt. Verify bank account if creating a new batch.

e Once the prepayment feature is enabled in the system, three options for cash receipt allocation are
available. The receipt must be fully allocated between AR suspense, AR Job Prepayment or Postage
Deposit.

HI

reate Mew Receipt for Compa

Batch #:

Custamer #: Date:l 2/31/2006 'l
[—=|
|

Head Office:

Check. #: | | Receipt Amount:
Payer:
‘35"?3[ | | Lllacation
Detai| | AR Suspense:
AR Job Prepapment:
Postage Deposit:
Unallocated:
Cancel | S |

If an amount has been entered in the AR Job Prepayment field:
e PrePayment Allocations screen will default.

If AR Suspense or Postage is entered:

e Prepayment Screen can be accessed by selecting the PrePayment allocation tab.
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ompany: 01-Alaska Incorp - Plant: 0100

Options  Help

=]

|

I Unpaidlnvoicesl Paidlnvoicesl Postage Allocation F'repayment.ﬂllocationsl

L . Customer Alocated | Allocated from Total Apply
J AT S R (A3 Prepay % | from Receipt | other Receipt | Allocated e e Amavirt
Prepay test #2 1000.00 0.00 0.00 272200 272200 0.00
533 test 1200.00 0.00 0.00 0.00 0.00 .00
653 TEST S2041.57 0.00 0.00 .00 .00 .00
638 Test 2715.00 0.00 0.00 0.00 0.00 0.00
692 Commiss test S35 2000.00 0.00 0.00 0.00 0.00 .00
594 Job Title 2000.00 20,00 0.00 200000 200000 .00
705 Ss com test 1000.00 50.00 0.00 0.00 0.00 0.00
TOE == test 1000.00 50.00 0.00 0.00 0.00 .00
T44 test 2760.00 0.00 0.00 0.00 0.00 .00
778 | TEST 2BET12 0.00 0.00 0.00 0.00 0.00
785 TEST 2417 .45 0.00 0.00 0.00 0.00 .00
796 litle S0005000.00 0.00 0.00 0.00 0.00 .00
1029 TEST 205.60 0.00 0.00 0.00 0.00 0.00
10081 | Copy of big bells and whis E450.51 000 0.00 0.00 0.00 .00
100582 | Copy of Copy of hig bells < 11447 64 0.00 0.00 0.00 0.00 .00
10102 test print and meail 114033 0.00 0.00 .00 .00 .00
10103 | Copy of test print and mail 1122.78 0.00 0.00 0.00 0.00 0.00
Description | Total | AR App | AR Unapp | Pstg App | Pstg Unapp | Prepay App | Prepay Unapp |
Receipti: 50338 3.000.00 0.o0 1.000.00 0.oa 1.000.00 0.o0 1.000.00
Flant: 0100 0.00 1.000.00
- Prepayment Fla...
Flant#: 0100 0.00 1.000.00
| 500264 Company, Inc. [Ckét: none [ AR Alloc: $1,00000 | Pstg Alloc: $1,000.00 Prepayment: $1,000.(
Batch: 1603 (1 receipts, $2.000.00] | 6/20/2003 [ Tatal 4R: $2,000.00 | Total Psta: $1,000.00

Any open jobs for this customer will be listed. The listing includes:

o thejob#
e job description

e quoted price

e customer prepay % (if applicable)

e prepayments previously allocated from this or other receipts

To apply part or all of the receipt, enter the amount in the Apply Amount column (white field). Once an amount
has been applied to the job, the receipt information will be updated in the receipt details area.

1029 TEST 20560 000 0.00 0.00 0.00 .00
10081 | Copy of big bells and whiz G450.51 0.00 0.00 0.00 0.00 .00
10052 | Copy of Copy of big bells < 11447 .64 0.00 0.00 .00 .00 .00
10102 test print and meail 1140.35 0.00 0.00 0.00 0.00 0.00
10103 | Copy of test print and mail 1122.78 0.00 0.00 0.00 0.00 0.00
Dezcription I Total I AR App I AR Unapp I Pstg App I Pstg Unapp I Prepay App I Prepay Unapp |
Feceipti: 50338 3.000.00 0.00 1.000.00 0.00 1.000.00 0.00 1.000.00
Flant#: 0100 0.00 1.000.00
- Prepayment Fla...
Flant: 0100 0.00 1,000.00
50026-4, Company, Inc. [Ckét: none [ 4R Alloc: $1,00000 | Pstg Alloc: $1,000.00 Prepaymert: $1,000.1
Batch: 1603 (1 receipts, $3.000.00] | 6/20/2008 [ Tatal 4R: $2.000.00 | Total Pstg: $1,000.00
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iy: 01-Sheridan Books, Inc. - Plant: 02
ptions  Help

I Unpaid Invaices | Paid Invoices | Postage Allocation  Prepayment Allocations I

ok Bresserio Quoted Custamer Sllocsted | Allocated from Total Amount Apply
Price Prepay % | from Receipt | other Receipt | Allocated Used Amourt

1573 2nd job to prepay 55500 o E000.00 0.00 600000 0.00]

Description Total AR App AR Unapp PstgApp | Pstg Unapp Prepay App | Prepay Unapp |

Receipth: 7733 3000000 0.0 20,000.00 000 0.00 E,000.00 4,000.00

- Applied Prepay...

Job#: 1673

| 483165 Gibbs M. Smith. Inc [kt Prepay |&R Alloc: $20.000.00 | Pstg Alloc: 30.00 Prepapment; §10,000.0C

ch 2320 (1 receipts, $20,000.00) | 8/31/2006 | Tetal 4R £20,000.00 | Total Pstg: $0.00 A
[

When the job is in the AR Invoicing stage, the Deposits tab will have a $ icon to indicate either;
e unapplied AR suspense (if applicable)
or

e Prepayment applied to this job
The example below shows $20,000 of unapplied suspense and $6,000 of Prepayment applied to job 1573.

Help

Lines | Balance Postage | Bill TawShip To | Miscellaneaus I Dumimy Inwaice 5 Ceposzits |Notes| Allacations | Previewl Jiok I

Checkd | Job# | RoptDate | Paymert Date | At Received | Amt Appied | Balance | Receiptt|  Batohe |

pplied Deposi...

Prepay 8312006 $20,000.00 $0.00 $20,000.00 7733 2920
- Applied to this Inv...

Maone.

---- Jok Prepayments...

Prepay 1373 /3172006 $6,000.00 $0.00 $6,000.00 7733 2920

Even though the prepayment has been applied to the job, you still need to use that payment to apply to the
invoice.
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Double-click the Check # of the prepayment. The following screen will appear:

i AR Prepayment Deposit E
Frepayment an Jok: | $6,000.00 Imvoice Balance: | F0.00

Paymert Date
{* Invoice Date {" Receipt Date i Cher
Payment Date (50512008
Cloze Return Job Prepayment | Pay lhvoice

If the Prepayment iz greater than the invoice balance the remaining will be
returh to the onginal receipt prepayment balance.

There are now two choices:

1. Return Job Prepayment, which will un-apply the prepayment from the job and allow you to apply it to
another open job for this customer;

2. Pay Invoice, which will take the amount of the applied prepayment and pay against the invoice.

If you select the Pay Invoice button, job prepayments detail on the Deposits tab shows the amount applied and
any residual balance, and the prepayment amount now shows on the invoice.

If the amount of the prepayment is larger than the balance due on this invoice, the remaining amount will be
returned to unapplied prepayments and you will be able to apply it to another open job.

TERMS: PLEASE NOTE QOUR TERMS ARE NET 30 DAYS FROMODATE OF MVONCE.
Sub Tota! $7,000.00
Less Deposit (56,000.00)
Sales Tax
TOTAL DUE 24,000.00

A negative invoice cannot be created.

If the prepayment is to be moved to another job prior to the posting of the invoice, from the Deposits tab select
the prepayment check number, then undo the invoice payment. Select the Check # once again and click Return
Job Prepayments. The job prepayment now becomes unapplied and can be used against the customer’s open
jobs.
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Allocate Un-Applied Prepayments

To move the prepayment monies from one job to another or to apply prepayments that are currently unapplied,
from the AR Cash Receipts Module select the purple icon, Allocate AR Prepayments. Or select Allocations
from the toolbar and select Allocate AR Prepayments. Enter the customer number or name and click Load
Prepayments. You can obtain a listing of all prepayment receipts or just those with unapplied monies.
Alternately, you can right-click the original cash receipt posted or un-posted and select the option to edit
Prepayment Allocations. Either option generates this screen:

iy Apply AR Customer Prepayments il

Receipta: I S0673 Receipt Date: I 5131 12005 Total Prepayment: I F5,000.00

Load Plant Allocstions

Jaob Prepaymernt Date: I 5312008 ' | [Transfers)

. - Load Jobs already Prepaid
Select Plant: |D1 00 - Balance: §3,000.00 j r fram this Receint only Load Open Jobs

Allocsted | Allocated from Total Amount Ay

et CESElaEy from Receipt | other Receipt | Allocated Uszed Amount

Unpaidlnvoicesl F‘aidlnvoicesl Pastage Allocation  Prepayment Allacations |

Guoted Customer Allocated | Allocated from Total Amount Apply
active Batches  Posted Batches | e IEEE{EIN | Price Prepay % | from Receipt | other Receipt | Allocsted Used Amourt
W Financial 1998 827 Mon chargeskle actvity in Labor W 5000.00 a 5000 .00 000 500000 0.00

Financial 1993 829 | Activity by jok 0.00 a 0.00 0.00 0.00 0.00
Financial 2000 852 WP Test 0.00 ] 0.00 0.00 0.00 0.00
Financial 2001 858 fataf 5000.00 0 000 0.00 000 0.00
Financial 2002 a7 tile 5000.00 i 000 000 000 000
Financial 2003 973 Comm Test Reg 500000 i 000 000 000 000

Financial 2004
Financial 2005
S @ Financial 2005
- PeriodH 1
PeriodH 2
PeriodH 3
Period 4
PeriodH &
PeriodH &
Period# 7
Period &
Period# 3
Period# 10
Periodtt 11
Periodi 12
) 2568
= ) 3599 - Prepay test

@3 Financial 2007 Assign Account for Difference

E Total ARApp| AR Unapp Pstapp | Pstg Unapp Prepay App | Prepay Unapp |
Feceiptl: 50677 25,000.00 0.00 5,000.00 0.00 0.00 5.000.00 15,000.00

- Applied Prepay.

Job#: 827 5.000.00
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Transfer Prepayment Receipts

To transfer receipts that have been entered as Prepayments to AR Suspense, select a batch number or create a
new batch. Highlight the batch, right-click, and select the option to Add Prepayment -> Suspense Transfer
Receipt.

Add Mew Receipt

#dd AR Transfer Receipt

&dd Postage Transfer Receipt

add Suspense- =Prepayment Transfer Receipt

Add Prepayment-=Suspense Transfer Receipk

Previes Batch Posting
Posk Batch

- 1 1~

Enter the customer number or name and load receipts. The grid will populate with any unused prepayment
receipts for this customer. Select the receipt to transfer to AR Suspense by checking the box to the left of the
receipt. Enter a check or reference number.

M, Transfer Prepayment -> AR Suspense il

—Select the Customer Accounts
—|
|111 = IA Company, Inc.

=l
sl

— Mew Receipt Details

Dt (41752007 Payer: |& Company, Inc.

Receipt Date AR Depost | ARBalance | MU0 potone
Tranzfer

S0304 40972007 §1,000.00 $1,000.00 1320

Total Amount to Transfer to AR Suspense: I F0.00

Close | Create Transfer Receipt |

Once the receipt is selected select Create Transfer Receipt. This receipt is now in AR Suspense and can be
applied to invoices or transferred to Postage Suspense.

To move AR Suspense receipts to Prepayments, select the batch and right-click. Select Add Suspense ->
Prepayment Transfer Receipt.
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Mew Batch

Add Mew Receipk
Add AR Transfer Receipk
Add Postage Transfer Receipk

Add Suspens
Add Prepayment- =Suspense Transfer Receipk

Preview Batch Posting

Post Bakch

Wiew Batch Posting

‘iew Batch Transaction Repork
ViewEdit Batch Description

Follow the steps outlined above to create the transfer receipt. Once the receipt is created, the money can be
linked (earmarked) to an open job as outlined earlier.

Multi Plant Transfers of PrePayment Receipts

In a Multi Plant environment, the ability to transfer AR Prepayment receipts to other plants for job application is
available. Set up is required in GL Plant Control in MasterFile Reports. Contact your EFI PrintStream Accounting
Support contact for assistance in setting up the AR Prepayment accounts by plant.

Plant Cantrol Account | GL | GL Branch| GL | GL | GL Account | GL Account Description
1 |APControldect 93 Corporate/C 93 Corporate/C 2000|AF Cantrol
2 |APDizcount 1 tain Brancl 01 Main Departr 5100 ap dizcount
3 |APOfzetdccount o Main Brancl 01 Mair Departr FEPTTT AP aoffset - plant 0700
4 | APwWithoutinvoices 1)} tdain Brancl 01 b ain Departr 2300 ap without invoice
5 |aPwithout nvoicezDifferenc 01 kdain Brancl 01 tain Departr EO0D ap withiout iny diff
E |AR_FFCredCardProcFes
7 |AR_PrepayOifzet 1)} tdain Brancl 01 b ain Departr 104601 Prepayment Offset
8 |ARCommiszsionsbcomals 01 rain Brancl 01 tain Departr 2B00 Accrued Commizzions

As with any receipt transfers, the receipt required to be used for the transfer must be posted. Find the posted
receipt; right-click the receipt number to select Edit Prepayment Allocations.



V21.1.0200 Accounts Receivable ® 161

I Pl SO0
v B Fraresl 1000
w I Frores J00
& O Pl X0
4 I Tewrca X000
- B Pl 07
7 Firrsal 200
P |
Pl 1
Pl 1
Feall i
P
L 1

- Pl 7

- Pl

w [

B

TR el el OB O T R
K217 it el
B iy b 0 1T, DG

By default, the window for Select Plant will default to where the receipt and plant was originally created in. Click
Load Plant Allocations (Transfers) to perform a transfer.

X|
Total Prepayment: | $5,000.00

m Apply AR Customer Prepayments

Receipti; | S0ET3

Receipt Date: | 51312003

Load Plant Allocations
(Transters)
Load Open Jobs |

Apply

Job Prepayment Date:l 5rae00e - l

Select Plant:lm 00 - Balance: $5,000.00 j

r Load Jobs already Prepaid
from this Receipt only

Allocated | Allocated from Total Amourit

from Receipt | other Receipt | Allocated

Jobd#

Description

iy Plant Prepayment Allocations _I
Transfer Date: I 5/31/2008 vI

Comparny | Plant Frepayment Tatal Aot 1=
Code Code E armarked Unallocated Applied Apply Amount 1=
1|01 0100 5.000.00 5.000.00 5,000.00
12| 0200 0.00 0.oo oo
3 |Balance 5.000.00 5.000.00
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To unapply from one plant and apply to the other, enter the negative amount to transfer from and a positive
amount to transfer to.

iy Plant Prepayment Allocations Xl
Transfer D ate: I 5 /31/2008 v|
Company [ Plant Prepayment Tatal Amount 1=
Code Code Earmarked Unallocated Applied Apply Amaunt 1=
L1 {m [gJuli] 5.000.00 5.000.00 4000.00
12 |m 0200 0.0o 0.00 1000.00
3 |Balance 5.000.00 5000.00

The posting will immediately take place.

E‘ View Transactions ;lglil

Account Details | Reference Debit | Credit |
01-01-01-1045 Prepayments 50673 $1,000,00

01-01-01-104601 Prepayment Offset S0E73 $1,000.00
01-25-01-1045 Prepayments 50673 $1,000,00
01-25-01-104602 Prepayments Offset B0E73 $1,000,00

Transaction Surnrmary

01-01-01-1045 Prepayments $1,000.,00
01-01-01-104601 Prepayment Offset $1,000.00
01-25-01-1045 Prepayments $1,000.,00
01-25-01-104602 Prepayments Offset $1,000.00

To allocate the prepayment to a job, you must load the receipt from the same plant the receipt originated in.
Within the same Edit Prepayment Allocation window, the Select Plant option will display all plants available for
that receipt.
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Select the Plant and click Load Open Jobs. All open jobs created in Plant 0200 will display. To apply, enter the
amount in the Apply Amount column. You will only be limited to the amount that the prepayment amount

available for the plant.

iy Apply AR Customer Prepayments

X

Receiptd: I S0E73 Receipt Date: I /31 /2005

Total Prepayment: I §5,000.00

Job Prepayment Date: I 5008 - I

Select Plart: 0200 - Balance: $1,000.00 =)

r

Load Jobs already Prepaid
from this Receipt only

Load Plant Allocstions
[Tranzfers)

Load Open Jobs

Job# Desestalen Allncatec# Allocated frpm Tatal Armourit Anply
from Receipt | other Receipt | Allocated Used Amaurtt
1013 Cherry Yalue Added 0.00 0.00 0.00 0.0a
1065 test 0.00 0.00 0.00 0.0o
1213 test Inactive Paper 0.00 0.00 0.00 .00
1215 Copy of ClDs 17611, 16292 0.00 0.00 0.00 0.00

Prepayment Displays and Reports

In AR Display for the customer, All Receipts, the details and current balance will show for the prepayments by

receipt.
i AR Inquiry (01) Alaska Incorp - Plant Code: 0100 Company 01 Primary Location Data is filtered
File Help
AR = [ Custarner
AR Inquiry 1 ﬂ?ﬂnzs = |2 Company, Inc.
[ Owerview
[ Aged Balance Cash Receipts |
{3 Inwvoices Receipt#_| Date [Check#t [ Receipts|  &Réppl|  Pstodppl [ AR Unappl | Prepauéppl | Prepay Unappl [ Plant |
Cash Receipts 50338 6/20/2008  none 3.000.00 0.0 0.0 1.000.00 500.00 500.00 0100
@ Unapplied 50322 414/2008  ffsdf 1.000.00 1.000.00 0.0 0.00 0.0 000 oo
By Period

There are two specific reports that address Prepayments in AR Reporter. The detailed prepayment report and a
summary prepayment report are located in Month End Reports. These reports can be used as a tool to reconcile

to the GL Prepayments account (as established in setup).

The prepayment summary report can be run for one customer, a range of customers or for all customers.
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Fy
AJI' R P t S R rt Printed : &202005 5FAN =
repayment Summary Repo for - Uit
Desedpton @ For AN Coestom ers. Fage I
Frepayment
Period  Year Date Comments Receiptd Amourit
G 2007 22007 502005 362000
Sub Tafal For : 12345678 Pollard Consulting 262000
9 2008 G/20/20028 50338 1,000.00
Zub Tofal For 50026 A Company, uc. 4,000.00
g 2007 352007 50297 35,000.00
9 2007 G/5/2007 50311 1,000,000
9 2008 Gr2/2002 50334 4,252 63
9 2008 G/10/20028 50335 4.00
g 2008 G/0/2008 50336 5,000.00
Suh Tofal For LEAH Leagh’s Account 48,256 63
72007 4072007 details on CashRec S0202 5,000,000
9 2007 G/5/2007 50309 2,500.00
72008 40172008 a0321 5,666 .00
g 2002 S/5/2008 CR details 50332 50000 T
g 2008 S/5/2002 50333 5.00
Sub Tafal For MD M hrefie's Test Customer 18,671.00

The AR Prepayment Detail report can be run by a date range or period range, for one or all customers. This
report shows the details of the prepayment transactions such as the jobs and invoices the prepayment receipts
were used on.

AR Aapormar for e Com pFmy: [©7) 4956 neorg - PlEnTCore: 0700 Com @y 07 Pt @y LoCF 0ot
AR Prepayment Detail
Froee Ferocvers 2008 To Feocreer. B/2003 Frinred:  RETNEOOE 1018018
Far: L3
Far Al Cushoe ers
Data Dwtalin Chenh & Reonipt# Job#  Inunloe & Pald am ount Cradits Dab tn Ealanc &
1234567 8- Pollard Consulting
S1TIE openng Baarce Jznm
Customner Total ... 3Emm
50026- A Company, Inc.
5TIE Opening BAaneE om
GEOAIE  Mew Depcosll rere Eice ] 10mm 10mm om 1omnm
SEELE  Job Aledlon rere e ] jlir.c} Snm 0m om 1.0m.m
Custormer Total .. 10mm om 10nm
LEAH- Leah's Account
SHEE dOpening BAane 3sanm
[rrn ] Mew Depo=ll 35345 S+ v -x] 25253 om 02523
SIDAIE  Wew Depcell e Tl 1 e +I0 +I0 om 4028543
SIOEOE  Mew Depcsll I3+ Eice ] SO m SO m om 452850
SITAIE  Job Adeclon = S mms3 +I0 om om 45,2550

Prepayment information can also be found on the AR Batch Transaction report for receipts and on the Cash
Receipts by Date report.
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Alaska incara

AR Batch Transaction Report - Receipts

Desedptiorn:  List Batch Summary and Receipts Details Printed © Q262006 S4GAN
Range. B atch#: From 3599 To 3599 For o i
AR AR Applied To Postage Postage Total

Receipt # Date Cust. # Customer Mame Check# Applied Unapplied Difference Applied Unzpplied Unapplied  PrePaymt
SO0BTT /ZGS2006 111 Acompany ach 0.0 5,000.00 o.oo 0.00 0.0 5.,000.00 20,000.00

Batch # Date Period  Activity Batch Total Difference Postage Total AR Total Bank Desc

3599 QZG/Z006 Z006M2 1 5.,000.00 0.00 0.00 5,000.00 arcashda34583 : ACCT REWY cash 453453
Grand Total: 0.0 5,000.00 o.oo 0.00 0.0 5,000.00 20,000.00

Alzsha oo

Cash Receipts by Date Report

Deseription © Lisling iveludes Cash, Chechs and Postage Deposits. Printed : Y262008 20484040
Date Range | 252006 To ¥ZE2006 For Mo

. Past. Method . fpplisdto TN,
Recsipt  Customer Recsipt  Accounts Postage Pre  Accourts  Postage
Dd= Aocount#  Customer Hame Bach# FReceipt # Check#  Cash Amount  Receivable  Difference Deposit  Paymnt  Receivable Deposit
Q262006 111 Acompany 3500 S0677  ach 5,000.00 0.00 0.00 000 2000000 5,000.00 000
Grand Total 5,000.00 000 000 000 20,00000  5,000.00 0.00

Note: Suspense totals are cument

AR Prepayment Adjustment

A utility is provided to reconcile any differences between the detail and summary information for prepayments.
Your PrintStream Accounting Support contact can answer any questions related to the need or use of this utility.
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Multi Job Invoicing

Overview

The multi job AR invoicing feature allows users to create one AR invoice to a customer for multiple jobs. Multi job
invoicing not only saves time for the user when creating the invoice, but it is extremely convenient for those
companies who only bill their customers once per month for the jobs completed for that period.

How to Create a Multiple Job AR Invoice

To create a multi job invoice, you can either create a new batch or use an existing batch to create the invoice.
After the batch has been created, select the batch by clicking the batch number. Right-click the batch number
and select the New Multiple Job Invoice option.

File Bah n\.foice Options  Utilities  Help
¢ ¥ §
A/R Invoicing Entry [EEEEELETIL

Active Batches | Posted Batches |
=+ company: 01 - Plart: 0100
CoE- s

; 10306 - Finance Charges

10307 - Finance Charges

10433 - FF 42812016

Mew Batch
I\

Mew Single Job Invoice

iple Job In

Mew: Postage Invoice

Mew Credit Memo

Create Freight Only Ireoice

Change Batch Date

Uninsaoice All Jobs

Rewvark Batch Inwvoices Expenses

Reconcile Postage (Contract Pricing Invoices only)
Inwoice Into Finished Goods

Preview Batch Posting
Wiy Posted &llocations
Faost Batch

Find Batch Invoices

Batch Allocation Report

Wiew/Edit Batch Description

Print Batch Invoices

Print Batch Irnvoices foith Designer)

» Display Regular Batches
Display Material Storage Batches

Enter the customer’s account number in the field provided or use the up/down arrow keys next to the field, or the
up/down arrow keys on the keyboard, to select the customer. All of the customer’s open jobs will display in the
grid.
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The grid reads as follows:
Job #: Displays the open job number.
Description: Displays the description for the job.

Estimate/Prebill: Determines whether the invoice will be billed based on the processes originally selected on the
estimate or by the entries made in the Sales Prebill program. If a prebill was created, Prebill will display;
however, you can change it back to invoice from Estimate by clicking the gray button.

Itemize: Placing a checkmark in the box provided indicates the line items to the job will be individually listed with
their individual prices. Removing the check mark will create an invoice without detail referencing only the
description line for each job with the job’s grand total.

Open PO’s: If a job related purchase order exists that has not been AP invoiced, Yes will display. This will
produce a “dummy invoice”. (Please review the Dummy Invoice Procedure in the AR Screens and Procedures
documentation before proceeding.)

Unverified Statements: If there are any unverified postage statements for the job selected, Yes will display.
Statements must be verified before creating a multi job invoice.

Needs Recalc: If the value of an inventory item has changed since being issued to the job and the time the job is
AR invoiced, a recalculation is required prior to posting the AR Invoice batch. This feature can be found by
clicking the invoice after the invoice has been created and selecting Rework Expense Allocations.

Has Partial Invoice: If there are any partial invoices created for the job, Y will display. If no invoices have been
created, N will display.

Partial Inv#: If a partial invoice is created for the job the user can drill down by clicking the down arrow to view
the invoice numbers.
x|

New Invoice for Batch# 10499

Customer Accti IUEUD = IABC Company = Load Jobs I
* Load all Jobs that belong to the selected Customer ™ Invaice From Shipping
" Load allJobs hilled to the selected customer ™ Load Final Shipped.Jobs anly
JobH | Description Customer 1} Cugtomer Mame ESF“:Z;T; Itemize Egesr; é—ltg::nrﬁlg:?s g:ceadlsc H\a:vzzgal Partial InwH Fma:JSaI?;pped =
= 7347 Copy of Copy of JM sched Test 0200 ABC Compary Estimate | ¥ Mo Mo Mo N -
| 734 ar inv imp test 0zan ABC Compary Estimate | #7 Mo (Mo Ma M =
= 8000 3 ang Wark - Mult-Client 0200 ABC Company Estimate | Mo |MNo Yes M T
= BB02 pstg stmt link 0200 ABC Compary Estimate | ¥ Mo (Mo Mo Y =
= 8823 test 0zan ABC Company Estimate | # | es Mo Mo N =
(S - v=r 0200 ABC Compary Estinate | [ | Mo |No Mo Y [~
| 9213 Ps 8349 0zan ABC Company Estimate | Mo (Mo Yes M ~l
= 9853 test nzan ABC Company Estimate | & Mo (Mo Mo N =
=1 100220 test 02an ABC Company Estimate | Mo (Mo MNa M =
I=1 100279 gms pstg testing 0zan ABC Company Estimate | ¥ Mo (Mo Mo M v |Braszms J
I~ 100280 gms pstg testing stamp nzan ABC Compary Estimate | Mo (Mo Mo M ~ |6raszms
|1 100285 ro pstg af ozan ABC Company Estimate | [ Mo (No Yes M v |6a/2015
=1 100287 test 0zan ABC Company Estimate | ¢ Mo (Mo Mo M v |6raszm5
=1 100290 srimi fis test 02an ABC Company Estimate | Mo (Mo MNa M "~ |eras2018
I 100293 mota 0200 ABC Comnann Coabicn ok, I b ko hlo bl B0 hd
Inwoice Statu:
|7 i Partial rvoice i Final Invoice ! Adiustment lrvoice |

Cancel “iew PO's | Finish |

To select the jobs you want to invoice, place a check mark by clicking in the gray box provided at the beginning
of each line item. Select either Partial Invoice or Final Invoice.

Note  The invoice status can be changed after clicking Finish.
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The first option Load all jobs that belong to the selected customer displays all open jobs created to the customer
selected, and is invoiced to this same customer. The second option Load all jobs billed to the selected customer
displays all open jobs entered to the customer selected. However, a different customer account has been
assigned as the Bill To for these jobs. We will look at each option separately.

First Option

Select Load all jobs that belong to the selected customer, and select the check box to the left of the job number
for those jobs you want to invoice. Select either Partial Invoice or Final Invoice.

Using job 100279 as an example and using the Load all jobs that belong to the selected customer, we can see
the quote header shows the customer is ABC Company.

CEEE— %
Customner #: [0200 N Sub Acct | FSC quote -
Cuztomer: |ABEC Canpany Additional Info |
Cantact: [Eerny Franklin _I I
Address: | Phone:|[307] 456-3335
Fi:

Contact Phone:

Quote Date:[5/15/2015 5]
Master [

First b ail Date:lm
Last Mail Date: m
Re-Contact Date:| 5 /29/2015 j‘
Re-Order Date:] 57 2 /2016 j'

SalesRep: | Leah Yanwynsberghe
CSR:|Linda Pollard

= [ty 100,000
Estimatar: jhd
Planrer: i S
Source -
Code —I
Job Type: | Brochures j Quote iz Package Price Bazed [
Job Title: gz petg testing
Deserption: | gms pstg testing :I
=

Price List: |Cust0mer Price List: JM Fall 09

Fulti Inventary |

Quote Standard S pecifications I

The General screen also shows ABC Company as the Bill To customer:
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. 5
B 1
Start Date: [515/2015 Priarity: New Job: | ves VI
First Mail Date: |615/2015 Part Mumber:
Last Mail Date: |6/15/2015 P/0 Mumber:
Fie-Order Date: Previous Job:
Impartant:
~ Bill to L to
Clear | Alternative Addresses | Clear Alternative Addresses
Customer #: {0200 IEI'I: Streaiine ‘;Im Cugtomer: |ABC Company
Customer: [4BC Company Address:| 10 Smith Ranch Road
Contact |Benny Franklin _I Ste 124
Address: [10 Smith Ranch Road SAN RAFAEL. &
R Zip:| 94503
< Contact: |Benny Franklin
SAMN RAFAEL, Ca
. — Comments:
Zip:| 94303
Save Contact 43 : |Benny Franklin
Caomments:
Customer Mame Az Defined For Selected Address
IABC Company
0.E. Mates | Cancel| Save |

Creating a Multi Job Invoice - Line Item Entry

By opening the invoice to the job level (click the + symbol on the invoice line), the jobs invoiced displays. The

invoice creation incorporates lines segregated by the job number. All additions, changes, deletions, etc. can be
made by placing your cursor on the line item where the change is needed, and then single right-click the invoice
line. Edits to the invoice line items can only be done at the invoice level, not at the job level.

Because the printed copy of the invoice does not reference the job number for the line items being billed, it is

recommended to insert an extended line referencing the job number, or manually insert the job number on the
description line. You may also want to insert a subtotal line after each job.

INVOICE LEVEL JOB LEVEL

A/R Invoicing Entry

Lines |Elﬁ\ﬁnt:a Pastage | il To/Ship To | Miscelaneous | Dummy invoice

$ Deposits | Notes | Alocations | Preview | Job |

Active Batches | Pasted Betches | c;;f Jok#t aty Hat Key Services | Setup Chgggﬁ Ratz | per A:ﬁé‘g‘" Subtotal |Tex Code T;: Tax Amt | Total Amt | Agg:gf
a213 o.0n FS fE4S 000 000 00000 Extendi x| aon ain i am a0
T 1omers a.0mn gms pslgfesting 0.00 0.00 00000 Extend v | aan ain i am nan
10306 - Finance Charges 1 1o0zrs 0.000 gmspstgtesting 000 000 0.0000 Extench | 0.m om [T 000
10307 - Finance Charges [ 1ooers 1.000 Digitize Signsture 0.00 0,00 0.0000 @ Eact | 000 000 a0 i am 000 34008
1 1oaers 10ona ano SelectRecords  0.00 50.00 05000 M Per {x | nsn san0 oo i am s000 54031
| 10027 100000000 Produce Counts 0.0 50.00 5.0000 M Per 1 _ 500 EO0.D 0O 0 om0 G00DD 34081
Report I
[ 1ooes 0.000 petn 000 000 0.0000 Exterci v | 0.on oo 0 om 00
[ 100z 0.000 patg 000 000 0.0000 Exterc v | 0o om 0 om 0o
1 1oesn a.0mn Copy af mad 000 000 00000 Extendi x| aan i i am nan
1 1onasn a.0mn mddl 000 000 00000 Extendiv] aan ain i am nan
S Ee] Company 02 - Flart: 0200 [ 1omesn 1.000 Programming 000 0.00 750000 @ Eact v | 7500 750000 0 om 7500 34005
[ 1o0esa 1.000 Digitize Signature 0.00 0,00 0.0000 @ Eact ¥ | 000 000 a0 o am 000 34008
[ 1oesn 100 ConverlDiskfvia 000 0.00 S0.0000 @ Fact saon s000 0 i am snan 34021
E-Mail OR BBS -
1 1onesn 100 Conwert 000 000500000 @ Eact _ saon s000 a0 i am snan 34022
Magnetic Tape s
1 1onesn 1031 000 MergeiPurge 000 7500 8.0000 M Per 1x| a0 13528 00 0 0o 13528 34033
1 tonesn 1a031 a00 Produce Courts 000 5000 10,0000 M Per 1 1non 1E0E o Ao E3 34081

Report
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AIR Invoicing En Lines | Belance postage | Bl Torship To | hiscellaneaus | Dummy inveics | § Deposts | Notes | Atocations | preview | b |
Wi Tax Activity |

Gral AvgUnt
et Saches |posted aches | ool i | oy [ vrer | sevees [sewn [ M0 Trwe [ v [ A5 [ ot [roccoe] T2 ane [ o [P0 ‘
-5 Company. 01 - Prart; 0100 ] 9213 0000 == 000 000 0.0000 Exderd | [ o o oo o
5 100278 0000 nspstgtestng 000 000 0.0000 Extendiv | om o0m o om o0m
110308 - Finance Cherges 5 100278 0000 gnepstgtesting 000 000 00000 Extend v | 0m om0 0 oo 000
10307 - Finance Charges 5 100278 1.000 Digtize Signetwe 000 000 -~ 0 000 00 0 oo 000 34008
10483 - FF 402672016 I 100273 100000000 Felectfec—- 1 non =non 050 sooooo o om 5000 34061
b 104ms [5 100278 100000000 ProsceC Mave Line Up 600 eo0oo o o oo emon sast
{05 It 24813 Partial Report Move Line Down
T 5 10028 0000 oty 0 000 0o oo 000
5 10028 0000 psty Akl L om o0m 0 oo 000
[ 5 1004s0 0000 Copyotm Add Multiple Lines om o0m 0o oo 000
G dobi 100450 [0 1omso 0000 ekt Insert Line am o0 o oo o0
5 company: 02- Pl 0200 5 toms rom Pograni 1o W iple Lines 7E0 75mo0 o oo 7son sams
5 1004s0 1.000 I 0m 000 00 o om 000 34008
5 100450 1.000 Convertpy Duplicate Line s000 500000 o oo 5000 34071
EMalOR [ Delete Line
5 100450 1000 Convert  Delete Selected Lines s000 500000 o oo 5000 34022
Megnetic T polete Al Invaice Lines
5 1o04s0 15031 000 (UENe T — a0 1352800 0 00 13528 3408
5 1on4s0 15031 000 Procuce C Add Freight Line 1000 15031 00 0 000 1s031 3401
Report Tnsert Freight Line
Add Job Shipments
Add Fulfliment Adustrent Line
Wiew Tax Break Down
Allacate Taxes by Zip
Edit Line Allocations

Creating a Multi Job Invoice — Balance Postage

Postage must be balanced individually by job. This will allow individual earmarking or suspense application. If
using the Postage Box invoice format, the postage box will provide one box for all jobs referenced on the invoice
and summarize all postage earmarked, all postage suspense used and all postage usage for all jobs on the
invoice.

NR In Qic ng En Lines @@ Balance Postage IEIHI Touship To | Mlscellanenusl DumiTey \nvmcel $ oe
Active Betches | Posted Batches | Balance Postage fo 92

£~ Company: 01 - Plart 0100  Deposits  Depasts on this Invaice —|
1o 2 . Total Deposits for Jok: $2,000.00f
10306 - Finance Charges i i

10307 - Finance Charges Prior Billed Deposits:

10493 - FF 4/2812016 Linbilled Deposits for Jok: $2,000.00
=8 10488
E-@ I 245173 Partial Customer Suspense Customer Suspense
oki# 3213 ’7 Postage Suspense: ’V $0.00
ob# 100279

— Usage on this Invaice ——

Select Usage Trans,

okt 1001283 - Usage
ob# 100450 Total Usage for Jok;
- company: 02 - Plant: 0200

Pricr Billed Usage:

Unbilled Usage for Job:

Bill or crediit on this Invoice

’rCulemsr Postage Balance

=

Cancel oK

Description for Invoice Postage Lines (Only if not using the postage box)

Pﬂstageﬁ’eceivad" | Save |

Postage Used: ‘ |
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Creating A Multi Job Invoice — Dummy Invoicing

The rules of “dummy invoicing” for a single job related invoice remain the same for a multi job invoice, except it
must be done at the job level.

Wi AR Invoicing Entry - Company: 01 - Streamline Solutions -— Plant (
File Batch Inwoice ©Opkions  Utiities Help

o/ 51 7
AR Invoicing Entry Lines | Balance Postage | Bil To/Ship To | Miscelansous  Dummy lnvmce| $ Deposits | §5 Notes | Alocations

= ) Order: 308 (New York Envelope Co.) DATA ENTRY (Buyout) - Status: Final
fohelanes | Rl Bat':hl =3 Delvery: 1 - Dummy Inv. Amount:0.00 - Date: S7/2010
=& company: 01 - Plant: 0100
e

2431 Order: 308 (New York Envelope Co.) PRINT #% 2-COLOR - Status: Final
Inw3# 11436 Adjust i Delivery: 1 - Dummy Inv. Amount:675000.00 - Date: S/7/2010

Inv311437 Final j Order: 308 (New York Envelope Co.) PRINT #3 2-COLOR - Status: Final
M Job# 488
Job# 703
Job# 718
Job# 741

Order: 308 (New York Envelope Co.) Description: PRINT #3 2-COLOR <NOT RECENVED=

Job# 742 Dumm x|
Jobzt 1 05_4 If tax was chosen on Purchase Order, this amount will also

: Inva# 11438 Final include tax,

[H- Inw3# 11438 Final

=[] company: 02 - Plant: 0200

0K
Amount: __2EU.EIEI _
Date: |5/7/2000 Cancel
Charge Type: m

Note  For additional information on “dummy invoicing”, please refer to the AR Screens and Procedures
documentation.

Creating a Multi Job Invoice — Additional Information

Bill To/Ship To tab: This tab can be accessed either at the invoice level or at the job level. The bill to or ship to
address information can be changed by selecting either option.

Miscellaneous tab: Changes to this tab must be made at the invoice level.

Dummy Invoice: Must be performed at the job level. Multiple cost accruals are allowed on a multi-job invoice.
Deposits tab: Either the invoice level or the job level can access this tab.

Notes tab: Notes on the customer’s account can be viewed at either the invoice level or at the job level.

Allocations tab: Allocations for the entire invoice can be viewed at the invoice level, while individual job
allocations can be viewed at the job level.

Preview tab: The invoice can be previewed from either the invoice level or at the job level.

Job tab: This tab can be accessed either at the invoice level or at the job level, as a look-up tool for an existing
job.

Add Additional Jobs to Unposted Multi Job Invoice

To add additional jobs to an unposted multi job invoice, right-click the invoice and select Add Jobs To Invoice.
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gk

File  Batch Inwoice Litilities

| 9| B
AJR Invoicing En

Options

Help

Lines |Ela|anc:e Postage I Bill To/Ship T

Active Batches | Posted Batches I i:ao Job# Qty |
EI--g Company: 01 - Plant: 0100 = 9213 0.000
- 10123 = 100279 0.000
10306 - Finance Charges = 100279 0.000

10307 - Finance Charges = 100279 1.000

104493 - FF 4/25/2016 = 100279 100000.000

= 100279 100000.000

Rewvork Expense Allocations
Edit Custarner Order#
Create Freight Invoice
Job# 10045

h Consolidate
[]--E Company: 02 - Plant: 02

Group

R Internal Eilling Update
Add Jobs to Invoice

Wiew Surnmary Invoice fwith Report Designer)
Wiewr Surnmary Invoice

Wiew Invoice/Report Designer

To select the jobs you want to add to the invoice, place a check mark by clicking in the gray box provided at the
beginning of each line item. The Invoice Status will be created with the same invoice status the other jobs are

marked as in the invoice. Select Finish when done.

Add Jobs to Invoice# 24513

Customer Accti: |U2UU = }ABC Company = Load Jobs
* Load all Jabs that belong ta the selected Custamer I Irwnice From Shipping
" Load all Jobs billed to the selected customer ™ Load Final Shipped Jobs only

| Job# | Description Cuiztomer # Customer Mame Es};t.lggitff [temize] IEDDF;'; gg;ﬁ!g:?s g:g:fc Hia:vlziacrga‘ Partial Irev# Fma::)Sal?g)ped =
M 8000/ Gang Work - Multi-Client 0200 ABC Company Estimate | & | No Mo Yes M -
I 8802 pstg stk link 0200 ABLC Company Estimate | ¥ Mo Mo Mo ' T
i 8823 et 0200 |ABC Company Estimate | ¥ | ‘Yes Mo No v =
I 9057 test 0200 ABC Company Estimate | ¥ Nao Mo Mo b T
I 9213 P5 8843 0200 ABC Company Estimate | ¥ Nao Mo es b T
I 9353 test 0200 ABLC Company Estimate | ¥ Nao Mo Mo M T
1 100220 test 0200 ABLC Compary Estimate | ¥ Mo Mo Mo M =
=1 100273 grng pstg testing 0200 ABLC Compary Estimate | ¥ Mo Mo Mo N T+ |5ras2015
=1 100280/ gms pstg testing stamp 0200 ABLC Compary Estimate | ¥ Mo Mo Mo M T+ 632015
=1 100285 mo pstg af 0z00 ABC Company Estimate | Mo Mo Yes M z B/9/2015 _I
1 100287 test 0z00 ABC Company Estimate | 7 Mo Mo Mo M - |6/9/2015
1 100291 srini i best 0z00 ABC Company Estimate | 7 Mo Mo Mo M "+ |6ras2015
=1 100293 | petg 0200 ABC Company Estimate |+ Mo Mo Mo N T E/2/2015
=1 100294 | drop 4 0200 ABC Company Estimate | Nao Mo Mo M =

1| 100295 N9 E mota tact 0200 BC Compaen Coticent 7 YPRIT Bl m hd

Inevoice Statu
’7 % Partial Invaice € Final [nvoice = Adiustment Invoice ‘

Posting a Multi Job AR Invoice Batch

Wiew PO's | Finish

To post an AR invoice batch containing multi job invoices, select the batch by clicking the batch number in the

tree and then right-click it and select Post Batch.
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o 7 T
NR Invoicing Entry Linesl Balance Postage | Bill

Aclive Batches | posted Baiches |

=

-
I:I--D Cor

Rework Batch Invoices Expenses
Recondile Postage {Contract Pricing Invoices only)
Inveice Into Finished Goods

New Batch

MNew Multiple Job Invoice
New Single Job Invoice
MNew Postage Invoice

New Credit Memo

Create Freight Only Invoice
Change Batch Date
Uninvaice All Jobs

E-4l Company: 01 - Plant: 0100 |
5-‘-’ ——

Preview Batch Posting
Wiew Posted Allocations
Post Batch

Find Batch Invoices

Batch Allocation Report

View Edit Batch Description

Print Batch Invoices

Print Batch Invoices {(with Designer)

w Display Regular Batches
Display Material Storage Batches

Note

——

If you create a final invoice and postage is required to be balanced, you will be prevented from posting
the batch. A message will display providing the details of which job needs to be reconciled.

A preview to the batch posting will display showing the GL accounts to be affected based on the invoices
contained in the batch. Select Post. A General Ledger Posting Report will display indicating the batch has been
posted to the General Ledger.

Second Billing Option

The second billing option Load all jobs billed to the selected customer displays jobs created to the customer
selected, however the Bill To customer at the job level has been changed. In this example, you will enter the bill
to customer account number. The grid will load jobs, that have not been final AR invoiced, created to this
customer as well as jobs that have this customer assigned as the bill to. We will focus on jobs 1400 and 1401.

Create New Invoice

New Invoice for Batch# 2431

=i

Customer Acctt. [1200 =] [P Compary = | Loaddobs
£ Load allJobs that belong to the sslected Customer
& Load allIobs biled ta the selected customer
Jobit | Bt G| i |Esp“r'g§:f’ e[ L= |1 e [ Nooce| Hﬁfv';fc’ga| Partial Itk
o 0 rest 0200 ABC Compary Fiebil | 13 | No No No v =
(= 0 test 0200 ABC Company Frebil | 1 No Mo No v ~
#1400 May Maiing 12345678 Pollad Consulting Esimals| @ No No No N =
1401 Postesd maling 12345678 Pollard Consulting Estmale| @ | No No N N B
5 403 13m 0200 ABE Compary Esimate| @  No No No N -
1404 et 0200 ABC Company Esimals| @ No No No N =
S a0s 132 0200 ABC Company Esimale| @  No No No N 5
5 408 13 0200 ABE Compary Esimate| @  No No No v ~
Inwoice
( € PattalInvoice & Final lnweice € bdustert nvsice ‘

Cancel

View PO's Finish
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Jobs1400 and 1401 show Pollard Consulting in the quote header:

7_7 = [~ Mail Estmating fifse S
] : B %
Customer #: [12325675 @, SbAcct [FsCaquie | LinkTo Contiact v Estimating ELsspa] 1215578 | Subtcer |FsCoute T Link ToContact
=~ Estimating s | = " - Custorner: [Pollord Coreuling ——
Data Processin L Addiional It + Review Pricing — tional Info
° Contast: [[inda Polbrd | Order Ent Cortect: |L nds Follad =
- Components T ——— d
& nsserory Address: [T man 5 Phone 3153050071 + Order Entry pddess [0 Prons 50 05 507¢
F Packages IS SI0M VIEJDCA 52692 FAix [345-3055075 MISSION VIEJD.CA 92652 FA[345 305 5076
Finishing Contact Phone: | 943-305-6074 Contact Phone:| 343 2055074
: Drops - n
- Specialinstructions | Guots Dater[5/7/2010 = = Quote Date: Iimzmn Bl =l
 Review Pricing Master [~ First Mail Date: [ 5 10,2000 <] L First Mail Dater[ 5 42010
+ Order Entry Last Mail Date:| 5 1072010 Last Mail Date:] 5 /10,2010
Re-Cortact Date| 5 /2172010 =] Rie-Contact Date:] 5 /21,0010
Salesiep [ House Account Re-Order Datel] 5/ 7 /2010 SalesRep:] House Account id Fe-Order Date] 5 /18/2010
C5R[Linda Follard - oy 10,000 SR Linda Pollard = Qi 5,000
Estimator = Estimator =]
Planner = Plammer =
Job Type:[Brochures Jab Type| Pestoand
Job Tile:May Maiing Job Tille[Fostoard maiing
Description: Description:
Price List [Default Corporate Price List Piice List: [Defauk Comorate Price List
i Inventary Ml Inventoy
Quote Standard Specifications: | Cuote Standard 5 peciications |
] e LT . . K | o
) (165499 | 1400 [Pollerd Consuling [01/0100 - May ) (165599 | 1401 [Pollerd Consulting [m/oo0

However, the Bill To shows ABC Company:

 Quote Header
=~ Estimating

Data Processing
Compont
£] Assembly Stat Date:[547/2010 Piiiiy Newdobe[ves =] St Dt [57772010 Prioiiy: Newdobi[ v ]
# e Fist i Date [ 5072010 Paburber| Fist il Dt [5/70720710 Pathumber
¥ orops Lestblai Date: [5/10/2010 P/ Number: Last Mail Date: [5710/201 01 R0 Number
specialnstructions ll |2c 0rder Date: Provious Job: Re-Order Date: Previous Jab:
-y Review Pricing
= Order Entry
2 seripts.
‘2;2::3 Detsis e ot |
m: ir:k:: Tt Leftovers - Bill Leftovers
Combined WOWT Altemative fddresses Clear | Akemative Addresses Dear || Altemative Adiesses Clear || Allemative Addiesses
nventory Harx Custmer s 0200 |01 st £.7] W Costomec[Polsd Corsutig Customer & [0200 |01 Swesmine £ 7] 1] Customer[Polrd Corscling
Z;Tgri::fn N Customer. [ABC Compary Addess10manst Customer: [ABE Compary Address] 10 main 51
Seneduing Contact [Tom Palendst j | Cartact: [Tom Pelender [

Address: [107 Smih Ranch P MISSION VIEAD, EA L [Ty — MISSION VIEJD. CA
Zp[iR zeliin

Contact:[Linda Pollard
RO ontact:[Linda Pollar TR Contact [Linda Follad
Conments, Comments:
Zipi[82730 Zpf5230
Save Contact s : [Tom Palender Save Contact A :[Tom Palender

Corments: Comments:

W Mt Lancel|| Save O Heies Caneel| Save

After selecting the jobs to invoice, select either Partial or Final, and select Finish when done.

Customer Acctif: [0200 = |#BC Company = Load Jobs
" Load all Jabs that belong to the selected Customer
 Load all Jobs biled to the selected customer
s | v [owomwrd] omormetane [ o] Sgen] S [hess s Pt i

= 0 test 0200 ABC Company Prebil ( Mo No No 3 -

=] 0 test 0200 ABC Company Fiebll | 1 | Mo Mo Mo v =

| 1400 May Maling 12343678 Pollard Corsulting Estimate | ¢ Mo Mo No N

| 1401 Posteard mailing 12345678 Pollard Consulting Estimate | ¥ Mo No No N

|1 1403 1382 0200 ABC Company Estimate | #7 Mo No No N

5 1404 et 0200 4BC Company Edmalz| % | Mo Mo Mo N

= 1405 1382 0200 ABC Company Estimate | ¢ Mo No No N

5 1a06 1382 0200 4BC Company Edimalz| ¥ | Mo Mo Mo v =

Invoice
’— " Partial Invoice & Final Invoice £ Adiustment rvoice ‘
Cancel View PO's Finish
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The invoice is created for the jobs created. Continue to complete the invoice as explained previously in this
document.

i AR Invoicing Entry - Company: 01 - Streamline Solutions — Plant Code: 0100

Fle Batch Invoice Options Utities Help
| 2 L
AR |nVO|C|ng Entry UﬁslmwlﬁiTanIWmulmmhml # Deposis | 5 notes | Alocatons | Preview | Job |
- Gro| . Min Avg Unit
Amgdd..ﬁ'mmml w| o | Qty Hot Key. | Services. S e per ‘Price | Subtotal | Tax Code |
= EJ Company: 01 - Plant 0100 1400 0.000 May Maiing 000 0.00 00000 Extendedline x| 0.00 .00
i B = 1400 1.000 ConvertMagnetic Tape 000 0.00 500000 @ Each =l 5000 50.00 00
H T Inv 11436 Adjust = 1400 10000.000 Merge/Furge 0.00 7500 12,0000 M Fer 1000 =l 1200 120.00 00
) v 11437 Final = 1400 10000.000 Produce Counts Report - 0.00  50.00  12.0000 M Per 1000 =] 1200 120.00 00
[} Inv# 11438 Final = 1401 0.000 Posteard maiing 000 000 00000 Extendedline v 0.00 0.00
T3 Inv# 11438 Final = 1401 1.000 Convert Magnetic Tape 000 0.00  50.0000 @ Each = 5000 50.00 00
-7 InvE 11420 Fartial (5 1401 25000.000 Key Code Records 000 000 1.0000 M Per 1000 =l 100 250000
#-F3 Inv 11441 Partial [= 1401 25000.000 MergeiPurge 000 7500  9.0000 M Per 1000 =l 900 22500 00
{13 Inv# 11445 Final = 1401 25000.000 Sort Records 0.00  0.00 _2.0000 M Per 1000 ~ 200 50.00 00

) 2437
[EJ company: 0z - Piant 0200

‘Batcha: 2431 - Date: SIT/2010 (7 invoice(s), $2,117,874.17) Invoice#: 11445 5772010 $640.00 Balance: $640.00 Job#: 0 Account®: 0200

Invoice From Shipping

Invoice From Shipping is customized programming that allows an invoice generated based upon actual
quantities shipped.

Customer Accti: |'| 0o j IThE Perfect Starm j Load Jobs I

% Load all Jobs that belong to the selected Custormer ¥ Irveaice Fram Shipping
" Load all Jobs billed to the selected custonmer [ Load Final Shipped Jobs anly

Load Final Shipped Jobs Only

Load Final Shipped Jobs Only will only list jobs that have been final shipped via the Shipping program.
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Destrop Job

The Perfect Stom

5662

Ship

The Perfect Stam

_[ IBRIET

hbjhkj

The Perfect Stom

=
New Invoice for Batch# 10499




